'*\ TRUONG DAL HOC CONG NGHE KY THUAT  Nganh dao tao: LUAT

4

,: THANH PHO HO CHI MINH Trinh @9 dao tao: Pai hoc

.74 KHOA CHINH TRI VA LUAT Chuong trinh dao tao: LUAT

HCM-UTE

PE CUONG CHI TIET HQC PHAN

1. Tén hoc phéan: Quan tri hanh chinh vin phong
Ma hoc phan: MANA325839

2. Tén Tiéng Anh: Administrative Office Management

3. S6 tin chi: 2 tin chi (2/0/4) (2 tin chi Iy thuyét, 0 tin chi thyc hanh/thi nghiém, 4
tin chi tu hoc)

4. Tong so tiét giang day trén 1op: 30 tiét

5. Giang vién phu trach hoc phan

a) Giang vién phu trach chinh: ThS. Nguyén Thanh Phong

b) Danh sach giang vién cung gidng day: ThS. Lé Linh Nhan, ThS. Nguyén Dinh
Binh

6. Pi¢u kién tham gia hoc tip hoc phan:

a) Hoc phan tién quyét: Khong

b) Hoc phan trudc: Khong

7. Muc tiéu hoc phz‘m

Hoc phan Quan trj hanh chinh vin phong thugc khéi kién thirc/ky nang nghé nghiép
b6 trg cho sinh vién nganh Luat, cung cap hé thong kién thirc co ban vé vian phong, hanh
chinh van phong, quan tri hanh chinh van phong, quan tri thong tin, cong tac van thu — luu
trit, soan thao van ban hanh chinh va t6 chitc cac nghiép vu vin phong trong co quan, to
chtre, doanh nghiép va té chic hanh nghé luat.

Hoc phan giap ngu’01 hoc phan tich dugc vai tro cua hoat dong hanh chinh van phong
d6i voi viée to chire, didu hanh va hd trg hoat dong phap ly; thyce hién duoc cac nghiép vu
soan thdo, quan 1y van ban, lap ho so, xu 1y thong tin, td chirc hoi hop/su kién va hd tro
cong viéc hanh chinh trong méi trudng nghé luat.

Noi dung hoc phan dugc bo sung dinh huéng tng dung cong cu sb va Al trong hanh
chinh van phong nham hd trg tra ctru, tom tit, lap ké hoach, chuan héa van ban, xir ly
email, xay dung bdo cdo, kich ban hoi hop/su kién va quan 1y thong tin. Nguoi hoc déng
tho1 duoc rén luyén yéu cau kiém ching két qua do Al tao ra, bao mat dir li¢u, tuan thu dao
dtrc nghé luat, chéng dao van va chiu trach nhiém ddi véi san phém hoc thuat/nghiép vu
cua minh.

Can clr ma trin chuan dau ra chuong trinh dao tao nganh Luat, hoc phan tham gia
dong gop vao cac chi sd thuc hién PI2.1, PI5.2, P16.2 va PI9.2.

8. Chuén diu ra ciia hoc phin (CLOs)

CLO M0 ta ) PLOs/ THNL
S (Sau khi hoc xong hoc phan nay, nguoi hoc co thé) PI(s)
CLO Phén tich va van dung duoc kién thic nén tang vé quan
) tri hanh chinh van phong, chic nang — nhiém vy cia van | PI2.1 4
phong, quan tri lao dong van phong, quan tri thong tin,
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CLO

Mo ta
(Sau khi hoc xong hoc phan nay, nguoi hoc co thé)

PLOs/
PI(s)

TDNL

cong tac van thu — luu trit trong bdi canh hoat dong phap

Iy,

CLO

Soan thao, kiém tra va hoan thién dugc mot s6 van ban
hanh chinh, email cong vu, hé so cong viéc, ké hoach hoi
hop/su kién va san pham nghiép vu vin phong phu hop
v6i yéu cau thé thirc, k¥ thuat trinh bay va bdi canh nghé
ludt.

