BO GIAO DUC VA DPAO TAO CONG HOA XA HOI CHU NGHTA VIET NAM
TRUONG CAO DANG SU PHAM boc lap - Tw do - Hanh phuc
THUA THIEN HUE

CHUONG TRINH GIAO DUC TRUNG CAP CHUYEN NGHIEP

1. Nganh dao tao: Tin hoc van phong

2. Manganh: 53261

3. Thoi gian dao tao: 24 thang

4. B6i twong: Hoc sinh t6t nghiép trung hoc phé thong
5. Gigi thiéu chuong trinh:

5.1. Chuong trinh nay do Hiéu truwdng treong CBSP Hué ban hanh lam cén cl
dé dao tao Trung cdp chuyén nghiép chuyén nganh Tin hoc van phong.

Khoi luvong kién thirc clia chwong trinh dwgc xac dinh phu hop véi chuong trinh
maB6 GD&DT da quy dinh cho chuong trinh gido duc trung cap chuyén nghiép. Thoi
gian dao tao ctia méi mon hoc quy dinh trong chwong trinh dam bao 60% ly thuyét,
40% thuwc hanh.

5.2. Chuong trinh duoc bién soan theo hwéng doi méi phuong phap day hoc,
tinh gidm s6 gio ly thuyét, danh nhiéu thoi gian cho hoc sinh doc tai liéu, lam bai tap,
thdo luan, thuc hanh tai co s¢. Khi to chirc dao tao can két hop cac phuong phép, hinh
thirc sau:

- Day hoc ly thuyét trén 6p

- Day hoc, thic hanh tai cac co s@

- Thyc hanh va thyc tap tai van phong cac co quan, don vi xa hdi trong Iinh vic
hanh chinh va quén ly hanh chinh Nha nwéc

Sau khi t6t nghiép hoc sinh dugc bo tri lam van phong cac co quan hanh chinh,
doanh nghiép, céc to chirc xa hoi,... Pong thoi hoc sinh c6 thé hoc li én thdng Ién trinh
dd Cao dang.

6. Muc tiéu dao tao:

6.1. Muc tiéu chung

DPao tao nguoi lao dong cé kién thirc, k§ nang nghé nghiép & tr inh dd trung hoc
chuyén nghiép (chuyén nganh Tin hoc van phong), c6 dao dirc, lwvong tam nghé nghiép,



y thirc Ky luat, thc phong coéng nghiép, c6 sic khde, nham tao diéu kién cho ng uoi lao
dong cd kha nang tim kiém viéc lam, dap (ng yéu cau phat trién kinh té - xa hoi, cling
cb quéc phong, an ninh.

Sau khi t6t nghiép, hoc sinh c6 kién thirc va k§ nang vé cong tac tin hoc, dam
dwong dwgc cong viéc cla chuyén vién va nhan vién trong | Tnh vuc céng nghé thdng
tin, c6 thé lam viéc tai van phong céc co quan hanh chinh, doanh nghiép, céc to chirc
xahai,...

6.2. Muc tiéu cu thé
a. Vé kién thtrc

Hoc sinh c6 trinh d6 trung cap nganh Tin hoc van phong co kién thirc ve:

- Khoa hoc may tinh.

- Hinh thanh va phét trién & ngwoi hoc nang lwc tham muu, tw van va (ng dung
cong nghé théng tin trong cong tac.

- Trén co s¥ kién thirc duoc trang bi & trinh d6 cao dang, ngudi hoc cd kha nang
nghién ctru khoa hoc hodc ti€p tuc hoc & cac trinh do cao hon.

- Soan thao, thiét ké van ban, to chirc quan ly thong tin cho co quan va lanh dao
co quan; ndm dwoc kién thirc chuyén mon vé nghiép vu van phong.

- Quan ly co s dit liéu, quan ly hé théng may tinh

- Slr dung cé&c thiét bi van phong

- Hoat déng may tinh, mang Internet, cac dich vu trén mang, biét cach phong
chdng virus may tinh, ... phuc vu cbng tac van phong.

