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CHUONG TRINH PAO TAO TRINH PQ PAI HOC
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(Ban hanh theo Quyét dinh sé 3212/0D-XHNV, ngay 25 thang 8 nam 2023
cua Hiéu truong Trueong Dai hoc Khoa hoc Xa hgi va Nhan van)

PHAN I: GIOI THIEU CHUNG VE CHUONG TRINH PAO TAO
1. Mot s6 thong tin vé chwong trinh dio tao
- Tén nganh dao tao:
+ Tiéng Viét: Quan trj vin phong
+ Tiéng Anh: Office Management
- Mi s6 nganh dao tao: 7340406
- Trinh d¢ dao tao: Dai hoc
- Danh hi¢u tét nghiép: Cir nhan
- Ngon ngir dao tao: Tiéng Viét
- Thoi gian dao tao: 4 nam
- Tén viin bang sau tt nghiép:
+ Tiéng Viét: Cir nhan nganh Quan tri van phong
+ Tiéng Anh: The Degree of Bachelor in Office Management
- Pon vi dugc giao nhiém vu dao tao: Truong Dai hoc Khoa hoc Xa hoi va Nhan van,
DPai hoc Qudc gia Ha Noi.
2. Muc tiéu cua chwong trinh dao tao
2.1. Muyc tiéu chung
Chuong trinh dao tao nhdm cung cip ngudn nhan lyc trinh d6 ctr nhan trong linh
vuc quan tri van phong.
2.2. Muc tiéu cu thé
- Cung cap cho nguoi hoc nhitng kién thire 1y luan va thyc tién co ban vé linh vuc
khoa hoc x& hdi va nhan van; Van phong va quan tri van phong;



- Pao tao ki ning chuyén mén va bo trg vé linh vuc quan trj vin phong, nham gitp
ngudi hoc sau khi tot nghiép c6 thé truc tiép thuc hién cac nghiép vu co ban cua cong tac
van phong; tham muu va gitp lanh dao t6 churc thuc hién cac nhiém vu ctia quan tri van
phong;

- Phat trién cac phdm chit ca nhan va dao dirc nghé nghiép.

3. Thong tin tuyén sinh

3.1. Hinh thirc tuyén sinh: Theo quy dinh cua Dai hoc Qudc gia Ha Noi va theo
D¢ an Tuyén sinh ctia Truong Pai hoc Khoa hoc Xa hdi va Nhan van, Pai hoc Quoc gia
Ha N1 dugc cong bd hang nam.

3.2. Déi twong tuyén sinh: Theo quy dinh ctia Pai hoc Qudc gia Ha Noi va theo
D¢ an Tuyén sinh cua Truong Pai hoc Khoa hoc Xa hdi va Nhan van, Pai hoc Quoc gia
Ha N1 dugc cong bé hang nam.

3.3. Du kién quy mé tuyén sinh: Theo chi tiéu duoc Pai hoc Qudc gia Ha Noi phé
duyét va theo DB€ an Tuyén sinh cta Truong Pai hoc Khoa hoc Xa hdi va Nhan van, Pai
hoc Qudc gia Ha N§i dugc cong bd hang nam.

PHAN II: CHUAN PAU RA CUA CHUONG TRINH PAO TAO
1. Chuin diu ra vé kién thic
1.1. Kién thirc chung

PLO 1. Van dung kién thirc vé 1y luan chinh tri, phdp luat trong cac hoat dong
nghiép vu, nghién ctru va thuec tién;

PLO 2. Str dung kién thirc vé& cong nghé thong tin dap tmg yéu ciu cong viée.

1.2. Kién thirc theo linh vic

PLO 3. Van dung dugc cac kién thic co ban vé khoa hoc xa hoi va nhan van vao
trong hoc tap va nghién ctru, cling nhu irng dung cac kién thirc khoa hoc tu nhién dé phan
tich, danh gia cac tu liéu khoa hoc xa hdi, thich irng véi thoi dai cong nghiép 4.0.

1.3. Kién thikc ciia khoi nganh

PLO 4. Phan tich dugc su lién quan, kha ning ap dung cta kién thirc quan tri,
quan 1y vao hoat dong doi séng, hoc tap, lam viéc.
1.4. Kién thikc ciia nhém nganh

PLO 5. Van dung dung cac kién thirc vé ly thuyét quan tri, khoa hoc td chuc, to
chttc van phong, t6 chic quan 1y cong tdc van thu - luu trit, ké toan hanh chinh sy
nghi¢p... trong cong tac van phong va quan tri van phong.

