BQ NONG NGHIEP VA PHAT TRIEN NONG THON
TRUONG CAO PANG CO PIEN PHU THOQ

CHUONG TRINH PAO TAO

TRINH PQ TRUNG CAP

NGHE TIN HQC VAN PHONG
(Kém theo Quyér dinh so: 437/QD-CPPT ngay 23 thang 7 niam 2019
cua Hié¢u truong truong Cao dang Co dién Phi Tho)

Nam 2019







'CHUONG TRINH PAO TAO
(Kem theo Quyet dinh so: 437/Qb-CDPT ngay 23 thang 7 nam 2019
cua Hiéu truong Truong Cao dang Co dién Phu Tho)

Tén nghé: Tin hoc vin phong

M4 nghé: 5480204

Trinh d¢ dao tao: Trung cip

Hinh thare dao tao: Chinh quy

Péi twong tuyén sinh: Tét nghiép THCS, THPT;

Thoi gian dao tao: 2 nam

1. Muc tiéu dao tao:

1.1. Muyc tiéu chung:

- Cai dit dugc cac hé diéu hanh va cac phan mém thong dung.

- Quan ly, xir ly dir liéu, xay dung d& an cho van phong.

- Phan tich thiét ké, quan Iy duoc cac hé thong thong tin van phong vira va nho.

- Thiét ké do hoa va xur ly anh phuc vy cong tac van phong.

- Thiét ké, lap rap, cai dat va quan tri dugc hé thong mang vira va nho.

- Xur ly cac su ¢c6 may tinh va mang noi bo.

1.2. Muc tiéu cu thé:

- Kién thuc:

+ Trinh bay duoc kién tric va nguyén ly hoat dong cia may tinh;

+ Trinh bay dwoc ndi dung, phuong thic cai dat, van hanh, bao dudng cac phan mém
may tinh dung cho van phong;

+ Trinh bay duoc mot sé6 phuong phap xir Iy anh va thiét ké do hoa co ban;

+ Néu tén dugc mot s6 hé quan tri co so dir liéu thong dung va chirc nang ciia no;
+ Trinh bay duoc cau tric, nguyén ly van hanh cia mang noi bo;

+ Panh gia dugc cac sy ¢6 thuong gap trong qua trinh van hanh cac thiét bi dé dua ra
giai phap xu ly.

- Ky nang:

+ Soan thao dugc van ban theo mau nha nuéc ban hanh, ding theo ndi dung yéu cau;
+ Str dung thanh thao bo phan mém Microsoft Office;

+ Str dung duoc bo Open Office;

+ St dung thanh thao céc thiét bi van phong thong dung;

+ Sao luu, phuc hoi, phong chbng virus va bao mat dix liéu;

+ Thiét ké, lap rap, cai dat va quan tri duoc hé thong mang vira va nho;

+ Phan tich thiét ké, quan 1y dugc cac hé thong thong tin van phong vira va nho;
+ Thiét ké do hoa va xt Iy anh phuc vu cong tac vin phong;

+ Xir Iy duoc hau hét cac sy cd may tinh va mang noi bo;

+ Str dyng tét it nhat mot ngén ngix 1ap trinh;

+ Poc hiéu dugc mot sd tai liéu tiéng anh lién quan dén tin hoc vin phong;

+ Ty nang cao trinh d¢ chuyén mon;

+ Kém cip, hudng dan céc tho bac thap hon;

+ T6 chuc, quan ly, diéu hanh mot hé thong van phong trong mot cong ty, truong hoc,
trung tam hay xi nghiép ¢& nho.

1.3. Vi tri viéc 1am sau khi tét nghiép:

- Gi4o vién day tin hoc cho cac truong phd thong;

- Thu ky van phong;

- Biéu hanh hé thong thong tin van phong vira va nho;

- Quan ly, xur ly dir ligu, xay dung dé an cho van phong;

- Giang day, kem cap vé van phong cho cac bac tho thap hon;

- Lam viéc cho cac cong ty may tinh;



- Lam viéc cho cé4c cong ty phan mém;

- Thiét ké quang cao;

- Quan ly phong Internet;

- Quan ly mang LAN vira va nho.

2. Khéi lwgng kién thirc va thoi gian khoa hoc:
- S6 Twgng mdn hoc, mé dun: 31

- Khéi lwong kién thte, k§ ning toan khoa hoc: 119 tin chi;
- Khéi lwgng cac mdn hoc chung: 255 gio;
- Khéi lwgng cac mdn hoc, mé dun chuyén mén: 1950 gid;

- Khéi lugng Iy thuyét: 850 gid; thuc hanh: 1405 gio.

