TRUONG PAI HQOC QUANG BINH
Khoa Kinh té - Du lich

CONG HOA XA HOI CHU NGHIA VIET NAM

Poc Lap - Tw Do - Hanh Phuc

CHUONG TRINH PAO TAO

Nganh: Pai hoc Quan tri kinh doanh

Trinh d§ dao tao: Dai hoc

M4 s6: TKQTVP.043

PE CUONG CHI TIET HQC PHAN

1. Théng 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. S6 tin chi: 03

1.5. Phan bé thoi gian:

- Ly thuyét: 45 tiét
- Bai tap:
- Tu 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:

Céc giang vién thuoc bé moén Tai chinh —

KTCS theo su phan cong.

1.7. biéu kién tham gia hec phan:

- Hoc phan tién quyét:

Quan tri hoc

- Hoc phan hoc truéc:

Khéng cé

- Hoc phan song hanh:

Khéng cé

2. Muc tiéu
2.1. Myc tiéu chung

Hoc phan cung cip céac kién thic co ban vé céch thuc to chic, quan ly, diéu

hanh va phan phéi cac hoat dong chuyén mén trong pham vi vin phong.

2.2. Muc tiéu cu thé
2.2.1. Vé kién thic

- Hoc phan quan tri van phong vé vi tri, vai trd, chicc nang, nhiém vu cua

phong;

- Nhitng thach thac ddi véi cap phong va lanh dao cap phong
- Nang luc can ¢6 cua ngudi lanh dao cap phong;

- Céc céch thuc t6 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. V& k¥ ning

- Cung c4p nhitng k¥ ning co ban vé cach thuc té chic, 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.
2.2.3. Vé thai do
- Thai do nghiém tac 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 pha hop khi thuc thi nhiém vu, quyén han cua
cap phong.
3. Chuan dau ra (CLO)
Bang 1. Chuin dau ra caa hoc phan
Sau khi hoc xong hoc phan, SV c6 kha ning:
Ky hi¢u N¢i dung CLO
CLO

Hiéu va nhan dién cua cac loai hinh vin phong trong cac to chuc, doanh
nghiép hién nay.

Co6 céc kién thuc thuvsong quat vé cac nhiém vy cong viéc va nhing thach
CLO2 [thirc d6i vai cap phong va 1anh dao cap phong; Cac cong viéc can giao cho thu
ky va cac thanh vién trong van phong phai thuc hién.

CLO1

C6 k¥ nang hoach dinh, xay dung ké hoach cong viéc trong van phong nhu 1ap
CLO3 |ké hoach cudc hop, hoi nghi, ké hoach cong tac... C6 ky nang kiém tra, giam
sat cong tac phong.

C6 kha nang quan ly tot thoi gian va lich trinh 1am viéc theo dung lich; ky
nang thuyét trinh, huéng dan, truyén dat nhiém vu va ning lyc giao tiép tét.

CLO4

Van dung cac kién thirc caa nha quan ly, phong cach va pham chat caa nha
CLO5 | quan tri vin phong dé phat trién, sang tao hoat dong kinh doanh cia doanh
nghiép.

4. M6i lién hé giira chuin dau ra hoc phan (CLO) va chuéin diu ra chwong trinh
dao tao (PLO)
Mtrc d6 dong gop, hd tro cia CLO dé dat duoc PLO duoc xac dinh cu thé qua

bang sau:
Bang 2. Méi lién hé gitra CLO va PLO

PLO |[(1) @ [QR)|@|(®B)|®) | (1) |(B)]()](10)](11)]|(12)
CLO1 | |1 | R R
CLO?2 R| I |R R M
CLO3 M| M|[M MA | M M
CLO 4 M| M|M M | M M
CLOS M| M|M M | M| M M

izzgp EZ: M| M| M MA| M | R M




Ghi chu: I: murc gioi thiéu/bcft dau; R: mirc nang 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 toi 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



