PE CUONG CHI TIET HQC PHAN

Hoc phén: Phit trién kj nang (PPHI101)

Tén hoc phan: Phat trién k¥ ning (Development Skills)

M3 hgc phian: PPH101

Khoa: Quan tri Kinh doanh

B mon phu trach: Phat trién k§ niing

S6 tin chi: 3

Diéu kién tién quyét: Khong

Thoi diém thiét ké/ban hanh 1an dau:

Diécu chinh, sira doi, bo sung:

1. THONG TIN VE GIANG VIEN:

1.1 Gidng vién co hitu ciia by mon:

STT Tén giang vién Email Dién thoai Don vi
cong
tac
1 |PGS,TSKH Nguyén minhnv@ftu.edu.vn 0983.118969

Van Minh




TS Hoang Hai Yén yenhh@ftu.edu.vn 0915.275977
TS Pham Thi My Dung | dungptm@ftu.edu.vn | 0912.922227
TS Nguyén Thi Kim thoantk@ftu.edu.vn 0902.605598
Thoa

TS Nguyén Thi Hoa hoant@ftu.edu.vn 0984.893618
TS Pao Thi Hong Hanh | hanhdth@ftu.edu.vn | 0934.888058
TS Pham Thi Tuyét minhptt@ftu.edu.vn | 0983.576083
Minh

ThS Vii Thi Thu Huwong | huongvtt@ftu.edu.vn | 0985.267547
ThS Nguyén Dié¢u Ninh | ninhnd@ftu.edu.vn 0982.855999




1.2.  Gidng vién thinh giang (ngi bg)

STT Tén gidng vién Email Dién thoai Don vi
cong tac

1 TS Hoang Anh duyha@ftu.edu.vn 0915.922002

Duy
2 TS Tran Minh thutm@ftu.edu.vn 0913.583386

Thu
3 TS Hoang Hai hoanghainb@yahoo.co |0904.014494

m

4 TS Tran Piac Loc | trandacloc@gmail.com | 0913.380649
5 TS Nguyén Thi hongnth@ftu.edu.vn 0936.831031

Hoa H(“)ng




6 TS Nguyén Thi trangntt@ftu.edu.vn 0902.816661
Thu Trang

2. MUC TIEU CUA HOC PHAN

Pao tao ki ning cho hoc sinh, sinh vién tir 1du di tré' thanh mdt quy dinh bit budc ddi véi cac
treong hoc tai nhiéu qudc gia trén thé giéi. Ngay tir nhirng cip hoc dwéi, hoc sinh da dwoc tiép can,
trang bi nhitng k¥ ning cin thiét nhét cho cudc sdng ciing nhw trong hoc tip va twong lai. Pdi véi
nhirng cip hoc cao hon va dic biét 1a sinh vién dai hoc, viéc dao tao ky niing lai cang tré nén cén
thiét dé givip cac em tyw ning cao trinh d9, tay nghé tir d6 tao ra ngudn lao ddng c6 ky niing, kién
thirc dap ing dwoc nhu ciu phat trién ciia xa hdi. Béi vay, Ngan hang thé gioi da goi thé ky 21 1a ky
nguyén ciia Kinh té dwa vao ky ning — Skills Based Economy. Nhén biét r6 dwoc tim quan trong
ciia viéc phat trién cac k§ ning cho sinh vién nhim hd tro viéc hoc tip ciing nhw gidng day cic mén
hoc khic. Pong thoi, dua trén két qua khio sat cyu sinh vién trong giai doan 2008 — 2012, di chi ra
rang: sinh vién Pai hoc Ngoai thwong sau khi tot nghiép dwoc trang bi diy di kién thirc, ngoai ngir
nhung lai thiéu nhidu k§ ning, dién hinh nhw: k§ ning lam viéc nhém, k¥ ning tw duy tich cwe, k§
niing giao tiép, phat trién ning lue ca nhan, ky ning tao 1dp moi quan hé... Truée nhirng nhu ciu
d6, thang 10 nim 2010, Hi¢u trwéng trudng Pai hoc Ngoai thwong di quyét dinh chinh thirc thanh
lap Bd mon Phit trién ki ning véi muc dich dao tao nhém ky ning co ban: Phwong phap tuw duy
tich cwe, ky ning td chirc cdng viée va quan ly thoi gian, k§ ning giao tiép thuyét trinh, kj niing viét
tiéng Viét va ky ning lam viéc nhom.

