SO LAO DPONG —TB&XH DPONG THAP  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TRUNG CAP THANH BiNH Poc lap - Tu do - Hanh phiic

CHUONG TRINH PAO TAO

(Ban hanh kém theo Quyét dinh s6:169/0P-TTCTB  ngay 30 thang 6 nam 2023
cua Hi¢u truong Truong Trung cap Thanh Binh)

Tén nganh, nghé: Tin hoc vin phong
Ma nganh, nghé: 5480203
Trinh d§ dio tao: Trung cap
Hinh thirc dao tao: Chinh quy
Po6i twong tuyén sinh: Tot nghiép Trung co sé hodc twong duong trd 1én;
Thoi giam dao tao: 2 nam
I. MUC TIEU PAO TAO
1. Muc tiéu chung

Pao tao ngudn nhan lyc nghé Tin hoc van phong trinh do trung cap c6 pham
chat chinh tri, dao dtrc, k¥ ning nghé nghiép dap mg nhu cau san xuat, kinh
doanh va dich vu; c6 kha nang sang tao, thich irng v&i méi truong lam vige trong
bdi canh hoi nhap quéc té va tu tim viéc lam hodc hoc 1én trinh do cao hon.

2. Muc tiéu cu thé
2.1. Kién thirc

- Trinh bay duogc nhiing kién thitc co ban vé van ban, van ban hanh chinh
va thé thurc cua cac van ban hanh chinh;

- Trinh bay duoc kién trac va nguyén 1y hoat dong ctia may tinh;

- Nhan biét cac thanh phan trén mdy tinh, trinh bay dugc cac budc Lap rap,
cai dat mot may tinh;

- Trinh bay duoc ndi dung, phuong thirc cai dat, sir dung cac phadn mém may
tinh dung cho van phong;

- Nhan biét va khac phuc duoc sy ¢d thudng gip trong qua trinh van hanh
cac thiét bi van phong.

- Trinh bay duoc ciu trac, nguyén 1y van hanh ctia mang ndi bo;
- Néu dugce mot s6 phuwong phéap xir Iy anh va thiét ké dd hoa co ban;
2.2. Ky nang

- Soan thdo dugc cic vin ban theo mau nha nude ban hanh, ding theo nodi



dung yéu cau;
- Str dung thanh thao bo ph?m mém Microsoft Office;

- Str dung va xir Iy duoc mét s6 161 thuong gip cua cac thiét bj vin phong
thong dung;

- Lap rap, cai dat, stra chira va bao tri hé théng may vi tinh.
- Thiét ké do hoa va xtr Iy anh phuc vu cdng tac vin phong;
2.3. Nang luc tw chui va trach nhiém:

- Chap hanh t6t cha truong, duong 16i ctia Pang, chinh sach phap luat Nha
nudc va cd nhiing kién thue, k§ nang co ban vé cong tac an ninh, qudc phong.

- Rén luyén ¥ thire t6 chirc ky luat tét, tac phong lam viéc.
- Co tinh doc 1ap, chiu trach nhi€ém trong cong viéc ciia minh.
- Thuc hién dugc céc bién phap an toan lao dong, v€ sinh cong nghiép.

- C6 nang lyc kém cdp, huéng dan bac thg thip hon va kha ning tu nang
cao trinh d chuyén mon ti€p tuc hoc 1én trinh d cao hon.

3. Vi tri viéc 1am sau khi t6t nghiép
Nguoi hoc sau khi t6t nghiép trinh do trung cap tin hoc vin phong ¢ du kha
nang lam vi¢c & cac vi tri:
- Thu ky van phong, van thu cho céc cong ty, co quan, don vi su nghiép cong lap;

- Lam viéc cho cac cong ty, cira hang kinh doanh may vi tinh, thiét ké d6
hoa, thiét ké quang cdo;

- Quan ly phong Internet;
- Quan ly mang LAN vtra va nho;
- Giang day, kém cidp vé tin hoc van phong cho céac bac thap hon;
I1. KHOI LUQNG KIEN THUC VA THOI GIAN KHOA HQC
- S6 lwong mén hoc, mo6 dun: 24 (Mdn hoc bat budc: 22; Tu chon: 02)
- Khdi lugng kién thirc toan khoa: 1.590 gio. (66 tin chi)
- Khéi lugng cac mon hoc chung/dai cuwong: 255 gio.
- Khéi lugng cac mon hoc, md dun chuyén mén: 1335 gio.

- Khéi lugng 1y thuyét: 442 gio; thyc hanh, thuc tap, thi nghiém: 1.083 gio,
kiém tra: 61 gid

I11. NOI DUNG CHUONG TRINH



Ma

Thoi gian dao tao (gio)