Bang 3. Phuwong phap, hinh thirc kiém tra - danh gia két qua hoc tip cia SV

Thanh phan | Troeng Bai danh gia Trong Rubric Lquan dén CPR Hucons diin phivone phdo ddnh vid
danh gia ) s6 con |(ddnh dau X néu c6)| nao & bang 1 & dan piricong prep &
(1) (2) ©) (4) () (6) (7)
Al. Chuyén can, TR . . .
o 10% Toan qua trinh hoc X Rubric 1, Rubric 3, Rubric 7
thai do (CCTD)
A2.1. Sau tuan 5: Chuong Rubric 3, Rubric 4, Rubric 6, Rubric
X CLO1,CLO?2
1 va chuong 2 30% 7
A2. Kiém tra A2.2. Sau tuan 10: Rubric 3, Rubric 4, Rubric 6,
. R 30% X CLO2,CLO3 )
thuong xuyén | 30% | Chuong 3 + Chuong 4 Rubric 7
(KTTX) A2.3. Sau tuan 15: _ _ _ _
Rubric 3, Rubric 4, Rubric 6, Rubric
Chuong 5, Chuong 6 va | 40% X CLO 4, CLOS. .
Chuong 7
A3. Danh gia Bai ktra cudi ky: Viét hoic . Rubric 3, Rubric 4, Rubric 6, Rubric
.. 60% . . X CLO 1denCLO 4
cuoi ky van dap hoac Bai tap 16n 7

Ghi chu: Tuy theo yéu cau, dac diém cua tung hoc phan, bo mén co thé diéu chinh thanh phan va trong so, trong so con cua cdc

thanh phan danh giG. Tuy nhién, phai dam bdo danh gid cuéi ky khéng dwéi 50%.

b. Yéu cau déi véi hoc phan
Sinh vién phdi tham dw >=80% s6 budi ciia HP. Néu nghi >20% sé budi sé khéong dwoc du thi két thiic HP.
6. Ké hoach va nai dung giang day

Bang 4. Ké hoach va ndi dung giang day theo tuin

CDR cua bai hgc Lién | PP giang day, tai liéu va c6'sé' | Hoat dong hoc | Tén bai

Tuan| Cé&c ndi dung co ban cia bai hoc | So (chwong)/ quan | vt chét, thiét bi can thiét dé ciia SV(*) ddnh gid
(chwong) (dén 3 sd) tiét cha dé dén dat CPR (¢ cot 3

CDbR bdng 3)




nao ¢
bang 3

1)

()

3)

(4)

()

(6)

(7)

(8)

Chwong 1: Nhiing vin dé chung vé
van phong va qudn tri van phong (8

Nhan dién duogc vi tri,
chuc nang, nhiém vu

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

tié) ciaa lanh dao phong va | O | huéng thuc t4, thao luan nhom,
1.1. Khai niém, chirc nang va nhiém quan ly cong tac didn giai va phan tich...

1 \u ciia phong SLT lohong L GV sit dung gido trinh, bai
1.1.1. Khai niém phong giang, may tinh...
1.1.2. Chirc nang phong - Phuong tién, thiét bi: phong
1.1.3. Nhiém vu phong hoc, Projector, man chiéu, bang...
1.2. Quan tri phong 3LT| . )
1.2.1. Khéi niém quan tri, 1anh dao Hicu duoc ban chat) CLOI

N ciia cong tac quan tri

2 wvaquan ly phong ohong
1.2.2. Churc nang cua quan tri hanh
chinh van phong
1.3. B6 may hanh chinh phong - Phuong phap thuyét giang,
1.3.1. Hinh thirc, co cau t6 chirc cau hoi goi mo, bai tap tinh
phong 2LT CLO 1| huéng thuc té, thao luan nhom,
1.3.2. Phuong thirc b tri, sip xép Hiéu biét vé bo may t6 dién giai va phan tich...

3 phong chirc cua céc logi hinh | . I GV st dung gido trinh, bai

Chuwong 2: Quan tri van phong (12
tiét)

2.1. Quan tri thoi gian

2.1.1. Sy can thiét phai quan tri thoi

1LT

van phong

giang, may tinh...
- Phuong tién, thiét bi: phong
hoc, Projector, man chiéu,




gian

2.1.2. Nguyén nhan lam mat thoi

Y nghia va vai tro cia

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

glin3 Cic bien phdp quan tri thei| | lenhdsotong ICLO3 | huong thyc té, thio luan nhom,
. vi¢c quan tri thong tin dien giai va phan tich...
gran SLT - GV st dung gido trinh, bai
2.2. Quan tri théng tin CLO 4 i e ’
X - ) . giang, may tinh...

