TRUONG PAI HOC MO THANH PHO HO CHI MINH

KHOA LUAT
PE CUONG MON HQC
I.  Théng tin tong quat
1.  Tén mén hoc tiéng Viét: K¥ ning té chirc cdng s& — Ma mon hoc: GLAW1225
2. Ténmdn hoc tiéng Anh: Skills for Organising Governmental Officies
3. Thudc khdi kién thire/ky ning
O  Giao duc dai cuong Kién thtrc chuyén nganh
O  Kién thtc co so O Kién thic b tro
[0 Kién thirc nganh O D6 an/Khoda luan tot nghiép
4.  Sé tin chi
Tong so Ly thuyét Thue hanh Sé tiét tw hoc
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5.  Phu trach mon hoc
a.  Khoa phu trach: Khoa Luat
b.  Giang vién: Ths. Pham Huy Tién
c. bia chi email lién hé: tien.pht@ou.edu.vn
d.  Phong lam viéc: Phong 102 CS Hb Hao Hén

Il.  Thong tin vé moén hoc

1. Mo ta mon hoc

Mon hoc cung céap kién thic 1y thuyét va thuc t& vé to chirc va hoat dong cong so.
Nguoi hoc duge gi6i thiéu nhitng van dé nhu céng so va ndi dung td chirc hoat dong cong so;
k¥ nang t6 chirc va diéu hanh cong s0; cac phuong tién hd tro cho hoat dong cong so; van hoa
cong sd, phuong phap quan 1y cong so ctia ngudi lanh dao va d6i méi xay dung cong s

trong boi canh tién hanh céi cach hanh chinh nha nude.

Mon hoc K§ ning t6 chirc cong so bao gdm cac ndi dung co ban sau:
(1) Cong s6 va hoat dong chu yéu cua cong so;
(2) Diéu kién 1am viéc va thiét bi trong cong so;

(3) K¥ thuat diéu hanh cong s& va mot s6 k§ nang hanh chinh;



nudc.

(4) Poi méi ky thuat didu hanh cong s¢ trong bdi canh cai cach hanh chinh nha

Mon hoc K¥ ning to chirc cong so 1a mon hoc tu chon trong khéi kién thire chuyén

nganh Luat tai Truong Dai hoc M Thanh phé HO Chi Minh. Mén hoc dugce thiét ké gém 2

tin chi, trong d6 ¢6 1 tin chi Iy thuyét va 1 tin chi thyc hanh (v6i tong s6 1a 45 sb tiét).

2. Mobn hoc diéu kién
STT Mén hoc diéu kién Ma mon hoc
1. | Mén tién quyét
2. | Mon hoc truée
Luat hanh chinh
3. | Mo6n hoc song hanh
3. Muc tiéu mon hoc

Mon hoc cung cap kién thue chuyén mon va trang bi cac ki nang can thiét cho nguoi

hoc dé gitp sinh vién:

Muc tiéu . CDR CTDT phan
N Mo ta 2 .
mon hoc bo cho mon hoc
co1 Téng hop céc kién thirc lién quan dén t6 chirc va diéu hanh | PLO3.2, PLO5.1,
cong so PLO7.1,PLO10.4
cor | €9 hiéu biét vé diéu kién lam viéc va phuong tién 1am viéc | PLO3.2,PL12.3
trong cong so
co3 s K . ) A ) PLOS.1,
Thuc hién mot s6 k¥ nang hanh chinh trong cong s& PLOG.3.PLO7.1
s . PLO3.3,PLO8.3
CO4 | Dé xuat do6i méi k¥ thuat diéu hanh cong sé
4.  Chuan dau ra (CPR) mén hoc

Hoc xong mon hoc nay, sinh vién phai c6 kha nang:

Muc tiéu mon | CDR mon hgc A
hoc (CO) (CLO) Mo ta CDR
col CLO1 AP dung céc kl(il’l thu:c vé k¥ thuat, phép luat lién quan
dén hoat dong cong s&
co? CLO? Tong hop, 4p dung céc kién thirc ddm bao vé dieu kién

lam viéc va phuong ti¢n lam viéc trong cong s&
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Ap dung cac kién thirc vé ky ning hanh chinh trong
({OX] CLO3 cong s&
C0O4 CLO4 DPé xuét ddi méi k¥ thuat diéu hanh cong s&

Ma tran tich hop gitra chuan dau ra cia mon hoc va chuan dau ra cua chuong trinh dao tao:

