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Chuy~n: ~.TI"~ bi kien thirc, Icy nang, phuong phap thuc hien nhiem vu trong hoat
s6 va ky~~PI§~g..y'y'.~~. can bQ, cong clnrc va hoat dQngnghe nghiep cua vien chirc. G?P

p an xay ung Qingil can bQ,cong chirc, vien chirc chuyen nghiep dap irng nhu cau
cong vi~c trong thoi dai s6 va hQi nhap Quoc tS. Tren tinh thAntrien khai Van ban
hop nhAts6 06IvBHN-BNV ngay 16/08/2022 cua BQNQivu v@dao tao, b6i dirong
can bQ, cong chirc, vien clnrc. Trung tam Khoa hoc giao due va Phat trien nhan hrc
(EH Center) t6 chirc chieu sinh cac kh6a b6i dUOngkiSn thuc chuyen mon, Icy nang
va nghi~p Vl,l cho can bQ, cong chuc, vien chuc t~i thanh ph6 H6 Chi Minh trong
thang 4/2023 Cl,lthSnhu sau:

Hil N9i, ngay 01 thdng 3 ndm 2023

1. Thong tin chuong trinh bBi dUOng:

. Stt Ten chuong trinh Lich tA chuc Kinh phi

Nghi~p Vl,l cong tac t6 chuc can bQ,
diSul hi)i nghj, SIl ki~n va Icy nang Tu ngay 17/4 dSn 3.500.000d/hv

1 t6 chuc th\lc hi~n kS ho~ch cho can bQ ngay 19/4/2023
van ph~ng, trg ly lanh d~o (Chuong
trinh s+ 1)

Nang cho Icy nang so~ thao, quan ly Tu ngay 20/4 dSn 3.500.000d/hv2- van baJ va l~p h6 sa di~n illtrong moi
truOng ra (ChlfO'Dgtrinh sa 2) ngay 22/4/2023

Thiri gia tl hQc: Sang: 8hOO- IlhOO, Chi~u tir 13h30 - 16h30
I ;1...,. , , , N , " .~

, 2. ~\IC tjeu d~o t~o: C:c :huang ~~ bm duang c~~T~~ tam~tran~bI kIe~
thuc chuyen mqn, nang cao Icy nang, nghI~p V\l cho hQcvIen, gmI quyet nhung kho
khan, vu~g m'c trong th\!CtiSn ho~t dQng.

HQc vien tham d\l chuang trinh hQc t~p du thea quy dinh, dugc Giam d6c
Trung tam Kho1 hQcgiao dl,lcva Phat triSn nhan h;rccApchUngnh~ sau khi kSt thuc
khoahQc.

Q'Dgtham d., cac kh6a bBi dUO'ng:

- Lanh .0, can bQ, cong chuc, vien chuc ~i cac cO'quan nha nuac, doanh
nghi~p 1r1!cthu. c nha nu6c va cac dan vi, ca nhan co nhu c~u.



4. Giang vien, phuong phap giang day:

- Giang vien diroc Trung tam chon moi la cac chuyen gia co hoc ham, hoc vi,
co kinhnghiem trong nghien ciru, giang day va thirc ti~n nghe nghiep.

- Phuong phap giang day "L&y ngiroi hoc lam trung tam" va "L&y thirc ti~n
lam tinh huong" dS giup can bQ, cong chirc, vien chirc co thS hiSu va ap dung diroc
kien thtrc, k.Y nang VaGgiai quyet cong viec thuc t~ sau khi k~t thuc khoa hoc.

5. Dja di~mhoc:

Truong Dai hoc Khoa hoc xa h9i va Nhan van - Dai hQCQuoc gia H6 Chi
Minh - se 10 - 12 Dinh Tien Hoang, Quan 1, TP. H6 Chi Minh

Hoac HQc vien Can b9 TP. H6 Chi Minh - Dia chi: se 324 Chu Van An,
Phuong 12, Q. Binh Th~, TP. H6 Chi Minh

6. Dang kY hoc va thong tin lien h~;

D~ nghi co quan, ca nhan dang ky va giri nhu c~u tham gia lap hQC(theo m~u
dinh kern) v~ Trung tam qua dUCrngbuu di~n ho?c email, di~n tho~i dSdang kY kh6a
hQc.