PI5.2

CLO

Phan tich dugc tinh huéng hanh chinh vin phong, ho
so/dit kién cong viéc dé lwa chon quy trinh xurly van ban,
quan 1y thong tin, luu trit hd so va dé xuit giai phap t6
chirc cong viéc phu hop.

Pl6.2

CLO

Phan tich tac dong cta chuyén do6i s6 va Al d6i véi hanh
chinh van phong; van dung c6 trach nhiém cac cong cu
Al dé hd tro tra clru, tom tat, 1ap ké hoach, soan théo, ra
soat van ban va td chuc cong viéc, déng thoi nhan dién

rii ro vé phap 1y, dao dirc va bao mat thong tin.

PI19.2

9. Noi dung chi tiét hoc phan
<Ké hoach giang day chi tiet, twong ung voi cdc thong tin sé dung dé cdp nhdt cho

ePortfolio>
) CbR P Phuwong Phuwong
Tiet Noi dung hoc NL phap phap
phan day hoc | danh gia
Chwong 1. Tong quan vé quan tri
hanh chinh van phong (6/0/12)
A. Noi dung day hoc trén lop (6)
+ Khai ni¢m, chtrc ndng, nhiém vu ctia
van phong. Thuyét
+ Tong quan vé quan tri hanh chinh vin trinh;
phong. cLol | 4 | Pam
+ Vai tr6 cua van phong trong co quan, CLO3 4 thoai;
doanh nghiép, t6 chtrc hanh nghé luat. Thao .
+ To chirc vin phong; co cu to chiic luan tinh | Cau hoi giai
1-6 | va bé tri khong gian lam viéc. huéng thi‘fh/ chL'r‘n'g

+ Lién hé hoat dong hanh chinh van fnml}; B%I
phong trong mdi trudong phép 1y. tap cd nhan
B. Cdc ngi dung va hoat dong tuw hoc
0 nha (12)
-Poc gido trinh va tém tit vai tro, chirc
nang, nhiém vu cua van phong.
- Khao sat mo hinh van phong tai mot
co quan, doanh nghiép hoic t6 chirc
hanh nghé luat.
Chwong 2. Quan tri hanh chinh van