3. CHUAN PAU RA CUA HQC PHAN
3.1. Chuin dau ra vé kién thirc, ky niing va mirc @9 twr chii, trach nhi¢ém
3.1.1 Vé kién thirc

- CLOL1: Gidp sinh vién hiéu vé ban chat va vai tro cia cac ky ning song va ciac ky ning lam viéc
trong doi song hién tai

- CLO2: Trang bi cho sinh vién nhirng ky ning hoc tip, ky ning séng va kj ning lam viéc cin thiét
(Tw duy tich cwe; Lap ké hoach, té chirc cdng viéc va quan 1y thoi gian; Giao tiép thuyét trinh; Viét
tiéng Viét; Lam viéc nhom)



- CLO3: Gifip sinh vién d4p ing dwgc yéu ciu ciia cic nha tuyén dung ciing nhw nhu ciu xi hdi.
3.1.2. Vé ky niang

- CLO 4: Hoan thién cic ky ning mém dap ung dwoc yéu ciu clia cic nha tuyén dung ciing nhw
nhu ciu xi hoi.

- CLO 5: C6 kha ning thich ing véi cic thay ddi cia mai truong xi hdi ciing nhw doi héi cong viée
3.1.3. Vé mirc dp tw chii va trdch nhiém
- CLO 6: Ning lyc tu duy h¢ thong,

- CLO 7: Tinh cin trong, suy nghi thau d4o, chinh xac va chuyén tim trong cong
viéce,

- CLO 8: Rén luyén théi quen ra quyét dinh quyét doan

- CLO 9: Cé dwoc thai d sdng tich cwe 6 tinh thin ciu thi viron Ién.



3.2. Ma tran dong gop cia CDR hoc phén t6i CPR ciia Chuwong trinh dao tao

CDR Chuin dau ra ciia Chwong trinh dao tao
cua
Hoc
phﬁn
PLO | PLO | PLO (PLO | PLO | PLO |PLO | PLO | PLO | PLO1 | PLO1 | PLO1
1 2 3 4 5 6 7 8 9 0 1 2
CLO X X
1
CLO |x X X
2
CLO X X X
3
CLO X X
4
CLO X X X
5
CLO ([x X X
6




CLO X X X X
7
CLO X X X
8
CLO X X X X X
9
Hoc
phan
4. HOC LIEU

4.1. Giao trinh

Hién nay, mén hoc Phat trién k§ ning chwa c6 gido trinh riéng phuc vu cong
tac giang day. BO mén méi chi bién soan bd bai giang ndi bd kém huéng din hoc tap

dé cung cip cho sinh vién trong qua trinh to chirc dio tao va rén luyén cic ky ning.
4.2. Tai liéu tham khao
O Tai liéu bit bujc

1. Trish Summerfield - Frederic Labarthe - Anthony St, Positive thinking ( Tw duy tich
cuc, Ban chinh 1a nhirng gi ban nghi), NXB Vin héa Sai Gon, 2007.

2. Napoleon Hill, Tu duy tich cuc tao thanh cong, NXB Tré, 2012.

3. Tony Buzan, Lap ban db tu duy — Cong cu tw duy tdi wu sé 1am thay ddi cudc sdng ciia
ban, Nxb Lao dgng Xa hoi.

4. Scott Thorpe, Tuw duy nhw Einstein, Nxb Lao dgng Xa hoi.



5.

David Allen, Sin sang cho moi viéc — 52 nguyén tic vang dé ting hiéu suit trong cong

viéc va cudc song, NXB Lao dong xa hgi.

6.

9.

Nguyén Thu Ha dich, Lanh dao nhém, NXB Tri thirc.
PH Harvard, Xay dung nhém lam viéc hi¢u qua, NXB Tong hop TP HCM.
Duong Thi Liéu, Gido trinh ky ning thuyét trinh, NXB PH Kinh té quoc din

Thai Tri Diing, K§ ning giao tiép va thwong lwgng trong kinh doanh, NXB Thong ké.