MC}ithong tin chi ti~t xin lien h~:

Trung tam Khoa hC}cgiao d\lc va Ph at tri~n nhan h.rc

Dia chi: Tkg 05, Toa nha 36A, ng5 570 Kim Giang, Thanh Tri, Ha N9i

.Di~n tho~i: 02433 503020 Lien h~Ms NgC}cYSn: 0902032288

Email: daotao.eh@gmai1.com

Tran trQng cam an.

Noinh~n:
- Nhu tren;
- LUll: VT, DT.

TrAn Van Huynh
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I. NGmtp "V CONG TAc TO cmrc cANBQ
- T6ng quan ye cong tic t6 chirc can bQ (t6 clnrc nhan sir).
- T6 chirc bQmay: Cach thirc t6 chirc; thanh l~p cac don vi, bQphan;
Quy dinh chirc nang, nhiem VI} cho cac bQ phan; Tach, nhap, giai
.thS, d6i't,n cac don vi, bQ ph~n.. , r

- Quan ]y Fan s~: Xac dinh vi tr.iviec lam; TUY.en dung; ne tri cong
viec; Daol t~o, boi du5ng; ChS dQ dili ngQ; Khen thirong, kY luat.
- H~ thong hoa cac van ban phap lu~t hien hanh ve cong tac t6 chirc

canNh'~Q. 1~,kh~ , .:,.,.,. d'
- ung xno an virong mac va grai ap.
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II. TO tRUC, DIEUHANH HQI NGHl, su' KI:¢N
- T6ng ~fnve ~Qinghi, Sl,Ikien. . r r

- ~~p ke ~o~ch to c~uc, hQi nghi, SlJki~n: X~y dlJllg chiSn lugc, viS!
dS an, kfcf,ban, thiet kS, l~p ngan sach va kS hOl;lChthl,Ic hi~n, I~p kS
ho~ch truySn thong va quang ba (slJ ki~n 100).
- ThlJc hi~n t6 chuc hQi nghi, SlJki~n: .
+ Cac ng1yen t~c cO'ban khi t6 ch~c. ,_.
+ Cac hoat dQng trong SlJ ki~n: LS tan, MC, biSu dien ngh~ thu~t,
san khAn, r.ang thiSt bi kY thu~t, qua t~g. . . ,
+ x~Iy tfong tin hQi nghi, SlJ ki~n: D~ gia nQi dung; Kien nghi
cac to ch~c, don vi dlJ h~i nghi, SlJki~n ve nQi dung hQi nghi.
- Rui rOlvf xu Iy tinh huong phat sinh.
- Danh gi, hi~u qua cua hQi nghi, SlJki~n. Bai hQc kinh nghi~m.
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III. ICY~ANGTOeHue THue mEN KE HOACH
- Y nghIa, vai tr? Clla kc?hO(lch tr~ng ho~t Q,;;ngJanh d(lo, quitn JY.
- Ky nang l~p ke ho~ch. '.
. - Quy trinh t6 chuc thlJc hi~n kS ho~ch.
- Ky nang phan cong thlJc hi~n kS ho~ch.
- Ky nang uy quySn.
- Ky namg t6 chuc lam vi~c nh6m va giai quySt xung dQt nhom.
- Ky nang giam sat, kiSm tra va danh gia, bao cao thlJc hi~n kS ho~ch.
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pm; Ll)C CIIDYEN DE CHUONG TRiNH s6 02
KYNANGSO~THAO,QuANLYVANBAN

vA L~P HO sa I>I:E:NTU TRONG Men TRUONG so

Stt NQidung chuyen d~
1. TONG QUAN vE VAN BAN DI:E:NTU VA L~P HO so DJ:E:NTU
- Van ban di~n ill la gi? Cac quy dinh vS van ban di~n ill.

