TRUONG DAl HOC QUANG BINH CONG HOA XA HQI CHU NGHIA VIET NAM
Khoa Kinh té - Du lich Poc Lap - Tw Do - Hanh Phic
CHUONG TRINH PAO TAO

Nganh: Pai hoc Quan tri dich vu Du lich va Li hanh
Trinh d¢ dao tao: Pai hoc M4 s6: 7810103

PE CUONG CHI TIET HQC PHAN
1. Thong tin chung

1.1. Tén hoc phan: Quan tri van phong 1.2. Tén tiéng Anh: Office administration

1.3. Mi hoc phan: TKQTVP.043 1.4. So tin chi: 03
1.5. Phan bé thoi gian:
- Ly thuyét: 30 tiét
- Bai tap tai lop: 15
- Tw hoc: 90 tiét
1.6. Cac giang vién phu trach hec phan:
- Giang vién phu trach chinh: TS. Tran Thi Thu Thay
- Danh sé&ch giang vién cung giang day: Cac giang vién theo sy phan cong cua b mén
1.7. biéu kién tham gia hec phan:
- Hoc phan tién quyét: Quan tri hoc
- Hoc phan hoc truéc: Khong co
- Hoc phan song hanh: Khéng co
2. Muc tiéu

2.1. Muc tiéu chung

Hoc phan cung cap céc kién thic co ban vé nghiép vu van phong gom cach
thirc to chic, quan ly, diéu hanh va phan phéi cac hoat dong chuyén mén trong pham
vi van phong.
2.2. Muc tiéu cu thé
2.2.1. Vé kién thic

- Trang bi cac kién thtc vé nghiép vu quan tri van phong, nhitng thach thirc doi
VéGi cap phong va 1anh dao cap phong;

- Nang lyc can ¢6 cua ngudi lanh dao cap phong;

- Céc cach thuc to chuc, quan ly, diéu hanh va phan phéi cac hoat dong chuyén
mon trong pham vi van phong

- Phuong phap phat hién va khac phuc cac khuyét tat cac md hinh hoi quy.
2.2.2.Vé ky ning
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- Cung c4p nhitng k¥ ning co ban vé cach thuc té chuc, diéu hanh phan phéi va
quan Iy caa lanh dao cap phong.

- K§ nang lam viéc nhom, xay dung ban linh cta nha quan tri van phong.

- K§ niang diéu hanh vian phong, quan tri co so vat chat trong van phong ciing
nhu quan tri nh&n sy va quan tri théng tin.
2.2.3. Vé thai do

- Thai do nghiém tdc trong hoc tap, cé y thuc va trach nhiém véi thanh vién
xung quanh, tu rén luyén dé dat hiéu qua hoc tap cao.

- Xay dung cho sinh vién thai d6 pht hop khi thuc thi nhiém vu, quyén han caa

cap phong.
3. Chuan dau ra (CLO)

Bang 1. Chuan dau ra cia hoc phan

Sau khi hoc xong hoc phan, SV c6 kha ning:

Ky hiéu
CLO

N¢i dung CLO

CLO1

Hiéu va nhan dién cua cac loai hinh vin phong va céach thtc td chtc cac loai hinh
vin phong trong cac t6 chuc, doanh nghiép hién nay.

CLO2

Hiéu duoc cac kién thirc vé cdng viéc cua van phong va ky nang vé quan tri théng
tin, quan tri hd so va quan tri thoi gian khi thuc hién nhiém vu cong viéc trong
van phong.

CLO3

Hinh thanh phong cach I&nh dao va ky nang lanh dao, kha nang hoach dinh va xay
dung ké hoach cong viéc trong van phong nhu lap ké hoach cugc hop, hoi nghi, ké
hoach cbng téac ...

CLO4

K$ nang kiém tra, giam sat céng tac phong; k¥ ning thuyét trinh, hudng dan,
giao tiép; k¥ nang luu trir hd so, van ban ...

