BO GIAO DUC VA DAO TAO CONG HOA XA HOI CHU NGHTA VIET NAM
TRUONG CBSP TT HUE Poc lap - Ty do - Hanh phuc

CHUONG TRINH DAO TAO THEO HOC CHE TiN CHi

Chuong trinh dao tao: QUAN TRI VAN PHONG
Trinh do dao tao: CAO PANG

Nganh dao tao: QUAN TRI VAN PHONG
Loai hinh dao tao: CHINH QUY

(Ban hanh kém theo Quyét dinh s6 121/QD-CBSP ngay 15 thang 9 nam 2008
clia Hiéu trudng truong CBSP TT Hué)

1. Muc tiéu dao tao:
1.1. Muc tiéu chung

Chuong trinh dao tao nganh Quan tri van phong, trinh dd cao dang nhdam dao
tao can bd dap ng duwoc nhitng yéu cau doi moi cta dat nuwdc trong thoi ky cong
nghiép ho4, hién dai hod. Cac can b quan tri v an phong duoc dao tao phai cé tu twéng,
pham chét dao dirc t6t, cd da strc khoé, cd kién thirc v a ky nang theo yéu cau, co kha
nang dap ng duoc nhitng doi méi clia x& hdi trong twong lai; ¢ k§ nang nghién ctu,
tw boi dwdng nghién ctru khoa hoc.
1.2. M uc tiéu cu thé

Sinh vién nganh Cao dang Quan tri van phong phai ndm viing kién thirc chuyén
mon va nhitng kién thirc nghiép vu b0 trg cho mot chuy én vién quan tri van phong va
lwu trik ¢6 thé lam thu ky tong hop, lwu trik hoc, tin hoc ('ng dung trong cong tac v an
phong va cong tac [wu trik.

Sinh vién t0t nghiép cd thé dam nhan cong viéc tai cac van phong uy ban nhan
dan tinh, thanh pho/huyén, nganh, van phong co quan Bang, doan thé, doanh nghiép &
dia phuong, & cac co quan quan ly lwu trir chuyén nganh...

2. Thoi gian dao tao: 3 nam, chia lam 6 hoc ky

3. Khoi lvong kién thirc toan khéa: 106 tin chi, chua ké cac phan ndi dung vé Giao
duc thé chat va Gido duc qudc phong — Anh ninh.

4. Boi twgng tuyén sinh: hoc sinh datot nghiép trung hoc pho thong

5. Quy trinh dao tao, diéu kién t6t nghiép: Thuc hién theo quy ché D ao tao dai hoc
va cao dang hé chinh quy theo hé théng tin chi, ban hanh theo quyét dinh s5
43/2007/QD-BGDDT ngay 15/8/2007 cla B trvdng BO Giao duc va Dao tao



6. Thang diém:

7. Noi dung chuwong trinh (tén vakhdi lvong cac hoc phan)

7.1. Khung chuong trinh dao tao

7.1.1 | Kién thirc gido duc dai cwong toi thiéu
(chua ké cac phan ndi dung Giao duc thé chéat va Gido 35
duc qudc phong)
7.1.2 | Kién thirc gido duc chuyén nghiép t0i thiéu
Trong do t6i thiéu: 71
- Kién thirc co s& khéi nganh vacla nganh 19
- Kién thirc nganh (ké ca kién thirc chuyén nganh) 33
- Kién thirc b6 tro (tw chon) 04
- Thyc tap nghé nghiép vathi t6t nghiép 15
L oai gio tin chi
i PR 6 Lén 16p HP tién
TT M&aHP Khéi KT/tén HP TC [TT [Tduan/ | THITN Tuw quyét
LA NC
bai tp
1 2 3 4 5 6 7 8 9
A K hoi kién thirc gido duc dai cwong
I Ly luan chinh tri 10
1 101001 | Nhi*tng nguyénly co ban ciia CN Mac — 2 2
Lénin1
2 101002 | Nhi*tng nguyén |y co ban ctia CN Mac — 3 3 101001
Lénin2
101003 | Tu twéng HO6 Chi Minh 2
101007 | Buong 16i cach mang clia Bang CS VN 3 3
I Ngoai ngt¥, Tin hoc khéng chuyén 9
1 160001 | Tiéng Anh1 3 3
160002 | Tiéng Anh 2 2 2 160001
160003 | Tiéng Anh 3 2 2 160 002
4 162001 | Tin hoc dai crong 2 2
M1 172001 | Gido duc thé chat 3 3
v 175001 | Gido duc qudc phong — An ninh 6 6
\Y; K hoa hoc tw nhién 4
120010 | Thong ké 2
142001 | Mbi trudng va con ngudi 2
VI K hoa hoc xa hdi va nhan van 8




102 001

Phap luat dai cuong

102 002

Quén ly hanh chinh nha nwéc

147001

Tiéng Viét thuc hanh
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MY hoc dai cuong
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Tw chon (SV chon 2/3HP -4TC)

141001

Lich st van minh thé gioi
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101 006

Xahoi hoc

147002

Co s& ngbn nglr hoc
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K hoi kién thirc gido duc chuyén nghiép

Kién thtrc co s6 khdi nganh va nganh
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102102

Luat Nha nwéc Viét Nam

105101

Quian tri hoc

101004

Logic hoc

103101

Tamly hoc quan ly

140101

Co s¥ van héa Viét Nam

105102

Luu tri® hoc dai cvong

102103

Luat hanh chinh Viét Nam
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105103

Quén tri hanh chinh van phong
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105101

Kién thirc nganh

w
w

105401

Nghiép vu van thu

105 402

Van ban quan 1y nha nwéc

105403

K¥ thuat soan thdo van ban

106 401

Nghiép vu thr ky van phong

105404

Nghiép vu ké todn van phong

105405

Cong tac VTLT trong céac co quan Bang

105 406

T6 chirc lao dong KH vathiét bi VP

105 407

Tin hoc tng dung trong quéan tri VP
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105408

TG chirc TLLT vaphanloai TLLT
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105409

Xé&c dinh giatri TLLT vab6 sung TLLT
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105410

Thdng ké vatd chirc cong cu tra ciu TLLT
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105411

Chinh ly vabdo quan TLLT
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105412

T6 chirc va st dung TLLT vAaQLNN vE LT

105413

Luu trr TL KHKT, TL nghe nhin, TL dién t&
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Tw chon (SV dugc chon 2/3 HP = 4 tc)

105414

Quan tri nhan sy

105415

Thong tin phuc vu lanh dao vaquan ly

103114

Khoa hoc giao tiép
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Thyce tap, thi tét nghiép, khéa luén

Nghién ciru thuc té

1 tuan

105951

Thuc tap
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105952

Khoéaluan




105953 | Quan Iy Nha nudc vé kinh té 2 2 HP thay
khodéluan

105954 | Quan ly Nha nwéc vé VH, XH, GD, YT 3 3 HP thay

khoa luan

T6ng s6 dvtc toan khoa 106

HIEU TRUONG
CHU TICH HPKH& DT