- Thoi gian khoéa hoc:
3. Noi dung chwong trinh

Thaoi gian hoc tap (gio)

MI'}//II%ID Tén mon hgoc, mo dun tslt‘)l Tén Trong do 7
chi | "5 Ly [ Thye [ Kiém
thuyét | hanh | tra
I Cac mon hgc chung 255 94 148 13
MH 01 | Gido dyc chinh tri 2 30 15 13 2
MH 02 | Phap luat 1 15 5 1
MH 03 | Gido duc thé chat 2 | 30 4 24 2
MH 04 | Gido duc qudc phong - An ninh 3 | 45 21 21 3
MH 05 | Tin hoc 3 45 15 29 1
MH 06 | Ngoai ngit 6 90 30 56 4
I Sgé]f‘émﬁn hoc, m6 dun chuyén moén 2010 | 756 | 1147 | 97
1.1 Mobn hoc, mé dun co sé 465 246 183 26
MH 07 | Toén 6 90 40 45 5
MHO08 | Ly 4 60 45 11 4
MH 09 | K§ ning mém 2 | 30 18 10 2
MH 10 | Khoi sy doanh nghiép 2 30 28 2
MH 11 | Véan ban phap qui 3 45 25 17 3
MD 12 | Internet 2 45 15 28 2
MD 13 | He¢ diéu hanh Windows 4 | 75 | 30 42 3
MH 14 | Lap trinh cdn ban 6 90 45 40 5
1.2 Mbon hoc, mé dun chuyén mon nghé 1545 | 510 964 71
MD 15 | Soan thao van ban dién tir 4 90 30 56 4
MD 16 | Bang tinh di¢n tir 4 90 30 56 4




. Thaoi gian hoc tap (gio)
Ma Tén mon hoc, mé6 dun ’sg X Trong do
MH/MP o - | Tén ;
chi 56 5 Ly | Thye | Kiém
thuyet | hanh | tra
MD 17 | Thiét ké trinh dién trén may tinh 4 | 90 30 56 4
MD 18 gﬁl(l) I(ligtﬂ\l/g ns; C(lilllr?gg cac phin mém vin 4 90 30 56 4
MD 19 | Phan ctrng may tinh 3 | 60 15 41 4
Mb 20 | Autocad 4 75 30 42 3
MD 21 | Xir Iy anh bang Photoshop 4 | 90 30 56 4
MH 22 | Mang may tinh 6 90 45 40 5
MH 23 | Co so dir li¢u 6 90 45 40 5
MD 24 | Lap trinh quan ly 4 90 30 56 4
MBP 25 | Thiét ké d6 hoa bang Corel Draw 4 | 90 30 56 4
MD 26 | Thiét ké xay dung mang LAN 4 | 90 30 56 4
MD 27 | Cong nghé mang khong day 4 90 30 56 4
MD 28 | Bao tri hé¢ thong may tinh 4 | 90 30 56 4
MD 29 | Lép trinh Web (ASP.NET) 5 | 120 | 30 85 5
MD 30 | Lap trinh Macro trén MS Offcie 3 60 15 41 4
MD 31 | Thyc tap k¥ ning nghé nghiép 6 | 150 30 115 5
Tong cong 119 | 2265 | 850 | 1295 | 110

4. Huéng dan sir dung chwong trinh

4.1. Phuong thirc dao tao: Theo nién ché
4.2. Cac mon hoc chung bat busc do B Lao dong — Thuong binh va xa hoi to chic va xay
dung ban hanh.

- Thong tu s6: 24/2018/TT-BLDTBXH ngay 06 thang 12 ndm 2018 cta Bo truong Bo
Lao dong - Thuong binh va Xa hoi vé viéc Ban hanh chuong trinh mén hoc Chinh tri diing
cho cac trudng trung cap, trudng cao ding.

- Thong tu s6: 13/2018/TT-BLDTBXH ngay 26 thang 09 ndm 2018 cta Bo truéng Bo
Lao dong - Thuong binh va X3 hoi vé viéc Ban hanh chuong trinh méon hoc Phap luét ding
cho cac trudng trung cap, trudng cao dang.

- Thong tu 56: 11/2018/TT-BLDTBXH ngay 26 thang 09 ndm 2018 cta Bo truéng Bo
Lao dong - Thuong binh va Xa héi vé viéc Ban hanh chuong trinh mén hoc Tin hoc ding cho
cac truong trung cap, trudong cao dang.

