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cdc df,n t6c Vi6t Nam ndm 2020

PHAN A. VONG 1

I. M6n Ki6n thri'c chung

Hitin ph6p Nu6c CQng hda xd hQi chu nghia Vi6t Nam dugc Qu6c hQi

khoa XIII th6ng qua tpi K],hgp thri 6 ngdy 2811112013 (Hi6n ph6p nam

20t3)

LuAt vi6n chirc so sazzolOlQHl2 ngay 15 th6ng 11 ndm 2olo vd c6c

v6n b6n hu6ng d5n thuc hiQn

LuQt s.O SZtZOtgl QHI 4 ngiry 25 thdng 1 1 n6m 2}lg sua d6i, b6 sung.( -, ),
mot so di6u cua LuAt c6n bQ, c6ng chric vd LuAt Vi6n chric

Nghi dinh s6 29120124{E-CP ngey D thdng 4 ndm 2012 cua Chinh phu
,xaquy dfnh v€ tuy6n dpng, sri dpng vd quAn ly vi6n chric

Nghi d\nh 27120124iD-CP ngdy 061412012 quy dinh vA xri l;f hj, luat
vi6n chirc vd tr6ch nhiQm UOi ttruoyrg, hoin trh cuaviCn chric

Nghi dinh 4L12012AID-CP ngdy 081512012 quy dinh vO vi tri vi6c ldm
trong dcrn vi su nghiCp c6ng l4p

Th6ng tu l4l2\l2lTT-BNV ngey ft/l2lzol2 huong d6n thuc hiQn Nghi
dinh 41I2012INID-CP quy dinh vC vi tri vi6c ldm trong dcrn vi su nghiCp
c6ng ldp do B0 NQi vp ban henh

Th6ng tu l5l2jr2lTT-BNV ngey 25 thing 12 ndm2012 cria B6 NOi vu
hucrng d6n vo tuy6n dung, ky kct hcr,p d6ng ldm vicc vd dAn bu chi phi
dho tao, UOi auO,ng AOi vOi vi6n chric

Nghi dinh s6 161/2018ND-CP ngdy 2glltlzolS cua chinh phu sira d6i,
r,l. I \
b0 sung mot so quy dinh v0 tuyen dung c6ng chfc, vicn chric, nang
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ng?ch c6ng chitc, thlng hang vi6n chric vd thgc hiQn chti d0 hqp

rnQt s6 lo4i cdng viQc trong co quan hdnh chinh nhlr nu6c, dcyn

nghiQp c6ng lfp

Th6ng tu s6 812019/TT-BNV nsiy l4l5l20lg cria B0 NQi ru srla d6i,

b6 sung mQt sO quy dinh ,C tuyen dung cdng chfc, vi6n chric, nAng

ngpch c6ng chuc, thdng h?ng chfc danh ngh6 nghiQp vi6n chirc vd thuc

hi6n ch5 d0 hqp d6ng mgt s6 1o4i c6ng vi6c trong co quan hAnh chinh

nhh nu6c, dm vi sU nghiQp c6ng 14p

Luflt s6 44l2Ol3lQHl3 ngdy 261t112013 vA thuc hinh ti5t kiQrn, ,:h0ng ldng

phi vd c6c v6n b6n hufng ddn thpc hiQn

Nghi dinh 8412014ND-CP ngdy O8lgl2T14 hu6rrg d6n ttri irrinii Lufit

Thpc hanh ti6t kiQm, ch6ng 16ng phi.

Lu4t s6 XIZO\S/QH11 ngdy 2)l|ll20l8 v6 phdng, ch5ng thatn nhfrirg

Nghi dinh s6 59/2019ND-CP ngdy 011712019 cua chinh phii quy chi
..a. i -.).tiet mQt sO di6u vd biQn ph6p vO LuQt Phdng, chdng tham nhting.

Nghi dinh s6 }4zO|5ND-CP ngey Oglltl2}i5 cua Chinh phu vd thpc

hiQn dAn chir trong hopt dQng c6c dcrn vi sU nghiQp c6ng 10p

Nghi quy6t 33-NQ/TW ngay 091612014 vd xdy ch,rng vA ph6t tri6n vdn

h6a, con ngudi ViQt Nam d6p img y6u cAu ph6t tri6n bdr, viing d6t nu6c.

17. Quy t6c img xu cria c6n bQ, c6ng chirc, vi0n r:hirc ngdn-n viiri irria, th6

thao vir du lich ban hhnh kdm theo Quy6t dirih sO 2t48iQtJ-I,'','T{TTDL

nsdv 201612019
QJt!