10. Richard Hall, Thuyét trinh that don giin, NXB Lao dong X hgi.

11. Leil Lowndes, Nghé thuit giao tiép thanh cong, NXB Lao déng Xi hdi.

12. Nguyén Minh Thuyét (chi bién), Nguyén Vin Hiép, 2011. Tiéng Viét
thwe hanh, Nha xuét ban Pai hoc Qudc gia Ha Noi.

13. Nguyén Thi Ly Kha, 2007. Dung tir viét cAu va soan thio viin ban, Nha xuit ban Giso
duc, Ha Noi

O Tai ligu tham khdo

Ngoai ra, dé c6 thém nhirng kién thirc cAn thiét, ngudi hoc cé thé tim doc thém cac tai licu

dwéi day:

Tai liéu tiéng Viét:

1. Dale Carnegie, Phit trién wu diém con ngudi, Nxb Tré

2. Dale Carnegie, Pic Nhan Tam, NXB Vin Héa Théong Tin

3. Napoleon Hill - Michael J. Ritt, Chia khéa tw duy tich cuc, Nxb Tré, 2008

4. Louise L.Hay, I Can Do It - Tin Vao Chinh Minh, Nxb Tré, 2008

5. B0 Business Edge - Nha xuét ban Tré

6. Lai Thé Luyén, K¥ niang quan 1y thoi gian, NXB Vin héa thong tin.

7. Ken Zeigler (Tran Phi Tuin dich), B sich cAm nang danh cho nha quan Iy — Té chitc cong
viéc hiéu qua, NXB Tong hop Tp. H6 Chi Minh.


http://www.vinabook.com/tac-gia/dale-carnegie-i2041
http://www.vinabook.com/tac-gia/dale-carnegie-i2041

8. Dirc Minh — Nguyét Minh, K§ ning quan ly thoi gian ca nhan trong cudc séng hién dai,
NXB Lao dong xi hi.

9. Havard business school press, Quan ly thoi gian, NXB Théng tin

10. Nguyén Thi Thu Hién, Giao tiép trong hoat dong quén tri, kinh doanh - Truong Pai hoc
BC Marketing Tp. HCM.

11. Nguyén Vin Thuy, Giao tiép trong hoat dong kinh doanh - Trudng Pai hoc Ngan hang
TP.HCM

12. ThS Chu Vin Dirc, TS Thai Tri Diing, TS Lwong Minh Viét, Ky nang giao tiép - NXB Ha
N6i, 2005.

13. Larry King, Bi quyét giao tiép - Nha XB Hong Dic, 2008.

14. Nguyén Hién L&, Nghé thuat néi truéc cong ching, NXB Vin héa — Thong tin 2009
Tai li¢u tiéng Anh:

1. Alan Baker, Improve your communication skills, 2" edition, Kogan Page, 2006

2. Cary L Cooper and Suzan Lewis, Balancing your career, Family and Life, Kogan Page.

3. David Littleford, John Halstead, Charles Mulraine, Career SKkills - opening door into the

job market, Palgrave Macmillan
4. Ferguson, Research and Information Management, 2" Edition
5. John Hayes, Interpersonal SKkills at work, 2" edition, Ron Hedge
6. Marilyn Pincus, Boost your presentation 1Q, McGraw Hill
7. Marion E. Hayes, Personal Time Management

8. Rudy R. Wright, The meeting spectrum - the Guide for Meeting professional, 2" edition,
HRD Press, Inc., Amherst, Massachusetts.

9. Peter R. Garber, 50 activities for employee Engagement, HRD Press, Inc., Amherst,

Massachusetts.

10. Young person’s career Handbook, JIST work America’s career Publishers.



11. Business communication Essentials - Courtland Bovee, John V. Thill, Gorssmont College,

Communication Specialists of America - Prentice Hall, 2010.
12. Business Communication Today. Courtland L. Bovee, Prentice Hall, 2000.