CLOs | PLO1 | PLO2 | PLO3 | PLO4 | PLO5 | PLO6 | PLO7 | PLO8 | PLO9 | PLO10 | PLO11 | PLO12 | PLO13 | PLO14 | PLO15
1 X X X X
2 X X
3 X X X
4 X X
5. Hoc liéu

a. Gido trinh

- Hoc vién hanh chinh (2012), Gido trinh Ky thudt t6 chirc cong s¢, NXB Khoa hoc va
K§ thuat, Ha Noi.

b.  Tailiéu tham khao

- Nguyén Ctru Viét (2016), Gido trinh Ludt hanh chinh Viét Nam, NXB Chinh tri quic
gia, Ha Noi.

- Hoc vién Hanh chinh (2010), Gido trinh Hanh chinh cong (Gido trinh Pai hoc),
NXB Khoa hoc va k¥ thuat, Ha Noi.

- Luat Céan b, cong chirc 2008. (da dugc sira d6i, bo sung mot sd diéu theo Luat sb
52/2019/QH14).

- Luat Vién chuc 2010. (d3 duoc stra doi, bo sung mot sb diéu theo Luat sb
52/2019/QH14).

- Luat quan ly, sir dung tai san cong nam 2017.
- Luat phong, chéng tham nhiing nim 2018.

- Nghi quyét sb 30c/NQ-CP, ngay 8/11/2011 cta Chinh pha vé Ban hanh Chuong
trinh t6ng thé cai cach hanh chinh Nha nuéc giai doan 2011 — 2020.

- Nghi quyét s6 76/NQ-CP, ngay 13/6/2013 cua Chinh phu stra ddi, bd sung mot sb
diéu Nghi quyét s6 30c/NQ-CP, ngay 8/11/2011 ctia Chinh phu vé Ban hanh Chuong trinh
tong thé cai cach hanh chinh Nha nuéc giai doan 2011 — 2020.




- Nghi dinh 151/2017/ND-CP quy dinh chi tiét Luat Quan Iy, sir dung tai san cong.

- Nghi dinh 152/2017/NDb-CP vé quy dinh tiéu chuan, dinh muc st dung tru s¢ lam

viéc, co s hoat dong su nghiép.

- Nghi dinh s6 63/2010/ND-CP, ngay 8/6/2010 ctia Chinh phu vé Kiém soat Thu tuc

hanh chinh.

- Quyét dinh s6 129/2007/QD-TTg ngay 02 thang 8 nim 2007 ctua Tha tuéng Chinh

pht ban hanh Quy ché van hoa cong so tai cdc co quan hanh chinh nha nudc.

- Quyét dinh s6 225/QD-TTg ngay 04/02/2016 ciia Thi tuéng Chinh pht ban hanh Ké
hoach cai cach hanh chinh nha nuéc giai doan 2016 - 2020.

6. Danh gid mon hoc

Thanh phan . CPR | Ty ¢
Bai danh gia Thoi diém
danh gia mon hoc %
1) (2) 3) (4)
Al. Panh gia qué trinh | Chuyén cAn, thai do hoc tap | 1DUONEXWYen | ¢ 01 | 20%
Thuyét trinh theo nhém Qua trinh CLO2 | 10%
A2. Banh gia gitra ky ;

Bai kiém tra gitra ky Gitra ky CLO3 10%

A3. Danh gia cudi ky | Bai kiém tra cudi ky Cubi ky CLO4 | 60%
Tong cong 100%

7. Ké hoach giang day (Cdc ndi dung gidng day theo buéi hoc, thé hién sw tiong quan

voi cac CDR moén hoc, cdac hoat dong day va hoc (o lop, o nha) va cdc bai danh

gia cua mon hoc).

