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BANG BAO GIA

Kinh gizi:  Ban Giam hiéu - Truwong Pai hoc Kinh té TP. H6 Chi Minh
Phong Quin tri ngudn nhén lyc - Truong Pai hoc Kinh té TP. HCM

Vién Phat trién Ngudn nhan lyc va Kinh doanh xin kinh giri dén Truong Pai hoc
Kinh t¢ TP. HCM bang béo gia khda hoc vé& “Ky ning hanh vin, viét vén, cdu tir sir dung
trong céng viéc”. Cy thé nhu sau:
1. Muc tiéu cac khéa hoc:
- Gitp hoc vién c6 k¥ nang trong viéc soan thao van ban, st dung cau tir mang tinh
khoa hoc nham dat dugc muc tiéu trong cong viéc.
- Trang bi céac k¥ thuat, phuong phap trinh bay van ban, cach hanh véan st dung cau tu
ding véi quy dinh.
2. Noi dung chwong trinh: (thoi lugng 02 budi)

NOI DUNG

I. Nhitng van dé chung vé vin ban, soan thio vin ban

- Phan loai cac van ban

- Nhitng nguyén tic, yéu cau vé xay dung, ban hanh vin ban

- Cac van dé chung vé hanh vin, ciu tir trong cong viéc theo ddi trong twong tac

- Van phong trong mdi truong gido duc

II. Thé thirc va k¥ thuét trinh bay vin bén

- Cac nguyén tic, quy dinh va yéu cau d6i véi ting loai van ban (co sd, khé gidy, kiéu

trinh bay, dinh 18, vi tri, tir ngit, cAu trac cau, ...)

- Noi dung van ban, nhitng yéu cau co ban vé noi dung, b6 cuc theo thé loai van ban

- K¥ thuéat soan thao mot s6 loai van ban

- K¥ nang sir dung cau tur, hanh van trong cong viéc (theo cac phuong thirc turong tac)
III. Thwe hanh va chia sé kinh nghi¢m

3. Giang vién d Kién:

ThS. Nguyén Phuong Duy: Giang vién Truong Dai hoc X3 hoi va Nhan van. Ong c6
kinh nghiém 15 nam trong viéc gidng day cho cac doanh nghiép va don vi hanh chinh, tiéu
biéu nhu: Tong cong ty Viglacera, Tong Cong ty Pién lyc Mién nam. Cong ty CP HH
Vedan Viét Nam, ...

4. Thoi gian dao tao: Lich theo phdi hop 2 bén.

- Thoi lwong: 02 budi (Sdng tir Sh00 — 11h30, chiéu tir 13130 dén 16h30)
Tran trong./.



Tp. Ho Chi Minh, ngay 29 thang 06 nam 2022
Nguwoi lap

Tran Anh Dire



