BO GIAO DUC VAPAOTAO  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC CAN THO Péc 1ap — Tuw do — Hanh Phic

PE CUONG CHI TIET HQC PHAN

1. Tén hoc phan: Pao dirc k§ sw Cong nghé thuwe phim
- M s6 hoc phan: NS334
- S6 tin chi hoc phin: 2 tin chi
- So tiét hoc phan: 22 tiét 1y thuyét, 16 tiét thuc hanh va 60 tiét ty hoc
2. Pon vi phu trach hoc phin
- B6 mon Cong nghé thue pham, Khoa Nong nghiép va Sinh hoc tng dung
3. Piéu kién tién quyét
- Sinh vién phai hoan tit hoc phan Héa hoc thuc pham (NS318) truéce khi hoc mon
nay.
4. Muc tiéu ciia hoc phén
4.1. Kién thirc
4.1.1. Co Yy thirc vé vai tro, nhiém vy, chtrc nang va pham chat can c6 ciia ngudi
ky su
4.1.2. Niam viing hé théng lao dong k¥ thuat va dich vu
4.1.3. C6 kién thirc vé k¥ nang doc, ghi chép, thuyét trinh, diéu khién cudc hop,
ky nang viét va soan thao cac van ban trong cong ty, k¥ nang quan ly thoi gian va
xtr 1y tinh hudng, k¥ ndng lam viéc nhom

4.1.4. Nhan thirc duoc tAm quan trong cta cac ky ning mém ddi véi su thanh
cong trong cong viéc.

4.2. Ky nang
4.2.1. Biét ap dung cac k¥ nang doc, ghi chép, thuyét trinh, diéu khién cudc hop
dé thyc hién va trinh bay bai thuyét trinh nhom
4.2.2. Biét ap dung k¥ ning soan thao vin ban dé viét ban bao cdo ndi dung
thuyét trinh va cac dang van ban khac
4.2.3. Biét cach quan ly thoi gian va xir Iy cac tinh hudng dé hoan thanh cong
viéc, cach lam viéc nhom va tac phong lam vi¢c cua nguoi ki su
4.2.4. Biét t6 chtrc va trién khai cac hoat dong cho tirng nhom cong viéc, biét két
hop hai hoa gitra kién thirc chuyén mon va céac hoat dong k¥ nang khac.

4.3. Thai d¢

4.3.1. Sinh vién c6 thai d6 tich cuc, ham hoc hoi tir ban bé va thay co va biét lang
nghe nguodi khac thong qua phan trinh bay cia ban than va sy phan hoéi cua moi
nguoi xung quanh.

4.3.2. C6 biéu hién himg tht va ning no trong cac hoat dong nghé nghiép, tu tin
néu y kién va phan bién chinh kién ctia minh bang kién thtrc da hoc



4.3.3. C6 y thire chii dong, tu giac va tinh than trach nhiém théng qua qua trinh
tham gia cac hoat dong nhom

4.3.4. C6 tinh than k¥ luat cao, tinh chuyén can trong hoat dong nghé nghiép.

5. M ta tom tit ndi dung hoc phz‘ln

Mon hoc trang bi cho sinh vién nhitng kién thic co ban dé rén cac ky ning vé ghi
Chep, d6i thoai, hoi hop, thuyét trinh, lam viéc nhom va soan thao cac vin ban can
thiét khi 1am viéc trong cOng ty vai vai tro 1a mét k¥ su. Sinh vién s€ thanh 1ap nhom,
tap cach quan 1y thoi gian, 14p ké hoach va xir 1y tinh hudng dé c6 thé hoan thanh bai
thuyét trinh nhom, bao céo trude 16p, qua trinh nay giup sinh vién rén dugc cach 1am
viéc khoa hoc, k¥ ning giao tiép va tac phong chuyén nghiép ctia ngudi k¥ su.