CLO5

Van dung céc kién thic cia nha quan ly, phong cach va pham chat cua nha quan
tri van phong dé phat trién, sang tao hoat dong kinh doanh cua doanh nghiép.

4. M6i lién hé giira chuan dau ra hoc phan (CLO) va chuin du ra chwong trinh
dao tao (PLO) Mtrc do dong gop, hd trg ctia CLO dé dat duge PLO dugc xac dinh cu
thé qua bang sau:

Bang 2. Moi lién hé giita CLO va PLO

PLO ()| |G| @ ®[6® () [€)]O] 10 |1 |12
CLO1 | R | I R| R | R
CLO2 | M |R M| R M,A M
CLO3 | M| M| M R | MA M M
CLO4 |R|M| M M| M |R M M




CLO5 | M| M| M M| M |R M M
Tong h
L RVERVERY M| M |R M,A M
hoc phan

Ghi chu: |: miec gioi thiéu/bdt dau; R: mikc ndng cao hon mirc bat dau, cé nhiéu co hoi
dwoc thuc hanh, thi nghiém, thuc té,...; M: mirc thuan thuc/thong hiéu; A: hé tro t6i da viéc
dat dwgc PLO, can dwoc thu thap minh chirng dé danh gia CBR CTPT.

5. Panh gia
a. Phuong phdp, hinh thirc kiém tra - danh gid
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Bang 3. Phuwong phap, hinh thic kiém tra - danh gia két qua hoc tip cia SV

Thanh phan | Trong Bai danh gia Trong Rubric Lquan dén CPR Hurora dén ohsone mhio danh gid
danh gia 56 56 con |(@anh ddu X néu c6)| nao & bang 1 g aan plucong phap @anh g
(1) () ©) (4) (5) (6) (7)
Al. Chuyén can, . ,
o 10% Toan qua trinh hoc X Rubric 1
thai 4o (CCTD)
_7 A2.1. Tuan 8: Chuong 1, CLO 1, CLO 2, . . .
A2. Kiém tra X Rubric 3 hoac Rubric 6 hoac Rubric 7
. chuong 2 va chuong 3 50% CLO3
thuong xuyén | 30% -
KTTX A2.2. Tuan 15: Chuong 4 ) . ) . )
( ) 50% X CLO 4,CLO 5 | Rubric 3 hodac Rubric 6 hodc Rubric 7
+ Chuong 5
A3. Danh gia Bai ktra cudi ky: Viét hodc . Danh gia theo thang diém 10 dua trén
o 60% | , .. o X CLO 1 denCLO 5 o s s
cuoi ky van dap hoac Bai tap lon dap an dugc thiét ke san

Ghi chl: a. Tay theo yéu cdu, déic diém cua tirng hoc phan, bé mon cé thé dieu chinh thanh phan va trong sé, trong sé con cua cdc
thanh phan déanh gid. Tuy nhién, phdi dam bdo danh gid cudi ky khéng dieéi 50%.
b. Yéu cdu déi véi hoc phan:
Sinh vién phdi tham dw >=80% s6 budi ciia HP. Néu nghi >20% s6 budi sé khéng dwoc dw thi két thiic HP.
6. Ké hoach va nai dung giang day
Bang 4. Ké hoach va ndi dung giang day theo tuan

CDR cuabai hoc | Lién | PP giang day, tai liéu va c6 s6' | Hoat dong | Tén bai

Tuan | Céc ndi dung co ban cia bai hec Sf') (chwong)/ quan | vat chit, thiét bi can thiét dé hoc cia | danh gia
(chwong) (den 3 so) tiet cha de den dat CbR SV(*) (6 cot3
CDR bang 3)

1) (2) ©) (4) () (6) (7) (8)




