TRUONG DAl HQOC QUANG BiNH CONG HOA XA HOI CHU NGHIA VIET NAM
Khoa Kinh té - Du lich Poc Lap - Tu Do - Hanh Phac

CHUONG TRINH PAO TAO
Nganh: Pai hoc Quan tri kinh doanh
Trinh d dao tao: Pai hoc M4 s6: 7340101
PE CUONG CHI TIET HQC PHAN
1. Théng tin chung

1.1. Tén hoc phan: Quan tri vin 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: 45 tiét

- Thuc hanh 0

- Tu hoc: 90 tiét

1.6. Cac giang vién phu trach hoc phan:

- Giang vién phu trach chinh: TS. Tran Thi Thu Thuay
- Danh sé&ch giang vién cung giang day: Cac giang vién theo sy phén cong caa bo mén
1.7. Biéu kién tham gia hoc phan:

- Hoc phan tién quyét: Quan tri hoc

- Hoc phan hoc truéc: Khéng

- Hoc phan song hanh: Khong
2. Muc tiéu

2.1. Muc tiéu chung
Hé théng kién thiic co ban vé nghiép vu van phong, chac ning quan tri vin
phong. Nbi dung va bién phéap vé quan tri thoi gian, quan tri théng tin, quan tri ho so.
Hinh thanh céc k¥ nang to chic, diéu hanh, giao tiép, d6i thoai truéc dam dong.
2.2. Muc tiéu cu thé
2.2.1. Vé kien thic
- Trang bi cac kién thirc co ban vé nghiép vu quan tri van phong. Noi dung va
bién phéap quan tri tot vé thoi gian, vé thong tin, vé ho so va van ban luu trit.
- Noi dung va céach thirc to chc, quan ly, diéu hanh va phan phéi cac hoat dong
chuy&n mon trong pham vi van phong.
2.2.2. Vé ky ning
- Hinh thanh c4c k¥ niang co ban vé cach thic td chic, didu hanh phan phéi va
quan ly cua lanh dao cap phong. K¥ ning 1am viéc nhém, xay dung ban linh cia nha
quan tri van phong.
- C6 k¥ nang soan van ban, hinh thanh k§ niang giao tiép, k§ nang thuyét trinh
va ing xur voi dam dong.
2.2.3. Vé thai do



2

Thai d6 nghiém tdc trong hoc tap, thai do cau thi trong hoc hoi dén hinh thanh
pham chét caa nha quan tri.
3. Chuin dau ra (CLO)

Bang 1. Chuan dau ra cia hoc phan

Sau khi hoc xong hoc phan, SV ¢c6 kha nang:

Ky hiéu
CLO

Noi dung CLO

CLO1

Hiéu va nhan dién cua cac loai hinh vin phong va céach thic t6 chic cac loai hinh
van phong trong cac t6 chuc, doanh nghiép hién nay.

CLO2

Hiéu duoc cac cong viéc cua van phong va nhiém vy cua quan tri van phong.
Thuc hién cac noi dung vé quan tri thdng tin, quan tri hd so va quan tri thoi gian
cua van phong.

CLO3

Hinh thanh phong cach 1&8nh dao va ky nang lanh dao, kha nang hoach dinh va xay
dung ké hoach cong viéc trong van phong nhu 1ap ké hoach cudc hop, hoi nghi, ké
hoach céng tac, sip xép va xu ly cac cong viéc lién quan dén vin phong.

CLO4

Hinh thanh cac k¥ ning noi truéc dam dong, ky nang thuyét trinh, ki niang soan
thao mot sé van ban, ky nang tiép khach...

CLO5

Van dung cac kién thiic caia nha quan ly, phong céch va pham chat cua nha quan
tri van phong dé phat trién ang dung trong quan ly, hoach dinh va hoat dong kinh
doanh cua doanh nghiép.

4. M6i lién hé giira chuan dau ra hoc phan (CLO) va chuin diu ra chwong trinh

dao tao (PLO)
Murc 6 dong gop, hd tro ctia CLO dé dat duge PLO duge xé4c dinh cu thé qua
bang sau:
Bang 2. Méi lién hé giira CLO va PLO
PLO D@ G @66 (7 60| 20|11 |12
CLO1 | I | R | M
CLO 2 M| M R R R M
CLO3 M| M M MA | M R M
CLO4 M| A M MA | M M M
CLOS M| A M M M M M
ig?i E:f M| MA | M MA | M R,M M

Ghi chu: I: muc gioi thiéu/bat dau; R: mirc ndng cao hon mirc bat dau, co nhiéu co hgi

dwoc thuc hanh, thi nghiém, thuc té,.... M: mirc thuan thuc/thong hiéu; A: hé tro téi da viéc
dat dwoc PLO, can dwoc thu thap minh chirng dé danh gida CBR CTPT.

5. Danh gia

a. Phwong phdp, hinh thirc kiém tra - danh gia
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Bang 3. Phwong phap, hinh thic kiém tra - danh gia két qua hoc tip cia SV

Thanh phan | Trong Bai danh gia Trong Rubric Lquan dén CPR Hiréme din mwone hdn dink wid
r ’ ’ ’ uon an uon a an a
danh gia 56 s6 con |(danh ddu X néu c6)| nao & bang 1 & dan phirons picp Gantt &
(1) ) ©) (4) () (6) ()
Al. Chuyén cén, . oo .
o 10% Toan qua trinh hoc X Rubric 1
thai d6 (CCTD)
A2.1. Tuan 5: Chuong 1 \ 7 , q
A2 Kidm tra va chuong 2 30% X CLO1vaCLO2 Kiém tra Viét dua theo thang diém 10
' : 9.3.4) hoac Rubric 3 (bai tap) hoa
thuong xuyén | 30% |A2.2. Tudn 10: Chuong 3 | 30% X CLO 3 (9:3.4) hode Rubric 3 (bai t3p) hoge
(KTTX) i Rubric 4 (thuyét trinh) hodc Rubric 7
A2.3. Tl:lﬁn 15: Chuong 4 40% X CLO4 (1am viéc nhom)
va chuong 5

Bai kiém tra cudi ky: Danh gia theo thang diém 10 dya trén

, : CLO1 dn CLO5 s
60% Viét hoac Bao cao ticu X © dap an duoc thiét ke san hoac Rubric

luan hoac Bai tap 16n 3 hoac Rubric 6.

