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BOVANHOA, THE THAOVADULICH ~ CONG HOA XA HOI CHU NGHIA VIET NAM
BAN QUAN LY LANG VAN HOA Dijc 1ap - Tu do - Hanh phiic

DU LICH CAC DAN TOC VIET NAM

Ha No¢i, ngay 02 thang 10 nam 2020

DANH MUC TAI LIEU ON TAP
Ky thi tuyén vién chirc Ban Quan Iy Lang Viin hoéa - Du lich
cac dan toc Viéet Nam nam 2020

PHAN A. VONG 1
I. Mé6n Kién thire chung
I. Hién phdp Nudc Cong hoa xa hoi chu nghia Viét Nam duoc Qudc héi

khoa XIII thong qua tai Ky hop thtr 6 ngay 28/11/2013 (Hién phap nim
2013)

2. Luat Vién chic sé 58/2010/QH12 ngay 15 thang 11 nam 2010 va cac
van ban hudng dan thuc hién

3. Lut s6 52/2019/ QH14 ngay 25 thang 11 nam 2019 stra ddi, bd sung
mot s6 diéu cua Ludt can bg, cong chirc va Luat Vién chirc

4. Nghi dinh s6 29/2012/ND-CP ngay 12 thang 4 nam 2012 ctua Chinh phu
quy dinh vé tuyén dung, str dung va quan ly vién chuc

5 Nghi dinh 27/2012/ND-CP ngay 06/4/2012 quy dinh vé xur Iy ky luat
vién chire va trach nhiém boi thuong, hoan tra cta vién chirc

6 Nghi dinh 41/2012/ND-CP ngay 08/5/2012 quy dinh vé vi tri viée lam
trong don vi su nghiép cong lap

7 Thong tu 14/2012/TT-BNV ngay 18/12/2012 huéng dan thuc hién Nghi
dinh 41/2012/ND-CP quy dinh vé vi tri viéc lam trong don vi su nghiép
cong 1ap do BO Noi vu ban hanh

8. Thong tu 15/2012/TT-BNV ngay 25 thang 12 nam 2012 ctia B6 Noi vu
huéng dan vé tuyén dung, ky két hop dong lam viéc va dén bu chi phi
dao tao, bdi dudng ddi véi vien chire

9. Nghi dinh s6 161/2018/ND-CP ngay 29/11/2018 ctia Chinh phti stra doi,
b0 sung mot s6 quy dinh vé tuyén dung cong chuc, vién chirc, néng
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ngach cong chic, thing hang vién chic va thyc hién ché do hop dong
mot s6 loai cong viéc trong co quan hanh chinh nha nude, don Vi su
nghiép cong lap

Théng tu s 03/2019/TT-BNV ngay 14/5/2019 ciia Bé Noi vu stra doi,
bd sung mot sb quy dinh vé tuyén dung cong chuc, vién chirc, nang
ngach cong chtrc, thang hang chirc danh nghé nghiép vién chuc va thuc
hién ché 6 hop déng mot sd loai codng viéc trong co quan hanh chinh
nha nudc, don vi su nghiép cong lap

Luat sb 44/2013/QH13 ngay 26/11/2013 vé thuc hanh tiét kidm, chéng lang
phi va cac van ban huéng dan thyc hién

Nghi dinh 84/2014/ND-CP ngay 08/9/2014 hudng dan thi hanh Luat
Thuc hanh tiét kiém, chong lang phi.

Luat s6 36/2018/QH11 ngay 20/11/2018 vé phong, chéng tham nhiing

Nghi dinh sb 59/2019/ND-CP ngay 01/7/2019 cua Chinh phi quy chi

tiét mot s6 didu va bién phap vé Luat Phong, chéng tham nhiing.

Nghi dinh sé 04/2015/ND-CP ngay 09/01/2015 ctia Chinh phu vé thyc
hién dan chu trong hoat dong cac don vi su nghiép cong lap

Nghi quyét 33-NQ/TW ngay 09/6/2014 vé xdy dung va phét trién van
héa, con nguoi Viét Nam dap tng yéu cau phat trién bér: vimg dét nudc.