1.5. Kién thirc nganh

PLO 6. Van dung kién thuc quan tri van phong vao thuc tién;



PLO 7. Tong hop kién thirc va dé xuat cac giai phap nham nang cao hiéu qua hoat
dong van phong va quan tri van phong trong cac co quan, t6 chirc, doanh nghiép;

PLO 8. Str dung thanh thao cac tng dung coéng nghé sd phuc vu cong tic vin
phong.

2. Chuén dau ra vé Ki ning
2.1. Ki nang chuyén mon
2.1.1. Ki ndng nghé nghiép

PLO 9. Thuc hi¢n dung céc ki nang, nghi¢p vu hanh chinh - van phong: Thu thap
xu 1y thong tin; Van thu - luu trlt; Tham muu - Tong hop; Thu ky van phong...;

PLO 10. Thuc hién hoat dong tham muu cho thu trudng co quan, doanh nghiép vé
td chirc cac hoat dong van phong, quan tri nhan sy van phong, quan 1y co s& vat chat,
quan ly tai chinh, t6 chttc va st dung cac nguon thong tin phuc vu hoat dong quan ly
trong boi canh chuyén doi so;

PLO 11. Huéng dan cho cdp dudi va dong nghiép cac van dé& cong viéc thude
nhiém vu cong tac van phong.

2.1.2. Ki nang tw duy va gidi quyét van dé

PLO 12. Phan tich va doc 1ap giai quyét van dé vé t6 chic quan 1y cong tac vin
phong va nghi¢p vu van phong.
2.1.3. Ki nang nghién curu

PLO 13. Phat hién, thyc hién nghién ctru va ing dung két qua nghién ctru vao thuc
tién cong tac van phong.

2.2. Ki nang bé tro
2.2.1. Ki nang ca nhan

PLO 14. Lap ké hoach va to chirc céng viéc khoa hoc va hop 1y.
2.2.2. Ki' nang lam viéc nhom

PLO 15. Thiét ké va phat trién nhom lam viéc hiéu qua khi thuc hién cac nhiém vy
cua van phong.

2.2.3. Ki nang quan ly va lanh dao

PLO 16. T6 chuc va diéu hanh cong viée vin phong trong cac co quan, doanh nghiép.
2.2.4. Ki ndng giao tiép

PLO 17. Ap dung va thyc hién cac phuong thirc giao tiép trong cong viéc;

PLO 18. Str dung dugc Ngoai ngt ¢ trinh d B1, twrong duong trinh do bac 3 (theo
Khung nang luc ngoai ngit 6 bac dung cho Viét Nam) theo quy dinh ctia B Gido duc va
Dao tao va cua Pai hoc Qudc gia Ha Noi.

3. Mire tu chi va trach nhiém



PLO 19. Lap ké hoach, trién khai thuc hién va chiu trach nhiém vé nhitng nhi¢m
vu dugc giao trong linh vuc quan tri van phong;

PLO 20. Lap ké hoach, to chirc diéu hanh va chiu trach nhiém vé két qua cong
viéc cua nhom trong linh vuc quan tri van phong;

PLO 21. Str dung kién thirc dé khéi nghiép trong linh vuc quan tri vin phong.
4. Vi tri viéc 1am ma sinh vién c6 thé dam nhiém sau khi tot nghiép

- Cong chire, vién chuc hanh chinh, vin phong trong cic co quan, to chic nha
nudc va don vi su nghi¢p tir trung wong dén dia phuong;

- Nhan vién hanh chinh, van phong trong cac doanh nghiép;

- Nguoi phu trach b phan hanh chinh, vin phong trong cic co quan, to chirc, doanh
nghiép;

- Giang vién va nghién clru vién tai cac co s& dao tao, nghién ctru vé hanh chinh, vin
phong.
5. Kha ning hoc tip, nang cao trinh dd sau khi tét nghiép

C6 co hoi hoc Ién & bac hoc cao hon va trd thanh cac nha khoa hoc, lam viéc tai
cac trung tam/ vién/ co s¢ nghién ctru vé hanh chinh, van phong.