A3. bBéanh gia
cudi ky

Ghi ch(: a. Tuy theo yéu cau, dic diém cia tieng hoc phan, b6 mén c6 thé diéu chinh thanh phan va trong sé, trong sé con cia
cdc thanh phan danh gid. Tuy nhién, phdi dam bdo danh gid cudi ky khong dudi 50%.
b. Yéu cau ddi véi hoc phan
Sinh vién phdi tham di >=80% s6 buéi ciia HP. Néu nghi >20% sé buéi sé khéong dwoc dw thi két thiic HP.



6. Ké hoach va néi dung giang day

Bang 4. K& hoach va ndi dung giang day theo tuin

CDR cua bai hoc |Lién quan | PP giang day, tai Hoat dong hoc cia |Tén bai
N . . R (chwong)/ dén CPR | liéu va cé sé vat SV(*) danh
Tuan Céc ngi dung co ban caa bai hoc So RN p A L
i < X cha de chat, thiét bi can gia (o
(chwong) (dén 3 so) tiet oz R
thiét dé dat CDR cot 3
bdng 3)
1) 2) 3) (4) (5) (6) (7) (8)
Chuwong 1: Nhirng van dé chung vé vin
phong va quan tri vin phong (9 tiét) Nhan biét duoc vi CLO1 Chuan bi ngi dung
1.1. Khai niém, chic nang va nhiém vy tri, chirc nang, nhiém chuong 1 & nha trong
1 |cua phong 3LT| vucualanh dao Thuyét giang, cau hoi| tai liéu 1. Tra loi cau
1.1.1. Khai niém phong phong va quan ly goi mé, tinh hoi & 1op, cac cau hoi
1.1.2. Chirc ning phong cong tac phong. hudng, thao luan, GV | duoc goi y tir GV.
1.1.3. Nhiém vu phong sur dung tai liéu [1], | Tham khao céc tai liéu
1.2. Quan tri phong 3LT cLol may tinh va projector | lién quan [2], [3], [4].
1.2.1. Khéi niém quan tri, lanh dao va Hiéu duogc ban chét dé hudéng dan
2 |quan ly phong cua cdng tac quan tri A2l
1.2.2. Chrc nang cua quan tri hanh chinh phong.
van phong
L ) .| Chuan bi noi dung
3LT Thuyét giang, cau hoi .
cLO 1 goi Mo, tinh chuong 1 ¢ nha trong
1.3.Bo fnéy hanh chir!h van phong \ I—!iéu biét vé b/é mé;_/ huéng: théo’luan, Y tai_ liéu 1. T,ré I(?i céu_
3 [1.3.1. Hinh thur, co cau to chuc phong to chuc cua cac loai hoi & lop, cac cau hoi

1.3.2. Phuong thirc bé tri, sip xép phong

hinh van phong.

sur dung tai liéu [1],
may tinh va projector
dé hudng dan

duoc goi y tr GV.
Tham khao céac tai liéu
lién quan [2], [3], [4].




Chuwong 2: Mgt s6 ndi dung vé quan tri
vin phong (15 tiét)
2.1. Quan tri thoi gian

Thuyét giang, cau hoi
goi ma, tinh
hudng, thao luan,

Chuan bi ndi dung
chuong 2 & nha trong
tai liéu 1. Tra loi cau

2.1.1. Sy can thiét phai quan trj thoi gian |3 LT CLOZ | Gvse dung tai liéu | hoi ¢ 16p, cac cau hoi

2.1.2. Noi dung vé quan trj thoi gian [1], may tinh va duoc goi y tr GV.

2.1.3. Cac nguyén nhan lam mat thoi gian projector &é huéng | Tham khao cac tai liéu

va bién phap khic phuc dan lien quan [2], [3], [4].

2.2. Quan tri thong tin

2.2.1. Sy can thiét‘ phai quan tri thong tin o cLO 2

2.2.2. Noi dung ve quan tri thong tin Hiéu biét dugc céch

Nguyén tic thong tin cho lanh dao 3LT| thac té chic quan

2.2.3. Thu nhan, xtr ly thdng tin va cac tri thong tin trong CLO 2 o

nguyén tic cung cip thong tin cho lanh van phong - Chuan bi ndi dung

dao c-hu’ong 26 nha trong _tai
— , ligu 1. Tra loi cau hoi ¢

2.:3. QUanl'_[n _ho SO\ L, ) . Thuyet giang, Cél,J hoi I6p, cac cau hoi duoc goi

2.3.1‘. Khai niém va su can thiét phai quan Hicu -duqc y nghia CLO 2 goi mo, tinh huong, g tr GV. Tham khio

tri ho so ’ va vai tro cua nha thao luan, GV s dung| ... 13 ligu lién quan

2.3’,.2. Tién trir!h va cong cu quan tri hé¢ |3 LT| lanh dao tror‘lg vigc tai lieu [1], m?y tinh 21, 3], [4].

thong luu trit ho so quan tri ho so. va projector dé hudng

2.3.3. Thu tyuc luu trit hd so dan - Soan bai thao lun

2.4. Lap va td chitc cac chuong trinh, ké - Hidu biét duoc nhom, céc tinh hudng do

hoach cach thie to chire CLO2, GV duara.