Nghi dinh s6 7gl2ol7ND-CP ngdy 1717l20ll c'ia chinh phir quy dinh

chric ndng, nhiQm vu, quydn hpn vd co c6u t6 chirc cua 86 Van hoa, fh6

thao vh Du lich

Quy6t dinh s6 3912014/QD-TTg ngey 15 thSng 7 nlm 2014 cua Thu

tucrng Chinh phu quy dinh chirc ndng, nhiQm v.r, qry6, han, co cAu t6

chfc cria Ban QuAn lf Ldng V[n ho6 - Du lich c6c ddn tQc Vi6t Nam

Quy6t dinh so 4488/QD-BVHTT ngey 31 thang 12 nim 2014 cua BQ

trucmg BO Ven ho6, Th6 thao vir Du lich ban hlmh Quy ch6 t6 chirc vh hopt

dong cira Ban Quan ly Lang Van hoa - Du lich c6c d?ntoc viet Nam.
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Zt. Nghi qrytit Trung ucrng V kh6a VIII vA "XAy dqng vd phSt tri6n ndn

v[n h6a Vi6t Nam ti6n ti6n, dflm dd bin sic dAn tQc"

ZZ. Thong b6o K6t lupn s6 30-KL/TW ngay 201712004 tai Hoi nghi lAn thir
\,

mudi Ban Ch6p henh Trung uoxg EAng kho6 IX vO tiep tr;c thUc hiQn

Nghi q,ry6t Trung ucrng 5 "XAy dgng vir phSt tritin ndn vdn hoa Viet

Nam ti6n ti6n, dflm dd b6n sic dAn tQc"

23. Quy0t dinh s0 2IL}IQD-BVHTTDL ngAy B1DOI6 cua 86 V[n hoa,

Th6 thao vi Du lich vA vi6c ph6 duyQt Chi6n luqc ph6t tri6n thucrng higu' r' ' . ' 
du lich ViQt Nam d5n nim 2)25,dinh hucrng diin n[m 2030

,, 24. . LuA,tDu lich rO OqlZOt 7lQHt4 ngdy tgl6l2ot8
, ,;: jl, ';.1.i',". i .''r

25. Nghi quytlt sO Oa-Xq/TW, ngay rcllDOIT v6 ph6t tri6n du lich tro

,i, thdnh ngdnh kinh tC mfii nhon

26. Nghi quyOt sO lZnVq-CP ngdy O8ll2l2}l4 cua Chinh phu v0 mQt s6 {
giAi ph6p ddy m4nh ph6t tri6n du lich Vi6t Nam trong thoi hj, mdi

.,1*,
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II. M6n Ngo4i ngir Ti6ng Anh (Trinh dQ twong daong bqc 2 khung ndng ':)

lryc ngoqi ngir Viil Nam)

I. Pronouns

- Reflexive and emphatic: myself, etc.

' .' I :l' 
" 
' r' ri' 

- Imperso nal: it, there
"': .tii-15\ I i 

- Demonstrativei this, that, these, those

, - Indefinite: something, everybody, some, any, etc.

.i - 2. Nouns

, i , - Singular and Plural (regular & irregular forms)

- Countable & uncountable nouns

Compound nouns

- Quantifiers with some/ any, many/ much, a little/ little/few/ afew
- Possessive cases with 's & s'
- Articies: 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 withwill
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: definingwhich/ 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 cts

- because. since, if
5. Adjectives

- Colors, size, shape, quality, nationality
- Cardinal and ordinal numbers

- Possessive adjectiyes: 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 too, either, etc.

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

7. Prepositions

- Location

- Time

- Instrument

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

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

III. M6n Tin hgc

1. Hi6u bi6t vA c6ng nghQ thdng tin ccr bin
- Hi6u th90t ngft phAn cirng m6y tinh. PhAn bigt thiet bi trung t6m vd thi6t

bi ngopi vi. Bi6t c6c thitit bi ngoai vi chinh: Thi6t bi lrru trir, thi5t bi xu6t/nhpp,
thiet bi m?ng vd truydn th6ng. Bitlt c6c thi6t bi ngoai vi ducyc n6i v6i tniet ti
trung tAm qua c5c c6ng.

- gi6t c5c thdnh phAn co bAn ctra m6y tfnh di6n ttr: BO xtr ly trung tdm
(CPU), b9 nh6 trong. Bit5t c6c dcrn vi do t6c d6 cua b6 xu ly trung tAm. PhAn bi6t
b0 nh6 d0ng (RAM) va bQ nh6 chj doc (RoM). Biet c6c don vi do dung lusng
b0 nh6 trong nhu KB, MB, GB. Bi6t don vi do t6c d0 truy cAp cua b6 nh6 trong
nhu Hz, MHz, GHz.