6. CAu triic ndi dung hoc phén
6.1. Ly thuyét

Noi dung S6 tiét | Muc tiéu

Chuong 1. | Gidi thiéu cong tac ky sw

1.1. | Pat van dé 2 4.1.1

1.2. | Chiic nang cua nguoi k¥ su
1.3. | Nang luc can c6 cua nguoi ky su

1.4. | Quad trinh dao tao cua nguoi ky su

Chuwong 2. | Cong tac ciia ngudi Ky sur trong hé thong lao
dong ky thuat

2.1. | Cong tac trong bd phan ké hoach — cung ting 2 4.1.2

2.2. | Cong tac trong bd phan san xuat

2.3. | Cong tac trong bd phan dam bao chat luong

2.4. | Cong tac trong bd phan nghién ctru ting dung

2.5. | Cong tac trong bo phan kinh doanh

Chuong 3. | Ky nang ghi chép

3.1. | bai cuong 2 4.1.3,4.1.4,

3.2. | Ky nang ghi chép tir mot bai noi 421

3.3. | K§ nang ghi chép tir mot bai viét

3.4. | K¥ ning thuc hién mot bao cdo (tiéu luan, luan
van tot nghi¢p, bai phat biéu...)

Chuong 4. | Ky ning soan thao vin ban

4.1. | Mot s6 quy tac soan thao van ban co ban 2 413,414,

4.2. | Ky nang trinh bay van ban 4.2.2

4.3. | Nhiing yéu cau khi soan thao mét ban bao cio

4.4. | Ky nang soan thdo cong van, viét CV, resume,
thu xin viéc

4.5. | Phuong phép soan thiao mét so loai cong vin

thong dung
Chuong 5. | Ky nang déi thoai ,
5.1. | bai cuong vé k¥ nang doi thoai 4 4.13,4.1.4,
5.2. | Cac kiéu dbi thoai truc tiép 421

5.3. | K ning can thiép ctia ngudi phong van




5.4. | Cac thai d6 clia ngudi phong van

5.5. | Chuan bi mét budi doi thoai

5.6. | K§ ning dbi thoai truc tiép

5.7. | K§ niang doi thoai gian tiep
5.8. | K§ ning két thuc cudc doi thoai
Chuong 6. | Ky niing thuyét trinh va diéu khién cudc
hop ,
6.1. | K§ nang thuyét trinh 4 42.1,4.2.2,
6.2. | Nhitng hinh thirc hdi hop co ban 423,424
6.3. | Cac bude chuan bi cho cudc hop
6.4. | Vai tro nguoi chu tri cude hop
6.5. | Yéu to tam ly
6.6. | Mot sd vi du vé cac phuong thire hdi hop
6.7. | Phuong tién ho tro nghe nhin
Chuong 7. | Ky nang thuc hanh nghé‘nghiép
7.1. | Vi sao phai thuc hanh nghé nghiép 4 421,422,
7.2. | Nhiém vu cua sinh vién khi di thyc tap 4.2.3,4.2.4,
7.3. | Cach thiét lap ho so va soan thao bao cao 4.3.1,4.3.2,
7.4. | Chuan bi trinh bay va bao vé bao cao thuc tap 433,4.34
7.5. | Thuc hién luan vin tot nghiép
Chuong 8. | Cong tac dao tao, tw dao tao va nghién ciru
khoa hoc
8.1. | Cong tac dao tao cua nguoi k¥ su tai cac 2 414,43.1,
truong, vién, trung tam... 4.3.2,4.3.3,
8.2. | Cong tac dao tao cua nguoi ky su tai cac don 4.3.4
vi san xuat, kinh doanh dich vu k¥ thuit...
8.3. | K¢ hoach tu dao tao cia nguoi ky su
8.4. | Cong tac nghién ctru khoa hoc ing dung va
chuyén giao cong ngh¢
6.2. Bai thu hoach, bai tip tinh hudng
Noi dung SO tiét | Muc tiéu
Bai 1. | Rén luyén k§y niing ghi chép (mdi sinh vién tu soan 4.1.3,4.1.4,
mat bai thu hoach, ng dung mét trong cac k¥ nang 421
da hoc, thanh mét van ban khong qua 1500 tir)
Bai 2. | Rén luyén k¥ nang soan thao van ban (mdi sinh 2 4.1.3,4.1.4,
vién tap trinh bay bao cao bang van ban, suu tap 01 4.2.2
mau cong van)
Bai 3. | Bai tip tinh huodng: ing dung ky ning thuyét 6 4.1.3,4.14,
trinh, doi thoai vao thue té (sinh vién duoc chia 42.1,4.2.2,
nhom (3-5 sinh vién/nhém), giang vién dua ra cac 423,424

cha @&, cac nhom thao luan, théng nhat dua ra giai

phap)




Bai 4.