Chwong 1: Nhing vin dé chung veé
van phong va qudn tri van phong (8

- Phuong phap thuyét giang,
cau hoi goi mo, bai tap tinh

iét) Nhan biét dugc vi tri, |CLO1 A Chuan bi noi
111, K igm, chie nang va nhigm v, _ ¢ "ne: nhiém vu oo T 18, a0 AN AOM: | dung chong
. em, chirc nang va nhié u . a 31 va phan ti N
I C g : "3 LT [cia 1anh dao phong dién giai va phan tich... 1 trong tai
prong o va quan ly cong tac GV st dung giao trinh, bail i, tham
1.1.1. Khai niém phong . giang, may tinh .
o . phong. ' T khao:
1.1.2. Chtrc nang phong - Phuong tién, thiét bi: phong Nguydn Hitu
1.1.3. Nhi¢m vu phong hoc, Projector, man chiéu, bang...| . — . _ .
— Tri; Tran Thi
1.2. Quan tri phong 3LT by Th
1.2.1. Khai niém quan tri, lanh dao va Hiéu dugc ban chat Thu Thuy
quan ly phong cua cbng tac quan tri [CLO 1 (2021).
1.2.2. Chirc nang cua quan tri hanh phong.
chinh van phong
- Phuong phép thuyét giang, |Chuan bi noi
1.3. B6 may hanh chinh phong cau thyc té, thao luan nhém, | dung chuong
1.3.1. Hinh thire, co cau to chic phong | 2 LT CLO | dién giai va phan tich... 1 va chuong
1.3.2. Ph thac bd tri, sap xé s , 1, |- ) ia0 tri 3| 2 trong tai
o uong thuC DO ap xep Hiu biét v& by may .GV sir dung gido trinh, bai o ﬂ?am
. . 3 av ti €
prong . . s to chuc cua cac loai giang, may tinh... , to
Chuwong 2: Quan tri van phong(12 tiét) . . . - Phuong tién, thiét bi: phong khao:
. hinh van phong. o : . —
2.1. Quan tri thoi gian CLO | hoc, Projector, man chiéu, | Nguyen Hiu
2.1.1. Su can thiét phai quan tri thoil 1LT 2 | bang...hoi goi mé, bai tap tinh | Tri; Tran Thi
gian hudng. Thu Thay

(2021).
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2.1.2. Nguyén nhan lam mat thoi gian
2.1.3. Cac bién phap quan tri thoi gian
2.2. Quan tri thong tin

2.2.1. Su can thiét phai quan tri théng
tin

3LT

Hiéu biét duoc cach
thire to chuc quan tri
thong tin trong van

phong

CLO?2

- Phuong phap thuyét giang,

cau thuc té, thao luan nhém, (Ciihuan}fn nol
didn giai va phan tich ... ‘;“tg ¢ “:T‘_lg
. . . S . rong tai
2.2.2. Nguyén tac thong tin cho lanh dao CLO2|- GV st dung giao trinh, bai lia ﬂ?
. A ia o nohi . e iéu tham
2.2.3. Thu nhan va xt ly thong tin Hicu dugc y nghia giang, may tinh ... ckh"
. 5 vai tro cna nha » . 0:
2.3. Quan tri ho so LT va vai tro cua nha - Phuong tién, thiét bi: phong N ::] He
o . N 5 ia . u u
2.3.1. Khai niém va su can thiét phai lanh dao rong VIEC  |CL.O 4| hoc, Projector, man  chiéu, J ye; o
quan tri hd so quan tri ho so. bang, cay hoi goi mo, bai tap T Tran Thi
_ _ o S | Thu Thay
2.3.2. Tién trinh va cong cu quan tri hé - Hiéu biét dugc cach tinh huong ... (2021).
thdng Iuu trix hd so thirc t6 chirc quan tri
2.3.3. Thu tuc luu trit hd so h so. CLO3
2.4. Lap va to chirc cac chuong trinh, ké3 LT | - Biét cach lap va to
hoach. churc va td chic cac  |CLO 4
2.4.1. Vai tro cua viéc lap chuong trinh, chuong trinh cong
ké hoach. viéc.
2.4.2. Lap ké hoach va td chirc cac cudcl2 LT . Ly o Chuan bi ndi
) i ) . - Phuong phap thuyét giang,
hop, hoi nghi Co kha nang lap cac , SO dung chuong
. N - Phuong phap thuyét giang,
2.5. Lap ke hoach cong tac ca nhan cua chuong trinh cudc R LT 2 va chuong
~ < . N ) CLO 3| cau hoi goi mo, bai tap tinh .
lanh dao van phong hop, hoi nghi trong J L ) } 3 trong tai
e, N . huong thuc te, thao luan nhom, ,
Bai tdp ung dung van phong. diZn aii VA bhan tich liéu tham
T s . n n tich...
Chuwong 3: Lanh dao dieu hanh cong Ien glal va phan tic khao:




tic van phong (9 tiét) 1LT - GV st dung gi4o trinh, bai| Nguyén Hiu
3.1. Vai tro va vi tri cua nguoi lanh dao giang, may tinh... Tri; Tran Thi
trong diéu hanh trong van phong - Phuong tién, thiét bi: phong| Thu Thay
Thuc hién tdt nhiém [CLO 3 |hoc, Projector, man chiéu, bang|  (2021).
o 3.2. Nguyén tic lanh dao, diéu hanh S LT va phong céch cua
nguoi lanh dao van
phong. CLO4
3.3. Noi dung cong tac lanh dao, didu ., _ A22
. Nam bat duoc noi
hanh d ong tac can  |CLO 3
9 B.4. Mot sb yéu cau va sai 1am co ban| 3 LT ung cong\ ac can
A , IO e . lanh dao vamotso |CLO 4
can tranh doi véi ngudi lanh dao van o a
. sai lam can tranh.
phong
_ . , - Ph hap thuyét giang, [Chuan bi noi
Bai tap ung dung tinh huong . uo_ng p P u\B_le g a‘ J Ao
.z o |2LT cau héi goi mo, bai tap tinh |dung chuong
Chuwong 4: Kiém tra cong tac phong 2 C . . ) N
10 8 tid Hiéu duoc vai tro va huong thuc té, thao luan nhom, (4 trong fai
| . -2 ~ A
(6 tiey A e y nghia cua kiemtra | CLO 4| di&n giai va phan tich... lieu  tham
4.1. Khai niém, vai tro va y nghia cua . . . ] I
s o 1 LT hoat dong van phong. - GV su dung gido trinh, bailkhao:
kiém tra hoat dong van phong . o x -
giang, may tinh... Nguyen Hiu
4.2. Nguyén tac kiém tra cong tac van Nim dugc cac - Phuong tién, thiét bj: phong[Tri; Tran Thi
11 ) 3LT R CLO 4 . s [Thy Thad  A23
phong nguyeén tac kiém tra. hoc, Projector, man chiéu, bang uy
’ = (2021).
n n L LA Nam duoc cac noi
12 | 4.3. Noi dung cong tac kiém tra 3LT - CLO 4
dung kiém tra.
Bai tap ung dung tinh hudng 1LT| _ . . .. . |CLO |- Phuong phap thuyét giang, [Chuan bi noi
PR i o K¥ nang to chac va . L > R
13 Chuwong 5: To chirc cOng tdc mgt so Uan tri cona t4c I3 4, cau hoi goi mo, bai tap tinh |dung chuong
hoat déng ciia phong (8 tiét) a " ' b?ﬂ CLO 5| huébng thuc té, thao luan nhém, [5 trong tai
‘. A TV an co ball. .
5.1. Boi vai cong tac e tan 2LT liéu tham




SLT IKY nine t chic va CLO | dién giai va phan tich... khao:
A . s s s 12 nang td6 chac v Ny . . x .
14 |5.2.CoOng tac quan ly van ban y e i 4, |- GV st dung gido trinh, bai|Nguyén Hitu
quan tri van ban. . (e . ToA .
CLO 5 |[giang, may tinh... Tri; Tran Thj
5.3. Cong tac luu trit C6 k§ nang luu trit ho - PhuorTg tién, \thlet.Fn: phong/Thu  Thuy,
15 3LT o hoc, Projector, man chiéu, bang... [(2021).
s0, van ban.
CLO1 A3: chuong
Theo . . . .
) . Kiém tra cuoi ki den 1 @én
lich thi
CLOS chuong 5

