QUY PINH KHOI LUQNG KIEN THUC YEU CAU VE NANG LUC
MA NGUOI HQC PAT PUQC SAU KHI TOT NGHIEP TRINH PO SO CAP

(Kém theo Quyét dinh sé 72/QB-CPCN, ngay 31 thing 7 ndm 2017)
NGHE: Tin hoc vin phong

Tén nghé: Tin hoc vin phong
Trinh d6 dao tao: So cap;

Khbi luong kién thirc, k§ nang: 03 mé dun. Thoi gian thuc hoc: 320 gio
thoi gian thuc hién chwong trinh 03 thang. Thoi gian hoc 1y thuyét: 72 gio; thoi
gian hoc thuc hanh: 248 gio

1. Gi6i thigu vé khéa hoc:

Khéa hoc dao tao Tin hoc van phong thuc hién dao tao k¥ nang truc tiép trong
san xuit, dich vu ¢ nang luc hanh nghé torong xtng véi trinh d0 so cép nham trang
bi cho ngudi hoc nghé kién thtrc chuyén mon va ning luc thuc hanh cac cong viée
ctia nghé trong vin phong vé Word, exel, powerpoint, st dung Internet co ban.

2. Kién thic.
Cach tao file van ban, bang tinh va nhap li¢u;
Khai ni€ém, y nghia, cach sur dung céac I¢nh;
Cac thong s6 dinh dang van ban, bang tinh va ham cua Excel;
C6 kién thuc xay dung dugce mot s6 loai van ban hanh chinh theo quy dinh;
C6 kién thue vé cach xay dung céc file bao cdo powerpoint co ban.
3. K¥ niing nghé nghiép:
Soan thao dugc van ban theo mau nha nudc ban hanh, ding theo ndi dung yéu
cau,
Soan thao, dinh dang, van ban tiéng Viét, tiéng Anbh,;
Tao lap, xtr 1y dir li€u, dinh dang bang tinh excel;
Kha nang khéc phuc, hi¢u chinh ndi dung file van ban, bang tinh;
Khai théac va st dung Internet;
Kém cip, hudéng dan cac tho bac thép hon;

T chirc, quan 1y, diéu hanh mot hé thdng vin phong trong mot cong ty, trudng
hoc, trung tam hay xi nghi¢p c& nho;

Str dung thanh thao bo phﬁn mém Microsoft Office;



4. Mike @9 tu cha, tw chiu trach nhiém.

C6 nhan thtrc diing vé dudng 16i xay dung va phat trién dat nudc, hiéu duoc phap
luat, y thire duogc trach nhiém cua ban than vé lao dong, tac phong, ludn vuon 18n va tu
hoan thién.

Cé y thirc td chirc ky luat, thai do hoc tap va rén luyén nghiém tuc.
C6 tinh than trach nhiém véi cong viéc.
Chiu trach nhiém vé&i san pham minh 1am ra.
5. Co hoi viéc lam
Sau khi tot nghiép hoc vién s€ lam viéc tai cac vi tri:
Thu ky van phong; Piéu hanh hé thdng thong tin vin phong vira va nho;
Quan 1y, xr 1y dir liéu, xay dung dé an cho vin phong; Giang day, kém cip vé
van phong cho cac bac thg thap hon;
Lam viéc cho cac cong ty may tinh; Quan ly phong Internet; Quan Iy mang LAN
vura va nho;



