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BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PH CONG NGHIEP QUANG NINH Doc lip — Tw do — Hanh Phic

BE CUONG CHI TIET HQC PHAN
TRINH PO PAO TAO: PAI HQC
NGANH: QUAN TRI KINH DOANH

1. Tén hoc phan:
Tiéng Viét: Quan trj van phong
Tiéng Anh: Office administration
Ma s6 hoc phan: DHCQ0186
S6 tin chi hoc phan: 2(2,0)
S tiét hoc phén:
Ly thuyét: 30 tiét
Tu hoc: 70 tiét
2. Pon vi quén 1y hoc phan:
2.1. Giang vién giang day:
I. ThS. Tran Hoang Tung
2. ThS. Bui Thi Thiy Hang
3. ThS. Dang Thi Thu Giang
4. ThS. Tran Thi Thanh Huong
5.ThS. Trén Thi Thu Lan
6. ThS. Ngo Thi Lan Huong
2.2. B0 mon: Quan tri kinh doanh
2.3. Khoa: Kinh té
3. Piéu ki€n hoc hoc phin

Hogq sau hoc phin Nhéap mén tin hoc, Ky nang quan tri;...
4. Muc tiéL.l ciia hoc phan:

Trang bi cho sinh vién nhiing kién thirc téng quan co ban vé cong viéc chu yéu
ctia van phong gém: Xir ly va luu trit théng tin, td chirc vin phong, to chirc cac budi
hop, chiéu dai, cong tac I€ tan, trg gitp thi trudng co quan, don vi trong cong tac quan
ly dé thu duoc két qua cao hon trong cong viéc.

4.1. Kién thirc:

4.1.1. Hiéu biét dugc can ban vé cong tac to chie vin phong, quan tri vin
phong va quan tri lao dong var: phong.

4.1.2. Hiéu biét dugc cac nghiép vu co ban cua vin phong gdm td chire cong tac
thong tin, quan ly thoi gian lam viée, nhirng van dé chung vé gieo tiép, hoi hop, hoi
nghi...



4.1.3. Hiéu biét dugc trach nhiém ctia thu ky va van phong trong thoi gian thi
truéng vang mat. hoach dinh va sap xép duoe nhiing chuyén di cong tac....

4.1.4. Nam dugc qué trinh vé cong tac van thu, cong tac luu trit, soan thao vin
ban quan ly va ky thudt soan thao mof s6 vain ban hanh chinh thong thuomg.

4.2. Ky nang:

4.2.1. Hich thanh cac ky nang co ban nhu k¥ nang thu thip va xtr ly thdng tin,
k§ nang trinh bav va giai quyét van dé,. ..

4.2.2. Hinh thanh cac ky nang chuyén mon nhu k§ nang du doén, k§ nang phan
tich tinh hudng, k¥ nang lap ké hoach. ..

4.2.3. Ren luyén k§ ndng giao tiép, trinh bay, lam viéc nhom, k¥ nang thuyét
phuc va tao dung maoi quan hé, mang lud¢i quan hé t-ong cong viéc va quan hé xa hoi.
Tu tin, dam chép nhén rui ro va duong dau voi moi taach thie
5. Chuén dau ra hoc phan

Sau khi hoan thanh viéc hoc phan nay, sinh vi3n co thé:

1. Hiéu biét vé téng quan nhing van dé chung vé van phong va td chirc van
phong gém chirc nang nhiém vu cua van phong ciing nhu mbi quan hé ctia van phong
trong cac co quan don vi.

2. Nidm bét dugce cac vin dé vé quan tri van phong, cic cong tc to chirc vin
phong, quan tri lao dong van phong va cac nghiép vu co ban cua van phong.

3. Hinh thanh céac k¥ nang chuyén mén nhu ky ndng du doan, k§ ndng phén tich
tinh huéng, k¥ ning lap ké hoach...

4. Kha néng lam vi¢c doc lap, ren luyén k¥ nang giao tiép, trinh bay, lam viéc
nhom, k¥ nang thuyét phuc va tao dung mdi quan hé, mang ludi quan hé trong cong
viéc va quan hé¢ «@ hoi. Ty tin, dam chz”ip nhan rui ro va duong dau véi moi thach thire

5. Hinh thanh k¥ ndng x@ hoi co ban trong hoat dong chuyén mon dé lap ludn,
minh chimg xac thuc, thuyét phuc trong phan tich Iy thuyét va giai quyét tinh hudng
thuc tién
6. Tém tit ndi dung hoc phén

Hoc phén cung cip cho ngudi hoc nhitng kién thirc va ky nang can thiét can ban
vé quan tri vn phong, nhitng vén dé chung vé van phong va té chirc van phong. Pong
thoi giap ngudt hoc nam duge cac nghiép vu co ban cta van phong gom: To chirc
cong tac théng tin cta van phong; T6 chire hdi hop, hdi nghi; Cong tac hwu trit...