Quy tic Gmg xUr ctia cn bd, cong chirc, vién chire nganh van hoa, thé
thao va du lich ban hanh kém theo Quyét dinh s6 2148/QE-2VHTTDL
ngay 20/6/2019

Nghi dinh s6 79/2017/ND-CP ngay 17/7/2017 cta Chinh phu quy dinh
chtrc nang, nhiém vu, quyén han va co chu t6 chic ctia B6 Vin hoa, T hé
thao va Du lich

Quyét dinh s& 39/2014/QD-TTg ngay 15 thang 7 nam 2014 cua Thu
tuéng Chinh phi quy dinh chtc nang, nhiém vu, quyén han, co cu t6
chtrc ctia Ban Quan ly Lang Van hoa - Du lich cac dan toc Viét Nam

Quyét dinh s 4488/QD-BVHTT ngay 31 thang 12 nam 2014 cua Bo

truong Bo Van hoa, Thé thao va Du lich ban hanh Quy ché t6 chirc va hoat
dong ctia Ban Quan 1y Lang Van hod - Du lich cac dén toc Viet Nam.
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21. Nghi quyét Trung wong V khoa VIII vé “Xay dung va phat trién nén
vin hoa Viét Nam tién tién, ddm da ban sac dan toc”

22. Thong béo Két luan s0 30-KL/TW ngay 20/7/2004 tai Hoi nghi lan tht
mudi Ban Chip hanh Trung wong Dang khoa IX ve tiép tuc thuc hién

Nghi quyét Trung wong 5 “Xay dung va phat trién nén van héa Viét
Nam tién tién, ddm da ban sic dan toc”

23. Quyét dinh s6 2522/QD-BVHTTDL ngay 13/7/2016 cua B Van hoa,
Thé thao va Du lich vé viéc phé duyét Chién luge phat trién thuong hidu
“du lich Viét Nam dén nam 2025, dinh huéng dén nam 2030

24 Luat Du lich s6 09/2017/QH14 ngay 19/6/2018

25. Nghi quyét s6 08-NQ/TW, ngay 16/1/2017 vé phat trién du lich tro
thanh nganh kinh t& miii nhon

26. Nghi quyét s6 92/NQ-CP ngay 08/12/2014 ctia Chinh pht vé mot so
| giai phap day manh phat trién du lich Viét Nam trong thoi ky méi

Ii. Mon Ngoai ngir Tiéng Anh (Trinh @6 tuong duong béc 2 khung ning
lue ngoai ngit Viet Nam)
1. Pronouns
- Personal (subject, object)
- Reflexive and emphatitc: myself, etc.
- Impersonal: it, there - -
a - Demonstrative: this, that, these, those
- Indefinite: something, everybody, some, any, etc.
2. Nouns
- Singular and Plural (regular & irregular forms)
- Countable & uncountable nouns
- Compound nouns

- Quantifiers with some/ any, many/ much, a little/ little/ few/ a few
- Possessive cases with s & s’

- Articles: a/ an/ the
3. Verbs

3.1. Tenses

+ Present simple

+ Present continuous
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+ Present perfect
+ Past simple
+ Past continuous
+ Past perfect
+ Future with going to
+ future with will
3.2. Imperatives:
3.3. Questions: Yes/ No questions & Wh- questions

3.4. Passive voice (affirmative passive of: present simple, past simple,
future simple only)

3.5. Conditional sentences: Type 1, 2, 3.

3.6. Relative clauses: defining which/ who/ whom/ where in relative clauses
3.7. Reported speech: Statements, questions: say, ask, tell (direct speech of
simple tenses only)

3.8. Modal verbs:

- Can (ability, request)

- Could (ability, possibility, polite request)

- Would (polite request), will (offer, promise, decision)

- Shall (suggestion, offer)

- Should, shouldn’t (advice)

- Have to, must (obligation), mustn’t (prohibition)

3.9. Verb patterns:

- gerunds after verbs & prepositions (common only)

- verbs (with & without to) after verbs and adjectives (common only)
4. Connectors

- and, but, although .
- when, while, until, before, after, as soon as
- because. since, if

5. Adjectives

- Colors, size, shape, quality, nationality

- Cardinal and ordinal numbers

- Possessive adjectives: my, your, etc.

- Adjectives ending with -ing/ -ed

- Comparative, equality & superlative

6. Adverbs

- Regular & irregular forms
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- Manner (quickly, carefully, etc.)

- Frequency (often, never, etc.)

- Definite time (already, just, yet, etc.)
- Degree (very, too)

- Place (here, there, etc.)

- Sequence (first, next, etc.)

- Sentence adverbs: roo, either, etc.