7.1. Ké hoach giang day 16p ngay (4,5 tiét/budi)

Tudn/budi N CDR | Hoatdongday | D21 | Tailicuchinh
Noi dung A . danh va tai li¢u
hoc : mon hoc va hoc ., ,
gia tham khao
1) ) 3) (4) ©) (6)
N Bai 1: Cong so va hoat| CLO1l | Giang vién: Qua Giao trinh Ky
Tuén 1 A . A ) A ) IRY \ A, R ,
X 1 dong chu yéu cua cong s& +Thuyét giang trinh | thudt té chuc
/budi tha 1 £ . .
+ Trao doi cong so




Tuén/budi A CbR Hoat dong day l?al Tal‘he‘lf c.lAnnh
hoc Noi dung mon hoc va hoc da.n’h va tal he}l
i j j gia tham khao
(1) ) 7 3) (4) ©) (6)
1.1. Khai niém, dac di€m, Sinh vién: (Chuong I, tur
vi tri va vai tro ctia cong So. + Hoc ¢ 16p Ly trang 5 dén
- Khai niém va dic diém thuyét (4,5 tiét) trang 16)
cong so. tiép thu va trao
- Vi tri va vai tro cong s& d6i voi GV;
trong hoat dong cua co + Hoc & nha:
quan nha nudc. doc trudc tai
1.2. Cac nguyén tic to chirc liéu.
hoat dong ctia cong so.
- Tinh cong khai, minh
bach.
- Tinh lién tuc.
- Tuan thu phép luat.
- Thuc hién dan chu hoa, co
su phan cong rd rang gitia
cac ca nhan, bd phan.
Bai 2: Ky thuat diéu hanh | CLO1, | Giang vién: Qua Giao trinh Ky
cong s& CLO3 |+ Thuyét giang trinh | thudt t6 chirc
+ Trao doi cong so
2.1. Mot s6 nghiép vu hanh Sinh vién: (Churong 11, tir
chinh trong cong sé. + Hoc ¢ 16p: trang 17 dén
- Xay dyng va quan ly vin Ly thuyét (1,5 trang 54)
ban. tiét) tiép thu va
- T6 chic va diéu hanh trao ddi voi
cong viéc ¢ co quan. GV, thuyét
A - Cac nghiép vu khac: ké trinh theo
Tuéan 2 , \: , \ , .
budi thir 2 toan, tai chinh, quan ly nhom; Thgq
nhan sy, quan ly tai san,... hanh (3,0 tiét)
bai tap tai 16p
+ Hoc & nha:
doc truoc tai
lieu, tham gia
lam bai tap
theo nhom,
tham gia cac
tuwong tac trén
LMS (néu cé)
Bai 2: Ky thuat diéu hanh | CLO1, | Giang vién: Qua Giao trinh Ky
cong so (tt) CLO3 | + Thuyét giang trinh | thudt t6 chirc
Tudn 3 2.2. Noi Qung co ban cua +.Tra0‘ d6i cong so
budi thit 3 ky thuat diéu hanh cong so. Sinh vién: (Chwong II, tur
- Thiét ké va phan tich cong + Hoc ¢ 16p: trang 17 dén
viéc trong cac cong so. Ly thuyét (1,5 trang 54)
- Phén cong cong viéc. tiét) tiép thu va




Tuan/buoi
hoc

N6i dung

CbR
mon hoc

Hoat dong day
va hoc

Bai
danh
gia

Tai liéu chinh
va tai liéu
tham khao

1)

)

3)

(4)

()

(6)

trao d6i voi
GV, thuyét
trinh theo
nhom; Thuc
hanh (3,0 tiét)
bai tap tai 16p
+ Hoc & nha:
doc truoc tai
liéu, tham gia
lam bai tap
theo nhom,
tham gia cac
twong tac trén
LMS (néu c6)

Tuéqn 4
/budi thu 4

Bai 2: Ky thuat diéu hanh
cong so (tt)

2.2. Noi dung co ban cua
k¥ thuat diéu hanh cong so.

- Xay dung quy ché lam
viéc.

- Xay dung ké hoach va
lam viéc theo ké hoach.

- Kiém tra, kiém soat cong
viéc cong s&

CLO1,
CLO3

Giang vién:

+ Thuyét giang
+ Trao ddi

Sinh vién:

+ Hoc ¢ 16p:
Ly thuyét (1,5
tiét) tiép thu va
trao doi voi
GV, thuyét
trinh theo
nhom; Thuc
hanh (3,0 tiét)
bai tap tai 16p

+ Hoc & nha:
doc truoc tai
lieu, tham gia
lam bai tap
theo nhom,
tham gia cdc
twong tac trén
LMS (néu cé)

Qua

trinh

Giao trinh Ky
thudt t6 chire
cong so
(Chuong II, tur
trang 17 dén
trang 54)

Tuﬁqn 5
/buoi thir 5

T6 chic cho sinh vién
thuyét trinh theo nhém

Té chirc cho sinh vién
thuyét trinh theo nhom

CLO1,
CLO3

Giang vién:

+ Thao luan

+ Trao doi
Sinh vién:

+ Hoc ¢ 16p:
Thuyét trinh
theo nhom;
Thyc hanh (4,5
tiét) bai tap tai
16p

Gitra ky

Gido trinh Ky
thuat to chuc
cong so




Tuan/buoi
hoc

N6i dung

CbR
mon hoc

Hoat dong day
va hoc

Bai
danh
gia

Tai liéu chinh
va tai liéu
tham khao

1)

)

3)

(4)

()

(6)

+ Hoc ¢ nha:
doc truoc tai
liéu, tham gia
lam bai tap
theo nhom,
tham gia cdc
tuong tac trén
LMS (néu c6)

Tuén 6
/buodi thir 6

Bai 3, Diéu kién lam viéc
va thiét bi trong cong s6.

3.1. DPicu kién lam viéc
trong cong so.

Céc yéu t6 anh hudng moi
truong lam viéc:

- Moi truong vat ly.

- Méi truong xa hoi.

CLO1,
CLO3

Giang vién:

+ Thuyét giang
+ Trao doi
Sinh vién:

+ Hoc ¢ 16p:
Ly thuyét (1,5
tiét) tiép thu va
trao doi voi
GV, thuyét
trinh theo
nhom; Thuc
hanh (3.0 tiét)
bai tap tai 16p
+ Hoc & nha:
doc truoc tai
liéu, tham gia
lam bai tap
theo nhom,
tham gia cdc
twong tac trén
LMS (néu cé)

Qua

trinh

Giao trinh Ky
thudt 16 chirc
cong so
(Chuong 111,
trr trang 63
dén trang 67)

Tuﬁqn 7
/buoi thir 7

Bai 3: Dicu kién lam viéc
va thiét bi trong cong s&.

(tt)

3.2. Bao dam phuong tién
lam viéc

- Céc yéu ciu chung vé
phuong tién lam viéc trong
cong so.

- Mot s6 thiét bi thong dung
trong cong sO.

CLO1,
CLO3

Giang vién:

+ Thuyét giang
+ Trao doi
Sinh vién:

+ Hoc ¢ 16p:
Ly thuyét (1,5
tiét) tiép thu va
trao d6i véi
GV, thuyét
trinh theo
nhom; Thuc
hanh (3,0 tiét)
bai tap tai 16p
+ Hoc ¢ nha:
doc truoc tai
liéu, tham gia

Qua

trinh

Giao trinh Ky
thudt 6 chikc
cong so
(Chuong 111,
ti trang 63
dén trang 67)




Tuan/buoi
hoc

N6i dung

CbR
mon hoc

Hoat dong day
va hoc

Bai
danh
gia

Tai liéu chinh
va tai liéu
tham khao

1)

)

3)

(4)

()

(6)

lam bai tap
theo nhom,
tham gia cac
tuong tac trén
LMS (néu cd)

Tue‘iqn 8
/budi thir 8

To chac cho sinh vién

thuyét trinh theo nhoém

Thao luan, huéng dan sinh
vién lam bai tip tinh huéng

CLOZ,
CLO4

Giang vién:

+ Thao luan

+ Trao ddi
Sinh vién:

+ Hoc ¢ 16p:
Thuyét trinh
theo nhom;
Thuc hanh (4,5
tiét) bai tap tai
16p

+ Hoc & nha:
doc truoc tai
liéu, tham gia
lam bai tap
theo nhom,
tham gia cac
twong tac trén
LMS (néu c6)

Gitra ky

Giao trinh Ky
thuat to churce
cong so

Tuén 9
/budi thr 9

Bai 4: P6i méi ky thuat
di€u hanh trong cai cach
hanh chinh nha nuéc

4.1. Bbi canh va tim quan
trong cua do1 maoi k¥ thuat
dieu hanh.

- Su can thiét trong viéc doi
mai k¥ thuat diéu hanh
cong so.

- Nhitng yéu cau co ban
trong viéc doi1 maéi ki thuat
di€u hanh cong sd.

