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TRUONG DAI HOC VAN LANG
GHI TEN PON VI CHU QUAN MON HQC

DPE THI, PAP AN/RUBRIC VA THANG DIEM
THI KET THUC HQC PHAN
Hoc ky 2, nam hoc 2023-2024

I. Thong tin chung
Tén hoc phan: | QUAN TRI HANH CHINH VAN PHONG
M4 hoc phan: | DQT0162 Sé tin chi: | 3
M3& nhém 16p hoc phan: | 232_71MANA40093 01
Hinh thuc thi: Tw luan Thaoi gian lam bai: | 60 | phat

Thi sinh dwot tham khdo tai li¢u: O Cé Khong

Giang vién nop d? thi, dap an truéc ngay 15/03/2024.

Céch thitc ndp bai (Giang vién ghi rd yéu cau): SV g truc tiép trén khung tra 1i caa hé
théng thi;

Goiy:

- SV g0 truc tiép trén khung tra 1oi cia hé thong thi;

- Upload file bai lam (word, excel, pdf...);

- Upload hinh anh bai 1am (chi nhitng truong hop vé& biéu do, cong thire tinh toan dic biét).

1. Format dé thi

- Font: Times New Roman

- Size: 13

- Quy udc dit tén file dé thi:

+ DQT0162_ QUAN TRI HANH CHINH VAN PHONG _M4 nhém hoc phan_TUL_De
1

+ M4 hoc phan_Tén hoc phan_Ma nhém hoc phan. TUL _De 1_Mai dé (Néu si dung nhiéu
md dé cho 1 lan thi).

2. Giao nhan aé thi

Sau khi kiém duyét dé thi, dap an/rubric. Truéng Khoa/Bd mon giri dé thi, dap an/rubric
vé Trung tam Khao thi qua email: khaothivanlang@gmail.com bao gom file word va file pdf
(nén lgi va dat mgt khdu file nén) va nhin tin + ho tén nguoi gui qua sé dién thoai
0918.01.03.09 (Phan Nhat Linh).
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I1. Cac yéu cau cia dé thi nhim dap &ng CLO
(Phan nay phdi phdi hop véi thdng tin tir dé ciong chi tiét cua hoc phan)

Lay dir
Ky Hinh Trongsé CLO | Cau | Piém | liéu do
hiéu Néi dung CLO thiec | trong thanh phan | héi ) lwong
CLO danh gia | danh gia (%) | thiso | toi da | mirc dat
PLO/PI
@ | ) 3) (4) 6 | (6 )
CLO 1 | Ap dung céc
kién thuc vé
Quan tri van
phong dé lam Tu luan 30% 1 3 P14.2

viéc trong cac bo
phan khac nhau
cua doanh
nghiép.

CLO 2 | Giai quyét duoc
cac nguyén nhan
gay bat on, khién
cong viéc khéng | Ty luan 30% 2 3 P14.2
hoat dong tron
tru trong van
phong

CLO 3 | Nang cao chat
luong codng viéc
lam giam ti 1€ sai | Tu luan 40% 3 4 P14.2
X0t trong cong
Viéc.

Cha thich céac cot:

(1) Chi liét ké cdc CLO dwoe danh gid boi dé thi két thic hoc phan (tuong ting nhw dd mé ta trong
dé cuong chi tiét hoc phan). Luu y khong dua vao bang nay cac CLO khdng dung bai thi két thic hoc
phan d@é danh gid (c6 mét sé6 CLO dwoc bé tri danh gid bang bai kiém tra giia ky, danh gid qua dw
dn, do an trong qua trinh hoc hay cac hinh thire danh gia qua trinh khdc chir khong bé tri danh gid
bang bai thi két thic hoc phan). Trieong hop mét sé CLO Vira dwoc bé tri danh gid qud trinh hay giira
ky Vira dwoc bo tri danh gié két thic hoc phan thi van dia vao cét (1)

(2) Néu n¢i dung ciia CLO tirong ung.

(3) Hinh thic kiém tra ddanh gid cé thé 1a: trdc nghiém, tw lugn, du dn, do &n, vin dép, thic hanh
trén may tinh, theec hanh phong thi nghiém, béo céo, thuyét trinh, ..., phit hop Véi ngi dung cia CLO
va mé ta trong dé curong chi tiét hoc phan.