MH, Tén mon hoc, mo dun So t}'n P Trong d6
: chi | Tong . %
MD 6 Ly | Thye | Kiém
thuyet | hanh tra
I Cac mon hgc chung 12 255 101 141 13
MH 01 | Chinh tri 2 30 22 6 2
MH 02 | Phép luat 1 15 9 5 1
MD 03 | Gido duc thé chat 1 30 4 24 2
MH 04 | Gido duc qudc phong - an ninh 2 45 21 21 3
MD 05 | Tin hoc 2 45 15 29 1
MD 06 | Ngoai ngi 4 90 30 56 4
i | Cac mon hoc, mo dun 54 | 1335 | 341 | 942 | 48
chuyén mon
1.1 | Méon hoc, mé dun co s¢ 19 420 148 252 20
MH 07 | An toan lao dong 2 30 28 0 2
MD 08 | Ky thuat danh may vi tinh 2 45 15 28 2
MD 09 | Hé diéu hanh windows 2 45 15 28 2
MD 10 S?an tl}ao van ban va quan tri 4 90 30 56 4
van phong
MH 11 | K¥ thuat soan thao van ban 2 45 15 28 2
MD 12 ;1;;1;]6‘[ ké trinh dién trén may 3 75 15 56 4
MD 13 | Bang tinh dién tir 4 90 30 56 4
12 |Mon hoc, mo dun chuyén 20 | 765 | 163 | 578 | 24
mon
MP 14 | Lap rap va cai dit may tinh 4 90 30 56 4
MP 15 | Xt Iy 4nh bang Photoshop 4 90 30 56 4
MD 16 | Mang may tinh 2 45 15 28 2
MD 17 | Thiét ké Website 3 75 15 56 4




Thoi gian dao tao (gio)
Ma Sé i -
MH, Tén mon hoc, mo6 dun 0 }n P Trong dé
: chi | Tong . %
MD 6 Ly | Thye | Kiém
thuyet | hanh tra
Cai dat, thiét lap, quan 1y van
MD 18 hanh mang LAN 4 90 30 56 4
MD 19 | Nghiépvuvanphongvaluu 5 a5 | 95 | g | g
trit thong tin
MD 20 V'anvhanh‘va st dung cac thiét 9 30 0 28 5
bi van phong
MD 21 | Phan mém ngudn md 2 45 15 28 2
MBP 22 | Thuc tap tét nghiép 8 270 0 270 0
11.3 | Mo6n hoc, mé dun tyw chon 6 150 30 112 4
MD 23 Thiét ké do hoa bang Corel 3 75 15 56 4
draw
MD 24 | Stra chita may tinh nang cao 3 75 15 56 4
MP 25 | Xiur Iy su ¢6 phan mém 3 75 15 56 4
MD 26 | &Y ndng glao ti€p va nghe| 5 | o5 | 45 | 55 | 4
thuat g xu
TONG CONG 66 | 1590 | 457 | 1.145| 63

(Kém theo chirong trinh mon hoc, chuwong trinh mé dun chi tiét)

IV. HUONG DAN SU DUNG CHUONG TRINH

1. Cac mon hoc chung: Thuc hi¢n theo chuong trinh cia B§ Lao dong —
Thuong binh & X3 héi xay dung va ban hanh.

2. Huéng din xac dinh ndi dung va théi gian cho cac hoat déng ngoai khoéa:

Can ctr vao diéu kién cu thé, kha nang, ké hoach dao tao tung khoa hoc.
Truong xay dung ké hoach va t6 chirc cac ngoai dong ngoai khoéa cac 16p cho phu
hop va dung quy dinh.

3. Hwéng din to chirc kiém tra hét mén hoc, md dun:

Thoi gian td chitrc kiém tra hét mén hoc, mé dun xac dinh va co huéng dan cu
thé theo tirng mon hoc, moé dun trong chuong trinh dao tao va theo quy dinh hién

hanh.

4. Huéng din thi tot nghiép va xét cong nhén tot nghiép:
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- Nguo1 hoc phai hoc hét chuong trinh dao tao va co du diéu kién thi duoc
du thi tot nghiép.

- Noi dung thi tot nghiép bao gdm: Ly thuyét tong hop nghé nghiép, Thuc
hanh nghé nghiép.

TT Moén thi tot nghiép Hinh thirc thi Thoi gian thi
, Z, L2 A .. | Viét hodac Trac ,
1 Ly thuyét tong hop nghé nghiép nghiém 120 phuat
2 Thuc hanh nghé nghiép Bai thi thyc hanh 240 phat

- Cong nhan t6t nghiép: Hiéu trudng cin cir vao két qua thi tot nghiép va cac
quy dinh li€én quan dé xét cong nhan tot nghi¢p, cap bang theo quy dinh.

5. Cac cha y khac:

- T6 chuc giang day cac mén Gido duc Stc khoe sinh san/stc khoe tinh
duc/HIV va k¥ ning mém theo quy dinh.

- C6 thé chon cac mon hoc/mé dun trong chuong trinh nay dé xay dung
chuong trinh dao tao so cap, dao tao dudi 3 thang theo nhu cau cua xa héi, doanh
nghiép va phai dam bao tinh lién thong khi nguoi hoc ¢d nhu cau hoc 1én trinh d6
cao hon.

- Hoc sinh ¢6 nhu cau hoc lién thong 18n trinh d6 cao dang thi phai hoc va
thi dat yéu cau cac mon van hoéa trung hoc pho thong theo quy dinh cua Bo Gido
duc va dao tao.

- Tuy theo diéu kién cu thé, gido vién giang day cac md dun chuyén mén c6
thé sap xép hoc sinh thuc tap tai doanh nghiép vao cac gio thuc hanh dé lam quen
v6i moi truong 1am viée thuc té. Gido vién giang day chiu trach nhiém quan 1y va
huéng dan hoc sinh trong sudt qua trinh thyc tap./.

Nguyén Hung Viét
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