- Thong tu s6: 12/2018/TT-BLDTBXH ngay 26 thang 09 ndm 2018 cta Bo truéng Bo
Lao dong - Thuong binh va Xa hoi vé viéc Ban hanh chuong trinh mén hoc Giéo duc thé
chat ding cho cac trudng trung cAp, truong cao dang.




- Thong tu sb: 10/2018/TT-BLDTBXH ngay 26 thang 09 nam 2018 cua Bo truong Bo
Lao dong - Thuong binh va X hoi vé viéc Ban hanh chwong trinh mén hoc Gido duc quéc
phong va an ninh dung cho cac trudng trung cap, trudng cao dang.

- Thong tu s6: 03/2019/TT- BLDTBXH ngay 17 thang 01 nam 2019 cua Bo truong Bo
Lao dong - Thuong binh va Xa hoi vé viéc Ban hanh chuong trinh mén hoc Tiéng anh ding
cho cac truong trung cép, truong cao dang.
4.3. Huéng dan xac dinh noi dung va thoi gian cho cac hoat dong ngoai khoa.
- Hoc tap ndi quy quy ché va gici thiéu nghé nghiép cho sinh vién khi méi nhap truong;
- T4 chue tham quan, thuc nghiém tai cac co s¢ san Xuat;
- Tham gia c&c hoat dong bé trg khac dé rén luyén sinh vién;
- Thoi gian va noi dung hoat dong ngoai khoa duogc bé tri ngoai thoi gian hoc tap

nhu sau:

STT Noi dung Thaoi gian
5 gio dén 6 gio; 17 gio dén 18
gio hang ngay

1 | Thé duc, thé thao

Van hod, van ngh¢:
5 |- Qua cic phuong ti¢n thong tin dai chung
- Sinh hoat tap thé

Ngoai gio hoc hang ngay tu 19
gio dén 21 gio (mot budi/tuan)

Hoat dong thu vién

ST R Tat ca cac ngay lam viéc tron
Ngoai gio hoc, sinh vién co thé dén thu |, gay i g

3| Vién doc sach va tham khao tai liéu tuan
. C e e s R .| Doan thanh nién to chuc cac
4 t\r?él choi, gial tri va cac hoat dong dodn buoi giao luu, céac budi sinh hoat
Vao cac toi thir bay, cha nhat
5 | Tham quan, da ngoai MJi hoc ky 1 lan

4.4. Hudng dan to6 chic kiém tra hét mon hoc, mé dun:

- On thi MH/MP duoc bd tri ngoai gio; thoi gian danh cho thi két thaic MH/MB: Khong
qua 8 gio

- Hinh thuc thi hét mén hoc, mé dun:

+ D4i voi mén hoc chung: thi theo quy dinh cia nha nudc

+ Pbi voi mén hoc: thi tu luan hozc trac nghiém

+ Déi voi md dun: thi thyc hanh
4.5. Hudng dan thi tot nghiép va xét cong nhan tt nghiép.

+ Ngudi hoc phai hoc hét chuong trinh dao tao voi tat ca c&c mdn hoc, mé dun
trong chuong trinh dao tao c6 diém tong két trung binh ciia mén hoc, mo dun >5,0 va cac
diéu kién, noi quy, quy dinh khac cu thé Cuanha tru’orng thi duogc dy thi tét nghlep

+ Noi dung thi tét nghi¢p bao gom Mon glao duc chinh tri, Ly thuyét tong hop
nghé nghiép, Thuc hanh nghé nghiép véi thoi gian va hinh thirc thi nhu bang sau:

STT Mon thi Hinh thuc thi Thoi gian thi
» o . Khong qué

1 Giao duc (,:hmh tri ‘ Tu luan 120 phit
5 Ly thuyét tong hop nghé Tu luan Khoéng qua

nghiép C 180 phut
Thyc hanh: Bai tap ky ndng | Khong qua
nghé nghiép tong hop 180 phat

3 | Thuc hanh nghé nghiép




+ Hi¢u truong nha tru’O’ng cén clr vao két qua thi t6t nghi¢p ctia nguoi hoc va cac quy

dinh c6 lién quan dé xét cong nhan tét nghiép va cap bang tét nghiép theo quy dinh cia nha
truong.

4.6 Céac chu khac:
D01 tuong tuyen sinh tot nghi¢p trung hoc co so: hoc 119 tin chi

Déi twong tuyén sinh tét nghiép trung hoc phd théng, tt nghiép trung hoc co s& hoc song

song chuong trinh GDTX cap THPT: hoc 109 tin chi (khéng hoc mén hoc: MHO07,
MHO08)

HIEU TRUONG