2.2.1. Su: can thict phai quan tri - Phuong tién, thiét bi: phong

thong tin hoc, Projector, man chiéu, bang...
- Phuong phap thuyét giang,

2.2.2. Nguyén tac thong tin cho 1anh Y nghia va vai trd cua cau héi goi mo, bai tap tinh

dao nha lanh dao trong |CLO 3 | hudng thuc té, thao luan nhom,

2.2.3. Thu nhan va xt ly thong tin viéc quan tri ho so didn giai va phan tich...

2.3. Quan tri ho so 3LT - GV su dung gido trinh, bai

2.3.1. Khai niém va su can thiét phai CLO 4 |giang, may tinh...

quan tri hd so - Phuong tién, thiét bi: phong
hoc, Projector, man chiéu, bang...

2.3.2. Tién trinh va cong cu quan tri Y nghia va vai tro cua - Phuong phap thuyét giang,

hé thong luu trix hd so nha lanh dao trong cau hoi goi mo, bai tap tinh

2.3.3. Thi tuc luu trit hd so viéc lap ké hoach vats (CLO 3 | hygng thyc t&, thao luan nhom,

2.4. Lap va té chic cac chuong (3 LT [CNUC C4C chuong trinh dién giai va phan tich. ..

trinh, ké hoach cong vigc cloal GV sir dung gido trinh, bai

2.4.1. Vai trd cua viéc 1ap chuong giang, may tinh.. y

trinh, k& hoach. - Phuor%g tién, \thlét-;bi: thng

242 Lap ké hoach va t3 chic cac |2 LT CoKhanang lapcac  |cLo 3 |00 rolector man chiéu, bang...

cuoc hop, hoi nghi

chuong trinh cuoc




2.5. Lap ké hoach cong tac c& nhan

hop, hoi nghi, ...

cua lanh dao vin phong CLO4
Churong 3: Linh dao diéu hanh
cong tdc vin phong (9 tiét)
3.1. Vai trd VA vi tri caa nguoi lanh [F 5T
dao trong diéu hanh trong vin
phong
3.2. Nguyén tic lanh dao, diéu hanh Nhan dinh phong cach | ) 5
8 3 LT [va nhiém vu cua nguoi CLO 4
I&nh dao van phong
Nim bat dwoc noi - Phwong phap thuyét giang,
3.3. Noi dung cong tac lanh dao, dung cong tac can lanh cau hoi goi mo, bai tap tinh
diéu hanh dao va mot s6 sai 1am hubng thuc té, thao luan nhém,
5 3.4, Mét sb yéu’(?éu Ya sai I'ém A can tranh g::g 2 di&n giai va phan t-ich... |
ban can tranh doi véi nguoi 1anh dao - GV sir dung giao trinh, bai
vin phong giang, may tinh... ,
- Phuong tién, thiét bi: phong
hoc, Projector, man chiéu, bang...
Hiéu duoc vai tro va - Phuong phap thuyét giang,
Bai tap ung du7n9 tinh huong , | 7|9 nghia cua kiém tra cau hoi goi mo, bai tap tinh
Chuwrong 4: Kiém tra cong tac phong hoat dong vin phong hubng thyc té, thao luan nhom,
10 (8 tiet) cLO 3 dién giai va phan tich...

4.1. Khai niém, vai tro va y nghia
ctia kiém tra hoat dong van phong

1LT

- GV st dung gido trinh, bai
giang, may tinh...

- Phuong tién, thiét bi: phong
hoc, Projector, man chiéu, bang...




11

4.2. Nguyén tac kiém tra cong tac
van phong

3LT

Nam duoc cac nguyén
tac kiém tra

CLO3

4.3. Noi dung cong tac kiém tra

3LT

Nam duoc cac noi
dung kiém tra

CLO

- Phuwong phap thuyét giang,
cau hoi goi mo, bai tap tinh
hudng thuc té, thao luan nhom,
dién giai va phan tich...

- GV st dung gido trinh, bai
giang, may tinh...

- Phuong tién, thiét bi: phong
hoc, Projector, man chiéu, bang...

13

Bai tap ung dung tinh hudng

Chuwong 5: Té chikc cong tac mét
so hoat dong ciia phong (8 tiét)
5.1. Bdi véi cong tac 18 tan

1LT

2LT

C6 k¥ nang to chirc va
quan tri cong tac I tan
co ban

CLO4

- Phuong phap thuyét giang,
cau hoi goi mo, bai tap tinh
hudng thuc té, thao luan nhém,
dién giai va phan tich...

- GV st dung gido trinh, bai
giang, may tinh...

- Phuong tién, thiét bi: phong
hoc, Projector, man chiéu, bang...