(*) Ghi cha: (1) Viéc ba tri scip xép lich day (sé tuan, sé tiet)tiy thuge vao ddic diém tinh hinh cia chirong trinh va tién dé hoc tdp cia sinh vién mai l6p.
- (3) 86 tiét (LT/TH/TT): Xdc dinh s6 tiét Iy thuyét, thiec hanh, thue tdp ciia timg chirong
- (6) PP giang day dat CDR: Néu tén cic PP gidng day sir dung trong timg chwong dé dat CDR
- (7) Hoat dong hoc cua SV: Xac dinh cac noi dung SV can chudn bi tai nha (doc tai liéu nao, tie trang thir mcfy, LVN dé gidi quyét BT, lamdwan ........ ); Hoat
dong tai I6p (thao ludn nhém, lam BT thuong xuyén so....).



7. Hoc liéu
Béang 5. Sach, gido trinh, tai li€u tham khao
o, Nam | Tén séch, gido trinh, NXB, tén tap chi/
TT Tén tac gia e . .
XB tén bai bao, van ban noi ban hanh VB
1. Giao trinh chinh
. o Nha xuat ban Khoa hoc va
1 | Nguyen Htru Tri 2005 | Quan tri van phong, o
Ky thuat.
. ) Bai giang Quan tri Pai hoc Quang Binh.(tai
2 | TranThi Thu Thiy | 2001 | B8 91dng Quantri | Bai hoc Quang Binh.(
van phong liéu so),.
2. Tai ligu tham khao
N . Gi4o trinh gido duc | xuat ban Pai hoc S
3 | Nguyen Thanh Binh 2007 . ;g u al Bah Pal Tloc s
k§ nang song, Nha Pham.

8. Co s& vat chat phuc vu giang day

Bang 6. Co sé vat chat phuc vu giang day

Tén giang Danh muc trang thiét bi, phan mém chinh | Phuc vu cho ngi
TT dwong, PTN, phuc vu TN,TH dung Bai
xuéng, co s¢ TH hoc/Chwong
Tén thiét bi, dung cu, phan mém,... 56 lwgng
1 | Gidng dwong A |Phong hoc 01 Cac budi hoc
hogc Giang Projector 01 Cac budi hoc
dwong C Man hinh chiéu 01 Céc budi hoc
9. Rubric danh gia
9.1. Pdanh gid chuyén cin thdi dp
Rubric 1: Panh gia chuyén can
Tley ;hl , ’ Mirc do ’dat chuan quy f‘lgnh , Trong
danh FGCET MOCD MUC C MUC B MUC A 6
gia 1 0-3.9) | (4.0-5.4) (5.5-6.9) (7.0-8.4) (8.5-10)
Chuyén Khong di | Bi h(_)(i kh(zng bi h?C kt]a Di hoc chuyén Di hoc dfly d}u, rat
cin hoc chuyén can | chuyén can cin (<90%) chuyén can 50%
(<30%). |  (<50%). (<70%). o) (>=90 %).
bong | Khoéng Hiém khi | Thinh thoang | Thuong xuyén |Tham gia tich cuc
gép | tham gia |tham gia phat | tham gia phat [phét biéu va trao| céc hoat dong | 50%
tai I6p |hoat dong| biéu, dong biéu, doi y kién lién |tai lop: phat biéu,




10

gi tai gop cho bai [trao d6i y kién| quan dénbai | trao doi y kién
16p hoc tai 16p. | tai 16p. Phat | hoc. Cac dong | lién quan dén bai
bong gop biéu gop cho bai hoc| hoc. Cac dong
khong hiéu | it khi cé hiéu | 1a hiéu qua. | gop rat hiéu qua.
qua. qua.