Bai tip nhém: rén luyén ky ning thwe hanh nghé 6
nghiép (sinh vién tu thanh 1ap nhém 3-5 nguoi,
tham khao cac bai luan van, seminar, ty chon 1 bai
tly y, tom tit va thiét ké lai thanh 1 bai bao méi,
bao céo trude 16p, cac nhdm con lai phan bién

421,422,
4.2.3,4.24,
43.1,43.2,
433,434

/. Phwong phap giiang day

- Giang vién chuan bi bai giang bang cac hinh thuc: file ppt, video...
- Trong gi¢ hoc giang vién chu dong dua ra cac cau hoi va van dé hodc tinh hudng lién
quan dén hoc phan va thuc tién cudc song
- B6 tri va sip xép thoi gian day ly thuyét 10ng ghép bai tap Gmg dung theo timg chu dé
nhim gitp sinh vién nam ving kién thirc sau mdi tiét day.
- Giang vién cung cip tit ca thong tin, tai liéu hoc tip lién quan dén bai giang 1én
Trung tdm hoc li¢u cuia Trudng.

8. Nhiém vu cta sinh vién
- Tham du t6i thiéu 80% s0 tiét hoc 1y thuyét
- Tham gia day du 100% so tict bai tap/bao cao ca nhan; dugc danh gia két qua thyc

hién

- Tham dy kiém tra gitra hoc ky

- Tham dy thi két thic hoc phan

- Chu dong td chure thuc hién gi0 tu hoc, thao luan van dé theo nhom

- Chuan bi bai hoc trude khi dén 16p

- Tham khéo thém séch, tap chi hay céc tai li¢u chuyén nganh c6 lién quan.
9. Panh gia két qua hoc tap ciia sinh vién

9.1. Cach danh gia

Sinh vién duoc danh gia tich liiy hoc phan nhu sau:

TT | Piém thanh phan Quy dinh Trong s6 | Muc tiéu
1 | Piém bai tap - S6 bai tap di 1am 20% | 4.2.1,4.2.2,
423,424
2 | Diém kiém tra giira | - Thi viét (60 phut) 20% (411 412
ky 4.1.3,4.2.1,
422,423,
431,432,

433
3 | Piém thi két thiic | - Thi viét/trac nghiém (90 phut) 60% 411,412
hoc phan - Tham du du 80% tiét 1y thuyét 413,421,
va 100% gio thuc hanh 422,423,
- Bt bugc du thi 4.2.4,43.1,
432,433,

434

9.2. Cach tinh diém

- Djém danh gia thanh phan va di’ém thi két thiic hoc phan dugc cham theo thang
diém 10 (tir 0 dén 10), lam tron dén mot chir so thap phan.




- Piém hoc phan la tong diém cia tat ca cac diém danh gia thanh phan cua hoc phan
nhan voi trong s6 twong tng. Piém hoc phan theo thang diém 10 lam tron dén mot
chir s6 thap phan, sau d6 dugc quy d6i sang diém chir va diém sd theo thang diém

4 theo quy dinh vé cong tac hoc vu cua Truong.

10. Tai liéu hoc tap

Théng tin vé tai liéu

S6 ding ky ca biét

[1] Gio trinh Cong tac k¥ su. Ly Nguyén Binh (chi1 bién)

[2] Nhat An, Viét Hoa. Puong vao nghé Cong nghé thuc pham.
Nxb Tré. 2006

[3] Lé Minh Ngoc, Lé Quy DPurc. Cong tac k¥ su. Pai hoc Bach
Khoa TP.HCM. 2005

[4] Nguyén Hién L&. Ty hoc - mot nhu cau thoi dai. Nxb Vin
hoa Thong tin

[5] Vian hoa giao tiép (tai liéu dich). R. Martin — Université
Henri Poincaré. Nancy 1. Institut Universitaire de Technologie