CLO2

Giang vién:

+ Thuyét giang
+ Trao doi
Sinh vién:

+ Hoc ¢ 16p:
Ly thuyét (1,5
tiét) tiép thu va
trao ddi véi
GV, thuyét
trinh theo
nhom; Thuc
hanh (3,0 tiét)
bai tap tai 16p
+ Hoc ¢ nha:
doc truoc tai
liéu, tham gia
lam bai tap
theo nhom,
tham gia cdc
tuong tac trén
LMS (néu cé)

Qua

trinh

Giao trinh Ky
thudt 16 chirc
cong so
(Chuong V, tu
trang 100 dén
trang 115)




Tuén/budi A CbR Hoat dong day l?al Tal‘he‘lf c.lAnnh
hoc Noi dung mon hoc va hoc da.n’h va tal h%u
i j j gia tham khao
(1) 0 3) (4) ©) (6)
Bai 4: D61 méi ky thuat Giang vién: Qua Giao trinh Ky
diéu hanh trong cai cach + Thuyét giang trinh | thudt t6 chirc
hanh chinh nha nudc (tt) + Trao doi cong so
Sinh vién: (Chuong V, tur
7 + Hoc 6 16p: trang 100 dén
4.2. Cac bién phap d6i moi Ly thuyét (1,5 trang 115)
k¥ thuat diéu hanh. tiét) tiép thu va
- P6i méi quy trinh hoat trao d6i voi
. dong trong co quan, cong GV, thuyeét
Tuan 10 %3 trinh theo
/bubi thir . . . . nhom; Thuc
10 ) Tapg cuong su flung. cac hanh (3,0 tiét)
Vi} h1:¢n dalqhola c?c thlit bi bai tap tai 16p
de ho trg xtr ly cong vigc. + Hoc & nha:
- Tang cuong boi dudng ky doc trudc tai
nang hanh chinh. liéu, tham gia
lam bai tap
theo nhom,
tham gia cdc
twong tac trén
LMS (néu co)
7.2. K& hoach gidng day 16p t0i (3 tiet/budi)
Tudn/budi N CPR | Hoat djng day | D21 | Tailicuchinh
NOi dung n X danh va tai li¢u
hoc mon hoc va hoc iy -
gia tham khao
1) ) (3) (4) ©) (6)
Bai 1: Cong s& va hoat| CLO1l | Giang vién: Qua Giao trinh Ky
dong chu yéu cua cong so +Thuyét giang trinh | thudt t6 chirc
+ Trao ddi cong so
1.1. Khai niém, dic diém, Sinh vién: (Chuwong I, tir
Tudn 1 vi tri va vai tr0 cua cong so. +Hoc 6 lop Ly trang 5 dén
2e - Khai niém va dac diém thuyét (3 tiét) trang 16)
/budithu 1 | ) & .
cong so. tiép thu va trao
- Vi tri va vai trd cong so do6i véi GV;
trong hoat dong cua co + Hoc & nha:
quan nha nudc. doc trudc tai
lieu.
Bai 1: Cong s& va hoat| CLO1 | Giang vién: Qua Giao trinh Ky
dong chu yéu cua cong so +Thuyét giang trinh | thudt t6 chirc
Tuan 1 (tt) + Trao doi cong so
/budi thir 2 | 1.2. Cac nguyén tic to chirc Sinh vién: (Churong I, tir
hoat dong cua cong so. + Hoc ¢ 16p Ly trang 5 dén
- Tinh cong khai, minh thuyét (3 tiét)




