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‘DAL HOC CONG MGHIEP A NOY

= TRUONG PAI HQC CONG NGHIEP HA NOI

Chuin diu ra nganh Quén tri vin phong

(Office Management)

Trinh do dao tao: Pai hoc

Yeéeu cau ve kien thurc:

Co cac kién thuc vé€ quan 1y, té6 chlrc van phong. Bong thoi ngudi hoc con

phai hi€éu dugc nhitng kién thic vé phap luat, vé nghiép vu van phong, vé to
chtrc su kién, van hoa, con nguoi.

Yéu cau vé ky nang:

Thu thép, xt 1y, tong hop, quan 1y théng tin phuc vu ldnh dao va cac hoat
dong cua co quan.

Xay dung duogc ké hoach, chuong trinh, lich cong tac va té chirc cac cude
hop, hdi nghi, cac chuyén di cong tac cua nhan vién va lanh dao co quan.

Lam duoc cac nghiép vu 1& tan tai cong s&; nghiép vu thu ky cho cac t6
churc, ca nhan.

C6 k¥ ning soan thao vin ban; to chirc, quan 1y va giai quyét vin ban; 1ap
ho so va quan 1y con dau cua co quan; phan loai tai li€u, xac dinh gia tri
tai li€u, bao quan va té churc sir dung tai li¢u luu tri.

K¥ ning t6 chirc, quan 1y nhan sy.

K§ ning 1ap ké hoach, t6 chirc cong viéc, nguon luc trong vin phong.

K¥ ning giao tiép; k¥ nang dam phan; k§ niang thuyét trinh; k¥ ning lam
viéc doc 1ap va lIam viéc nhom.

K¥ nang to chirc cac su kién: to chuc cac hoat dong tiép khach, dai khach,
to churc hoi hop, hoi thao trong van phong.

K¥ ning quan hé cong chiing, truyén thong.

K§¥ nang tham muu cho 1anh dao.

K¥ nang sir dung thanh thao céc trang thiét bi van phong va cac phan
mém trong quan 1y.

Yéu cau vé thai do:

C6 tinh t6 chtrc, tinh ky luat cao va yéu nghé.

C6 trach nhiém cao, nhiét huyét trong cong viéc.

Ludn c6 tinh than hoc hdi dé hoan thién ban than.
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Ludn san sang tham gia vao cong vié¢c.

Vi tri lam viéc sau khi tot nghiép:

Lam viéc tai vin phong cc cong ty, t6 chitc, doanh nghiép, cac tap doan
thudéc moi thanh phﬁn kinh té v&i chire danh vién chitc, nhan vién hanh
chinh van phong, thu ky...

Tai cac co quan, don vi hanh chinh sy nghi€p: Van phong cac Bo; cac Vu,
Vién, S¢; Khdi UBND; HDND; ban Dang; Cac truong CD, DH....

C6 thé tro thanh giang vién nganh Quan tri vin phong & cac trudng CP-
DbH.

Kha nang hoc tdp ndang cao trinh do sau khi ra truong:

Hoc tiép 1én trinh d6 Thac si, Tién Y

Hoc céc chuong trinh Quan 1y, 1anh dao

Cdc chwong trinh, tai liéu chudn quéc té Nha trwong tham khdo:

Office Administration for CSEC- NXB Spinger
Hotel Front office manacement- James A.Bardi- NXB Spinger
Administrative office management- Zane K.Quible- NXB Elsevier

The program management office advantage- Mohsin Habib Ph.D- NXB
Spinger