- gi6t c6c loai phucrng ti6n luu trir chinh: Dia cimg trong, dia cimg ngodi,
c6c loai dia quang (CD, DVD), the nh6, 6 nh6 di d6ng. Bitit c6c dcrn vi do Jung
luqng luu trfi nhu bit, b).te, KB, MB, GB, TB. Bi6t c6c dcrn vi do t6c d6 quay

A,
cua cua o cimg (rpm - rounds per minute) vd do t6c dQ ghi/dgc cta phuong ti6n
luu trt (bpt - bits per second). Bi6t kh6i ni6m luu trfr tr6n mpng, luu trfr tQp tin

A

truc tuyen.

- gi6t m0t s6 thiet bi xu6t th6ng dung vd c6ch n6i chfng vdo mrly tinh:
Mdn hinh, mdn hinh cAm fmg, m6y in, loa, tai nghe.

- gi6t c6c c6ng th6ng dung: c6ng noi tiep, c6ng song song, c6ng noi ticp
van ndng (USB), c6ng m?ng.



- PhAn biet hai loai phAn mdm chinh: phAn rn6- hQ th6ng (Vi dp: hq di6u
hanh) vd phAn -d* ring dpng.

- Hi6u chirc n[ng cria hQ di6u hdnh, bi6t t6n ctra mQt s6 hp diAu henh
th6ng dUng (vi dp: lfbuntu, Linux, Windows, Mac OS).

- gi6t chric ndng cria m6t s6 phAn rndrn ring dung th6ng dgng: Xu ly vdn
bAn, b6ng tinh, he quAn tri co.so dt liQu, trinh chi5u, thu di6n tir, trinh duy6t
web, bi6n tAp Anh vd m6t sO phAn mdm kh6c.

- giet kh6i ni6m qhAn mdm ,916, m6, ph6n bi0t duoc phAn -d* thuorrg
r). I \

mai. vd phan m6m ngu6n mo. Bi6t t6n vd chric ndng cria m6t s6 phAn m6m
ngu6n mo th6ng dung xir lf vdn birn, bAng tfnh, trinh-chi6u, tiru diQn tt, trinh
duyQt web, bi6n tpp 6nh.

- Hi6u kh6i ni6m mAng m6y tinh, vai trd cira c6c m?ng m6y tinh. PhAn bi6t
m?ng cuc b6 (LAN), mang di6n r6ng (wAN), mang Intemet. Hi6u kh6i ni€m vd
vai trd cria m6y kh6ch/m5y chri.

- Hi6u kh6i niQm truydn dt liQu tr6n mang, t6c dQ truydn vd c6c ,6 do 1vi
du: bps, kbps, Mbps, Gbps).

- Hi6u kh6i ni6m tht cdc n6i dung tt mang xr6ng (download) vd tii citc
n6i dung l6n mang (upload).

- Hi6u c6c dich vu Internet kh6c nhau ddnh cho ngudi dirng: Thucrng mai
diQn tu (e-commerce), ng6n hang diQn tu (e-banking), chffi phri diQn tu (e-govemment).

- Bi6t kh6i niQm hgc tap truc tuy6n (e-learning), h6i nghi truc tuy6n
(teleconference), m6t s6 uu cli6m vd nhugc cli6m cria cdc phucrng ihric nay.

, - Hi6u thupt ngt thu diqn tri (e-mail) vd c6ng dung cria n6. Biet kh6i ni6m
c6ng th6ng tin diQn tir, trang tin diQn tir.

- Hi6u kh6i ni6m vh vai trd cira t6n ngudi dung (user name), m6t khAu
(password) khi truy nh$p mAng vd Intemet.

- Bi6t c6ch sri dung" mQt khAu t6t (kh6ng chia se mat khAu, thay d6i
thuong xuy0n, chon mQt kaAu c6 dQ ddi thich hqp, xen l6n gifra cht c6i"a,o;.

- gl6t kh6i ni6m vd t6c dUng c[ra tudrng lira (firewall).
- Hi5u, phAn bi6t ducrc c6c thu6t ngt phAn mAm d6c hai (malware) .,hu

virus, wonns, trojan, spyvvare, adware. gi6t c6ch thric md dQc x6m nh6p, l6y lan
trong hQ th6ng m6y tinh.

- Hi6u c6c c6ch phdng, ch6ng phq *cT d6c hai va tAm quan trong cria
vi6c cdp nhQt phAn md- an ninh mdg, phAn m6m diQt virus thucrng xuy6n.