2.4.1. Vai tro cua viéc lap chuong trinh, quan tri hd so. CLO3

ké hoach.
2.4.2. Lap ké hoach va t chuc cac cudc
hop, hoi nghi

3LT

- Biét céach lap va to

chirc va to chuc cac

chuong trinh cong
Viéc.

A22
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C6 kha nang 1ap ké
hoach lam viéc cho

Thuyét giang, cau hoi
goi ma, tinh

o 2.5. Lap ké hoach cong tac c& nhan cua LT ca nhan Fheo ngay, gtgzs huéng, thao luan, GV
lanh dao vin phong tuan. .. st dung tai li¢u [1],
may tinh va projector
dé huong dan
Chuong 3: Hoat dong diéu hanh cong | 3LT Thuyét giang, cau hoi | - Chuan bi  ndi dung
tac vin phong (9 tiét) C6 kha ning lapcac | CLO 3 goi m¢, tinh C_huong 30 nhé trong _tai
o 3.1. Vai tro va pham chat cia nguoi 1anh chuong trinh cudc hudng, thao luan, GV ",é“ 1: Trf‘ "‘"ﬂ _Cé“ hoi o
dao trong diéu hanh trong vin phong hop, hoi nghi trong str dung tai liéu [1], I,orp, cac cau hoi dugc gf'ﬂ
3.1.1. Vai tro cia nguoi diéu hanh trong vin phong. may tinh va projector y/tir \(_BVjATh?[n khao
viin phong d& huong dan cac tai liu lién quan
Thuc hién tot nhiém [2]. 131, [41
10 3.1.2. Pham chét clia ngudi l‘ﬁnh dao a7 vaphong cach cia| CLO3  |Thuyét giang, ciu hoi|- Soan bai thao  lugn
3.2. Nguyén tic lanh dao, diéu hanh nguoi 1anh dao van goi ma, tinh nhém, cac tinh hudng do
phong. hudng, thao luan, GV |GV duara.
3.3. Noi dung cong tic linh dao, diéu rﬁmbammc@i Lo 3 wdw@mnwgnL
1 hanh , ‘ ‘ Lt dung cbng tac cﬁn’ may tjnh va pro~jector
3.4. Mot so yéu cau va sai lam co ban can lanh dao va mot so6 dé hudng dan
tranh d6i voi nguoi 1anh dao vin phong sai lam can tranh.
Chuong 4: Kiém tra cong tac phong (6 _q R §t giang, cau hoi | - Chuan bi noi dun
tiét) : ’ Pens ¢ 2LT I,-||éu iiuqf: Va! Atro v Thuyge;igrl;lg?tiﬁiu ! chuong 4 ¢ nha trong t;‘ﬁ
A.1. Khai niém, vai tro va ¥ nghia cua ymghia cuakiemtra | - o 160 thao luan, Gv | i€y 1. Tra 1oi cau hoi &
12 hoat dong van 16p, cac cau hoi duoc goi

kiém tra hoat dong van phong
4.2. Nguyén tic kiém tra cong tic vin
phong

1LT

phong.

su dung tai liéu [1],
may tinh va projector
dé hudng dan

y tr GV. Tham khao
cac tai liéu lién quan

A23
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4.3. Noi dung cong tac kiém tra

3LT

Nim duoc cac noi
dung kiém tra.

[2], [3]. [4].
- Soan bai thao luan
nhém, cac tinh huéng do
GV duara.

Chuwong 5: Té chirc mot sé hoat déng
ciia phong (6 tiét)

Ky ning t6 chiic va

- Chuan bi ndi - Chuan

bi ndi dung chuong 5 &

n oz e . ox CLO4 . A .
14 [5.1. Hoat dong giao ticp 3 LT| quan tri cng tac I& cLOS nha trong tai lieu 1. Tra
5.3.1. Giao tiép va hinh thirc giao tiép tan co ban. Thovét aisng. ciu ho loi cau hoi & !C’TP, cac cau
5.3.2. K§ ning thuyét trinh, thuyét phuc Uyet giang, cau ot | hoi duoc goi ¥ tir GV.
goi mé, tinh Tham khao céc tai liéu
huong, thao luan, GV | jign quan [2], [3], [4].
5.2. Cong t&c soan thao va quan 1y van strdung tai liéu [1], |- Soan bai thao luan
ban . s may tinh va projector |nhém, cac tinh hubng do
.. , . 7. . _ |3LT| Kynangquan lyva CLO4 1., x
15 [5.2.1. Ky nang soan thao mét so loai van hio vin b dé hudng dan GV duara.
ban soan thao van ban CLO5 - Thuc hanh ky nang
5.2.2. Cong tac quan ly van ban thuyét trinh, k§ nang noi
trudc dam dong, ky nang
soan thao van ban.
Theo y . CLO 1 dén .
lich thi Kiém tra cuoi ki CLO 56 Phong hoc Bang 3 A3.