7-12 |phong va quan tri lao dong van

phong (6/0/12)
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) CDbR D Phwong Phuwong
Tiet Noi dung hoc NL phap phap
phan day hoc | danh gia
A. Ngi dung day hoc trén lop (6)
+ Cac chuc danh trong van phong: thu
ky van phong, nhan vién van phong, ,
nha quan tri hanh chinh van phong. Thuyet
+ Quan tri lao dong van phong: hoach triflh;
dinh, t6 chiic, lanh dao, kiém soat. CLO1 | 4 Dam
+ Phan tich cong viéc, mo ta vi tri viéc | o1 03 4 thoalj
lam, tuyén dung va dao tao nhan su vin Hoc tap
phong. theo L
o .. nhom | Bai tap viét;
+ Ky nang giao tiép, phoi hop, bao mat Bio cdo
va trach nhi€ém nghé nghiép trong moi nhom;
truong hanh chinh — phap 1y.
B. Cac ngi dung va hoat dong tw hoc
0 nha (12)
- Lap ban mo ta vi tri viéc lam cua mat
chuyén vién hanh chinh/phap ché tai co
quan, doanh nghi¢p hodc van phong
luat su.
- Chuan bi cau hoi phong vén va tiéu
chi danh gia ung vién van phong.
Chwong 3. Quan tri thong tin, van
thu dién tir va ng dung Al trong
hanh chinh van phong (6/0/12)
A. Noi dung day hoc trén lop (6)
+ Khai ni€ém, vai tro, phan loai va
nguyén tic quan tri thong tin.
+ Quy trinh t6 chirc cong tac thong tin:
xéac dinh nhu cau, xay dung nguon tin, Thuyét
thu thap, xtr 1y, pho bién, luu trix va bao trinh;
quan. Thuc
13-18 +AQuaA:m 1y thu dién ‘tir,kvén bA’én dién tu, CLO3 4 hénl:l cd | Bai t?lp thuc
h¢ thong e-office va ho so so. .| cLoa | 4 hudng hanh;
+ Ung dung Al trong tra ctru, tom tat, dan; Cau hoi tinh
phéan loai thong tin, soan email cong Thao hudng;
vy, 1ap danh muyc ho so, hd tro lap ké luan tinh
hoach va bién ban. hudng
+ Nguyén tic kiém ching thong tin,
bao mat dir li¢u, bao v¢ thong tin khach
hang/than chu va trach nhiém khi st
dung Al
B. Cdc ngi dung va hoat dong tw hoc
¢ nha (12)
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) CDbR D Phwong Phuwong
Tiet Noi dung hoc NL phap phap
phan day hoc | danh gia
- Thuc hanh xay dung prompt dé tom
tat vin ban, soan email phan hdi va lap
danh muc hd so cong viéc.
- Viét bao cdo ngan vé rui ro phap 1y,
dao durc va bao mat khi str dung Al
trong cong viéc hanh chinh — phap 1y.
Chwong 4. Cong tiac van thw, soan
thiao va quan ly van ban hanh chinh
(6/0/12)
A. Ngi dung day hoc trén lop (6)
+ Quy dinh chung vé cong tac van thu.
+ Thé thtrc, k¥ thuat trinh bay va quy
trinh soan thdo, ky ban hanh van ban Thuyét
hanh chinh. trinh,;
+ Quan 1y van ban di, van ban dén; sao Thuc
van ban; lap ho so va ndp luu ho so, tai | CLO2 5 hanh
li¢u vao luu trit co quan. CLO3 4 soan
+ Quan ly, st dung con dAu, chir ky s, | CLO4 4 thao;
thiét bi luu khoa bi mat trong cong tac Hoc tap )
19-24 | van thu. theo tinh | Bai tap viét;
+ Ung dung AI hd tro kiém tra 15i hinh hubng San pham
thirc, goi ¥ bd cuc, chuan hoa ngdn ngit van ban;
hanh chinh; gidi han sir dung AT d6i vé6i
van ban phép ly/hanh chinh chinh thirc.
B. Cac ngi dung va hoat dong tw hoc
¢ nha (12)
- Soan thao thong bao, cong van, to
trinh hodc ké hoach to chuc su kién
theo dung thé thuc.
- St dung Al dé ra soat ban nhép, sau
d6 tu kiém ching va chinh sira theo
quy dinh thé thirc vin ban.
Chuwong 5. Mgt sé nghiép vu vin
phong co ban (6/0/12)
A. Ngi dung day hoc trén lop (6) Hoc tap
+ K¥ niang quan 1y thoi gian, 1ap ké theo
hoach cong viéc c4 nhan va van phong. nhom; L
TS DY SR, ~ Bao cao
2530 + TO. chp:c cong tac 1€ tan, giao tiép dién CLO? 5 Hoc tap ahoém:
thoai, tiép khach va xwr 1y tinh hudng theo du . Z
NN ; CLO3 4 . San pham
giao tiép hanh chinh. CLO4 4 an; du An-
+ T6 chure hdi hop, hdi nghi, sy kién va Thuc L s
PN . Thuyét trinh
chuyén di cong téc. hanh
+ Ung dung Al trong lap lich hop, xay g
dung chuong trinh hop, kich ban MC, dung Al
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CDbR Phwong Phuwong
<X A ™ . .
Tiét Noi dung hoc NL phap phap
phan day hoc | danh gia

bién ban hop, bdo céo tom tit va
phuong an truyén thong noi bo.

+ Thyc hanh xr 1y tinh hudng hanh
chinh vin phong gin véi yéu cau dao
dtc nghé luat, bao mat hd so va trach
nhiém ca nhan.

B. Cdc ngi dung va hoat dong tw hoc
o nha (12)

- Thiét ké ké hoach t6 chirc mot cudc
hop/hoi thao/sy kién tai co quan hodc

truong dai hoc.
- Soan kich ban MC, thu moi, bién
ban hop va bao cdo sau su kién co
ki€ém soat viéc su dung Al.

