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Tén nganh nghé: TIN HOC VAN PHONG

Mai nganh nghé: 5480203

Trinh d9 dao tao: Trung cap

Hinh thirc dao tao: Chinh quy

Poi twong tuyén sinh: Tt nghiép Trung hoc co s trd 1én.

Thoi gian dao tao: 2 nam

1. Muc tiéu dao tao:

1.1 Muc tiéu chung:

- Chinh tri, dao duc:

+ C6 hiéu biét mot s6 kién thirc pho thong vé chii nghia Méc - Lé nin,
tu twong H6 Chi Minh; Hién phéap, Phap luat ctia Nha nuéc va Luat lao dong;

+ C6 y thirc tu gidc chap hanh ky luat lao dong, lao dong co k thuat,
lao dong c6 chat lwong va ning suit cao, cd tinh than hop tac voi dong
nghiép;

+ C6 y thire trach nhiém ddi véi cong viéc dugc giao, co y thurc bao vé
cua cong;

Luén chip hanh cac nodi quy, qui ché ctua don vi; Co trach nhiém, thai
dd hoc tap chuyén can va cau tién; Co trach nhiém, thai do ung xu, giai quyét
van dé nghiép vu hop 1y.

- Thé chat va quéc phong:

C6 strc khog, long yéu nghé, c6 ¥ thire voi cong dong va xa hoi;

C6 nhan thic ding vé dudng 16i xay dung phat trién dit nude, chip
hanh Hién phap va Phap luat, y thirc dugc trach nhiém cta ban than vé lao
dong qudc phong; Co kha ning tuyén truyén, giai thich vé trach nhiém cua
cong dan dbi voi
nén qubc phong cua dat nudc.

1.2 Muc tiéu cu thé:

- Kién thire:

Néu duoc kién tric va nguyén 1y hoat dong ctia may tinh;

Trinh bay duoc ndi dung, phuong thure cai dat, van hanh, bao dudng céc
phan mém may tinh dung cho van phong;



Néu duoc mot s phuong phap xtr Iy anh va thiét ké d6 hoa co ban;
Trinh bay duoc ciu tric, nguyén 1y van hanh ctia mang noi bo;

Nhan biét duoc cb thuong gip trong qua trinh van hanh cac thiét bi vin
phong va hudng giai quyét cac du c¢b do.

- Ky nang:

Soan thdo dugc van ban theo mau nha nudc ban hanh, dung theo noi

dung yéu cau;

Str dung duoc it nhat mét ngdn ngir 1ap trinh; St dung thanh thao bo
phan mém Microsoft Office; Str dung duoc bd Open Office; Str dung thanh
thao cac thiét bi van phong thong dung; Sao luu, phuc hdi, phong chéng virus
cho dit li€u trong may tinh; Lép rap, cai dat dugc hé théng mang cuc bg vua
va nho; Thiét ké d6 hoa va xir 1y anh phuc vu cong tac vin phong; D& xuat

duogc bién phap xir 1y cac su ¢b thudng gip cho cac may vin phong;

1.3 Vi tri viéc lam sau khi tot nghiép:

- Thu ky van phong;

- Quan Iy, xur 1y dit liéu, xay dung dé an cho vin phong;

- Giang day, kem cép vé tin hoc van phong cho céc bac thép hon;
- Lam viéc cho cac cong ty may tinh;

- Thiét ké quang cdo;
- Quan ly phong Internet;

- Quan ly mang LAN vtra va nho.

2. Khoi lwong Kién thirc va thoi gian ciia khéa hoc:

-S6 luong mén hoc, mo dun: 25.

- Khdi lugng kién thire, k¥ ning toan khoa hoc: 1900 gio (76 tin chi)
- Khdi lugng cac mon hoc chung /dai cuong: 255 gio

- Khéi lugng cac mon hoc, md dun chuyén mon: 1645 gio
- Khoi lugng 1y thuyét: 555 gid; Thuc hanh, thyc tap, thi nghiém: 1257

gid, kiém tra: 88 gid

3. N6i dung chwong trinh

Ma MH/ Thoi gian dao tao (gio)
MD Tén mon hgoc, mo dun S6 Trong d6
tin | Tong Thuc
chi s0 Ly | hanh/thyc | Kiém
thuyét |  tap/thi tra
nghiém/bai
tap
I Cac mon hoc chung/ dai| 12 255 94 148 13
cwong
MH 01 | Chinh tri 2 30 15 13 2