Tuén/budi A CbR Hoat dong day l?al Tal‘he‘lf c.lAnnh
hoc Noi dung mon hoc va hoc da.n’h va tal he}l
i j j gia tham khao
1) ) 3) 4 ©) (6)
bach. tiép thu va trao trang 16)
- Tinh lién tuc. doi v6i GV;
- Tuan thu phap luat. + Hoc & nha:
- Thuc hién dan chu hoa, co doc truoc tai
su phan cong rod rang gitia liéu.
cac ca nhan, bd phan.
Bai 2: K§¥ thuat diéu hanh | CLO1, | Giang vién: Qua Giao trinh Ky
cong so CLO3 |+ Thuyétgiang | trinh | thudt t6 chirc
+ Trao doi cong so
2.1. Mot sb nghiép vu hanh Sinh vién: (Chuwong 11, tir
chinh trong cong sé. + Hoc ¢ 16p Ly trang 17 dén
- Xay dung va quan 1y vin thuyét (3 tiét) trang 54)
ban. tiép thu va trao
Tuan 1 - To chic va diéu hanh doi v6i GV;
/budi thir 3 | cong viée ¢ co quan. + Hoc & nha:
- Cac nghiép vu khac: ké doc trube  tai
toan, tai chinh, quan ly lieu, tham gia
nhan su, quan ly tai san,... lam bai tap
theo nhom,
tham gia cac
twong tac trén
LMS (néu cé)
Bai 2: Ky thuat diéu hanh | CLO1, | Giang vién: Qua Giao trinh Ky
cong so (tt) CLO3 |+ Thuyétgiang | trinh | thudt t6 chirc
2.2. Noi dung co ban cua + Trao ddi cong so
k¥ thuat diéu hanh cong so. Sinh vién: (Chuwrong II, tir
- Thiét ké va phan tich cong + Hoc ¢ 16p Ly trang 17 dén
viéc trong cac cong so. thuyét (3 tiét) trang 54)
- Phén cong cong viéc. tiép thu va trao
Tuan 2 doi véi GV;
/budi tht 4 + Hoc & nha:
doc truoc tai
liéu, tham gia
lam bai tap
theo nhom,
tham gia cac
twong tdac trén
LMS (néu c6)
Bai 2: Ky thuat diéu hanh | CLO1, | Giang vién: Qua Giao trinh Ky
N cong so (tt) CLO3 |+ Thuyétgiang | trinh | thudt t6 chirc
Tuan 2 Iy . .
Tbudi thit 5 . +.Tra0. doi cong so
2.2. Noi dung co ban cua Sinh vién: (Chuong 11, tir
k¥ thut diéu hanh cong so. + Hoc 6 16p Ly trang 17 dén
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Tuan/buoi
hoc

N6i dung

CbR
mon hoc

Hoat dong day
va hoc

Bai
danh
gia

Tai liéu chinh
va tai liéu
tham khao

)

)

3)

(4)

()

(6)

- Xay dung quy ché lam
viéc.

- Xay dung ké hoach va
lam viéc theo ké hoach.

- Kiém tra, kiém soat cong
viéc cong s&

thuyét (3 tiét)
tiép thu va trao
d6i v6i GV;

+ Hoc & nha:
doc truoc tai
lieu, tham gia
lam bai tap
theo nhom,
tham gia cdc
tuwong tac trén
LMS (néu co).

trang 54)

Tu?tn 2
/budi thir 6

T6 chitc cho sinh vién
thuyét trinh theo nhoém

T chuc cho sinh vién
thuyét trinh theo nhém

CLO1,
CLO3

Giang vién:

+ Thao luan
+ Trao ddi
Sinh vién:

+ Hoc ¢ 16p:
Thuyét trinh
theo nhom;
Thuc hanh (3
tiét) bai tap tai
16p

+ Hoc & nha:
doc truoc tai
liéu, tham gia
lam bai tap
theo nhom,
tham gia cac
twong tac trén
LMS (néu cé)

Giira ky

Giao trinh Ky
thuat to chure
cong so

Tuﬁqn 3
/budi thwr 7

T6 chic cho sinh vién
thuyét trinh theo nhém

T6 chiic cho sinh vién
thuyét trinh theo nhém

CLO1,
CLO3

Giang vién:

+ Thao luan
+ Trao doi
Sinh vién:

+ Hoc ¢ 16p:
Thuyét trinh
theo nhom;
Thyc hanh (3
tiét) bai tap tai
16p.

