BO GIAO DUC VA PAO TAO
TRUONG PAI HOC MO TP. HCM

PE CUONG MON HQC
1.  Thoéng tin chung vé mén hoc
1.1. Tén mon hoc: K§ niing té chirc cong sé Ma& mon hoc: BLAW
1.2. Khoa phutrach:  Khoa Kinh Té va Luat
1.3. Sé tin chi: 02 tin chi ly thuyét

2. Mo ta mén hoc

Trong chuyén nganh luat hanh chinh, ngoai nhitng phan kién thirc quan trong cung cip
cho sinh vién vé cau tric va bo may hanh chinh, cic phwong phap va hinh thitc quan 1y hanh
chinh, cic bién phap bao dam phap ché va t6 tung hanh chinh thi con mét chuyén dé rat can
thiét phai bo sung cho sinh vién hanh chinh nhiam hoan thién phan 1y thuyét bang cac kién
thirc va cac k¥ nang thyc té, d6 1a chuyén dé vé k¥ ning va t6 chirc hoat dong cong s& hanh
chinh.

Chuyén dé vé k¥ nang t6 chic va hoat dong cong s& hanh chinh duoc xay dung dua
trén nguyén tic phuc vu nhin dan va ton trong thoi gian va tai san nha nudc. Van dung sang
tao va linh hoat phap lut trong diéu hanh hoat dong cong so. Vi ¥ nghia ndy, mén hoc
cung cap cac kién thire sau ddy: khai niém cong sé va cac dic diém lién quan; ndi dung vé
k¥ thuat diéu hanh cong so; diéu kién 1am viéc va cac phuong tién hd tro hoat dong cong sd
hanh chinh; van hoa cong s&; trang bi k§ ndng quan 1y cong s cho nha lanh dao.

3. Muc tiéu mon hgc

V& kién thirc: M6n hoc cung cép kién thtrc thuc té vé to chirc va hoat dong cong sa,
ngudi hoc duoc gidi thiéu nhimg van dé nhu cong s& va ndi dung to chirc hoat dong cong
sO; k¥ nang td chirc va diéu hanh cong so; cac phuong tién hod trg cho hoat dong cong so;
van héa cong s¢ va phuong phap quan ly cong s¢ ciia nguoi lanh dao.

Vé ki niing: Biét 1ap ké hoach cong tac theo quy thoi gian 1am viéc cong so, co ky
nang hoat dong theo nhém, xay dung dugc thai do va tinh than lam viéc theo vin héa cong
s¢. Biét dinh huéng va van dung phap luat trong t6 chirc va hoat dong tai cong so.

Vé thai do: Xay dung tu duy lam theo hudéng phuc vu nhan dan l1a nhi€ém vu trong
tam, c6 thai do giit gin va bao vé tai san nha nudc ciing nhu bao vé cac phuong tién hd trg
hoat dong coéng sé. Van dung kién thirc phap luat lién quan dén hoat dong cong sé dé van

dung sang tao va linh hoat trong t6 chirc va diéu hanh hoat dong cong so.

4.  Noi dung chi tiét mén hoc

S6 tiét Tai li¢u
TC| LT | BT [TH| twhge

Chuong Muc Noi dung khai quat




N o S6 tiét Tai li¢u
Chuong Muc Noi dung khai quat TCT LT | BT | TH tihoc
1 Cong sé va td | Tong quan vé cong s& hanh 7 5 2 0 Hoc vién
chirc hoat dong | chinh; hanh
cong s6 hanh | T§ chic hoat dong cong s& Chi’nh’
chinh hanh chinh. Giao
. . trinh ki
2 Ki thuat diéu | Khai niém va ddc diém ki| 7 | 5 | 2 | O |4 5 45
hanh c6ng so& | thuat diéu hanh cong s¢ hanh chire
hanh chinh chinh; cong S0,
Nhiing ndi dung co ban cua E;(B b
ki thuat diéu hanh cong sé. ~10d 10C
ki thuat,
3 Didu kién lam | Pidu kién lam viéc trong | 4 | 3 1 | 0 | HaNoi,
viéc va cac | cong so hanh chinh; 2012va tai
phuong tién ho Phuong tién lam viéc tai cong licu tai
n muc 5.
trg hoat dong | s¢ hanh chinh
cong so hanh
chinh
4 van héa cong | Khai niém va dic diém cua | 4 3 1 0
s0 hanh chinh | van hoa cong s¢ hanh chinh;
Xay dung van hdéa cong so
trong xu thé méi.
5 Phuong  phép | Phuong phap lanh dao va| 8 6 2 0
lanh dao va | quan Iy theo tinh hudng;
quan ly cong s0' | Phuong phap va quan 1y lanh
hanh chinh dao theo chirc nang;
Phuong phap lanh dao va
quén 1y tong hop.
Tong cong 30| 22 | 08 | 00