PHAN III: NOI DUNG CHUONG TRINH PAO TAO
1. Tém tit yéu cAu chwong trinh dao tao

Téng s6 tin chi ciia chwong trinh dao tao (chua tinh Gido duc thé
chat, Gido duc qudc phong - an ninh, Ki nang bd tro):

Khoéi kién thirc chung (chua tinh Gido duc thé chat, Gido duc qubc
phong - an ninh, Ki ning b tro):

- Khéi kién thirc theo linh vire:
+ Bit bude
+ Tu chon
- Khdi kién thirc theo khoi nganh:
+ Bit budc
+ Tu chon
- Khéi kién thirc theo nhém nganh:
+ Bit budc
+ Tu chon kién thirc chuyén sau ciia nganh
+ Tu chon kién thuc lién nganh
- Khéi kién thirc nganh:
+ Bit budc
+ Tu chon

+ Thuc tap, Khoa luan tbt nghiép/cac hoc phﬁn thay thé
khoa luan tét nghiép:

129 tin chi

21 tin chi

24 tin chi
18 tin chi
6/18 tin chi
20 tin chi
11 tin chi
9/25 tin chi
15 tin chi
9 tin chi
6/12 tin chi
6/12 tin chi
49 tin chi
24 tin chi
12/24 tin chi

13 tin chi



2. Khung chwong trinh dao tao

Ma hoc Hoc phin S,O 50 gio' hoc tap Ma S‘l
STT ™ tin Li | Thuc| Tw |hocphan
phan - £1 | hanh2] hord |esa £
chi |thuyet” |hanh?| hoc® |tién quyét
Khoi kién thic chung (chura
I tl'n}{ Giao duc theé chat, Giao duc 21
quoc phong - an ninh, Ki nang
bo tro)
Triét hoc M4c - Lé nin
. PHI1006 Marxist-Leninist Philosophy 3 42 0 102
2 | peEC100g | KinhtechinhtriMac-Lenin |5 1 oy | 54 | 65 | pHi1006
Political economy of Marx - Lenin
3| PHI1002 | SN nehia xa hoi khoa hoc 2 | 28 | 4 | 68 |PHIL006
Scientific Socialism
Lich st Bang Cong san Viét Nam
4 HIS1001 | History of Vietnamese 2 28 4 68
Communist Party
Tu twdng HO6 Chi Minh
> POL1001 Ho Chi Minh Ideology 2 28 4 68
6 THL1057 | Nha nudc va Phap luat dai cuong 2 20 50 | 60 |PHIL006
General State and Law
7 Ngoai ngir B1 5 20 70 | 160
Tiéng Anh B1
FLF1107 English B1 5
Tiéng Trung Qudc B1
FLF1407 Chinese B1 >
g | INT1226 | [IMhoccoso 3 | 30 |30 | 90
Basic Informatics
9 K ning bo tro 3
Soft Skills
10 Gi4o duc thé chat 4
Physical Education
1 Gido duc qudc phong - an ninh g
National Defense Education
I Khéi kién thirc theo linh vue 24
1.1 Cic hoc phan biit buéc 18
12 MNS1053 | Cac phuong phap nghién ctu 3 42 6 102
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M3 hoe Hoc phin S,O So gio hoc tap Ma sg
STT A tin Li | Thuc| Tw |hocphan
phan . 21 hanh2] hoard |eia £
chi |thuyéet” |hanh?| hec® |tién quyét
khoa hoc
Scientific Research Methods
Co sé van hoa Viét Nam
13 HIS1056 | Introduction to Vietnamese 3 42 6 102
Culture
Lich st van minh thé gioi
14 HIS1053 History of Worlds Civilizations 3 42 6 102
15 | PHI1054 | -09iC hoc dai cuong 3 | 42 | 6 | 102
General Logics
16 | pSy10s51 | [am ¥ hoc dai cuong 3 1 a2 | 6 | 102
General Psychology
17 | socios1 | @Ol hoc dai cuong 5 1 42 | 6 |102
General Sociology
11.2 Cdc hoc phén tw chon 6/18
18 | INE1014 | KINh t€ hoc dai cuong 2 | 26 | 8 | 66
General Economics
19 | POL1053 H'e thonq chlnh j[r1 Viét Nam 5 28 4 68
Vietnam’s Political System
Hoi nhap quéc té va phat trién
20 ITS1051 | International Integration and 2 28 4 68
Development
21 | EVS1001 Mo1_ trrong va phat trién 5 08 4 68
Environment and Development
Nhap mon nang luc thdng tin
22 LIB1050 | Introduction to Information 2 28 4 68
Literacy
23 | MAT1078 | | 1oNg ke cho khoa hoc xa hol 2 | 26 | 8 | 66
Statistics for Social Sciences
24 | LIN10sp | Thuc hanh van ban tieng Viet 2 | 20 | 20 | 60
Practicing on Vietnamese Texts
Tu duy sang tao va thiét ké y tuong
25 LIT1054 | Creative thinking and design 2 24 12 | 64
thinking
26 | LIT1053 | Y'ethoc thuat 2 | 30 | 0o |70