+ Hoc ¢ nha:
doc truoc tai
liéu, tham gia
lam bai tap
theo nhom,
tham gia cdc

Gitra ky

Giao trinh Ky
thuat to chure
cong so
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Tuan/budi A CbR Hoat dong day l?al Tal‘he‘lf c.lAnnh
hoc Noi dung mén hoc va hoc da.n’h va tai ll@}l
gia tham khao
D) ) 3) (4) ©) (6)
tuong tac trén
LMS (néu cd)
Bai 3: Dicu kién lam viéc | CLO2 | Giang vién: Qua | Gido trinh Ky
va thiét bi trong cong s6. + Thuyet giang trinh | shudt 16 chive
‘ + Trao doi Cén;g &
3.1. biéu kién lam vigc Sinh vién: (Churong I1I,
trong cong so. + Hoc 6 lop Ly tir trang 63
Cac yeu to anh hudng moi thuyet (3 tiet) dén trang 67)
truong lam vige: tiép thu va trao
Tuan 3 - M6i truong vat 1y. do6i voi GV;
/budi thir 8 | - Mbi trudng xa hoi. + Hoc & nha:
doc truoc tai
liéu, tham gia
lam bai tap
theo nhom,
tham gia cac
twong tac trén
LMS (néu co)
Bai 3: Diéu kién lam viéc | CLO2 | Giang vién: Qua Gido trinh K7
va thiet bi trong cong so. + Thuyét giang trinh | thudr 16 chire
(tt) + Trao doi co”n;g &
Sinh vién: (Chuwrong I1I,
3.2. Bdo dam phuong tién + Hoc ¢ 16p Ly tir trang 63
lam viéc thuy€t (3 tict) dén trang 67)
. - Céac yéu cau chung vé tiép thu va trao
Tuén 3 phuong tién lam viéc trong doi voi GV,
/budi thr 9 | cong s6. + Hoc ¢ nha:
- Mot sb thiét bi thong dung doc trudc tai
trong cong so. liéu, tham gia
lam bai tap
theo nhom,
tham gia cac
twong tdc trén
LMS (néu cé)
Té chic cho sinh vién| CLO2, f?ﬁfovllzgn Gitra ky t(l?lidg)t ttrml;l Ky
thuyét trinh theo nhom CLO4 | + Trao déi céL;q; S; chirc
Sinh vién:
Tuan 4 + Hoc ¢ 16p:
/budi thir Thuyét trinh
10 theo nhom;
Thuc hanh (3
Théo lugn, huéng din sinh Ef;) bai tap tai
vién lam bai tap tinh huong + Hoc & nha:
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Tuan/buoi
hoc

N6i dung

CbR
mon hoc

Hoat dong day
va hoc

Bai
danh
gia

Tai liéu chinh
va tai liéu
tham khao

)

)

3)

(4)

()

(6)

doc truoc tai
liéu, tham gia
lam bai tap
theo nhom,
tham gia cdc
twong tac trén
LMS (néu co)

Tuén 4
/buodi thir
11

To chac cho sinh vién

thuyét trinh theo nhom

Thao luan, hudng dan sinh
vién lam bai tap tinh huong

CLO2Z,
CLO4

Giang vién:

+ Théo luan

+ Trao doi
Sinh vién:

+ Hoc ¢ 16p:
Thuyét trinh
theo nhom;
Thuc hanh (3
tiét) bai tap tai
16p

+ Hoc & nha:
doc truoc tai
lieu, tham gia
lam bai tap
theo nhom,
tham gia cac
twong tac trén
LMS (néu cé)

Gitra ky

Giao trinh Ky
thuat to chuc
cong so

Tuén 5
/budi thwr
12

Bai 4: Poi méi ky thuat
diéu hanh trong cai cach
hanh chinh nha nuéc

4.1. B6i canh va tim quan
trong cia doi mdi ki thuat
diéu hanh.

- Su can thiét trong viéc ddi
mai k¥ thuat diéu hanh
cong so.

- Nhitng yéu cu co ban
trong viéc doi méi ky thuat
di€u hanh cong s0.

CLO4

Giang vién:

+ Thuyét giang
+ Trao ddi
Sinh vién:

+ Hoc ¢ 16p Ly
thuyét (3 tiét)
tiép thu va trao
doi véi GV;

+ Hoc & nha:
doc truoc tai
liéu, tham gia
lam bai tap
theo nhom,
tham gia cac
tuong tac trén
LMS (néu c6)

Qua

trinh

Giao trinh Ky
thudt 16 chirc
cong so
(Chuong V, tu
trang 100 dén
trang 115)

Tu?iqn 5
/buodi thwr
13

Bai 4: P6i méi ky thuat
dieu hanh trong cai cach
hanh chinh nha nudc (tt)

CLO4

Giang vién:

+ Thuyét giang
+ Trao doi
Sinh vién:

Qua

trinh

Giao trinh Ky
thudt t6 chirc
cong so
(Chuong V, twr

13




Tuin/budi e CbR Hoat dong day l?al Tal‘he‘lf c.lAnnh
Noi dung n X danh va tai liéu
hoc mon hoc va hoc iy .
i j j gia tham khao
(1) (2) 3) (4) ©) ©€
4.1. B6i canh va tam quan +hHQ;C 0310,12 Ly trang 1(])_(5) aen
trong cua doi mai ky thuat t }lyte}: ( Flft) trang )
didu hanh. (tt iép thu va trao
ieuhanh. (1) 461 v6i GV:
- Cong so trong boi canh + Hoc & nha:

cai cach hanh chinh nha
nuaoc.