[6] P Mai Anh. Nghé thuat dam phan. Nxb Thong ké. 1997

[7] Phan Quang Pinh, Nguyén Vin Phuc (bién dich theo Alfred
Tack). Ngh¢ thuat n6i trudc dam dong. Nxb Tré. 1997

[8] Nguyén Hitu Thanh (bién dich theo Allan Pease). Ngon ngtr
cua cur chi - y nghia cia ct chi trong giao tiép. Nxb Da Nang.
1995

[9] Nguyén Thanh Téng. Truyén thong — k¥ nang va phuong
tién. Nxb Tré. 1996

[10] Nguyén Xuén Lé. Quy tic giao tiép xi hoi — giao tiép bang
ngon ngit. Nxb Tré. 1997

[11] Ngd Cbng Hoan, Hoang Anh. Giao tiép su pham. Nxb Giéo
duc. 1998

[12] Hoang Xuén Vi¢t. Thuét ndi chuyén hang ngay. Nxb Tong
hop Dong Thap. 1996

[13] Nguyén Ngoc Nam, Nguyén Coéng Khanh, Nguyén Hong
Ngoc. Nghé thuat ing xir va su thanh cong & moi nguoi. Nxb
Thanh nién. 1998

[14] Dai Hong Linh. Ngh¢ thuat dam phan thwong luong trong
kinh doanh va cudc song. Nxb Ba Nang. 1998

[15] Pham Nguy&n. 201 cAu tra 10i hay nhat trong phéng van
tuyén dung. Nxb Dong Nai 1998

[16] Lé Quang Huy. Ky ning va nghé thuat thuyét trinh. Nxb
Tré. 1987

[17] Elena Jankowi, Sandra Bernste. Cung céch tng xur (dich
gia: Nguyén To6). Nxb Thong ké. 1997




[18] Thu Thuy. Ung xir trong giao tiép xin viéc vao cong so.
Nxb Thong tin. 2003

[19] Hoang Xuan Viét. Nghé thuat thuyét phuc. Nxb Ca Mau.
2004

[20] Luu Duén. Nha khoa hoc va doanh nhan. Pai hoc Cong
ngh¢ Sai gon

11. Hwéng dén sinh vién tu hoc

. Ly Bai
Tuan Noi dung thuyét | tap Nhiém vu cua sinh vién
(tiet) | (tiet)

1 | Chuong 1. Gio6i thi¢u cong tac 2 0 |- Nghién ctu trude:

ky suw + Tai liéu [1]: Chuong 1
1.1. PBat van dé + Tim hiéu tai liéu [2], [3]
1.2. Chirc nang cta nguoi ky su
1.3. Nang lyc can cé ciia nguoi
ky su

1.4. Qua trinh dao tao cua nguoi
ky su

2 | Chuong 2. Cong tac cua 2 0 |- Xem lai ndi dung Chuong 1
ngudi ky sw trong hé thong - Nghién ctru trude:

lao dong k¥ thuit nganh + Tai liéu [1]: Chuong 2
CNTP + Tim hiéu tai liéu [2], [3], [4]
2.1. Cong tac trong bd phan ké
hoach — cung ting

2.2. Cong tac trong bo phan san
Xudt

2.3. Cong tac trong bd phan
dam bao chat lugng

2.4. Cong tac trong bd phan
nghién ctru ing dung

2.5. Cong tac trong bd phan
kinh doanh

3 | Chuwong 3. Ky niang ghi chép 2 0 |- Xem lai ndi dung Chuong 2
3.1. Dai cuong - Nghién ctru trude:

3.2. K¥ nang ghi chép tir mot + Tai li¢u [1]: Chuong 3

bai noi + Tim hiéu tai liéu [2], [3], [4]
3.3. Ky nang ghi chép tir mdt
bai viét

3.4. K¥ nang thyc hi¢én mot bao
céo

Giao bai thu hoach 1: Rén
luyén k¥ nang ghi chép

4 | Thao lugn bai tap 1 trén lop 0 2

5 | Chuong 4. Ky nang soan thao 2 0 |- Xem lai ndi dung Chuong 1, 2, 3 da
van ban hoc