Ghi chii: TC: Téng so tiét; LT: Iy thuyét; BT: bai tdp, thdao ludn; TH: Thuwc hanh.
5.  Hocliéu

5.1. Gi4o trinh bit budc

[1] Hoc vién hanh chinh, Gido trinh ki thudt t6 chirc cong s¢, NXB Khoa hoc ki thuat,
Ha Noi, 2012.

5.2. Vin ban bit budc
[1] Hién phap nam 1992 (sira d6i, bd sung nam 2013);
[2] Luat t6 chic Qudc hoi ndm 2002;
[3] Luét t6 chirc Chinh pht nim 2002;




[4] Luat t6 chiic toa 4n nhan dan nam 2002;

[5] Luét t6 chtrc hoi dong nhan dan va ty ban nhan dan nim 2003;

[6] Luat quan li va st dung tai san nha nudc nam 2010;

[7] Nghi quyét cia Qudc hdi s 07/2002/QH11 ban hanh Noi quy ki hop Qudc hoi;

[8] Nghi quyet ciia Quéc hoi sb 08/2002/QHI1 ban hanh quy ché hoat dong cua dai
biéu Qudc hoi va doan dai biéu Qudc hoi;

[9] Nghi dinh ctia Chinh phi s6 157/2007/ND-CP ngay 27/10/2007 quy dinh vé ché do
trach nhi¢m cua nguoi dung dau co quan, t6 chure, don vi cua Nha nudc trong thi
hanh cong vy, nhiém vuy;

[10] Nghi dinh ctia Chinh phu s 64/2007/ND-CP ngay 10/4/2007 vé tig dung cong nghé
thong tin trong hoat dong ctia co quan nha nudc;

[11] Nghi dinh cua Chinh phu sO 43/2011/NB-CP ngay 13/6/2011 quy dinh vé viéc cung
cap thong tin va dich vu cong truc tuyén trén trang thong tin dién tir hodc cong
thong tin dién tir cua co quan nha nudc;

[12] Nghi dinh ctia Chinh phu s6 08/2012/ND-CP ngay 16/2/2012 ban hanh quy ché 1am
viéc ctia Chinh phu;

[13] Nghi dinh cua Chinh phu sO 36/2012/ND-CP ngay 18/4/2012 quy dinh chtc nang,
nhiémrvu, quyén han va co cau to6 chirc cua b, co quan ngang bo (thay thé Nghi
dinh s0 178/2007/ND-CP ngay 3/12/2007);

[14] Quyét dinh cua Thi twéng Chinh phu s6 114/2000/QD-TTg ngay 25/5/200 ban
hanh quy dinh ché dd hop trong hoat dong cua cac co quan hanh chinh nha nudc;

[15] Quyét dinh cua Thu tuéng Chinh phu s 77/2007/QD-TTg ngay 28/5/2007 ban
hanh quy ché phat ngon va cung cap thong tin cho bao chi;

[16] Quyét dinh cua Thi twéng Chinh phu s6 129/2007/QD-TTg ngay 2/8/2007 ban
hanh quy ché van hod cong s& tai cac co quan hanh chinh nha nudc;

[17] Quyét dinh cua Thu tudng Chinh phu sO 170/2006/QD-TTg ngay 18/72006 ban
hanh quy dinh ti€u chuan, dinh mutc trang thiét bi va phuong tién lam viéc cia co
quan va can bo, cong chure, vién chirc nha nudc;

[18] Quyét dinh ciia Thu twéng Chinh phi s6 260/2006/QD-TTg ngay 14/112006 vé viée
quy dinh ti€u chuan, dinh muc st dung tru s¢ lam viéc cua cac co quan nha nudc,
don vi sy nghiép;

[19] Quyét dinh cta Thu twéng Chinh phu s6 23/2012/QD-TTg ngay 31/5/2012 vé viée
quy dinh tiéu ghuén, dinh muc sir dung tru s¢ lam vi¢c cia co quan nha nudc tai xa,
phuong, thi tran;

[20] Théng tu cia B tai chinh s6 97/2010/TT-BTC ngay 6/7/2010 quy dinh ché d cong
tac phi, ché dd chi td chure cac cude hoi nghi doi voi cac co quan nha nude va don
vi su nghiép cong lap.