7. Céu tric ni dung hoc phin

A A
Pé muc ~ Noi dung . sl M:Ic
' Tong | LT | TH/TN | tiéu
Chwong 1 | Pai cwong vé viin phong va quan trivin | 2,0 | 2,0 4.1.1
phong 4.2.1
L Dai cuong vé vin phong ” 1,0 1,0 422




A ) t - S tiét Muc
bé muc NI dung - - :
, Tong | L'T | TH/TN | tiéu
BEE] Dai cu'Uing vé Elitliz’ainirriivz;lhipilu‘)llg B L0 | 1,0 | | 423

| Chuhoi chuong | T

Chuwong 2 | Cong téc té chire viin phong 4,0 | 4,0
2.1 Co céu (0 chie van phong 1,0 | 1,0 4.12

29 Té chirc noi lam viéce ctia van p?]‘c‘;ng 1,0 1,0 4.2.1
2.3 Trang ll?ijé{—bi van phong 1,0 1,0 422
2.4 Xay dung quy ché t chirc va hoat déng | 1,0 | 1,0 4223
-cua van phong
Cau hoi chuong 2
Chwong 3 | Quan tri lao dong van phong 4,0 | 4,0
3.1 Khai ni€m, vai tro, phan loai lao dong van | 1,5 1.5 4.1.3
phong ' 4.1.4
3.2 Thu ky vin phong 0,5 | 0,5 4.2.1
3.3 Chéanh vin phong 0,5 | 0,5 422
3.4 Quan tri vién van phong va cac hoat dong | 1,0 | 1,0 423
giao tiép '
3.5 Céng tac tuyén dung trong van phong 1,0 1,0
Cau hdi chuong 3 '

Chuong 4 T6 chire cong t:’lc_‘{hﬁng tin 2,,0 | 2,,0 4.1.3
4.1 Khai niém, phan leai, vai tro cua thong tin | 1,,0 | 1,,0 4.1.4
4.2 T4 chirc cong tac thong tin 0,5 |05 42.1
4.3 Hoan thién hé thong thong tin trong cac co | 0,5 | 0,5 4.2.2

quan, don vi 4.2.3
Cau hoi chuong 4

Chwong 5 | Té chirc hoi hop, hdi nghi 2,0 | 2.0 4.13
A Nhing van dé chung ve hoi hop, hoi nghi 1,0 1.0 4.1.4
5.2 Hoach dinh va (6 chie cac cude hop, hoi | 1,0 | 1.0 4.2.1

nghi 422
Céu hoi chuong 5 423

Chwong 6 | Cong tac vin thu 4,0 | 4.0 4.13
6.1 Khai quat chung vé cong tac van thu 0,5 | 0.5 4.14
6.2 NoOi dung nghi€p vu cong tac van thu 1,5 1.5 42.1
6.3 Cong tac lap ho so 1,0 | 1.0 422
6.4 Nop luu hd so va liru trit co quan 1,0 | 1.0 423

Cau hoi chuong 6 .

Chwong 7 | Cong tac hru trir 2,0 2.0 413

7.1 Khai niém, vai tro va tinh chat cua cong | 1,0 | 1.0 4.14
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S6 tiét Muc

DE myc Ngidung [ Téng | LT |[TH/TN | tidu

tac luu trir N Bk | 424

7.2 Noi dung cua cong tac luu trir hién hanh 10 ] 1.0 4.2.2

Cau hoi chuong 7 T 423

Chuwong 8 | Soan thio viin bén quén Iy a0 | 40 4.13

8.1 Nhiing vin dé chung vé van ban q?an]? 10 |10 | 414

nha nudc 4.2.1

8.2 Thé thirc viin ban quan Iy nhanuge | 1,0 | 1.0 422

8.3 Ngon ngfr_lr_dng vdn ban q-u'e’m ly _: 1.0 1,0 | 423
8.4 Quy trinh soan thao van ban quan ly 0110 i

Cau hor chuong 8 -

Chuong 9 | K§ thuit soan thao mdt s6 van ban| 4,0 | 4,0 | 403

quan ly thong thuwong 4.1.4

9.1 Phucng thic soan thao quyét dinh, bao | 2.0 | 2.0 4.2.1

céo, cong van 422

92 | Phuong thirc soan thao to trinh, thong bao, | 2.0 | 2.0 423

bién ban, dé an, hop dong.