4.1. Mot s6 quy tic soan thao - Nghién ctru trude:

van ban co ban + Tai li¢u [1]: Chuong 4

4.2. Ky nang trinh bay van ban + Tim hiéu tai liéu [2], [3], [4], [11],




4.3. Nhitng yéu cau khi soan
thao mot ban bao cao

4.4. Ky nang soan thao cong
vin, viét CV, resume, thu xin
viéc

4.5. Phuong phap soan thao
mot sb loai cong van thong
dung

Giao bai thu hoach 2: Rén
luyén k¥ nang soan thao van
ban

[13]

Théo luén bai tap 2 trén 16p

Chuong 5. K§ ning doi thoai
5.1. Pai cuong vé k¥ ning dbi
thoai

5.2. Céc kiéu ddi thoai truc tiép
5.3. K¥ nang can thiép cua
ngudi phong van

5.4. Cac thai d¢ cua nguoi
phong van

5.5 Chuén bi mot budi dbi thoai
5.6. Ky nang ddi thoai truc tiép
5.7. Ky nang ddi thoai gian tiép
5.8. Ky nang két thuc cudc ddi
thoai

Giao bai tap 3: ung dung ky
ning thuyét trinh, ddi thoai vao
thyc té

- Xem lai ndi dung Chuong 4

- Nghién ctru trude:

+ Tai liéu [1]: Chuong 5

+ Tim hiéu tai liéu [5], [6], [7], [8],
[10], [11], [12], [13]

9-10

Chuwong 6. K§ ning thuyét
trinh va diéu khién cudc hop
6.1. Ky nang thuyét trinh

6.2. Nhiing hinh thtrc hoi hop
co ban

6.3. Céc budc chuan bi cho
cudc hop

6.4. Vai tro cuia nguoi chu tri
cudc hop

6.5. Yéu to tam ly

6.6. Mot s6 vi du vé cac
phuong thirc hoi hop

6.7. Phuong tién ho trg nghe
nhin

- Xem lai ndi dung Chuong 5

- Nghién ctru trude:

+ Tai li¢u [1]: Chuong 6

+ Tim hiéu tai liéu [5], [6], [7], [8],
[9], [10], [11], [12], [13], [14], [16],
[17], [19]

11

Trinh bay bai tap 3 trén lop

o

12-
13

Chwong 7. Ky nang thuc
hanh nghé nghiép

7.1. Vi sao phai thuc hanh nghé
nghiép

7.2. Nhiém vu cua sinh vién khi
di thuc tap

7.3. Céch thiét 1ap ho so va
soan thao bao cao

- Xem lai ndi dung Chuong 6

- Nghién ctru trude:

+ Tai liéu [1]: Chuong 7

+ Tim hiéu tai liéu [2], [3], [4], [5],
[6]. [7], [8], [11], [12], [13], [15],
[16], [17], [18], [19]




7.4. Chuan bi trinh bay va bao
v€ bdo cdo thuc tap

7.5. Thyc hién luan van tot
nghiép

Giao bai tap 4: rén luyén ky
ning thuc hanh nghé nghiép

14

Chuong 8. Cong tac dao tao,
tw dao tao va nghién ciru khoa
hoc

8.1. Cong tac dao tao ciia nguoi
k¥ su tai cac truong, vién, trung
tam...

8.2. Cong tac dao tao ciia nguoi
k¥ su tai cac don vi san Xuét,
kinh doanh dich vu k¥ thuat...
8.3 K& hoach tu dao tao cua
nguoi ky su

8.4 Cong tac nghién ctru khoa
hoc tng dung va chuyén giao
cong nghé

0 |- Xem lai ndi dung Chuong 7. Ky
ning thuc hanh nghé nghiép

- Nghién ctru trude:

+Tai liéu [1]: ndi dung tir muc 8.1
dén 8.4 cia Chuong 8

+Tim hiéu tai liéu [2], [3], [14], [20]

15

Trinh bay bai tap 4 trén l6p

16

Thi két thiic mén hoc

TL. HIEU TRUONG
TRUONG KHOA

Can Tho, ngay 5 thang 7 ndm 2017
TRUONG BO MON