(*) Ghi chu: (1) Viéc bé tri sdp xép lich day (s6 tudn, sé tie)ty thuge vao dic diém tinh hinh ciia chwong trinh va tién dé hoc tap cia sinh vién mi lop.
- (3) 86 tiét (LT/TH/TT): Xdc dinh sé tiét by thuyét, thuec hanh, thyc tdp cia timg chirong
- (6) PP giang day dat CPR: Néu tén cdc PP gidng day sir dung trong timg chirong dé dat CPR
- (7) Hoat ddng hoc ciia SV: Xéc dinh cdc néi dung SV can chuan bi tai nha (doc tai liéu nao, tir trang thir mdy, LVN dé giai quyét BT, lam dw dn ... ... s Hoat
g g g Ly glai quy

dong tai I6p (thao lugn nhom, lam BT thieong xuyén so.....).




7. Hoc lidu
Bang 5. Sach, gido trinh, tai li€éu tham khao

L Niam Tén sach, giao trinh, NXB, tén tap chi/

TT Tén tac gia e ] .
XB tén bai bao, van ban noi ban hanh VB
1. Giao trinh chinh
\ Bai giang Quan tri va Dbai hoc Quang Binh (tai
1 | TednThiThuThay  |2023 | OO dlng Quantrivan - al hoc Quang Binh (
phong (Luu hanh ndi bo) liéu so)
. L Nha xuat ban Khoa hoc

2 Nguyen Htu Tri 2005 Quan tri van phong,

va Ky thuat.

2. Tai ligu tham khdo

Giao trinh gido duc ky nang

Nha xuét ban Pai hoc Su

3 | Nguyén Thanh Binh 2007 .
guye song, Nha Pham.
. i Giai trinh Quan tri van | Nha xuit ban Lao dong —
4 Nguyen Thanh Do 2005 N Xy n
phong Xa hoi

8. Co sé vat chat phuc vu giang day

Bang 6. Co sé vat chat phuc vu giang day

TT

Tén giang dwong,
PTN, xuéng, co sé TH

Danh muc trang thiét bi, phan mém chinh

phuc vu TN, TH

Phuc vu cho ngi dung
Bai hoc/Chwong

Tén thiét bi, dung cu, phan mém,...[S6 lwong
1 | Gidang dwong Ahogc | Phong hoc 01 | Cac budi hoc
Gidng dwong C Projector 01 | Céc buai hoc
Man hinh chiéu 01 | Céac budi hoc

9. Rubric danh gia
9.1. Pdnh gid chuyén can (Attendace Check)
Rubric 1: Chuyén céan (Class Attendace)

Tiéu Mirc dd dat chuin quy dinh
chi
danh | MUCF | MUCD (4.0- | MUCC (5.5- | MUC B (7.0- Trong
gia | (0-3.9) 5.4) 6.9) 8.4) MUC A (8.5-10) | sb
Chuyén Khoéng di|bi h(_)CA kllong bi h?c kl:a Di hot chuyén BA’1 hoc dAay czu,
cin hoc chuyén can chuyén can cin (<90%) rat chuyén can |50%
(<30%). | (<50%). (<70%). o (100%).
Thuong xuyén —
Hiém khi tham | Thinh thoang | phat biduva | am 9ia tich cuc
R . e Le2 . , .. . -« | CAC hoat dong tai
, Khong | gia phat biéu, | tham gia phat |trao doiykien| 2
bong . , , 2 PR P 16p: phét biéu,
. .| tham gia | dong gép cho | biéu, trao doi y | lién quan dén e s 1ih
gop tai N .. L L., , .. ) trao doi y kien [ 50%
] hoat dong| bai hoc tai 16p. [kién tai l6p. Phat| bai hoc. Cac | ... A s
16p L . ] R PR . ] lién quan dén bai
gi tai 16p Pong gop khong| biéu it khicd | dong gop cho ., )
. ) o ) .. . .. |hoc. Cac dong gop
hiéu qua. hiéu qua. bai hoc la hiéu I .
qua rat hiéu qua.

9.2. Danh gia bai tdp (Work Assigment)




Rubric 3: Bai tap (Work Assigment)