- Phan biQt duqc phan ra* dirng chung (shareware), phAn *am mi6n phi
(freeware), phAn *A* md ngu6n mo (open.o*". software).

- Hi6u chc l<hii ni6m, thuat ngt li6n quan nhu dt li6u, qu6n l1f dfr li6u,
b6o v6 dt 1i6u.

- NEm duoc mot so phAn mdm di6t virus, phAn mdm an ninh m?ng.
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2. Sir dgng m6y tfnh co bin
Lhm viQc v6i H0 di6u hdnh:

- Mdn hinh ldm viQc Bi6u tugng vh cria s6.

- Quin li thu mgc vdr tQp: xem thOng tin, di chuy6n d6n noi luu gif,, tao

dy*g tat O6n noi luu git thu muc, tQp; tpo, ddt t6n, e6i t6n tQp vd thu muc, thay
d6i tr4ng th6i vd hi6n thi th6ng tin vO tQp; chgn, sao ch6p, di chuy6n tQp vh thu
mpc; x6a, kh6i phUc t6p vd thu muc; tim ki6m tQp vi thu muc.

- Sri dgng m6y in.

3. Xfr ly vIn bin co bin
- gi6t mQt sO phdn -Am xu ly v6n bAn kh6c nhau nhu LibreOfhce Writer,

OpenOffice Writer, Microsoft Word.

- M&, d6ng ph6n m6m xri ly vdn b6n.

- M0 vin bAn c6 sin, tpo vdn bAn mdi, luu, x6a v6n bAn.

- Bi6n tpp nQi dung vin bin.
- xt li t5i fricn thf tiring ViQt.

- Dinh dang vdn bin (text).

- Dinh dang dopn vdn.

- Ki6u d6ng (style).

- BAng.

- Hinh minh hqa (d6i tugng d6 hga).

- HQp vdn bin.
- Tham chi5u (reference).

- Hodn t6t vdn bdn.

- In vdn bAn.

4. Sft dqng bing tinh ccr bin
- Bitft mQt s6 phAn ,rdrn bAng tinh kh6c nhau nhu LibreOffice Calc,

OpenOffice Calc, Microsoft Excel.

- gi0t c6c thdnh phAn cHinh t4o n6n b6ng tinh: 0 (ce11), ddng (row), cQt

(column), ving (range), trang tinh (worksheet), bAng tinh (spreadsheet).

- Thao tdc d6i v6i 6 (6 tinh): Nhap dt liqu vdo 6; Bi6n tap nQi dung, sip
L,,

x6p thit tr,r c6c o; Sao ch6p, di chuyCn nQi dung cira 6.

- Thao t6c tr6n trang tinh: Ddng vlr cQt, Trang tinh, Bi6u thirc sO hgc, Him
- Dinh dang mQt 6, mQt ddy 6: Ki6u s6, ngdy th6ng, ti6n t6; Vin bin; Cdn

chinh, tao hi6u img vidn.

- Bi6u d6.

- Trinh bhy trang tinh dC in ra.

5. Sft drlng trinh chii5u co bin
- Bi6t mQt sO phAn *A* trinh chi6u nhu LibreOffice Impress, OpenOffice

Impress, Microsoft Powerpoint.



- Lhm vi6c v6'i bii thuytit trinh.

- Lhm viqc vdi trang thuytit trinh.

- Xdy dpg nQi dung bdi thuy6t trinh: Tao vd dinh dang vdn bAn; Danh

s6ch; BAng.

- Dua bi6u d6, so dO t6 chirc vho trong trang thuyt5t trinh.

- Dua c6c d6i tugng dO hqa vAo trong trang thuy5t trinh.

- ChuAn bi, trinh chi5u vd in bdi thuytit trinh.

6. Sfr dBng Internet co bin
- Circ kh5i niQm/thuft ngt thuong g[p.

- B6o mat khi ldm viQc v6i Intemet.

- Sir dung trinh duyOt web: Thao t6c duyQt web co ban; Thi6t d[t (setting);

Chuy6n hucrng tu ,g,rdn nQi dung Internet niry qua ttgr6n l<trdc; D6nh d6u; Su

dung Web.

- Bi0u m6u vh su dpng mQt s6 dich vr,r c6ng.

- Tim ki6m, b0 tim ki6m (m6y tim ki6m).

- Su dung thu diQn tu: Kh6i ni6m vh nguy co khi su dung thu diQn ttt,

Vitlt vi grii thu dien tu; Nhfln vd tri loi thu diQn tir; QuAn ly vd n6ng cao hi6u

qua su dUng thu diQn tfi.$t/
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