9.2. Danh gia bai tdp
Rubric 3: Bai tap (Work Assigment)

Tiéu chi Mire d6 dat chuan quy dinh Tron
danh | MUCF | MUCD MUC C MUC B MUC A g
gia |[(0-3.9) (4.0-5.4) (5.5-6.9) (7.0-8.4) (8.5-10) )
Khén Nop bai ta Nop bai ta . N
. “gA QP ‘ap QP ‘ap Nop bai taphoan| ..~
nop bai tap| hoan thanh hoan thanh thanh <90% khéi NOp bai tap day
hodc hoan| <50% khéi | <70% khéi C N qu >=9006 s6
N . « . .| lwong cong viéc
NoOp bai| thanh luong cong |luong cdng viéc . \ lugng duoc
A o . ~. | dugc giao. Hau | . . ..120%
tap  [<30% khoi| viéc dugc | dugc giao. Mot hét bai tp N6 giao). Pung thoi
luong | giao. Chua | sb baitapnop | .. p 0P gian quy
« | e , .. | dang thoi gian .
cong viéc |dung thoi gian| chua ding thoi dinh dinh.
dugc giao| quy dinh. | gian quy dinh. qauy G
Trinh . .
Con rat nhiéu k. . -y
bay Kém IaSi *“| con nhiéu 15i Tuong doi tot Rat tot 30%
bai tap
. . Noi dung bai tap
. .. INGi dung bai ta . .. i N
Noi dung bai O‘A ,g , 4P Noi dung bai tap| day du, hop ly,
. . . | daydu, dung oL, ) ) R
NGi tap khong day Vi véu chu day du, hop ly, | dang theo yéu
" .|Khéngcob| da, motsd | . y dung theo yéu | cau nhiém vu.
dung bai| .. . ) nhiém vu nhung| N . 50%
A ai tap khong dung , cau nhiém vu. Tinh
tap R chua hop ly. . . , . )
theo yéu cau | _, . <~ .| Noi dung dung, | toan logic, chi
.l Con mot so sai ~ s P
nhiém vu. <6t rd rang. tiét va rd rang,
' hoan toan hop ly.

9.3. Ddnh gid viét bo cao
Rubric 6: Bao cao (Written Report)

Mire d6 dat chuan quy dinh

Tiéu

chi | MUCF MUC D MUC C MUC B MOCA |70
dinh | (0-3.9) (4.0-5.4) (5.5-6.9) (7.0-8.4) (8.5-10) S%

gia

Noi | Khdng c6 | Noi dung trinh bay | Pay dunéi  [Pay da noi dung Pay di noi dung