Tiéu Mire d9 dat chuan quy dinh
chi , , , Trong
MUC |[MUCD (4.0-| .. MUTC B (7.0- , A
danh MUC C (5.5-6.9 MUC A (8.5-10) | so0
;‘; F(0-39)| 5.4) ( ) 8.4) (85-10) | 0
... | Nop bai tap day [Nop bai tap day
N . . .. )
OPDAITED | 4 100% s6 | du (100% sé  [Nop bai tap diy da
A 70% s6 lugng . :
R Khong . luong duoc giao).| Ilugng duoc (100% s6 luong
Nop | . ... | baitap duoc NSRRI . N ) ,
bai ta nop bai 0. Chua Mot so bai tap | giao). Hau hét |duoc giao). Dung|20%
P tap. g o nop chua ding | bai tap nop thoi gian quy
dang thoi gian e , i .
oy dinh thoi gian quy |dang thoi gian dinh.
iy ¢ dinh. quy dinh.
Bai tap trinh | Bai tap trinh bay [Bai tap trinh bay
bay Ion xon, | ding yéucau | dep, diy da, | Baitap trinh bay
khong dung |(font chit, ¢ chi,| ding yéu cau |dep, ddy du, dung
yéu cau vé |gian dong). Hinh| (font chit, c& |yéu cau (font chi,
Trinh [Khong trlnrj ba~y (f(int V€, bang biéu su Chl}’, glal:l dczng). ‘ co Chu,.glan‘
N chir, cd chir, | dungtrong bai | Hinh v§, bang |dong), logic Hinh
bay bai|co bai s s \ 2, L 2, |30%
A té gian dong). | tap rd rang, phu | biéu sirdung | V&, bang biéu st
P P Hinh v&, bang | hgp. Con maot s6 | trong bai tap rd |dung trong bai tap
biéu st dung | 16i nho vé trinh | rang, pht hop. [rd rang, khoa hoc.
trong bai tap |bay (16i chinh ta, | Ghi chd, giai |Ghi chd, giai thich
khong phi  |nham I4n ghi chd,| thich ddy du, | cuthé, hop ly.
hop. kich thudc) hop ly.
Noi dung bai |01 4ung BAIEAD | oy bai tap| TNo dUng bal tap
R K . |day du, dang voi | o, .7| day du, hop ly,
. . tap khong day| .~ . day du, hop ly, | ,, 0y
Noi  |[Khdng . .. .  |yéucaunhiémvuy| _; . |dang theo yéu cau
s da, mot so ding theo yéu - .
dung |c6 bai . , nhung chuahop | = . nhiém vu. Tinh | 50%
o R khong dung |, . .z .| cau nhiém vu. , . oz
bai tap| tap s [ly. Con mét so sail ., ., toan logic, chi tiet
theo yéu cau ; . Tinh toan dung,| ., . .
L sot trong tinh . va rd rang, hoan
nhiém vu. , ro rang. . .
toan. toan hop ly.
9. 3. Pdnh gid thuyét trinh (Oral Presentation)
Rubric 4: Thuyét trinh (Oral Presentation)
Mirc @9 dat chuan quy
Tiéu dinh
chi
; Trong
danh |\,r g MUC ¥
M F(@O-] M D , ,
gia |G F (@ MUC C(E5  |MUCB (7.0-84) MUCA (85-10) |
3.9) (4.0-5.4) 69)
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Noi dung phu hop
R . . . | Noi dung phu VGl yéu cau. St
Khéng co . Noi dung phu T g P N y .
N Noi dung R hop véi yéu cau. [dung thuat ngr don
.. | noi dung R .| hop véi yéu ] R S ik .a R
Noi . .. phuhop véil ) Str dung thuat |gian, dé hiéu. Hinh
hoac noi X cau. Str dung . x|, . ~
dung A yéu cau, N ngtt don gian, dé | anh minh hoa rd
, ~ (dung khéng|, ., ", . | thuat ngir don 2 N . 50%
bao . hinhanhva| .~ 5 .. hiéu. Hinh anh | rang, dep, phong
. phu hop s gian, de hieu. | . . A
cao N giai thich | >, . . |minh hoa ré rang,| phu. Cé sir dung
véi yéu _ . |Hinh anh minh , ) e
iy chua ro rang hoa 15 rane. de dep, phong pha. |video va giai thich
i & dep Co str dung video|cu thé hiéu biét trén
video.
. . Slide trinh bay véi
. . Slide trinh | Slide trinh ba . . . . i
Slide trinh |, ", e % . y Slide trinh bay | bo cuc logic, rd
. . bay vai s6| Vvai bo cuc oz : . N N
.. |bay qua so . S vai bo cuc logic, | rang, gom 3 phan.
Trinh | .7 ° luwong phu | logic, rd rang, | . . N L E
. |sai, khéng \ \ X rd rang, gom 3 | Thuat nglr st dung
bay |,, . hop, st gom 3 phan A % Len oo x ez | 25%
.7 |du so luong N . phan, thé hién | don gian de hiéu.
slide dung tr ngd| (introduction, N 2 N
theoquy | & =, . su thanh thao | Thé hién sy thanh
. va hinh anh| body and . . R 5
dinh . s . trong trinh bay [thao trong trinh bay
rd rang conclusion) . -
va ngon ngf.
. . A es . Phan trinh ba
Trinh bay R Phan trinh bay a; t baly
R Bai trinh 2 ngan gon, dé R . .
khéng o cobocuc3 | .. , ,_[Phan trinh bay ngan
) bay day du. A e s hiéu. Str dung cac z ~
logic, vugt| _- .. | phan rd rang. N gon. Bo cuc ro
... .. | Glong ndi . s thuat ngit don | | . e on
qué thoi . .. | Glongndivua | .. X L.z . | rang. Giong noi ro
) nho, phat N x| gian, dé hiéu. Bo | .
gianquy |, . .. |phai, r6 rang, dé X rang, luu loat. thu
) ~[am con mot . cuc ro rang. , C
dinh. St | .., . |nghe, thoi gian i e hat sy cha y cua
. |so turkhéng |~ Can Giong noi rd .
|dungthuat | trinh bay dung | | , nguoi nghe, tuong
Thuyetl = = . rd, su dung _ ] rang, luu loat. AR ..
R ngtr khong ~ .~ |quy dinh, thinh R tac tot voi nguoi | 25%
trinh | 5 | thuat ngir . , Thaoi gian trinh ..
dang, phat , thoang co twong| ., nghe. Ngudi nghe
. . phtc tap, .. .| baydangquy | °. .5 .
am khong j tac voi nguoi ) " |c6 thé hiéu va theo
. . chua c6 .. | dinh. Twongtac |, . . . ..
rd, giong . nghe. Nguoi . .. | Kkip tat ca noi dung
e tuong tac .2 tot vo1 nguol . R p
noéi nho. . .. nghe co thé .. trinh bay. Thoi
.. voinguol | ..° . nghe. Nguoi . ) X
Nguoi . |hiéu va kip theo . u -2 | gian trinh bay
R nghe khi o nghe c6 thé hiéu . )
nghe khong| ., = . ddi noi dung . dung quy dinh.
" trinh bay. R X duoc noi dung
hiéu. trinh bay. . s
trinh bay.

