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THONG BAO 
V/v chieu sinh cac khoa hoc ve quan tri van phong, 

an thao van ban hanh chinh Ara cong tac van Mr, hru trir 

A, SS: 	 

Truang Dai h9c Khoa h9c xa hOi va Nhan van, Dai hoc Qu6c gia Thanh pho 
8 Chi Minh (DHQG-HCM) la cot so. gido dvc dai hoc cong lap dao tao cac nganh 

Quan tri van phong, Luu tru hoc a bac dai hoc va sau dai hoc. Ngoai dao tao chinh 
quy, Truang con thuang xuyen ma cac lap dao tao he vira lam vira h9c, cac lap bO'i 
duO.'ng nghiOp vi tai Truang va a cac tinh, thanh khu vi,rc phia Nam tir Quang Tri vao 
den Ca Mau trong hcm 20 nam qua dap img nhu tau dm cac ca quan, to chirc va doanh 

Tren co sa cac quy dinh cua nha nuac doi vai cac chile danh ngh6' nghie.p, vi tri 
vi'& lam ve van phOng, van thu, km trit va cac vi tri viec lam kiem nhiem, Truang Dai 
h9c Khoa hoc Xa hOi va Nhan van tiep tic chieu sinh cac khOa h9c ye quan tri van 
phOng, soan thao van ban hanh chinh va cong tac van thu, luu 

Thong tin co.  ban ve to chirc cac khoa h9c nay nhu sau: 
1. Tir cfich phap nhan 
Twang Dai hoc Khoa h9c Xa hOi va Nhan van, DHQG-HCM la ca sa dao tao 

CO to each phap nhan dugs BO GM() dvc va Dao too, Dai h9c Quoc gia Thanh pho Ho 
Chi Minh giao nhi*ri vi dao tao ye quan tri van phong, soan thao van ban hanh chinh 
va cong tac van thu, luu tit a ea bac dai h9c, sau dai h9c va cac khoah9C 136i clueing 
ngan han theo nhu cau cua xa hOi. 

2. Ten cac loaf chirng chi bOi throng ngin 11#n 
a) Chirng chi "Quan tri van phong va ding tac van thu, luu tit" (Chuang trinh 

60 tiet). 
b) Chirng chi "Quan tri van phOng va cong tac van thu, luu tit" (Chuang trinh 

180 tiet). 
Cac chuang trinh dao too ten bao g6in nhttng nOi dung co.  ban: Tang quan y 

quan tri van phOng; Cac ky nang co ban trong quan tri van phOng; Nghi0 vi thu 1c51 
van phOng; Ky nang quan 1ST ho so., tai lieu; Ky nang quan-1y tai lieu din tit; Ky thuat 
soan than van ban hanh chinh; Nhimg not dung ca ban ve cong tac luu 

c) Chimg chi boi throng cong tac van thu cho vien chirc kiem nh*n trong cac 
co.  sa gido dvc main non, ph6 thong theo quy dinh cua Quyet dinh so 743/QD-BGDDT 
ngay 27 thong 3 nam 2019 dm BO Gido dve va Dao tao ve viOe ban hanh chuang trinh 
bOi duong cong tac van thu.  cho vien chirc kiem njiiem trong cac ca sa giao dvc mam 
non, pito thong (chuang trinh 210 tiet). 

d) Ngoai cac kit& hoc tren day, cac CC( quan, to chire, doanh nghi'e'p có the trao 
doi vai Truang de to chirc dao tao, boi dui-Mg ye quart tri van phOng, soan thao van 
ban hanh chinh va Ong tac van thu, luu tit rieng cho can 130, Ong chuc, vien chirc tai 
ca quan theo nhu cau, yeu cau cv the khac ye not dung, thai luting, dia diem h9c tap. 

3. Doi ngC giang vien 
Giang vien tham gia giang day la tie'n si, that si chuyen nganh cua Truang Dai 

h9c Khoa h9c Xa hOi va Nhan van, DHQG-HCM co kinh nghiem giang day nhi'6u tam 
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va nhieu cong trinh-nghien ciru khoa hoc dugs cong--b6-la cac de tai nghien ciru, sach 
chuyen kith°, gido trinh, tap chi khoa hoc, hoi thao, tga dam khoa hoc. 

4. Doi tiro•ng va so luvng hoc vien 
a) D6i tugng hgc 
- Can b0, cong chirc, vien chirc lam viec & vi tri van phOng, van thu, km tru trong 

cac ca quan, to chile va doanh nghiep; 
- Can b6, cong chirc, vien chirc a vi tri viec lam khac va thueng xuyen thut hien cac 

cong viec van phOng, sop thao van ban va cong tac van thu, km 
- Sinh vien cac truOng dai hgc, cao ding c6 nhu cA'u hgc bot  sung lien thirc, ky nang 

trade khi tot nghiep va chuAn bi tim kiem viec 
b) S6 lugng hgc vien: du kien 30 nguOi/lap. 
5. TWA gian, hinh thiic hoc 
a) 'ThOi gian hoc 
- Cac khOa hoc dugc khai giang hang thang. 
- Tnrang to chirc cac lop hoc vao bu6i t6i (thir Hai, thir Tu va thir Sau hoac thir 

Ba, thir Nam va thir Bay); lap hgc ca ngay thir Bay va sang Chu nhat. 
b) Hinh thtrc hoc 
— HQC trtrc tiep tai Tnrong Dal hoc Khoa hoc Xa hOi va Nhan van, DHQG- 

HCM, so 10 — 12 Dinh Tien Hoang, PhuOng Ben Nghe, Quan 1, Thanh ph6 We Chi 
Minh. 

— HQC trite tuyen (qua may tinh dien tir ket not ming internet) nham Lao ca hOi 
cho can b6, cong chirc, vien chirc c6 the hgc mgi luc, mgi not tiet kiem thOi gian, chi 
phi a hoan thanh chuang trinh dao tao. 

6. Thong tin lien h? 
Cac ca quan, to chftc, doanh nghiep va ca nhan co nhu cAu dang ky hoc can 

dugc to van, huang dan cu the han lien he theo dia chi di/6i day: 
a) Khoa Luu trit hgc — Quan tri;  van phOng, Tnrong DO hoc Khoa hoc Xa 116i va 

Nhan van, DHQG-HCM, so 10 — 12 Dinh Tien Hoang, Phuang Ben Nghe, Quan 1, 
Thanh pho H6 Chi Minh. 

b) S6 dien thoai Van phong Khoa: (028) 3829.3828 (Nhanh 175). Thu dien tit 
(E-mail): luutru@hcmussh.edu.vn. 

c) TnrOng khoa: Tien sT D6 Van Hgc, so dien thoai di d6ng (zalo) 
0918.69.66.10. Thu dien tir (E-mail): hocdovan@hcmussh.edu.vn. 

TruOng Dai hgc Khoa hoc Xa h6i va Nhan van, DHQG-HCM han hanh dugc to 
chirc cac khoa hgc ye quan tri van phOng, soan thao van ban hanh chinh va cong tac 
van thu, km tat phuc vu nhu cAu cua nguOi hoc va cac cu quan, to chirc, doanh nghiep, 
cac dia phuong tren ca nude. 

Tran 

Nai nhOn: 
- Ses Noi vu cac tinh, thanh pito; 
- 	Giao dpc va Dap tao cac tinh, titbit phiS; 
- Cac co quan, t6 chirc, doanh nghi0; 
- Luu: HCTH, DT, LTH-QTVPH 
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