- Comparative & superlative forms (regular & irregular forms of: well,
badly, many, much)

7. Prepositions

- Location

- Time

- Instrument

- Prepositions followed: adjectives (afraid of, interested in, ...), verbs
(laugh at, ask for, etc.)

8. Suggested topics: everyday life, daily activities, leisure activities, big
cities, traffic, environment, scientific achievements, etc.

I1I. M6n Tin hoe

1. Hiéu biét vé cong nghé thong tin co ban

- Hiéu thuat nglt phan cing may tinh. Phan biét thiét bi trung tAm va thiét
bi ngoai vi. Biét cac thlet bi ngoai vi chinh: Thiét bj luu trit, th1et bi xuat/nhap,

thiét bi mang va truyen thong. Biét cac thiét bi ngoai vi duoc ndi véi thiét bi
trung tam qua cac cong.

- Biét cac thanh phan co ban cua may tinh dién tr: BO xu Iy trung tdm
(CPU), bd nhé trong. Biét cac don vi do tbc do ctia bo xir ly trung tam. Phan biét
b nh¢ dong (RAM) va bd nhd chi doc (ROM). B1et cac don vi do dung lugng

b nhd trong nhu KB, MB, GB. Biét don vi do tdc do truy cap cua bo nho trong
nhu Hz, MHz, GHz.

- Biét cac loai phuong tién luu trix chinh: Bia ctiing trong, dia cliimg ngoai,
cac loai dia quang (CD, DVD), thé nhd, 6 nh¢ di dong Biét cac don Vl do dung
luong lu'u trlt nhu bit, byte, KB, MB, GB, TB. B1et cac don vi do toe do quay
cta ctia 0 climg (rpm - rounds per mmute) va do toc do ghi/doc clia phuong tién

luu triy (bps - bits per second). Biét khéi niém luwu trit trén mang, luu trit tép tin
truc tuyen

- Biét mot sd thiét bi xuét thong dung va cach ndi chung vao may tinh:
Man hinh, man hinh cam Gng, may in, loa, tai nghe

- Biét cac cong thong dung: Cong nbi tlep, cong song song, cong noi tlep
van nang (USB), cong mang.
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- Phan biét hai loai phan mém chinh: phan mém hé théng (Vi du: hé diéu
hanh) va phan mém tng dung. ‘

- Hiéu chtrc nang cta hé diéu hanh, biét tén cia mot sb hé diéu hanh
thong dung (vi du: Ubuntu, Linux, Windows, Mac OS).

- Biét chtic ning cia mot sd phin mém ung dung thong dung: Xu ly van
ban, bang tinh, hé quan tri co s¢ dit liéu, trinh chiéu, thu dién twr, trinh duyét
web, bién tap anh va mot sé phan mém khac.

- Biét khai niém phan mém ngudn mo, phan biét dugc phan mém thuong
mai va phan mém nguon mo. Biét tén va chirc nang ctia mot s6 phan mém
nguon mo thong dung xtr ly van ban, bang tinh, trinh chiéu, thu dién tt, trinh
duyét web, bién tap anh.

- Hiéu khai niém mang may tinh, vai tro cua cdc mang may tinh. Phan biét
mang cuc bo (LAN), mang dién rong (WAN), mang Internet. Hiéu khai niém va
vai tro ciia may khach/may chu.

- Hiéu khai niém truyén di liéu trén mang, toc do truyén va céc s do (vi
du: bps, kbps, Mbps, Gbps).

- Hiéu khai niém tai c4c ndi dung tir mang xubng (download) va tai cac
noi dung Ién mang (upload).

- Hiéu cac dich vu Internet khac nhau danh cho nguot dung: Thuong mai
dién tir (e-commerce), ngén hang dién tit (e-banking), chinh phu dién tir (e-government).

- Biét khai ni¢m hoc tap truc tuyén (e-learning), hoi nghi truc tuyén
(teleconference), mot sé wu diém va nhugc diém cia cac phuong thirc nay.

- Hiéu thuat ngir thu dién tr (e-mail) va cong dung ctia né. Biét khai niém
cong thong tin dién ti, trang tin dién tu.

- Hiéu khdi niém va vai tro ctia tén nguoi dung (user name), mat khau
(password) khi truy nhdp mang va Internet.

- Biét cch st dung mat khéu 6t (khong chia sé mat khau, thay dbi
thuong xuyén, chon mat khau c6 do dai thich hop, xen 1an gitta chit ci va 50).