Academic writing




M3 hoe Hoc phin S,ﬁ So gio hoc tap Ma sg
STT A tin Li | Thuc| Tw |hocphan
phan . 21 hanh2] hoard |eia £
chi |thuyéet” |hanh?| hec® |tién quyét
Khoi Kién thirc theo khoi
i N 20
nganh
1.1 Cic hoc phan biit buéc 11
27 | MNs1054 | KNo1 nghiep 3 | 42 | 6 |102
Start-up
28 | ARO1104 | NiEN ludn 2 0 | o |100
Annual Essay
29 | ARO1160 | S4C IV thuyet quan tri 3 | 42 | 6 |102
Theories of Management
Nhap mon Quan tri van phong
30 | ARO1151 | Introduction to Office 3 42 6 | 102
Management
1.2 Cic hoc phin tw chon 9/25
31 | ARO1100 | L trir hoc dai cuong 3 | 42 | 6 |102
General Archival Science
32 | TOUL100 bai cuong ve quan tri kinh doanh 3 39 12 | 99
General Business Management
33 | psyzo31 | Tam IV hoc quan ly 3 | 39 | 12 | 99 |psy1051
Psychology of Management
31 | CAL2004 Luat hanh chinh Viét Nam 3 30 30 90
Psychology of Management
35 | LIB2001 | |NOng tin hoc dai cuong 3 | 42 | 6 |102
General Information Studies
36 | MNS3062 Phéap luat vé lao dong va viéc lam 3 2 |6 102
Labor and Employment Laws
37 | MNs3063 | 520 hiem xa hoi 3 | 42 | 6 | 102
Social Insurance
38 Nggal |jgtr Khoa hoc Xa hoi va 4 16 80 | 104
Nhan van 1
Tiéng Anh Khoa hoc Xa hoi va
Nhan van 1
FLHLISS English for Social Science and 4
Humanities 1
FLH1156 Tieng Trung Khoa hoc Xa hoi va 4

Nhan van 1




M3 hoe Hoc phin S,O So gio hoc tap Ma sg
STT A tin Li | Thuc| Tw |hocphan
phan . 21 hanh2] hoard |eia £
chi |thuyéet” |hanh?| hec® |tién quyét
Chinese for Social Science and
Humanities 1
. Kh\01 kieén thirc theo nhom 15
nganh
V.1 Cic hoc phan biit buéc 9
39 | ARO1161 | [ Chic van phong 3 | 42 | 6 |102 |ARO1151
Office Organization
Quan tri nhan su van phong
40 | ARO1162 | Office Human Resources 3 42 6 | 102 |ARO1151
Management
T6 chic quan 1y cong tic vin
thu - luu triv
41 | AROL1%6 Organizing the Record 3 42 6 | 102
Management and Archive Works
V.2 Cic hoc phin tw chon 6
V.21 BA_inh fzwo"ng kién thirc chuyén 6/12
sdu cua nganh
42 | ARO1169 Hé _thong thong_tln van phong 3 42 5 102
Office Information Systems
43 | MNS2064 | Hanh chinh hoc dai cuong 3 | 42 | 6 |102
General Administrative Sciences
Quan hé cong chiing trong van phong
44 | AROL102 Public Relationship in Office 3 42 6 | 102
Pao dtc cong vu
45 | AROL166 Public Service Ethics 3 42 6 | 102
IvV.2.2 Pinh huéng kién thire lién nganh | 6/12
46 | BSA2001 | N9uyen Iy ketoan 3 | 39 | 12 | 99
Accounting Principles
47 | sowi1oz | Phattrien cong dong 3 | 4 | 6 |10
Community Development
K¥ nang dam phéan
.. . 42 102
48 | MNS1156 Negotiation Skill 3 6 0
Quan ly tai liéu dién tir
49 | ARO3085 | Electronic Document 3 42 6 | 102