13. Business Communication at work. Marilyn L. Satterwhite & Judith Olson-Sutton, Mc
Graw-Hill, 2007.

14. Model Business Letter, E-mail & other business documents. Shirley Taylor, Prentice Hall,
2004.

5. NOI DUNG HQC PHAN VA KE HOACH GIANG DAY

5.1. Ni dung hoc phan

Buoi Noi dung (c6 thé cu thé Phén bd thoi gian Pong
dén muc cip 2) gop
vao
Giing day trén Tuw hoc, CLO
16p . chuén bi
Tiéu cb
ludn, | huéng
bai tdp | din (4)
lon,
thuc té




Q)

Ly Thuwe
thuyét hanh,
. thao
(thuyét ludn
giang)
2
(0]
Téng quan vé mén hoc 3 0 4.5 123
Chuong 2: Phuwong phap | 2 1 4.5 1245
tuw duy tich cuc
Chuong 2: Thwe hanh va | 2 1 4.5 4.5 67
bai tip nhém
Chuong 3: K§ niing t6 2 1 4.5 789
chirc cong viéc, quan ly
thai gian
Chuong 3: (tiép) 2 1 4.5 2356
Chwong 3: (tiép) 2 1 4.5 4.5 124
Chuong 3: (tiép) 2 1 4.5 257
Chuwong 4: Ky nang lam 2 1 4.5 3457

viéc nhém




9 Chuong 4: Ky niang lam 4.5 678
viéc nhém (tiép): xay
dung van hoa nhom

10 Chuong 4: Bai tap, thuc 4.5 4.5 4578
hanh thio luin 9

11 Chuong 5: Ky nang Giao 4.5 3456
tiép — Thuyét trinh

12 Chuwong 5: Ky nang Giao 4.5 4.5 4578
tiép — Thuyét trinh (tiép)

13 Chwong 6: Viét tiéng Viét 4.5 4.5 1235

678

14 Chuwong 6: (tiép) 4.5 5679

15 Chwong 6: (tiép) 4.5 4.5 456

16 Kiém tra giira ky 4.5

Téng 30 15 22.5 67.5

5.2. Ké hoach giang day

* Tudn 1: Nhiap mon Phat trién k§ ning va Phuwong phap tu duy tich cuc




Phwong phap S6 giv Noi dung chinh Yéu ciu hoc vién
giang day chuén bi
Ly thuyét 3 Téng quan vé mén hoc Phat |- Sach “Tw duy tich
trién ky niing cuc, ban chinh Ia
) nhirng gi ban nghi”.
@ Mot so0 khai ni€ém ciia mén
hoc Phit trién ky ning Trang 5-33
O Poi twgng, pham vi va |- Sach: Six Thinking
phwong phap hoc tp ciia mén | Hats - Sau chiéc nén
hoc tw duy, Edward de
Bono, NXB Tré,
Noi dung va vai tro cia 2008.
mon hoc
- Slide bai giang:
Phin 1
Phuong phap tuw duy tich cuc
2 (budi 1)
1. Khai niém tw duy
1.1. Khai niém tu duy
1.2. Ban chét ciia tw duy
1.3. Cac khai niém co ban
trong Tw duy
1.4. Mt s6 phwong phap
tu duy
Seminar 1




Tw vin - Ngi dung: Gidi ddp, tw vin vé ngi dung va phwong phdp hoc tip; chi

dén khai thdc cdc nguon tai liéu...
- Thoi gian:

- Dia diém: Vin phong Khoa...

Kiém tra, danh -Sinh vién c6 dwgc cai nhin tf;ng quan vé cac ky nang va vai tro tro
gid ciia cac ky ning trong cudc song.

-Phan biét dwoe kién thirc va k¥ ning.
-Nim dwoc cac khai niém co ban.

- Viét “Nhat ky tw duy”, ghi lai suy nghi vé cac su viéc,
hi¢n twong, tinh hudng dién ra xung quanh va dwa ra
danh gia vé tw duy.