dung | hodcnoi |trong bao cao day du| dung theo yéu | theo yéu cu, | theo yéu cau, |60%
bao céo|dung duoc |  theo yéu cau. cau, trinh ty tinh todn| tinh toan chi
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trinh bay |Tinh toan sai, khong| con motsd | hop ly,tinh toan | tiét, ré rang,
trong bdo | cu thé, khong dap |nham Ian trong| chinh xéac. Két | logic, trinh tu
céo khdng |  wng yéu cau. tinh qua tinh toan va [tinh toan hop ly.
phl hop toan, mot s6 |[chon chua co6 giail Két qua tinh
véi yéu noi dung chua thich toan va chon co
cau. hop cu thé, chwa | su phan tich, ly
ly thuyét phuc. giai cu thé,
rd rang va
thuyét phuc.
N6i dung phu
. . Noi dung phu | hop. Trinh tu,
. ) Noi dung, trinh © \g P z P , .
Khéng cé tu trinh ba hop. Trinh tu, | cau truc logic,
. . s u C L N
hoac ngi | Trinh tu trinh bay b;’SIO c4o ht/] cau truc logic, ro|r6 rang dap tng
dung dugc |trong bao cao khdng P . |rang d4p tng yéu| yéu cau. Hinh
R R . , N ~| hop theo yéu N : ) "
Trinh | trinh bay | dtng. Noi dung phu ciu. Trinh ba cau. Hinh anh, | anh, bang biéu
\ au. . 2 ~ ~ o .
bay bao| trong bdo | hoptheoyéucau. | . = 3./ bang biéu rd | ro rang, logic, |40%
, , . R e . |conmotso loi| | ) _ N
cao |cao khéng | Hinh vg, bang biéu « .. . .. |rang, logic, ghi | ghichuaphu
. N S ;| Ve chinh ta, AR A
phu hgp |con nhiéu mau thuan kich thudc. ahi chu phu hgp. | hop. Thé hién
A . . 1C uocC, 2. .
Vi yéu véi noi dung. . g The hién ky nang| viéc stir dung
\ chu chua day Ll . i
cau. . soan thao van |thanh thao may
du. ) N £ . N
ban con han che. | tinh trong trinh
bay bao céo.
9.4. Panh gid lam viéc nhom (thdo ludn)
Rubric 7: Lam viéc nhém (Teamwork Assessment)
ié 2 Tron
Tle}l Mirc d¢ dat chuan quy dinh ('); g
chi SO
danh | MUCF MUC D MUC C MUC B MUC A
gia (0-3.9) (4.0-5.4) (5.5-6.9) (7.0-8.4) (8.5-10)
Mai thanh vién Nhiém vu cong viéc
, ... | c6nhiémvu . . ctia mdi thanhvién
Trach nhiémva | .~ .7 Nhiém vu cong | .. . 2 s
nhiémvuy con CONGVISC rieng viéc rd rangva r rang, cu thé, phu
. . |Khongco| MMEMVUCONG | e khong 5| V'SC MO TANGVA |y s phat huythé
Tochac| |, ° . |viéccuacacthanh| . = phu hop vai kha o ers
., |su lamviéc o rangva khéng . . ~. |manh cua cac thanh| 30%
nhom , vién trong . .- 1v.| nangcuamoi . ,
nhém , . phu hop véi kha| ” vién trongnhém.
nhomkhong duoc|” . 7 thanh vién trong ) 2
A A ;| nangcua thanh . Tuong tac, phoi hop
phan cong cu the. A nhom. e i s
Vvién trong tot gitracac thanh
nhom. vién.
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Chuyén >=90% (Tham gia
can 300 <50% <70% <90% day di cac budi - o
trong hop,thao luan caa
nhom nhom)
Kh9ng bao i . Thinh thoang | Thuong xuyén |Lubn tham gia thao
gio tham | Hiém khi tham o, . ) R
\ o . ... .| tham giathao tham gia luan nhom vadong
Thao | giavao | giavaothao luan L A ; Lk o
. oL s, luannhdém va | thaoluan nhém (gop y kién hay, hi¢u| 30%
luan | viécthao | nhém va dong ] ., < 4, ., , ,
. ek dong gopy | vadong gopy | quacho cachoat
luan cua gop y kien. % Lz n \ )
) kien. kienhay. dong cua nhom.
nhom.
Hqﬁ;ac\’/(fihm Hop téac, phoi | Hop tac, phoi hop
Khéngbao . P , hop vai nhom. v&i nhom.
Z. o s . . , nhém.Thinh . R oA A
Phoi | giophoi [Hiem khi hop téac,|, ., . Thuong xuyén |Ludnludn ton trong
2 .. 'lthoang ton trong| , . N e
hop hop, |phoihgp lamviéc| .~ =~ . ton trong vachia| vachiasé kinh | 20%
, . ) va chia sékinh | . N o o
nhom |hoptacvai nhom. .. | s€kinh nghi¢ m |nghiémtu cac thanh
, nghigmtrcac |, , . . A A .
nhom. . . ., |tucacthanh vién| vién khac cua
thanh viénkhac o ] .
, ) khac cua nhom. nhom.
caa nhom.

Panh gia kiém tra viét (Written Exam): Theo thang diém 10 dwa trén dap an dwoc
thiét ké sin.

Truwéng khoa

TS. Tran Tw Luc

Quang Binh, ngay
Nguwoi bién soan

Trwéng bg mon

thang nam 2021

TS. Bli Khic Hoai Phwong TS. Tran Thi Thu Thiy