10. Ma trin twong quan giira phwong phap day hoc va phwong phap kiém tra -

kiém chung.

danh gia
Chudn dau ra
hoc phan
CLO1 CLO2 CLO3 CLO4
Phwong phap
day hoc
Cau hoi giai | Cau hoi gidi | Cau hoéi giai | Cau  hoi  giai
Thuvét trinh thich/chung thich/chting thich/chung thich/chung
Y minh hodc trac | minh hoac trac | minh hoac trac | minh hodc trac
nghiém. nghiém. nghiém. nghiém.
Dam 1 cau hoi tinh | Cau hoi tinh | Cau hoi tinh | Cou ROl tinh
thoai/Thao X N % , X .. .~ |huong vé Al
Ao huong; bai tap | hudng; san | huong; bai tap s 1
luan tinh A SN I dao duc va bao
% phan tich. pham van ban. | xt ly ho so. A
huong mat.
Hoc tap th L , A . L . . ,
Qilh%g)m “© | Bao cdo nhom. | Bai tap nhém. | Bdo cdo nhém. | Bdo cdo nhom.
San pham vin San pham thuc
Hoc tap ban c6 thuyét | Bai tdp xuir ly | hanh Al; bdo céo
theo dy an minh cach | thong tin/hé so. | rdi ro va nguyén

tac st dung.

11. Ké hoach d4nh gia két qua hoc tip

- Thang diém: 10

- Quy dinh vé danh gia két qua hoc tap:

+ Theo DPiéu 11, Quyét dinh s6 3116/QD-DHSPKT ngay 22/8/2025 cia Trudng Pai
hoc Su pham K¥ thuat Thanh phé HO Chi Minh vé Quy ché dao tao trinh do dai hoc.
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+ Trudng hop cic vin ban vién dan duoc sira doi, bo sung, thay thé thi thyc hién theo
cac van ban tai thoi di€m ap dung.

- K& hoach kiém tra - danh gié:

A TD . .. | Congcu Ti 1€
TT NOi dung CLOs NL PP danh gia dénh gia (%)
Danh gia qua trinh 50
. |Noidung chuong 1-2: tong quan | 1 | 4 | it oy uan/ "
Lan 1 | quén tri hanh chinh van phong, Z A Thang diém | 15
s A < \ CLO3 | 4 | Trac nghiém
quan tri lao dong van phong.
Bai tap soan thao va quan ly van CLO? | 5
Lan 2 |ban hanh chinh; xtr Iy van ban Bai tap viét Rubric 15
3k 1A LA N o CLO3 | 4
di/dén, 1ap ho so cong viéc.
Bai tap ung dung Al trong hanh
. |chinh van phong: soan email, | oy 3 | 4 | e panny .
Lan3 [tom tat van ban, lap ke CLO4 | 4 B4o co Rubric 10
hoach/bién ban; phan tich rii ro
bao mat va dao duec.
Dy 4n nhom: xay dung ké hoach | CLO2 | 5 | Thuyét trinh/
Lan 4 | t6 chic hoi hop/sy kién hoac quy | CLO3 | 4 Bao cao Rubric 10
trinh hanh chinh van phong. CLO4 | 4 nhom
Panh gia cudi ky (Hinh thirc: Ty luin/Tiéu luén) 50
Bao quat tit ca cac ndi dung cta
g hanh chinh van phong, | C-O1 | 4
quan tri hanf chinh van phong, | «y > | 5 | Tyluyan/ | Thang diém/
cong tac van thu, quan tri thong 21 . 50
: N A CLO3 | 4 Tiéu luan Rubric
tin va ung dung Al c6 trach
A I . CLO4 | 4
nhiém trong boi canh nganh
Luat.
12. Tai liéu hoc tap
- Giao trinh chinh:
[1] Vuong Thi Kim Thanh (2009), Quan tri hanh chinh van phong, Nha xuat ban
Thong ké.

luat.

chirc, huéng dan thi hanh Luat Ban hanh vin ban quy pham phép luat.
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- Tai li¢u tham khao:

[1] Mike Harvey; Cao Xuan D6 (dich) (2001), Quan tri hanh chinh vin phong, Nha
xuat ban Théng ké.
[2] Vi Dinh Quyén (2005), Quan tri hanh chinh vin phong, Nha xuét ban Thong ké.
[3] Dich Dwong, Phan Trach Béan, Ly Thé Minh (2023), ChatGPT thuc chién, Nha
xudt ban Dan Tri.
[4] Luat Ban hanh van ban quy pham phap luét s 64/2025/QH15 va Luat so
87/2025/QH15 sira doi, bd sung mot sé diéu cta Luat Ban hanh vin ban quy pham phap

[5] Nghi dinh s6 78/2025/ND-CP quy dinh chi tiét mot sé diéu va bién phap dé t6
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[6] Nghi dinh s6 79/2025/ND-CP vé kiém tra, ra soat, hé théng hoa va xir Iy van ban
quy pham phép luat; Nghi dinh sé 187/2025/ND-CP sira d6i, bd sung mét sb diéu ctia Nghi
dinh sb 78/2025/ND-CP va Nghi dinh s6 79/2025/ND-CP.

[7] Nghi dinh s6 80/2025/ND-CP vé t6 chire thi hanh van ban quy pham phap luét.

[8] Luat Luru trix s6 33/2024/QH15.

[9] Nghi dinh s6 30/2020/ND-CP ctia Chinh phu vé cong tac vin thu.

[10] Nghi dinh s6 99/2016/ND-CP ctia Chinh phii vé& quan 1y va st dung con du va
céc van ban sira d6i, bo sung c6 lién quan.

[11] Thong tu $6 05/2025/TT-BNV cuia B6 Noi vu quy dinh nghiép vu luu tri¥ tai li¢u
Iy trit sO.

13. Pao dirc khoa hoc va quyén tac gia

a) Pao duc khoa hoc

Nguoi hoc phai tuan tha nghiém quy dinh vé dao dirc trong nghién ctru khoa hoc (Quyét
dinh sé 1047/QD-PHSPKT ngay 14/3/2022 cua Truong PHSPKT TPHCM vé viéc ban hanh
quy dinh vé dao dtrc trong nghién ctru khoa hoc, kiéu trich dan tai liéu tham khao va chdng
dao van san phém hoc thuét) va cac quy dinh hién hanh !. Nghiém cAm bat ky hinh thirc dao
vin (sao chép) nao trong qua trinh hoc ciing nhu khi 1am béo céo hay thi ctr. Moi vi pham vé
dao dtc khoa hoc s€ dugc xur 1y theo quy dinh.

b) Quyén tac gia

Toan b6 ndi dung giang day, tai liéu hoc tap cua hoc phan nay duoc bao vé quyén so hitu
tri tué (theo Quyét dinh s6 1402/QD-DHSPKT ngay 14/5/2025 cia Truong PHSPKT TPHCM
vé viée ban hanh quy dinh hoat dong khoa hoc va cong ngh¢) va cac quy dinh hién hanh 2,
Nghiém cim bét ky hinh thirc sao chép, chia sé ma chua dugc sy cho phép cua tac gia.

14. Ngay phé duyét lan dau: <ngdy/thang/nim>
15. Cép phé duyét:
Truwéng khoa Trwéong Bo mon Nhom bién soan

TS. Nguyén Thi Phuong TS. Nguyén Thi Tuyét Ngz ThS. Nguyén Thanh Phong

16. Tién trinh cip nhat PCCT

Noi dung cap nhat Pé cuong chi tiét 1an 1:
<ngay/thang/nam> <Nguoi cap nhat ky va ghi
Noi dung cap nhat Dé cuong chi tiét 1an 2: 0 ho tén>
<ngay/thang/nam>

T6 trudng Bo mén: <Pa doc va thong qua>

12 Truong hop cac vin ban vién dan duge stra ddi, bd sung, thay thé thi thuc hién theo cac van ban tai thoi diém do.
2
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