* Tuan 2: Phwong phép tu duy tich cue va Ky ning to chire cong viéc, quan 1y thoi
gian

Phwong phap S6 gior N¢i dung chinh Yéu cau hoc vién
giang day chuén bi




Ly thuyét

2. Tw duy tich cue

2.1. Khai niém Tw duy tich
cuc

2.2. Biéu hién ciia Tw duy
tich cuc

tich cuc
3.Rén luyén tw duy tich cyc

3.1. Phuong phap loai bé tw

duy tiéu cuc

3.2. Phuong phap rén luyén

tw duy tich cuc

3.3. Phwong phap duy tri
tinh than tich cue

3.4. Xay dung mgt cufc
song tich cuc

2.3. Sw cin thiét cia Tw duy|

- Sach: Chia khéa tw
duy tich cue,
Napoleon  Hill -
Michael J. Ritt, Nxb
Tré, 2008

Trang 31-33, 147-160

- Slide bai gidng:
Phin 2.

- Sach: Chia khéa tw
duy tich cue,
Napoleon  Hill -
Michael J. Ritt, Nxb
Tré, 2008

- Sach “Tw duy tich
cuc, ban chinh Ia

nhirng gi ban nghi”.

Chuong 2, Chwong 3,
Chuong 6.

- Slide bai giang:
Phin 3




2 1.Tong quan chung vé Ky | B¢ sdch cim nang
niing té chirc cdng viéc danh cho nha qudn ly
— To chirc cong viéc

1.Khai niém Té chirc cong higu qud, Ken Zeigler

vige (Tran Phi Tuén dich),

. . | NXB Téng hep Tp.

2. Tam quan trong cua to . ong aep b
Ho6 Chi Minh.

chirc cong viéc hiéu qua:

(Muc:1, To chirc

2.1. Dbi véi mbi ca nhan.

dé dat thanh
2.2.Ddi voi cac to chirc, cong; 3, Xac lap
doanh nghiép muc tiéu;5 Lap ké

hoach cong
vige;11,Lap ké
hoach cho gio' 1am

viéc hi¢u qua)

Seminar/Thao luan

Tw van

- Ngi dung: Gidi ddp, tw vin vé ndi dung va phwong phdp hoc tip;

chi dan khai théc cic nguén tai liéu...
- Thoi gian:

- Dia diém: Vin phong Khoa...

Kiém tra, danh gia

-Bai tap: Nhan dién nguyén nhan 1 thit bai nao d6 ciia ban than,

tim hwéng khic phuc.

-Rén luyén tinh than tich cuc




-Bai tap xac dinh gia tri ciia ban than trong 5 nam, 10
nam va 20 nam téi.

* Tudn 3: Ky niing to chirc cong viéc quan 1y thoi gian.

Phwong phap giang | S6 gio Noi dung chinh Yéu ciu hoc vién
day chuén bi
Ly thuyét 4 2. Cic phwong phap dé to | - Kj ning quin Iy
chirc cong viéc hiéu qua thoi gian cd nhdn
trong cudc song hign
2.1. Xac dinh muc tiéu vai dai. Ptrc Minh -
hinh Deming. Lao dong xi hdi
2.2.Lép ké hoach dé thue Chuong 1,2,3
hién muc tiéu, t6 chirc
cong viéc hiéu qua.
2.3. Gi6i thiéu mjt sb
cong cu lap ké hoach
(Phwong phap 58S, ...)
Seminar/Thao luian 2
Bai tap kiém tra, -Bai tip xac dinh gia tri cia ban than trong 5 nam, 10
Danh gia nam va 20 nam tai.




* Tudn 4: Ky niing to chirc cong viéc quan 1y thoi gian va K¥ niing Lam viéc nhém

Phuwong phap giang | S6 gio Noi dung chinh Yéu ciu hoc vién
day chuén bi




Ly thuyét

3. Ky ning quén ly thoi gian
hiéu qua:

3.1. Khai ni¢m vé thoi gian.

3.2. TAm quan trong ciia
yéu t6 thoi gian trong to
chirc cong viéc

3.3. Mot s phwong
phéap dé quan Iy va sir
dung thoi gian hiéu qua
4.Khai niém lam viéc nhém
va vai tro cia lam viéc

nhom

1.Khai niém vé lam viéc

nhém
1.1.Khai niém nhém

1.2. Khai niém nhém, cac

giai doan phat trién nhom
1.3.Phén loai nhém
2.Vai tro cia lam viéc nhom

2.1.Vai tro cia lam viéc
nhém véi ca nhian, nhém va
to chire

2.2. Ly do vé sw pho

bién cia lam viéc nhom

- Qudn ly thoi
gian, Havard
business school
press, NXB
Théng tin




Seminar/Thao luian

Thao luan vé muc tiéu hoc tap é bac Dai

hoc

Théo ludn vé cach thirc quan Iy va sir dung

thoi gian hiéu qua.