(4) Trong s6 mize dé quan trong cua tirng CLO trong dé thi két thic hoc phan do gidng vién ra dé
thi quy dinh (mang tinh twong doi) trén co sé Mirc dé quan trong cua timg CLO. Pdy la co so dé
phan phi ty 1é % sé diém toi da cho cdc cdu hoi thi ding dé danh gid cac CLO tiwong g, bdo dam
CLO quan trong hon thi dwoc danh gid véi diém sé t6i da Iém hon. Cot (4) dimg dé hé tro cho cét
(6).

(5) Liét ké cac cau hai thi sé (cau hdi so ... hodc tir cAu héi so... dén cau hdi sé...) ding dé kiem
tra nguoi hoc dat cac CLO twong ung.
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(6) Ghi diém sé téi da cho méi cau héi hogc phan thi.

(7) Trong trwong hop ddy la hoc phan cot 18i - sir dung két qud danh gid CLO ciia hang twong g
trong bang dé do heong danh gic mirc dg nguoi hoc dat diroc PLOIPI - can liét ké ky hiéu PLO/PI c6
lién quan vao hang twong vmg. Trong dé cuwong chi tiét hoc phan ciing can md td ré CLO twong 1vmg
ciia hoc phan nay sé duwoc sir dung lam dir liéu d@é do luong danh gid cac PLO/PI. Truong hop hoc
phan khong c6 CLO nao phuc vu Viée do heong danh gid mire dat PLO/PI thi dé trong cét nay.

I11. N§i dung cau héi thi
Cau 1. Trinh bay cac tiéu chuan can c6 cua nha quan tri hanh chanh van phong? (3 diém)
Cau 2. Trinh bay khai niém vé vin ban va cach thic phan loai ban? (3 diém)
Cau 3: Hay chon 1 trong 3 chii d&é duéi day, viét 1 email cho 1 t6 chirc dé (4 diém)
e NOop don thyuc tap

e Trinh bay Iy do ving mit trong budi hop cong ty
e Khiéu nai vé san pham bi 15i

DAP AP VA THANG PIEM

Phan cau héi Noi dung dap an Thang diém | Ghi
cha

|. Tw luan
Cau 1l Trinh bay cac tiéu chuan can cé 3.0
cua nha quan tri hanh chanh vian
phong?

Noi dung 1. La mot nha tri thire duoc dao tao cé 0.25
trinh d6 tong quat va dugc dio tao
chuyén vé hoat dong quan tri hanh
chinh van phong

Noi dung 2. Co0 kha nang ganh vac cong viéc 0.25
hanh chinh van phong
Noi dung 3. Co6 kha nang giang day cho cac nhan 0.25
vién hanh chinh van phong trong
toan doanh nghiép/ to chic

Noi dung 4. C6 quan diém khoa hoc dé tiép nhan 0.25
nhitng yéu té va nhitng phuong phéap
lam viéc m&

Noi dung 5. C6 tinh gan giii, biét hoa minh, hoa 0.25
dong véi nhimg y twong va nhiing
van dé ctia nhan vién
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Noi dung 6. Co0 oc khai hai, giap lam viéc va lam 0.25
diu di nhiéu tinh hudng kho khin

Noi dung 7. Phong céch lich su 0.25

Noi dung 8. Kiém soat cam xdc 0.25

Noi dung 9. C6 6c sang kién 0.25

No6i dung 10. | Tu tin 0.25

No6i dung 11. | C6 6c phan doan 0.25

NOI dung 12. | 4 kha ning néi dé thuyét phuc cip 0.25
trén, d6ng nghiép va cap dudi.

Cau 2 Trinh bay khai niém vé vin ban va 3.0
cach thic phan loai ban?

Noi dung 1. Khai niém 0.5

Noi dung 2. Phan loai theo muc tiéu 15

Noi dung 2. Phan loai theo ban chat 1.0

Cau 3 Hay chon 1 trong 3 chi dé dudi 4.0
day, viét 1 email cho 1 t6 chire dé

Noi dung 1. Tiéu dé: dang va phu hop Véi noi 0.5
dung

Noi dung 2. Chao héi: Phu hop véi dbi tuong 0.25
nhan email

Noi dung 3. Noi dung: Trinh bay dung vai tiéu 3
dé, ngan gon, xuc tich

Noi dung 4. | Chao két thuc va Ky tén 0.25

Piém tong 10.0

TS. VU MINH HIEU

Nguoi duyét dé
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.

TP. Ho Chi Minh, ngay 30 thang03 ndm 2024
Giang vién ra de
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TS. VU MINH HIEU
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