- Biét khai niém va tac dung cua tuong lua (firewall).

- Hiéu, phan biét dugc cac thuat ngir phén mém doc hai (malware) nhu
virus, worms, trojan, spyware, adware. Biét cach thic ma doc xam nhap, lay lan
trong hé théng may tinh.

- Hiéu céc cach phong, chong phan mém doc hai va tdm quan trong cua
viéc cdp nhat phan mém an ninh mang, phan mém diét virus thuong xuyén.

- Phan l?iét d}lqc phan rl}ém dung chung (shareware), phan mém mién phi
(freeware), phan mém ma nguén mé (open source software).

- Hiéu cac khai niem, thuat ngir lién quan nhu dir lidu, quan ly dir liéu,
bao vé dir liéu.

- Nam duge mét s6 Phan mém diét virus, phén mém an ninh mang.



2. Str dung may tinh co ban

Lam viéc v6i Hé diéu hanh:

- Man hinh lam viéc Biéu tuong va ctra so.

- Quan ly thu myc va tép: xem thong tin, di chuyén dén noi luu git, tao
dgb’ng tit dén noi IL}'u gilr thu muc, t@p; tao, dat tén, doi tén tép va ﬂ:lU’ muc, thay
doi trang thai va hién thi thong tin vé tép; g:hon, sao chép, di chuyén tép va thu
muc; x6a, khoi phuc tép va thu muc; tim kiém tép va thu muc.

- St dung may in.

3. Xir ly van ban co ban

- Biét mot s6 phan mém xt 1y van ban khac nhau nhu LibreOffice Writer,
OpenOffice Writer, Microsoft Word.

- M@, déng phan mém xir Iy van ban.

- M6 van ban c6 san, tao van ban mai, luu, x6a van ban.

- Bién tap ndi dung van ban.

- Xt ly 131 hién thi tiéng Viét.

- Dinh dang van ban (text).

- Binh dang doan van.

- Kiéu dang (style).

- Bang.

- Hinh minh hoa (déi tugng d6 hoa).

- Hop vén ban.

- Tham chiéu (reference).

- Hoan tat van ban.

- In van ban.

4. Str dung bang tinh co ban

- Biét mot sb phz‘?m mém bang tinh khac nhau nhu LibreOffice Calc,
OpenOftice Calc, Microsoft Excel.

- Biét cac thanh phan cHinh tao nén bang tinh: 6 (cell), dong (row), cot
(column), vung (range), trang tinh (worksheet), bang tinh (spreadsheet).

- Thao tac d6i véi 6 (6 tinh): Nhép dir liéu vao 6; Bién tap noi dung, sap
xép thir tu cac 6; Sao chép, di chuyén noi dung cta 6.

- Thao tac trén trang tinh: Dong va cot, Trang tinh, Biéu thtc s hoc, Ham

- Binh dang mQt 0, mot day o: Kiéu sd, ngay thang, tien té; Van ban; Can
chinh, tao hiéu ung vién.

- Biéu db.

- Trinh bay trang tinh dé in ra.

5. Sir dung trinh chiéu co béan

- Biét mot s6 phan mém trinh chiéu nhu LibreOffice Impress, OpenOffice
Impress, Microsoft Powerpoint.



- Lam viéc véi bai thuyét trinh.

- Lam viéc v6i trang thuyét trinh.

- Xay dung ndi dung bai thuyét trinh: Tao va dinh dang van ban; Danh
sach; Bang.

- Dua bidu dd, so dd td chirc vao trong trang thuyét trinh.

- Pua céc d6i tuong dd hoa vao trong trang thuyét trinh.

- Chuén bi, trinh chiéu va in bai thuyét trinh.

6. Sir dung Internet co ban

- Céc khai niém/thuat ngt thuong gdp.

- Bao mat khi lam viéc véi Internet.

- St dung trinh duyet web: Thao tac duyét web co ban Thiét dat (%ettlng)

Chuyén hudng tir nguon ndi dung Internet nay qua ngudn khac; Panh dau; St
dung Web.

- Biéu mau va stir dung mot so dich vu cong.
- Tim kiém, b tim kiém (may tim kiém).
- Str dung thu dién ti: Khéi niém va nguy co khi st dung thu dién tu;

Viét va guri thu dién tir; Nhan va tra 101 thu dién tir; Quan ly va nang cao hi¢u
qua su dung thu dién tu }W/
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