t - Lap h6 sa di~n ill la gi? Tfun quan trong cua L~p h6 sa trong cong tac quan
ly, diSu hanh.
- Cac nguyen t~e, yeu e~u.
2. KY NANG SO~ THAo VAN BAN
- Khtii ni?m vi van ban va van ban quan If nha nutic
- Yeu cOu chung vi kj thuq.t soan thao van ban: NQi dung; Ngon ngfr; ThS

2 thirc va kY thuat trinh bay; Hinh thirc ky ban hanh van ban.
- Quy trinh Xay dung va ban hanh van ban: Thu thap, xu ly va danh gia thong
tin; SO?Ilthao van ban; Thong qua van ban; Ban hanh van ban; Gui va luu trit
van ban.
- Soan tluio mpt sa loa! van biin thong dung: Thong bao, Cong van, To trinh,
Bao cao, Quyet dinh, Bien ban ...
3. QuAN LY VAN BAN DI:E:NTU
- Quiin lj van ban ili?n tii' ilin: Nguyen t~e va yeu e~u cua quan ly van ban
dien ill dSn; TiSp nhan van ban dien ill dSn; Dangky, sd hoa van ban di~n ill
den; Trinh, ehuySn giao van ban di~n illdSn; Giai quyet van ban di~n ill den.
- Quiin lj van biin ili?n tii'ili: Nguyen t~e va yeu e~u eua quan ly van bim di~n

3
ill di; SO?Ilthao, kiSm tra nQi dung, thS thue, kY thu~t trinh bay van ban di~n
ill;Ban hanh va phat hanh van ban di~n ill;Hinh thue ehu kY sd eua nguai co
thfim quySn kY ban hanh van ban di~n ill;Hinh thue ehfr kY sd eua co quan, t6
ehue ban hanh van ban di~n ill;
Quan ly va su d\ffig thiet bi luu kh6a bi m~t va chUng thu sd eua cO'quan, t6
ehue trong eong me van thu
4. L~P HO SO vA LUU HO so DI:E:NTU
- Yeu cOutflo Iq.ph8 sdili?n tii'
- TflOIq.ph8 sdili?n tii': Xae diM sd va kY hi~u h6 so eho van ban di, van ban
den va cae tai li~u lien quan khae; e~p nh~t vao h~ thdng cae thong tin ek diSn
nhu: Sd va kY hi~u h6 so; tieu dS h6 so; thai h~ bao quan; ehS dQsir d1}llg;
nguai l~ph6 so; ngon ngfr; thai gian b~t d~u.

4
T~o l~pMil h6 sa: Mil diM danh eua co quan, t6 chile l~p danh mve h6 so;
nam hinh thanh h6 sa; sd va kY hi~u h6 sa.
C~p nh~t cae truang thong tin vao h~ thdng: Mil diM danh eua co quan, t6
ehue l~p danh mve h6 so; sd va kY hi~u h6 so; t6ng sd van ban trong h6 sa;
t6ng sd trang eua h6 sa.
KSt thile h6 so va e~p nh~t vao h~ thdng cae truang thong tin ek diSn: Thai
gian kSt thile; ghi ehil.
- Npp Iuu va quan If h8 sdili?n tii' van Luu truCdquan
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C<i)NGHOA xA HOI cmr NGHiA VIET NAM. . . .

PHIEU DANG KY DANH SACH HQC VIEN

1HAM Dl/KHOA BOIDUONG cAN BQ,CONGCHUC,VIENCHUC TRANG 412023

Kinh giri: Irung tam Khoa hoc g.ao due va Phat tri~n nhan 11fC.

Ten co qUI dang.Icyh9C: .

..........................................................................................
Dia chi: .

Dang Icy clio cac can b6 sau tham gia lop b6i du5ng:I

I DK 16'p bBiStt HQva ten Clurc VI} Di dQng Email
d - J.U'O'Dgso...
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c"'; bQ lien Md~g Icy: : .
D'" h . r" h'" .l~n t O~l len ~: : ; Emall: .

.... ..; , Ngay thang ndm 2023

THU TRUONG DON VI
(Ky ten, dong ddu)