9. 4. Ddnh gid kiém tra viét (Written Exam): Theo thang diém 10 dya trén dap an duoc thiét

ké san

9.5. Danh gia bdo cdo (Written Report)
Rubric 6: Bao cao (Written Report)

Tiéu
chi
danh

Mirc d dat chuin quy dinh

MUCF | MUCD (4.0- [MUCC (55-| MUCB

| MUC A (8.5-10)

Trong

SO
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gia | (0-3.9) 5.4) 6.9) (7.0-8.4)
bay du noi 5 .
R ) Y .| Bay du ndi dung
Khéng co *  +. _~. | dung theo yéu A A
e " . bay du noi N theo yéu cau, tinh
hoac noi | Noi dung trinh . | cau, trinh tu , i de om
N , |dung theo yéu| . , toan chi tiet, rd
dung duoc| bay trong bao NN .. | tinhtoan hop | . N
N . . s T eA 4 cau, con mot . , rang, logic, trinh
Noi | trinh bay |cao daydutheo| . ' . x ly, tinh toan g ,
, - s6 nham lan . , <. | tu tinh toan hop
dung |[trong bao | yéu cau. Tinh . chinhxac. Ket| = . ... 60%
x oo | . A trong tinh y o .| ly. Két qua tinh
do an |cao khong| toan sai, khéng , ..« lquatinhtoanval ; ,
N 2 v a toan, mot so , [todn va chon c6 su
phu hop | cuthé, khéong | .. chon chua co A e ..
. ., ~ » [noidungchua| .. . phan tich, ly giai
véi yéu |dap ung yéu cau. , giai thich cu PO A
A hop ly 2 .| cu thé, rd rang va
cau. the, chua thuyét A
thuyet phuc.
phuc.
. Noi dung phu .
Khéng co| _ . R Noi dung, i N Noi dung phu hop.
g; Trinh ty trinh .. g hop. Trinh tu, | . g p; _,p
thuyet . | trinh tu trinh | ;7 .| Trinh tu, cau trdc
. bay trong thuyét| . .. | cau trdc logic, D ,
minh . . bay thuyéet | _ ., |logic, ro rang dap
3 minh khong . . 0 rang dap ung|, A
. hoac , . minh phuhop| . 3 . ~|tng yéu cau. Hinh
Trinh .. |dung. N6i dung ~ . | yéucau. Hinh | . P
. thuyet : theo yéu cau. | ; ) .. | anh, bang biéu rd
bay i phu hop theo . . _._|anh, bang biéu | | . .
P minh A Trinh bay con| . . . rang, logic, ghi |20%
thuyet n yéu cau. Hinh . z.x. | roérang, logic N 2
. khong . .. | motso loi ve . .~ |chtphuhop. Thé
minh | _, .. | V&, bang biéu . . e ghi chu phu S
dang véi | .~ lchinh ta, kich PRI hién viéc st
N con nhiéu mau , .| hop. Thé hién .
noi dung R thuéce, ghi L dung thanh thao
.| thuan vai noi , .| k¥ nang soan e
theo yéu chu chua day . may tinh trong
N dung. , thao van ban |, . N
cau. du. R . |trinh bay bao cao.
con han che.
5 . Pay du ban vé (3
Piy daséluong| » .. .. . ay di ban Ve (
. oo . [ |Pay da ban vé ban) vai ndi dung
Khdng cé |ban vé/hinh anh . . ,
T ] . . (Bban)véingil . .. .. | theodung quy
hoac thieu| (3 ban) vai noi Day du ban vé | . T
, ) dung theo , .. .. |dinh. Sap xép cac
ban dung theo dung } (3 ban) vai noi NI
R . . dung quy , phan trén ban vé
Ban vé[ veé/hinh | quy dinh. Kich . ) dung theo dung o
N , , ) . .. | dinh. Kich ) . hop ly. Kich
ky | anh, ban | thudc, ghi chu , . .| quy dinh. Sap , o
. . A . . |thudc, ghichal 7 L [thudc, ghi cha day
thuat | vé/hinh |[trén ban vé/hinh ~ | xép cac phan R 2 [20%
A . . R trénbanve | ", . du, ré rang. Thé
va hinh|  anh anh khong duoc \ .. .~ |trénbanvéhep|, . . 7
) R P . .| daydu,rd L . | hién viéc str dung
anh khong [thé hién hoac thé| | . ..|ly. Kich thuéc, |, . R
) . o R . [rang. Conmot| =" . .. [thanh thao cong cu
dang ndi | hignkhéngrd | ;, . ... |ghichadaydua,| _, . =, .
A .2 |soloi ve trinh N V¢ trén may tinh,
dung theo | rang, thieu mét |, o rd rang. L,
. - .~ [bay (sai chinh c6 thé ung dung
quy dinh. [so phantréncac| . ° , A s
R ta, nét ve). trong cong trinh
ban vé/hinh anh . B
xay dung thyc te.
9.7. Danh gia lam viéc nhém (Teamwork Assessment)
Rubric 7: Lam viéc nhom (Teamwork Assessment)
. Mirc do dat chuan qu
Tiéu chi ’ d.inh auy Trong
danh gia 5 s s — - S0
8% IMUCF | MUCD [MUC C (5.5-[MUC B (7.0-| MUC A (85-10)
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(0-3.9) (4.0-5.4) 6.9) 8.4)
Trach Moi thanh Nhiém vu cong
nhiém va [vién cé nhiém . viéc cua moi thanh
o . . Nhiém vu ch a s
nhiém vu | vu cdng viéc cBna Viee ré vién rd rang, cu
Khong | cong viéc | rieng nhung | %M V1€ Hina phu hop. Phat
2 s . o Ay rang va phu P .
To chic cO su cua cic |khong rd rang ..., | huythé manh caa
. . . . . A | hop véi kha s A
nhém lam viéc [thanh vién [va khong phu| _ . x.| cacthanhvién
, , .- 1., |nangcua mol ,
nhém trong nhém | hop véi kha N - trong nhom.
R _ ) thanh vién , .
khong dugc| nang ctua . Tuong tac, phol
A . o trong nhém. .,
phan céng | thanh vién hop tot gitra cac
cuthé. [ trong nhom. thanh vién.
Tham gia 100% (Tham gia
lam vié ay di Cc4 i
,a VIG_:CA <3 <50% <70% <90% day dl} CaCAbUOj
nhom(chuyén hop, thao luan cua
can) nhom)
Thao luan | Khén Hiém khi Thuén Lubn tham gia
avtha 9 © .| Thinh thoang Auo g , . q
Bao gio | tham gia ... | xuyén tham [ thao luan nhém
) . . |[thamgiathao| .~ L L
tham gia [ vao thao . . . |giathao luan [va dong goép y kien
. , . . |luan nhdmva| ™, L, - s
vao thao | luan nhém done o6p < nhom va dong| hay, hiéu qua cho
viéc luan [va déng gop égil)y gop y kién | cac hoat dong cua
cta nhom.| y kién. ' hay. nhom.
. .. |Hop tac, phoi
Hop téc, phoi op R ©
.. hop vai ] ‘.
Khén hop véi Ahom Hop tac phoi hop
9| Hiémkhi |nhém. Thinh M| v6i nhém. Luén
bao gio . o Thuong A n X
£ X hop téc, thoang ton o A ludn tén trong va
Phoi hop phoi 2 . .| Xuyénton o
] phoi hop | trong va chia < chia s€ kinh
nhém  |hop, hop o . trong va chia o
L lam viéc s€ kinh co. nghiém tur cac
tac voi , . . sé kinh : i )
, nhom. nghiém tur ... | thanh vién khac
nhom. AN nghiém tur , ]
cacthanh |, ° | A caa nhom.
i cac thanh vién
vién .
trong nhém.

