CHUONG TRINH PAO TAO

Tén nganh: TIN HOC VAN PHONG (Office Informatic)

Ma nganh: 5480203

Trinh d¢ dao tao: Trung cip

Hinh thire dao tao: Chinh quy

Poi twong tuyén sinh: Hoc sinh tét nghiép THCS tro Ién (T6t nghiép THCS

thi hoc them phan vin héa THPT theo quy dinh cia B Gido duc va Dao tao)

Thoi gian dao tao: 02 nam

1. Muc tiéu dao tao

1.1. Muc tiéu chung

Chuong trinh Tin hoc vdn phong trinh d6 Trung cip nghé nham dao tao ngudn
nhéan lyc ky thuat lam viéc trong linh vuc cong nghé thong tin. Hoan thanh chuong
trinh dao tao nguoi hoc ¢6 kha nang:

- Str dung thanh thao bo phan mém Microsoft Office.

- Sir dyng thanh thao cac thiét bi van phong thong dung.

Phan tich thiét ké, quan 1y dugc cac hé thong thong tin van phong vira va nho.

1.2. Muc tiéu cu thé

* Kién thirc

Liét ké duoc cac thanh phan co ban vé hé théng may tinh;

- X4c dinh duoc cac thong sb ky thuat cua phan mém can cai dit;

- Phan biét duoc cac loai phan mém va cac thuat ngit chuyén nganh cia phan mém;

- Liét ké duoc cac nguy co mat dir liéu;

- Chi ra duogc cac 15i co ban lién quan dén phan cimg cling nhu phan mém cua
hé thong may tinh;

- Xéc dinh dugc cac phuong phap quan tri ndi dung cho tung loai trang tin dién tu;

- Xac dinh duoc cac tiéu chuan an toan lao dong;

- Trinh bay dugc cac kién thic co ban vé bao vé méi truong, sit dung ning
luong va tai nguyén hiéu qua.

- Trinh bay duoc nhitng kién thirc co ban vé chinh tri, van hoa, xa hoi, phap
luat, quc phong an ninh, gido duc thé chat theo quy dinh.

* K§ nang

- Str dung dugc cong nghé thong tin co ban theo quy dinh;

- Cai dat dugc cac thdng s6 co ban cia may tinh;

- Xir Iy dwoc cac sy ¢b co ban lién quan téi phan ciing, phan mém cua hé thong
may tinh;

- Quan tri dugc cac ndi dung cho cac trang tin dién tir;

- Thuc hién cac bién phap an toan lao dong va vé sinh lao dong, xur Iy dugc cac
tinh hudng so ctru nguoi b nan tai;

- Ap dung duoc nhiing bién phap bao vé méi truong, st dung niang luong va tai
nguyén hi¢u qua;

- Giao tiép hiéu qua thong qua viét, thuyét trinh, thao luan;

- Str dung duoc ngoai ngir co ban, dat bac 1/6 trong Khung nang lyc ngoai ngi
cua Viét Nam; tng dung duoc ngoai ngit vao mot sé cong viéc chuyén mén cua
nganh, nghé.

* \/& nang lyc tu chi va trach nhiém
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- Chiu trach nhiém véi két qua cong viéc cua ban than va trach nhiém mot phan
dbi v&i nhom;
- Lam viéc doc lap trong diéu kién, bdi canh 1am viéc thay doi;
- Huéng dan téi thiéu, giam sat nhimg nguoi khac thue hién cong viéc da dinh san;
- Panh gia hoat dong ciia nhoém va két qua thuc hién.
1.3. Vi tri viéc 1am sau khi tét nghiép
Sau khi tot nghiép ngudi hoc c6 niang luc dap tng cac yéu cau tai cac vi tri viéc
lam cua nganh, nghé bao gém:

- Ky thuat may tinh;
- Bao tri phan mém van phong;

- Quan tri noi dung trang tin dién tu;

- Tao lap va luu trit dir liéu.

2. Khéi lweng kién thirc va thoi gian khoa hec

- Sb lugng mén hoc: 21

- Khdi lwgng kién thic, k§ nang toan khoa hoc: 67 tin chi
- Khoi lugng cac mon hoc chung: 255 gio
- Khéi lugng cac mén hoc chuyén moén: 1145 gio

- Khéi lugng Iy thuyét: 414 gid; Thuc hanh, thyc tap, kiém tra: 986 gio

3. Noi dung chwong trinh:

Thoi gian dao tao (gio)

) Trong dé6

Ma So Thl.l’C

Mon Tén moén hoc tin 2 > i

SRR A i

thuyet nghiém/Bai tra
tap/Thao luan
I Cac mén hoc chung 12 255 94 148 13
MH 01 | Giao duc Chinh tri 2 30 15 13 2
MH 02 | Phéap luat 1 15 9 5 1
MH 03 | Giéo duc thé chat 1 30 4 24 2
Giéo duc Quoc phong va An
MH 04 | ninh 2 45 21 21 3
MH 05 | Tin hoc (co ban) 2 45 15 29 1
MH 06 | Tiéng Anh 4 90 30 56 4
Cac mon hgc, md dun chuyén

1 mon nganh, nghe 55 | 1145 320 805 20
1.1 Cac mon hoc co sé 13 | 240 115 119 6
MH 07 | K§ ning giao tiép 2 30 15 14 1
MH 08 | Soan thao van ban 1 30 10 19 1
MH 09 | Banh may vi tinh 2 30 15 14 1
MH 10 | Hé¢ diéu hanh Windows 3 60 30 29 1
MH 11 | Tdm ly hoc van phong 3 60 30 29 1
MH 12 | Tiéng Anh chuyén nganh 2 30 15 14 1




Thoi gian dao tao (gio)

i Trong dé
Ma So Thuc
Mon Tén mon hoc tin 2 hanh/Thwc Thi/
: . | T / : .2
hec chi | '°N9 thIL_Jyét tap/Thi | Kiém
Y nghiem/Bai | tra
tap/Thao luan
Mon hec, mé dun chuyén mon
1.2 nganh, nghé 42 905 205 686 14
Soan thao van ban dién t
MH 13 | (Microsoft Word) 5 75 30 43 2
Bang tinh di¢n tir (Microsoft
MH 14 | Excel) 5 75 30 43 2
Thiét ké trinh dién trén may tinh
MH 15 | (Microsoft PowerPoint) 5 75 30 43 2
MH 16 | Xt ly anh trén Adobe Photoshop | 4 60 20 39 1
Thiét ké va xuat ban trén Adobe
MH 17 | Indesgin 4 60 20 39 1
MH 18 | Mang may tinh 3 45 15 29 1
Quan ly va sir dung thiét bi van
MH 19 | phong 5 75 30 43 2
Thuc hanh nghiép vu tin hoc van
MH 20 | phong 4 125 15 107 3
MH 21 | Thuc tap tét nghiép 7 315 15 300
TONG CONG 67 | 1400 414 953 33