Thao luan vé vai tro quan trong cia lam

viéc nhom trong hoat dong tac nghi¢p cua

Doanh nghiép va thue tién kinh doanh hién

dai

Bai tap kiém tra,

Danh gia

- Hiéu dung, chinh xac ve khai niém thoi gian.

- Biét cach can bang giira cong viéc va cufc song.

* Tuan S: Ky niang lam viéc nhom

Phuwong phap
giang day

S6 gio

Noi dung chinh

Yeéu cau hgc vién

chuan bi




Ly thuyét

Phin cong vai tro trong

nhom

1. Khai quat chung vé phén

cOng vai tro trong nhém

1.1. Khai niém vé vai tro

trong nhém

1.2. Tam quan trong cua
phan cong vai tro trong
nhom

2. Cac loai vai tro trong

nhom.

Cac ky ning vé td chirc hoat
dong nhom

1. Trinh ty lam viéc nhém
/Lap ké hoach cho lam viéc

nhom

2. Cac ky niang xay dung
nhom lam viéc hiéu qua

2.1.Thiét 13p muc tiéu

2.2.Phan cong vai tro va giai
thich cac quy dinh

2.3.Phan c6ng nhiém vu

2.4.Phat trién k§ ning linh
dao nhém

2.5.Phat trién ky ning giao
tiép

- Sach Quén ly nhom,
Lawrence Holpp, nxb
Ldxh, Chuong 2
Tao van héa cho
nhom lam viéc

- Chuong 10 : Tim
hiéu vé nhém va to
doi

- Cac sach vé Vin
hoa doanh nghiép ,
kinh doanh—

Business/ coorporate

culture, vi du:

-TS.Nguyén Manh
Quan, Giao trinh
vé dao dirc kinh
doanh va van hoa
doanh nghiép,
NXB PH Kinh Té

Quéc Dén.




2.6.Phat trién ky ning giai
quyét xung dot

2.7.Thiét 1ip qua trinh ra
quyét dinh va iy quyén cho
thanh vién nhém

2.8.Thiét 1ap hanh dong tich

cuc cia nhém

2.9.Panh gia, cong nhan va
tao dong luc cho cic thanh

vién trong nhém

Vian hoa nhém va xiy dung

van hoa nhém

1.Khai niém vé vian hoa

nhom

2.Cac biéu hién cia van hoa

nhém
2.1. Biéu trung tryc quan:

2.2. Cac biéu trung phi

truc quan.

Seminar/Thao ludn

2 Cac loai hinh van hoa nhém va cach thire to

chirc, van hanh xay dung van hoa nhém.

Bai tap kiém tra,

Danh gia

Nam virng va thwc hanh cac buéc dé xay dung nhém lam viéc hiéu

qua.

Ra soat tién trinh 1am viéc nhém trién khai bai tap lom.




* Tudn 6: Ky ning Giao tiép — Thuyét trinh

Phwong phap giing
day

S6 giv

Noi dung chinh

Yéu cau hgc vién

chuan bi




Ly thuyét

Ly thuyét chung vé giao tiép
- thuyét trinh

1.Ly thuyét chung
1.1.Khai ni¢ém giao tiép
1.2.Khai ni¢m thuyét trinh

1.3.Cac rao can trong giao
tiép

2.Vai tro ciia giao tiép, thuyét
trinh

3.Cac yéu t6 dé giao tiép co

hiéu qua

Cac k¥ ning giao tiép co ban

1.K§ nang né6i
1.1.Khai niém

1.2.Céc yéu to can lwu y khi

str dung ky nang noi
2.K¥ ning ling nghe
2.1.Khdi niém

2.2.Cic kiéu ling nghe
3.K§ niing viét

3.1.Cac hinh thirc giao tiép

bang ngén ngir

3.2.Cac giai doan thuc hién

Ky ning viét

- Larry King, ( Téng
hgp va bién dich
Minh Pirc) Bi quyét
giao tiép, NXB Hong
Dire.