14

5.2. Cong tac quan ly van ban

SLT

C6 k¥ nang to chic va
quan tri van ban

CLO3
CLO 4
CLOS5

- Phuong phép thuyét giang,
cau hoi goi mo, bai tap tinh
hudng thuc té, thao luan nhém,
dién giai va phan tich...

- GV st dung gido trinh, bai

giang, may tinh...

- Phuong tién, thiét bi: phong




3 LT |Co ky nang luu trir ho hoc, Projector, man chiéu, bang...
. , - CLO3
5.3. Cong tac luu trix so, van ban
15 CLO4
CLO5
CLO1 Phong hoc Thi trén gia
Theo _7 . . gno g1y
) . Kiém tra cudi ki dén
lich thi
CLO5
(*) Ghi chu:

- (3) So tiét (LT/TH/TT): Xdc dinh sé tiét Iy thuyét, thuc hanh, thuc tdp cia tirng chuong

- (6) PP giang day dat CDR: Neu tén cac PP giang day su dung trong tung chwong dé dat CPR

- (7) Hoat dong hoc ciia SV: Xéc dinh cdc ndi dung SV can chudn bi tai nha (doc tai li¢u nao, tir trang thir may, LVN dé giai quyét BT, lam dir
an ........ ); Hoat déng tai 16p (thdo ludn nhém, lam BT thuong xuyén sé....).




7. Hoc li¢u

Bang 5. Sach, gido trinh, tai li¢u tham khao

N Niam | Tén séch, gido trinh, NXB, tén tap chi/
TT Tén tac gia o ) . .
XB tén bai bao, van ban noi ban hanh VB
1. Giao trinh chinh
1 | Nguyén Hitu Tri 2005 | Quan tri van phong, | Nha xuat ban Khoa hoc va
Ky thuat.
Tran Thi Thu Thay | 2021 | Bai giang Quan tri van | Pai hoc Quang Binh.(tai
phong ligu s6),.
2. Tai ligu tham khdo
3 | Nguyén Thanh Binh | 2007 | Gi4o trinh gido duc k¥ | xuat ban Pai hoc Su
nang song, Nha Pham.

8. Co s¢ vat chét phuc vu giang day

Bang 6. Co sé vat chat phuc vu giang day

Tén giang dwong,

Danh muc trang thiét bi, phan mém chinh

Phuc vu cho ngi dung

TT | PTN, xuéng, co sé TH phuc va TN, TH Bai hoc/Chwong
Tén thiét bi, dung cu, phan mém,...56 lrgng
1 Gi ang duwong A hoac | Cac giang duong 01 Céc buai hoc
Giang dwong C Projector 01 Cac buoi hoc
Man hinh chiéu 01 Céac budi hoc

9. Rubric danh gia
Rubric 1, Rubric 3, Rubric 7, Rubric 8.

Truwéng khoa

TS. Tran Tw Luc

Quang Binh, ngay....thang....nam 2021

Trwéng bg mon

TS. Bui Khic Hoai Phwong

Nguwoi bién soan

TS. Tran Thi Thu Thiy




Ghi chu:

Dé cuong chi tiét hoc phan trinh bay kiéu chir thong nhit Times New Roman, ¢& chit vin bang
13, ¢& chir trong cac bang 12 bang hé soan thao WinWord; mat do chir binh thuong khoang cach dong
1.3 lines; 18 trén va duéi 2,0 cm, 18 trai 3,0 - 3,5 cm, 1& phai 2,0 cm. Sé trang duoc danh ¢ gitta phia
trén mdi trang gidy. Thut dau dong 1,25 cm hang chit dau tién cia mdi doan van, van ban can 1¢ hai

bén.



PHAN NAY PHUC VU CHO VIEC HOAN THIEN CTDT
KHONG THE HIEN TREN VAN BAN
10.2. Méi quan hé gia néi dung cac hec phan véi chudn dau ra

) 3 PLOs
TT Céc hoc phan

1 (2|34 |5| 6 7 8 | 9|10

1 | Nhiing nguyén ly co

ban ctia Chi nghia H M M |L|H

Mac-Lénin
2 | Tu twong Ho Chi

Minh Hi M| M M| L | H
3 | buong l6i Céch

mang cua Dang H|{ M M| M| H

cong san Viét Nam

Ghi cha: H: Mikc dé cao,; M: Mirc do trung binh; L: mirc dé thap