5.3. Tai liéu tham khao

[1] Nguyén Ciru Viét, Gido trinh Luat hanh chinh Viét Nam, NXB CTQG, 2013.



6. Danh gia Kkét qua hoc tap

Thuc hién theo Quy ché hoc vu theo hoc ché tin chi ban hanh kém quyét dinh sb
561/Qb-DHM ngay 08/8/2013 cua Hiéu trudng Truong Pai hoc Mé Tp.HCM.

STT Piém thanh phan Tilé %
1 Kiém tra giira ky 30%
2 Thi kiém tra cudi ky 70%

(Piém kiém tra giira ky * 30% + Piém thi cudi ky * 70%)

Piém tong két mon hec

100%

Ghi chu:

- Piém kiém tra giita ky: La tong diém ciia diém kiém tra giita ky va nhitng diém thanh phan déanh gia khdc.

- Piém thi kiém tra cudi ky: La diém cua 01 lan thi kiém tra tdp trung do Nha trieong té chike.

7. To chirc giang day va hoc tap

Thuc hién theo Quy ché hoc vu theo hoc ché tin chi ban hanh kém quyét dinh s
561/Qb-DHM ngay 08/8/2013 ctuia Hi¢u truong Truong Pai hoc Mé Tp. HCM.

7.1. K& hoach giang day 16p ngay (4,5 tiét/budi)
STT | Budi hoc Noi dung Ghi chu
1 Budi1 | Congsé va to chirc hoat dong cong s¢ hanh chinh
2 Budi 2 Cong s va to chirc hoat dong cong so hanh chinh (tt)
Ki thuat diéu hanh cong sé hanh chinh
3 Budi 3 | Ki thuat diéu hanh cong so hanh chinh (tt)
Diéu kién 1am viéc va céc phuong tién ho tro hoat dong cong
s¢ hanh chinh
4 Bubi 4 Diéu kién 1am viéc va cac phuong tién hd tro hoat dong cong
sO hanh chinh (tt)
Vian héa cong s¢ hanh chinh
5 Budi 5 | Vian hoa cong sé hanh chinh (tt)
Phuong phap lanh dao va quan 1y cong s¢ hanh chinh
6 Budi 6 | Phuong phap lanh dao va quan 1y cong so hanh chinh
7 Budi 7 | Phuong phép lanh dao va quan 1y cong sé hanh chinh (tt)
On tap
7.2.  Ké hoach giang day 16p toi (3,5 tiét/budi)




STT | Buéi hoc Noi dung Ghi chu
1 Budi 1 Cong s va td chirc hoat dong cong sd hanh chinh
2 Budi2 | Congsd va t6 chirc hoat dong cong s& hanh chinh (tt)
3 Budi3 | Ki thut diéu hanh cong s& hanh chinh (tt)
biéu kién lam viéc va cac phuong tién hd trg hoat dong cong
so hanh chinh
4 Bu6i4 | Diéu kién lam viéc va cac phuong tién hd trg hoat dong cong
sO hanh chinh (tt)
5 Budi 5 | Vian hoa cong s hanh chinh
6 Budi 6 | Vin hoa cong sé hanh chinh (tt)
7 Budi 7 | Phuong phap lanh dao va quan ly cong s& hanh chinh
8 Bubi 8 | Phuong phap lanh dao va quan Iy cong s¢ hanh chinh (tt)
9 Budi 9 | Phuong phap lanh dao va quan 1y cong s& hanh chinh (tt)
On tap
Thanh phé Hé Chi Minh, ngay — thdng — ndam 2014

TL. HIEU TRUONG

KT. TRUONG KHOA KINH TE VA LUAT

PHO TRUONG KHOA

Duw Ngoc Bich