Chuong 8, chuong
10

- Allan & Barbara
Pease , Cudn sich
hoan hiao vé ngon
ngit co thé. NXB
Téng hop Tp HCM,
2009.

- Richard Hall ,
(Dich Nguyén Thi
Yén), That don gian
thuyét trinh, NXB
Lao dong — Xa hoi

(Ph?m 1, ph?m 4,
phén 6, phan 7)

- Allan & Barbara
Pease , Cuon sach
hoan hdo vé ngon

ngir co




4.K¥ nang dat cau héi

Ky ning thuyét trinh hiéu

>

qua

1.TAm quan trong cia hoat

dong thuyét trinh
2.Chuin bi bai thuyét trinh
3.Céu tric bai thuyét trinh

4.Truyén tai ndi dung
thuyét trinh

Seminar/Thao luian

Lam sao dé giao tiép, thuyét trinh hiéu qua

Bai tap kiém tra,

Danh gia

-Nim dwoc cac giai doan thuc hién mét bai thuyét trinh

-Nam virng va luyén tdp cac yéu to vé ngon tir va phi ngon tir dé

thuyét trinh hiéu qua.

* % Tuan 7: K§ ning Viét tiéng Viét

Phwong phap giang
day

S6 gio

Noi dung chinh

Yéu cau hoc vién

chuan bi




Ly thuyét

1. Tao 14p va tiép nhén

van ban
1.1. Hinh thirc van ban
- Cach xiy dung dé muc

- Cach trich din tai liéu
tham khao

- Cach viét, sip xép thw

muc tai licu tham khao
- Cach xay dung phu luc

1.2. K¥ niing lap dé

cuong

1.3. K¥ niing tém tit vin
ban

1.4. Ky niing tong thuat
tai liéu, viét tong quan

2. K¥ ning viét doan vin
va cau

2.1. K¥ ning viét doan
van

- Cac kiéu doan van
thwong gap: quy nap,
dién dich...

- Cau truc ciia mgt doan

van

Poc gido trinh Tiéng
Viét thwc  hanh
(Nguyén Minh
Thuyét, Nguyén Vin
Hiép) chwong 1,2.




- Cau chu de cua doan
van: cach nhan biét va

cach viét
2.2. K§ ning viét cau

- Céc thanh phan chinh

cua cau

- Cac thanh phan phu

cua cau

- Cac ki€u cau theo muc

dich noi

- Cac cau truc cau

thuwong gap
Seminar/Thao luin
Bai tap kiém tra, 2 Lam bai tap vé lap dé
Danh gia cwrong, tom tit vin ban,

viet doan van...

* Tuan 8: K§ niing Viét tiéng Viét

Phuong phap giang | S0 gio N6i dung chinh
day

Yéu cau hoc vién

chuan bi




Ly thuyét

3. Thuc hanh Viét mét

50 loai vin ban

3.1. Bao cao khoa hoc
3.2. Pé cwong

3.3. Don

3.4. Bién ban

Poc gido trinh Dung
tir viét ciu va soan
thio van ban
(Nguyén Thi Ly
Kha),

trang 144-189

Seminar/Thao ludn

Lam bai tip

Bai tap kiém tra,

Danh gia

Lam bai kiém tra giira
ky

6. QUY PINH POI VOI HQC PHAN

6.1. Nhi¢m vu cua sinh vién
- Nghién ciru tai liéu va chuin bi cho mdi budi hoc truéce khi dv 16p.

- Hoan thanh cac bai tip dugc giao.

- Chuén bi ndi dung thio luin ciia hoc phin.