- Duy tu, bao tri hé thdong dir liéu, cai dat hé diéu hanh va moét sb phan mém co
ban,...
b. Vé chinh tri tu twéng:

- Trung thanh véi T6 quoc, ¢é hiéu biét va chadp hanh nghiém chinh chinh séach,
phap luat ctia Bang va Nha nuwéc, c6 dao dirc valbi song van minh.

- Coy thiic t6 chirc ky luat, tinh than trach nhiém, biét | am viéc trong tap thé.
Co tac phong cong nghi ép, phong cach lam viéc nang dong, sang tao, tu tin.

- C6 tinh than nghiém tdc trong cong viéc, yéu nghé vay thirc tim toi hoc hoi,
khong ngtrng nang cao trinh do van hoa, chuyén mon nghiép vu.

c. Vé stic khde va gido duc quoc phong: Co sirc khde dé hoc tap, cong téc vathuc hién
nghta vu qudc phong toan dan.



7. K€ hoach thuc hién:

7.1. Khoi lvgng kién thirc va thoi gian dao tao

Hoat dong dao tao DBon vi tinh Hé tuyén Ghi chu
THPT

1. Hoc Tuan 52
2. Sinh hoat céng dan Tuan 1
3. Thi Tuan

3.1 Thi hoc phan Tuan

3.2 Thi t6t nghiép
4. Thyc tap

4.1 Thyc tap moén hoc Tuan 5*

4.2 Thyc tap tot nghiép Tuan 10
5. Hoat dong ngoai khoa Tuan 1
6. Nghi he, nghi tét, nghi 1& Tuan 13
7. Lao dong cobng ich Tuan 2
8. Du triy Tuan
Tong cong 98

* S5 tuan hoc sinh thie tap mon hoc v ao cac budi trong tuan (5 tuan)

7.2. Cac mon hoc ctia chuong trinh vathoi luong

Tén mon hoc S0 tiét hoc M é_n B6 tri theo hoc ky
TS LT | TH thi | HK1 | HK2 | HK3 | HK4

A. Mbn chung
1. Chinh tri 9 | 70 20 Thi X X
2. Gido duc qudc phong 75 | 25 | 50 | Thi X
3. Thé duc thé thao 60 | 5 | 55 | Thi X
4. Gio duc phép luat 30 | 20 | 10 | Thi X
5. Tiéng Anh 120 | 56 | 64 | Thi | x X X
6. Tin hoc 60 | 26 | 34 | Thi | x




B. Mbn co s¢ riéng
1. K& toan dai cuong 30 Thi | x
2. Nghiép vu van the lvu trie 45 Thi
C. Mbn co s& chung
1. Toan cao cép 75 Thi X
2. Microsoft Word 45 Thi
3. Microsoft Excel 45 Thi
4. Thuat toan |4p trinh 75 Thi
5. Mang may tinh 60 Thi
6. Micro Access 60 Thi
7. Béo tri méy tinh 45 Thi
8. Internet - Web 60 Thi X
D. M6n chuyén mén
1. Excel nang cao 30 Thi
2. V&n ban QLNN va KT soan | 45 Thi
thao
3. Thiét ké van ban trén may | 60 Thi
tinh
4. Nghiép vu thr ky 45 Thi
5. Thiét bi van phong 30 Thi X
6. Tiéng Anh chuyén nghanh 120 Thi X
7. Nhap mon QLHCNN 30 Thi X

Tong cong: 1335 tiét — 90 don vi hoc trinh
7.4. Thyc tap

Hé Thoi Namtht 1 | Namtho 2 Pia
Mon thuc tap s6 lwgng diém
Tuan | Gio | HK1 | HK2 | HK3 | HK4




Thuc hanh tai truong 5 150 | 30 30 60 30
Thuc tap t6t nghiép 10 | 300 10
(HStu lién hé) tuan
Toéng cong: 15 tuan - 450 gio - 450 tiét — 30 dvht
7.5. M6n thi t6t nghiép:
STT Mon thi Hinh thtec | Thoi gian | Ghi chd
thi

1 | Chinhtri Tw luan 120 phuat

2 | Ly thuyét téng hop nghé nghiép Tu luén 120 phut

3 | Thuc hanh nghé nghiép Tu luan 120 phut

HIEU TRUONG

CHU TICH HDKH&DT