Céu hoi chuong 9

Kiém tra trinh 12,0 | 2,0

8. Phuong phag giang day
Giang day 1y thuyét két hop thao luan theo nhdm
9. Nhiém vu ciia sinh vién:
Sinh vién phai thuc hién cic nhiém vu sau: s
- C6 mat tdi thidu 70% s tiét hoc ly thuyét.
- Tham gia va hoan thanh day du cac budi thao luan, bai tap nhom.
- Lam bai tap lon theo quy dinh cua giang viéa
- Chu dorg chuin bi cac ndi dung va thyuc hién gio tu hoc theo muc 12
10. Panh gia két qua hoc tp cia sinh vién
10.1. Céach danh gia
Sinh vién dugc danh gia tich liy hoc phan nhir sau:

TT | Diém thanh phén Quy dinh Trong sb Ghi cha
S4 tiét sinh vién tham du hoc/tong Sinh vién
" |6 tiét quy dinh. Y thirc, thai dg khong tham du
1 | Biém chuyéa cén A 1 y e kg Q 10% ue al,n
hoc tép trén lop, y thirc chuan bi da 70% so tiét
bai, lam bai tap ... cta sinb vién. hoc trén 16p thi
Piém qua tr‘inh Lam bai kiém tra tu luan , 30% khong dugc du
Diém thi két thac | . - thi két thic hoc
3 . Tu ludn (90P) : 60% N
hoc phan phan




10.2. Céch tinh diém:

Diém hoc phéan bao gom diém kiém tra thuong xuyén trong qué trinh hoc tap; diém
danh gia nhén thic va thai d§ tham gia thao luén; diém danh gia phan thuc hanh; diém
chuyén can; diém thi gitta hoc phan; diém tiéu luan va diém thi két thic hoc phin thuc
hién theo cong thirc sau:

Diém\ hoc | | Diém chuyén can N Diém qua trinh N | Diém thi két thuc
phén x 0.1 x 0.3 | hoc phin x 0.6
Piém hoc phan tinh theo thang diém 10 lam tron dén mot chir s6 thap phan, sau
dé dugce quy doi sang diém chit va diém sb theo thang diém 4 theo quy ché dao tao ctia
Nha truong.

11. Tai liéu hoc tap:
11.1. Tai ligu chinh:
[1] Quan tri vén phong. NXB PH Kinh té quoc dan. 2012.
11.2. Tai liéu tham khao:
[2] Bai giang Quan tri van phong Dai Hoc Cong nghiép Qué{ng Ninh
12. Huéng dén tir hoc ciia hoc phéan

Sinh vién ca
N cr | sr | TH in VIEI: can
Chwong Noi dung & " i tham khio va
(tiet) | (tiet) | (tiet) .
chuan bi
1 Dai cuo & vin phong va quan
SRGHIIE W M ERNE TR 4 + Tai lidu [1], [2]
tri van phong
2 Cong tac 10 chirc van phong 12 + Tai liéu [1], [2]
3 Quan tri lao dong van phong 10 +Tai liéu [1], [2]
4 T chire cong tac thong tin 4 © | +Tailigu [1], [2]
5 T4 chie hoi hop, hoi nghi 4 +Tai liéu [1], [2]
6 Cong tac van thu 10 +Tai liéu [1], [2]
7 Cong tac luu triv 4 +Tai liéu [1], [2]
8 Soan thao van ban quan ly 10 +Tai liéu [1], [2]
9 K)”/, thu,ét sho':,m thé? m)t s van ban 12 +Tai liéu [1], [2]
L quan ly thong thuong :

Quang Ninh, ngay [ thang 12 ndm 2022
TRUONG F. TRUONG BO MON  GIANG VIEN BIEN SOAN
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foang Hung Thiing  ThS. Ping Thi Thu Giang ThS. Trin Hoang Ting




