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TRUONG DAl HOC VAN LANG
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DPE THI/DE BAI, RUBRIC VA THANG DIEM
THI KET THUC HQC PHAN
Hoc ky 3, nam hoc 2023-2024

I. Thong tin chung
Tén hoc phan: | QUAN TRI HANH CHANH VAN PHONG
M4 hoc phan: | 71IMANA40093 Sé tin chi: | 3
M4& nhém 16p hoc phan: | 233_71MANA40093_01

Hinh thuec thi: Tiéu luan Thoi gianlambai: | 5 | Ngay
[1 Ca nhén Nhom
Quy cdch dat tén file Tiéu luAn QTHCVP-233_71MANA40093_01

Giang vién nop dé thi, dép an
1. Format dé thi

e Trinh bay theo dang tiéu luan, cé khung/ bia

e Font: Times New Roman

e Size: 13

e Quy udc dit tén file dé thi/dé bai: 233 - QUAN TRI HANH CHANH VAN PHONG —
NHOM...

2. Giao nhan aé thi

Sau khi kiém duyét dé thi, dap an/rubric. Trwéng Khoa/Bd mon giri dé thi, dap an/rubric
vé Trung tam Khao thi qua email: khaothivanlang@gmail.com bao gém file word va file pdf
(nén lgi va dat mgt khdu file nén) va nhan tin + ho tén nguoi g 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 cia hoc phan)
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Lay di
- X . Trong sé6 CLO Cau | Piém | liéu do
Ké[\gu Néi dung CLO ';';Irlhthil:’ic trong thanh phan | héi |  sé lwong
g danh gia (%) | thisé | tdida | mirc dat
PLO/PI
1) ] 2 (©), (4) ©) (6) (@)
Ap dung cac kien
thirc ve Quan tri
cLop |Yanphongdelam i 30% 1 3 P14.2
viéc trong cac bo
phan khéc nhau cua
doanh nghiép.
Giai quyét duoc cac
nguyén nhan gay
cLop |baton khiencong | p . 40% 1 4 | P42, A
viéc khdng hoat
dong tron tru trong
van phong
Nang cao chat
CLO3 |luongeongviec | gy an 30% 1 3 PI4.2
lam giam ti 1€ sai
X0t trong cong Viéc.

Cha thich céac cot:

(1) Chi liét ké cac CLO duwge ddanh gid boi dé thi két thic hoc phan (tuwong iing nhw da 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 s6 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 thice danh gia qua trinh khdc chir khong bé tri danh gid
bang bai thi két thic hoc phan). Triong hop mét sé6 CLO Vira duoc bé tri danh gid qud trinh hay giira
ky Vira dwoc bo tri danh gid két thic hoc phan thi van dira vao cét (1)

(2) Néu n¢i dung ciia CLO twrong ung.

(3) Hinh thic Kiém tra danh gid cé thé 1a: trdc nghiém, tw lugn, du dn, do &n, vin dép, thic hanh
trén may tinh, thyc hanh phong thi nghiém, bao cao, thuyét trinh, ..., phit hop véi néi dung ciia CLO
vamo ta trong dé cwong 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 s¢ dé
phan phai ty 1é % sé diém toi da cho cdc cdu hdi thi ding dé danh gia cic CLO tiwong 1ng, bdo dam
CLO quan trong hon thi dwoc danh gid véi diém s6 t6i da 1ém hon. Cot (4) dimg dé hé tro cho cét
(6).

(5) Liét ké cac cau hai thi sé (cau hdi 6 ...
tra nguoi hoc dat cac CLO twong ung.

(6) Ghi diém s6 téi da cho maéi cau héi hogc phan thi.

(7) Trong triong hop ddy la hoc phan cot 18i - si dung két qua danh gid CLO ciia hang twong 1ing
trong bang dé do heong danh gic mirc dg nguoi hoc dat diroc PLOIPI - can liét ké ky hiéu PLO/PI ¢6
lién quan vao hang twong vmg. Trong dé cwong chi tiét hoc phan ciing can md ta ré CLO twong 1mg
cia hoc phan nay sé duwoc sir dung 1am dir liéu dé do lwong danh gid cac PLO/PL. Trirong hop hoc
phan khong c6 CLO nao phuc vu viée do heong danh gid mire dat PLO/PI thi dé trong cét nay.

hodc tir cAu héi sé... dén cau héi s6...) ding dé kiém
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I11. N§i dung @ bai

1. PE BAI

Céu héi: Gia sir, Anh/ Chi dang 1am viéc trong 1 cdng ty/ doanh nghiép/ té chiic (hodc chon
1 cbng ty/ doanh nghiép/ té chiac ma Anh/ Chi biét, sau d6, Anh/ Chi chon 1 trong cac chu dé
dudi day va thuc hién nhiém vu dudi day:

phan tich; dic biét cha y diém manh va diém yéu/ chua hoan thién

Kién nghi hoic goi ¥ cho nhitng diém yéu/ chwa hoan thién

Va viét 1 email dén Cap quan Iy cao nhit cua cong ty dé trinh bay/ néi 1én nhitng kién
nghi ctia minh

Ciac cha dé:

1.

o 0~ whn

2.

e

wnPE

© N o Ok~

U

Tao dung va duy tri tao dung mot mdi truong 1am viée tich cuc trong vin phong 14 rat
quan trong,

Quan 1y rui ro va khic phuc su ¢6 cong nghé trong vin phong

Quan 1y van dé strc khoe va phuc lgi nhan vién trong van phong.