- Yéu cau khdc (néu CO): eevennnn

6.2. Quy dinh vé thi cir, hoc vu

- Sinh vién phai dy 16p diy dii, dam bao t6i thiéu 75% cac budi hoc trén 16p.

- Hoan thanh cac nhiém vu dwgc giao dbi véi hoc phan.

- Quy dinh khac (néu cé): ......

Vi du:




- Theo quy ché dio tao hién hanh;

- BT ¢6 sb trang virgt qua yéu cu bj trir 30% sb diém
- BT gidéng nhau dén 50% trir 1/2 s6 diém;

- BT giong nhau trén 50% bi diém khong;

- Nhirng hoc vién khong nhan BT, khong ndp hoic ndp chim qua quy dinh déu bi diém 0.

7. PHUONG PHAP, HINH THUC KIEM TRA PANH GIA

- Thang diém: 10.

- Céc thanh phan danh gia:

Hinh thirc[i] Noi dung danh gialii] Tiéu chi danh CLO Trong
gialiii] s6
-Piém danh trén 16p - S6 lin c¢6 mit
trén lop
Pinh gia| Chuyén | -Danh gia thai d§ tinh 1,2,3,4,6 10%
qua trinh cin thén lam vigc trén lop -Mirc d9 hoan 7
thong qua cac bai tap thanh bai tap vé
nhom, bai tap ca nhian nha dwgc giao
(doc sdch, thuyét trinh
nhom...)




Panh gia | -Bai tip nhém quay clip | -Bai tip nhom | 5,6,7,8,9
gitra ky thé hién quan diém, suy | thwc hién tai nha 40%
nghi ca nhian vé mot vin | trong qud trinh
B dé, ndi dung cu thé nao | hoc, nhém njp
Bai 3P | 46 (30%). lai bai cho gido
16m viéen giing day
vao buéi hoc thir
15.
-Bai kiém tra ca
nhdn giao theo
- Piém bai tap trén 16p budi hoc
- Khac (10%)
Tiéu Bao cao nhom
luén
P4nh Thi hét Thi véan dap. 1,2,3, 50%
gia téng hoc 4,5,7,9
Két ph?ln (Khong sir dung
tai li¢u)
Téng: | 100%

O Yéu ciu chung déi véi cic BT

BT dwoe trinh bay trén khoé gidy Ad4; c& chir: 14; font: Times New Roman hoiic VnTime; kich

thude cac 18 trén, dwéi, trai, phai theo thir tw 2.5cm, 2.5cm, 3.5¢cm, 2cm; dan dong 1.5 lines.

O BT nhom

- Hinh thire: Bai lujn tir 5 - 7 trang A4




- Noi dung: B BT cu thé

- Tiéu chi danh gia:

+ XAc dinh véan dé ré rang, hop li, kha thi 2 diém
+ Phan tich logic, di thing vao véan dé, lién hé thye té 5 diém
+ Tai liéu sir dung phong ph, da dang, hip din 1 diém
+ Ngon ngir trong sang, trich din, sir dung tai li¢éu tham khio hop 18 2 diém

Téng: 10 diém
O BT lon
- Hinh thirc: Bai luin hodic BT tinh huong 2 - 4 trang A4
- Noi dung: B) BT cu thé

- Tiéu chi danh gia:

+ Xac dinh véan dé r6 rang, hop li 3 diém
+ Phan tich logic, siu sic, c6 lién hé thuye té 4 diém
+ St dung tai liéu tham khio phong phu 1 diém
+ Ngon ngit trong sang, trich din ding quy dinh 1 diém
+ Sang tao trong cach trinh bay 1 diém

Téng: 10 diém

O Thi két thiic hoc phin

Hinh thirc: Thi vin dip

- Noi dung: Str dung nhirng k¥ ning da dwoc hoc dé giai quyét cac tinh hudng cu thé

- Lam viéc nhom trong thoi gian 50 phut va trinh bay trong 10 phit.

Tiéu chi danh gia:

+ Diém nhom: 5 diém



+ Piém Ky ning c4 nhén: 5 diém

Tong: 10 diém

TRUONG BQ MON TRUONG KHOA

PGS, TSKH Nguyén Vin Minh PGS,TS Lé Thai Phong