Panh gia kiém tra viét (Written Exam): Theo thang diém 10 dwa trén dap an dwgc thiét

ké sin.
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Quadng Binh, ngay thang nam 2023

Truwong khoa Trwong b mon Nguwoi bién soan

TS. Tran Tu Luc TS. Tran Thi Thu Thiy  TS. Tran Thi Thu Thiy
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KHOA KINH TE - DU LICH CONG HOA XA HQI CHU NGHIA VIET NAM
BO MON TC - KTCS Péc l1ap - Tw do - Hanh phc

BIEN BAN NGHIEM THU PE CUONG CHI TIET HQC PHAN

Tén hoc phan: QUAN TRI VAN PHONG (OFFICE ADMINISTRATION)

M4 hoc phan: TKQTVP.043

S6 tin chi: 03 Trinh do dao tao: Pai hoc

Péi twong dao tao: Sinh vién Dai hoc Ké toan  Hé: chinh quy
1. Thanh phan, dia diém va thoi gian nghiém thu:

Thaoi gian nghiém thu: phut, ngay thang nam 2023

Dia diém nghiém thu: Vin phong Khoa Kinh té - Du lich

Thanh phdn cia thanh vién Héi dong nghiém thu:

- Chu tich Hoi dong: TS. Bli Khic Hoai Phuong

- Thu ky: TS. Nguyén Xuin Hao

- Uy vién — phan bién 1: ThS. Lé Khac Hoai Thanh

- Uy vién — Phan bién 2: ThS. Nguyén T. Kim Phung

- Uy vién: TS. Tran Thi Thu Thuy
2.'Y kién ciaa Hai ddng nghiém thu:

- Phan bién 1: ThS. L& Khic Hoai Thanh dua ra ¥ kién nhan xét (c6 van ban kém
theo).

- Phan bién 2: ThS. Nguyén T. Kim Phung dua ra y kién nhan xét (co vin ban
kém theo).
- Y kién thao luan, bd sung cua thanh vién trong Hoi dong: Hoc phan Quan tri van
phong da lam r& duoc cadc muc tiéu hoc phan théng qua noi dung chi tiét & bang 4.
Chuan dau ra hoc phan phi hop véi muc tiéu caa hoc phan, tai liéu tham khao phi hop
v6i mén hoc. Tuy nhién, can do lai ndi dung Muc 9.1 cta Rubric 7 “ Lam viéc nhém
(Teamwork Assessment)” thiét ké chua du trong s6 100%.
3. Két luan caa Hoi dong:

Vé hinh thezc:

- Chuong trinh da duoc soan theo diing mau quy dinh, trinh bay rd rang dé hiéu.
Céc chuong muc da thiét ké hop ly gém 5 chuong, cac ndi dung chi tiét phd hop.

- Phan bd thoi gian phi hop véi dung lugng kién thire, can dbi gitra ly thuyét,
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bai tap, thao luan giira cac chuan dau ra hoc phan.
- Tuy nhién con mét sb 16i dinh dang, mot s 18i danh may, 161 dinh dang Bang 3.

Vé ngi dung:

- Muc tiéu hoc phan dd bam sat chuan dau ra va chuong trinh dao tao nganh Dai
hoc K& toan. Chuong trinh chi tiét ¢ mé ta kién thic co ban, ky ning, gido duc thai do
dap tmg duoc yéu cu dao tao.

- NOi dung chuong trinh dam bao tinh khoa hoc, chinh xac, co ban, chi y rén
luyén k§ niang van dung kién thirc, ki ning thuc hanh, lién hé thuc té cho sinh vién. C6
kha nang ¢ng dung cac kién thicc va md hinh thuc té dé dat cac chuan dau ra cua hoc
phan.