Thay doi va quan 1y sy thay ddi to chirc trong quan tri hanh chinh vin phong

Quaén 1y va dam bao an ninh thong tin trong hanh chinh van phong

xay dung va duy tri moi truong lam viéc da van héa trong hanh chinh van phong

‘ONG DAN THE THU'C TRINH BAY DE BAI

Trinh bay theo dang tiéu luan, co khung/ bia

Sinh vién nop bai theo nhém da quy dinh

Bai lam khong qua 15 trang, kho gidy A4 (210 x 297mm), font chit Times New
Roman c& 13 cua h¢ soan thdo Winword hoac tuong duong; mat do chir binh thuong;
khong dugc nén hoac kéo dan khoang cach gitra cac chix

Dian dong dit ¢ ché d6 1.2 — 1.3 lines

Nop file PDF va ca file WORD

Lé& trén 3 cm; 18 dudi 3cm; 18 trai 3.5 cm; 18 phai 2 cm.

Quy cach danh tén file: : 233 - QUAN TRI HANH CHANH VAN PHONG — NHOM...
Phan thong tin bai lam ciing trinh bay (m& dau phan lam bai)

e Hovatén (TUNG THANH VIEN)

e Muc do dong gop cua tung thanh vién

Xin luu y:

e Bai lam s& duoc kiém tra dao vin, ty 1¢ dao van cho phép 1a 20% duoc kiém tra
bang phan mém Turnitin.
e Bai lam sai quy dinh trén bi diém 0.
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3. RUBRIC VA THANG DIEM
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cau, lién hé duoc
thuc tién, tinh
ung dung cao va
mang tinh sang
tao.

cau, lién hé duogc
thuc tien, mang
tinh tng dung.

ndi dung theo yéu
cau, khong lién
hé dugc thuc tin.

chung chung va
chua dap 1ung
duoc yéu cau.

banh gia Xuét sic Tt Kha Trung binh Kém
9.0-10.0 8.0-8.9 7.0-7.9 5.0-6.9 <5.0
Tiéu chi
Trinh bay theo | Trinh bay theo | Trinh bay theo | Trinh bay chua | Trinh bay khéng
ding quy dinh; | ding quy dinh; | dang quy dinh; | ding theo quy | dang theo quy
. ] B cuc ldgic, thu | B cuc 16gic, thu | B4 cuc kha 16gic | dinh  (Vuong 1 | dinh; B6 cuc roi
Hinhthic | hgt ya c6 tinh | hat va co tinh | vakhathuhdt. | vai 15i nho V@ | rac, khong thu hit
(20%) tham my cao, thé | tham my¥ cao. format); B cuc | va khong dat yéu
hién dugc tinh tuong ddi  phd | cau dé ra.
sang tao. hop va chua that
sy thu ht.
Vin phong 13 | Vin phong 15 | Van phong rd | Vudng 1 vai Ii | Vuong rat nhiéu
rang, suc tich, | rang, sdc tich, | rang, sdc tich, | vé van pham va | 15i v& van pham
khong c6 15i | khéng co  16i | khong c6  15i | chinh ta; va chinh ta;
chinh ta; chinh ta; chinh ta; Théng tin chua | Thong tin khong
. Thoéng tin day du, | Thong tin diy du, | Thong tin kha day | day du va so sai, | diy du, noi dung
N@i dung néu bat duoc c4c | néu bat dwoc céc | da nhung chua | néi dung trinh | khong dap tmng
(40%) noi dung theo yéu | noi dung theo yéu | néu bat dwoc cac | bay con lan man, | dugc yéu cau dé

ra.

Thoi han hoan
thanh (20 %)

Nop bai dang hay
sém so véi thoi
han.

Nop bai ding thoi
han.

Nop bai ding thoi
han.

Nop bai tré thoi
han.

Nop bai tré thoi
han.

Phéi hop nhém
(20%)

Nhém phdi hop
tt, 100% thanh
vién tich cuc
tham gia va phan
chia cbng viéc
hiéu qua

Nhém phdi hop
t6t, 100% thanh
vién tich cuc
tham gia va phéan
chia tot.

Nhém c6 phdi
hop dat duoc két
qua twong dbi tuy
nhiégn mot  sb
thanh vién tham
gia thiéu tich cuc
lam 4nh hudng
dén  hieu qua
chung.

Nhém phéi hop
chua tt Iim, co
mot vai thanh
vién tham chi
khéng tham gia
hoac tham gia.
San pham cudi
cung chi la két
qua cuaa 1 vai cé
nhén trong nhém.

Nhém phdi hop
kém, roi rac.

Nguoi duyét dé

TP. Hé Chi Minh, ngay 03 thang 07 ndm 2024

TS. VU MINH HIEU

Giang vién ra de

TS. VU MINH HIEU
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