4.2. Cac bign phap doi mdi
ky thuat diéu hanh.

- P6i méi quy trinh hoat
dong trong co quan, cong
SO.

doc truoc tai
liéu, tham gia
lam bai tap
theo nhom,
tham gia cac
tuong tac trén
LMS (néu c6)

Tue‘i?n 5
/budi thir
15

Bai 4: P6i méi ky thuat
diéu hanh trong cai cach
hanh chinh nha nudc (tt)

4.2. Cac bién phap doi mdi
k¥ thuat diéu hanh. (tt)

- P6i méi quy trinh hoat
dong trong co quan, cong
SO.

- Tang cuong su dung cac
va hién dai hoa cac thiét bi
dé ho tro xur Iy cong viéc.

- Tang cuong boi dudng ky
nang hanh chinh.

Giang vién:

+ Thuyét giang
+ Trao doi
Sinh vién:

+ Hoc ¢ 16p Ly
thuyét (3 tiét)
tiép thu va trao
doi v6i GV;

+ Hoc ¢ nha:
doc truoc tai
licu, tham gia
lam bai tap
theo nhom,
tham gia cac
twong tac trén
LMS (néu cé)

Giao trinh Ky
thudt 16 chirc
cong so
(Chuong V, tu
trang 100 dén
trang 115)

8.

Quy dinh vé lam bai tap, bai kiém tra, danh gia két qua cudi ky:

Quy dinh ctia moén hoc

Thuyét trinh theo nh6m

- Hinh thtre: Bai 1am trén gidy va phan mém tin hoc.

- Néi dung: Giai quyét mot ndi dung trong pham vi mén hoc.

- Tiéu chi danh gia (xem trong phan rubrics mon hoc).

- Xac dinh muc do tham gia cta cac thanh vién trong lam viéc nhom.
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- Pai dién nhom bao cao qua trinh lam viéc nhom va két qua lam viéc nhom. Cac
thanh vién cia nhom hd tro thanh vién dai dién trong qué trinh thuyét trinh.
Panh gia két qua cudi ky
Thi két thiic hoc phan
- Hinh thirc: Thi viét tu luan (thoi gian 75 pht).
- Noi dung: toan bg kién thirc cia mon hoc.
- Tiéu chi d4nh gia: theo dap 4n chi tiét cia B mén trong phan rubrics mén hoc.

< Luuy:.
* Quy dinh vé chuyén can: Sinh vién di hoc chuyén can duoc danh gia 10% diém sb.
* Noi quy lép hoc:
- Khong dugc dén 16p tré gio theo quy dinh;
- Yéu cau trong gid hoc tai 16p: khong duoc noéi chuyén va 1am viéc riéng, khong
ngu, khong st dung dién thoai ¢4 nhan va céac thiét bi dién tir trir khi giang vién cho
phép viéc tra clru tu liéu, thong tin dé phuc vu cho hoc tap, nghién ctru;
- Thuyc hién viéc ding, tai day du cac bai hoc, bai tap, tai liéu, tinh hubng trén hé
théng quan 1y hoc tap LMS (néu c6 yéu cau);
- Trudc khi dén 16p, yéu cau sinh vién tu xem, doc, nghién ctru cac bai, tai liéu tai
nha theo su hudng dan giang vién nham trao doi, phan bién, gop ¥, hop tac, thao luan
cac ndi dung dugc xem trude trong lam viéc nhdém, ca nhan, tai 16p;
- Tinh than, thai d6 ton trong, nghiém tuc, trach nhiém, tinh ky luat, cau thi trong hoc
tap, lam viéc voi gidang vién va cac ban trong va ngoai 16p;
- Khong dugc tinh diém giira ky khi sinh vién: vang hoc tir 20% thoi gian hoc tré 1én
(khong ¢ su dong ¥ cua giang vién), khong ndp cac bai tap, bao cdo cho giang vién
theo dung thoi han quy dinh, khong tham dy thuyét trinh ciing nhom, khong tham dy
budi bao céo chuyén dé (néu co) va khong tham gia cac hoat dong truc tuyén gom:
dién dan, video, clip, bai tap, bdo cdo, ... (néu c6) theo yéu cau trén hé théng quan 1y

hoc tap LMS.

TRUONG KHOA Giang vién bién soan
(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)
TS. Duw Ngoc Bich ThS. Pham Huy Tién
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