- Can do lai Bang méi quan hé gitta muc tiéu hoc phan va chuan dau ra cia CTDT
& bang 2. Muc 9.1 cua Rubric 7 “ Lam viéc nhém (Teamwork Assessment)” thiét ké
chua du trong s6 100%. Can xem lai chuan dau ra cia CTDT cua PLO tht 10 véi cac
chuan dau ra hoc phan.

Két lugn: Chuong trinh can chinh sira theo y kién cua Hoi dong trude khi duoc

nghiém thu.
Quang Binh, ngay thang nam 2023
CHU TICH HQOI BPONG THU KY
TS. Bui Khic Hoai Phuong TS. Nguyén Xuan Hao

THANH VIEN HOI PONG
1. Uy vién — phan bién 1: TS. Bui Khac Hoai Phuong
2. Uy vién — Phan bién 2: ThS. Nguyén T. Kim Phung

3. Uy vién: TS. Tran Thi Thu Thuy
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KHOA KINH TE - DU LICH CONG HOA XA HQI CHU NGHIA VIET NAM
BO MON TC - KTCS Péc 1ap - Tw do - Hanh phiic

BAN NHAN XET PE CUONG CHI TIET HQC PHAN

Tén hoc phan: QUAN TRI VAN PHONG (OFFICE ADMINISTRATION)

M4 hoc phan: TKQTVP.043

Sé tin chi: 03 Trinh d¢ dao tao: Pai hoc

Péi twong dao tao: Sinh vién Pai hoc Ké toan  Heé: chinh quy

Noi dung nhan xet:

*Veé hinh thuc:

- Chuong trinh da duoc soan theo ding mau quy dinh, trinh bay rd rang dé hiéu.
Céc chuong muc da thiét ké hop ly gdm 5 chuwong, cac ndi dung chi tiét pha hop.

- Phan bd thoi gian phi hop véi dung lugng kién thire, can dbi gitra ly thuyét,
bai tap, thao luan giita cac chuan dau ra hoc phan.

- Tuy nhién con mot sé 16i dinh dang, mot s6 18i danh may, 15i trong s6 Bang
rubric 7.

* \/é ngi dung:

- Muc tiéu hoc phan da bam sat chuan dau ra va chuong trinh dio tao nganh Dai
hoc Ké toan. Céc tiéu chuan st dung dé danh gia sinh vién duogc thé hién muac do dat
duogc trong cac muc tiéu tirng bai hoc va phan loai dugc trinh d6 cua sinh vién.

- NOi dung chuong trinh dam tinh khoa hoc, chinh xac, phat huy nang luc cta
ngudi hoc. Muyc tiéu vé kién thic va ki ning ma hoc phan mé ta dap tng yéu cau dao
tao, cac hinh thirc quy dinh kiém tra phi hop.

- Xem lai Bang méi quan hé giira muc tiéu hoc phan va chuan dau ra cia CTDT ¢
chuan dau ra cia PLO thir 10 véi c4c chuan dau ra hoc phan. Muyc 9.1 cua Rubric 7
“Lam viéc nhom (Teamwork Assessment)” thiét ké chua du trong s6 100%.

Két luan chung: Chuong trinh nén duoc chinh sira trudc khi nghiém thu.

Quang Binh, ngay  thang  nam 2023
NGUOI NHAN XET

ThS. Lé Khic Hoai Thanh
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KHOA KINH TE - DU LICH CONG HOA XA HQI CHU NGHIA VIET NAM
BO MON TC - KTCS Péc 1ap - Tw do - Hanh phic

BAN NHAN XET PE CUONG CHI TIET HQC PHAN

Tén hoc phan: QUAN TRI VAN PHONG (OFFICE ADMINISTRATION)

M3 hoc phan: TKQTVP.043

S6 tin chi: 03 Trinh d dao tao: Dai hoc

Poi twong dio tao: Sinh vién Dai hoc Ké toan  Hé: chinh quy

Noi dung nhan xet:

* V¢ hinh thucc:

- Chuong trinh d3 duoc soan theo ding mau quy dinh, trinh bay rd rang dé hiéu.
Céc chuong muc da thiét ké hop Iy gom 5 chuong, cac ndi dung chi tiét phu hop.
Phan bé thoi gian phd hop véi dung luong kién thic, can ddi gitra ly thuyét, bai tap,
thao luan giita cac chuan dau ra hoc phan.

- Tuy nhién con maot s6 16i dinh dang, mot s6 151 danh may.

* \/é ngi dung:

- Muc tiéu hoc phan da bam sat chuan dau ra va chuong trinh dio tao nganh Dai
hoc Ké toan. Céc tiéu chuan su dung dé danh gia sinh vién duogc thé hién muac do dat
duogc trong cac muc tiéu tirng bai hoc va phan loai dugc trinh d6 cua sinh vién.

- NOi dung chuong trinh dam tinh khoa hoc, chinh xac, phat huy nang luc cta
ngudi hoc. Myc tiéu vé kién thirc va k§ ning ma hoc phan mé ta muc tiéu hoc phan dap
ing Y&u cau dao tao, cac hinh thizc quy dinh kiém tra phu hop.

- Xem lai Bang méi quan hé giira muc tiéu hoc phan va chuan dau ra cia CTDT ¢
chuan dau ra cua hoc phan. Trong s6 & bang 7 thuéc Muc 9.1 “Lam viéc nhém
(Teamwork Assessment)” chua du 100%.

Két luan chung: Chuong trinh nén duoc chinh sira trudc khi nghiém thu.

Quang Binh, ngay  thang  nam 2023
NGUOI NHAN XET

ThS. Nguyén Thi Kim Phung