MH 02 | Phap luat 1 15 9 5 1

MH 03 | Gio duc thé chat 1 30 4 24 2

MH 04 | Gido duc qudc phong va| 2 45 21 21 3
an ninh

MH 05 | Tin hoc 2 45 15 29 1

MH 06 | Ngoai ngir 4 90 30 56 4

. Cac mon hoc, mé dun 1645 (461 1119 75
chuyén mén nganh, nghé 64

11.1 Mo6n hoc, mo dun co'sé | 11 255 88 155 12

MD 07 Ky thuat st dung ban 45 13 30 2
phim 2

MH 08 | Van ban phap qui 2 45 15 28 2

MbD 09 Soan thao van ban dién tur 4 90 30 55 5

MD 10 | H¢ diéu hanh windows 3 75 30 42 3

11.2 Mon hoc, mé dun chuyén 29 725 228 461 36
mon

MD 11 'ljhié't ké trinh dién trén may 4 90 30 56 4
tinh

MD 12 | Bang tinh dién tu 4 90 30 55 5

MD 13 | Lap trinh co ban va nang cao 5 135 45 83 7

MP 14 | Tiéng Anh chuyén nganh 3 60 26 30 4
Cai dat, st dung va van

MP 15 | hanh cic phan mém vin 3 90 20 67 3
phong thong dung

MP 16 | Phan ctrng may tinh 2 60 17 40 3

MP 17 | Xt Iy anh bang Photoshop 4 110 30 5 >
Mang can ban, cai dat thiét 90 30 35 S

MD 18 | 13p quan ly va VH mang
LAN 4
Thiét ké d6 hoa ba

MD 19 o1 e CONoT bang 4 | 90 | 30 56 4
Correl draw

MD 20 | Internet 2 30 10 18 2

MP 21 | Bao tri hé théng may tinh 4 90 30 54 6

Mpy |Kyminggiaotiépvanghe | G| 40 5
thuat img xu

MD 23 | Thuc tap tot nghiép 5 200 0 200




11.3 M()l} h(_)g, mo dun tu chon 7 195 60 125 10
MD 24 | Thiét ké Web 120 30 84 6
MD 25 | Autocad 3 75 30 41 4
Tong cong 76 | 1900 | 555 1.257 88

4. Huéng dan sir dung chwong trinh dao tao:

4.1. Huéng dan néi dung va thoi gian cho cdc hoat dong ngoai khéa:

- Pé hoc sinh c6 nhan thire ddy da vé nghé nghiép dang theo hoc c6 thé
b tri tham quan mot sb co s san xudt, kinh doanh pht hop vi nghé dao tao;
- Thoi gian tham quan dugc bd tri ngoai thoi gian dio tao chinh khoéa.

"?“?F Noi dung Thoi gian
1 | Thé duc, thé thao 5 gid dén 6 gio; 17 gid dén 18 gio
hang ngay
2 Vian ho4, van nghé: Ngoai gido hoc hang ngay 19 gio
- Qua cac phuong tién thong tin | dén 21 gio (mot budi/tuan)
dai chung
- Sinh hoat tap thé
3 Hoat dong thu vién: T4t ca cac ngay 1am viéc trong tuin
- Ngoai gio hoc, hoc sinh co thé
dén thu vién doc sach va tham
khao tai liéu
4 Vui choi, giai tri va cac hoat | Poan thanh nién, Hoi hoc sinh-Sinh
dong doan thé vién t6 chirc cac budi giao luu, cac
budi sinh hoat .
5 Tham quan, da ngoai Theo ké hoach dao tao nim hoc

4.2. Huréng dan t6 chire kiém tra hét mon hoc, mé dun:
Thoi gian td chirc kiém tra hét mén hoc, mé dun duoc xac dinh va co
huéng dan cu thé theo trng mon hoc, mé dun trong chuong trinh dao tao.

4.3. Hudng dan thi tt nghiép:

i"T Mén thi Hinh thire thi Thoi gian thi
Kién thirc, k§ nang nghé (c6 thé lwa chon mét trong hai phwong phdp sau):
1 | Phuong phép 1:
- Mén thi 1y thuyét nghé Viét khong qua 180 phut




Van dap khong qué 60 phut mot
hoc sinh (40 phiit chudn
bi va 20 phut tra loi/hoc
sinh)

Tric nghiém khong qua 90 phut

- Mén thi thuc hanh nghé Bai tap thuc hanh | khong qué 6 gio

2 | Phuong phép 2: Bai thi tich | Tich hop khong qua 8 gio
hop 1y thuyét va thyc hanh

4.4. Cac chu y khac:

- Trén co sé sd6 mon hoc, md dun trong chuong trinh dao tao xdy dung
ké hoach dao tao cua khoa hoc, tién d6 nam hoc va trién khai tién do thuc hién
hang tuan, hang thang ddm bdo muc ti€u, ndi dung chuong trinh dugc phé
duyét;

- Khi thyc hién cac bai giang can phai tuan tha hinh thtrc giang day theo
ndi dung trong chuong trinh dao tao da dugc phé duyét./.
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