Management




M3 hoe Hoc phin S,ﬁ So gio hoc tap Ma sg
STT A tin Li | Thuc| Tw |hocphan
phan . 21 hanh2] hoard |eia £
chi |thuyéet” |hanh?| hec® |tién quyét
VvV Khéi kién thirc nganh 49
V.1 Cdc hoc phan biit buéc 24
Phuong phép soan thao van ban
o0 | ARO3041 Methods of Document Compiling 3 42 6 1102
Nghiép vu van thu
>l | ARO3042 Majors of Record Management 3 42 6 | 102
52 | ARO3043 | NINIEP Vu luu tri 3 | 42 | 6 |102
Majors of Archive
Nghiép vu tham muru, tong hop
53 | ARO3064 | Majors of Consultancy and 3 42 6 | 102
Synthesis
54 | ARO3090 | Quan IV tai sancoquan 3 | 42 | 6 |102 |AROL151
Asset Management for Agencies
Vién hoé cong s&
55 | ARO3066 Office Culture 3 42 6 | 102
56 | ARO3088 | e vu thuky, g [y lanh dao 5 1)y 6 105 | ARO1151
Majors of Secretary and Assistant
Ung dung cong nghé théng tin
57 | ARO304g | ong cong téc vin phong 3 | 42 | 6 |102 |AROLI5L
Information Technology
Applications in Office works
V.2 Cic hoc phin tw chon 12/24
Vin phong sd
58 | ARO3089 Digital Office 3 42 6 | 102
59 | ARO3076 | 10 Chucsu kien trong vanphong | 5 | )5 | 6 |10y | ARO1151
Event Organization in Office
60 | ARO3077 | € tan van phong 3 | 42 | 6 |102 |ARO1151
Office Reception
61 | ARO1172 | Y ndng giao tiep - thuyettrinh 15| 4| o 1405
Communication - Presentation Skills
K§ nang to chirc cong viéc
62 | ARO3081 Skills of Working Organization 3 42 6 102
63 | ARO30g2 | Y ndng lam viec nhom 3 | 42 | 6 |102
Teamwork Skills
64 | ARO3091 | Kiém tra, danh gia hoat dong | 3 42 6 | 102
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M3 hoe Hoc phin S,ﬁ So gio hoc tap Ma sg
STT A tin Li | Thuc| Tw |hocphan
phan . 21 hanh2] hoard |eia £
chi |thuyéet” |hanh?| hec® |tién quyét
van phong
Inspect and Evaluate Office Works
65 | ARO3092 | |Nutuchanhchinh — 3 | 42 | 6 |102
Administrative Formalities
Thyec tap, Khoa lugn tot ]
V.3 nghigp/cdc hoc phan thay thé 13
khoa ludn tot nghiép
66 | ARO4050 | |NWC tap thuc te 3 0 | 0 | 150 |AROL151
Internship
Thuc tap tét nghiép ARO1151/
67 | ARO4051 Graduation Internship > 0 0 | 250 ARO4050
68 | ARO40s2 | KNod luan tot nghiep 5 0 | 0 |250 |ARO4051
Graduation Thesis
Céc hoc phan thay thé khoa lugn
tot nghiép
69 | ARO405g | LY luan e quan tri vin phong > | 28 | 4 | 68 |ARO4051
Theories of Office Management
KV nang, nghiép vu hanh chinh -
van phong
70| ARO4060 Skills, Majors of Administration 3 42 6 | 102 |AROA05L
and Office
Tong cong 129

Ghi chu: Mét tin chi duroc tinh twong dwong 50 gio hoc tdp dinh mic cia nguoi hoc, bao
gom ca thoi gian du gio giang, gio hoc ¢é huéng dan, tw hoc, nghién citu, trai nghiém va
die Kiém tra, danh gid; ddi véi hoat dong day trén lép, mét tin chi yéu cau thuc hién toi
thiéu 15 gio' giang hogc 30 gio theec hanh, thi nghiém, thao ludn trong dé mét gio trén lép
dwroc tinh bang 50 phdt.
(1): Li thuyét.
(2): Thyc hanh, thi nghi¢m, thdo lugn.

(3): Thuee tdp, nghién cizu, twe hoc c6 kiém tra danh gia.
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