UBND TINH QUANG NGAI CONG HOA XA HQI1 CHU NGHIA VIET NAM
SO GIAO DUC VA PAO TAO Poc lap - Tu do - Hanh phiic

sé: 593 TB-sGDPT

Qudng Ngdii, ngay 19 thang 6 nam 2019

THONG BAO
V_é dé cuong on tip thi cdc mon diéu kién (vong 1)
K% thi tuyén dung vién chire gido vién cdc don vi sy nghiép gidao due
tinh Quang Ngii nam 2019

Thue hién Quyét dinh s& 701/QD-UBND ngay 21/5/2019 cua Chu tich
UBND tinh vé ban hanh Ké hoach té chire thi tuyén dung gido vién cho cdc co s¢
gido duc mam non, pho théng cér}g lap trén dia ban tinh nam 2019, S¢ Gido duc va
Dao tao Quang Ngai théng bao dé cuong on tap thi cdc méon dicu kién (vong 1) cho
thi sinh nhur sau:

I/ Mén Kién thire chung:

1. Thoi gian thi: 60 phat/60 cau hoi.

2. Hinh thire thi: Trac nghiém khach quan.
I1.M6n Tiéng Anh di¢u kién

1. Tho&i gian thi: 30 phit/30 céu hoi.

2.Hinh thire thi: Tric nghiém khach quan.
I11. Mén Tin hoc diéu kién

1.Thoi gian thi: 30 phat/30 cau hoi.

2.Hinh thtre thi: Trac nghiém khach quan.

Dé cuong va gidi han ndi dung on tap cua cac mon thi diéu kién dugc
dang tai kém theo Thong bao nay trén dia chi: http://tuyendung quangngai.edu. vn.
Tai liéu tham khao thi sinh c6 thé tai trén cong théng tin dién tur cua B Gido duc
va Dao tao, S& Gido duc va Dao tao hodc trén google.

S& Gido duc va Pao tao thong bdo dé thi sinh dugc biét./.
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UBND TR QUA G NGAI CONG HOA XA HQI CHU NGHIA VIET NAM
SO GIAO DUC YA DAO TAO Péc lap — Ty do — Hanh phuc

PE CUONG ON TAP MON KIEN THUC CHUNG (VONG 1)
KY THI TUYEN VIEN CHUC SU'NGHIEP GIAO DYC
TINH QUANG NGAI NAM 2019

(kem theo Thong bdo so. -h92/18-SGDPT ngay. 1Y thang 6 nam 2019 cua So Gido duc
va Dao tao vé dé cuong én tdp cde mon diéu kién ky thi tuyén dung vién chire gico vién
sw nghiép gida duc tinh Quang Ngdi nam 2019)
I. QUY DINH CHUNG:
I. Thoi gian thi: 60 phit
2. Hinh thire thi: Trac nghiém khach quan
3. Cau tric: gom 3 phan (60 cdu hoi); két qua xéc dinh duge du thi tuyén tiép vong
2, néu tra 1o dang tir 50% s6 cau héi tré 1én. Noi dung gom:
- Luét vién chuec;
- Luat Gido duc;
- Cac van ban quy pham phap ludt cua Nganh giao duc.
PHAN 1
GIG1 HAN NOI DUNG ON TAP AP DUNG CHO TAT CA CAC
NGANH HOC, BAC HQC
1. Ludt vién chire 2010 (s6 58/2010/QH12 ngay 15/11/2010 ciia quoe hoi khoa 12):
1. Chuong I. NHUNG QUY PINH CHUNG
1. Chuong 1l: QUYEN NGHIA VU CUA VIEN CHUC
2. Chuong ITI: TUYEN DUNG, SU DUNG VIEN CHUC
3. Chuong V: KHEN THUONG VA XU LY VI PHAM
IL Luit giao duc 2005 (s 38/2005/QH11 ngay 14/06/2005 cua quoc héi khoa 11 va
Lugit 56  44/2009/QH 12 ngay 25/11/2009 vé sura doi, b6 sung mot s6 diéu ciia Ludt gido
duc s6 38/2005/QH11)
|.Chuong I: NHUNG QUY DINH CHUNG
2.Chuong 1I: HE THONG GIAO DUC QUOC DAN
+ Muc 1: GIAO DUC MAM NON (cho GV mam non)
+ Muc 2: GIAO DUC PHO THONG (cho GV tiéu hoe, THCS va THPT).
+ Muc 5: GIAO DUC THUONG XUYEN (cho GV Trung tam GDTX).
3.Chuong 1V: NHA GIAO
+Muc 1: NHIEM VU VA QUYEN CUA NHA GIAO
1. Chuong VI: NHA TRUONG, GIA BiNH VA XA HOI
III. Van ban quy pham phap luat cua Nganh giao duc
I. Quy dinh vé day thém hoc thém (Thong tie s6 17/2012/TT-BGDDT ngay 16/05/2012
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cua Bé Gido duc va Dao tgo Ban hanh quy dinh vé day thém, hoc thém).

2. Quy dinh v& dao dirc nha giao (Quyét dinh 56 16/2008/0D-BGDDT
cua Bo Gido duc va Pao tao ban hanh quy dinh vé dgo dirc nha gido).
PHAN 2
GIOT HAN NOI DUNG ON THI CHO CAP THCS VA
I. Piéu 1¢ trwomg THCS, trieong THPT va truong phé thong nhiéu
tw s6 12/2011/TT-BGPT ngay 28/03/201 1 cua Bé6 GDDT)

1. Chuong 11: CHUONG TRINH VA CAC HOAT BONG GIAO DU(

- Piéu 15. Lép, td hoc sinh.
- Diéu 16. T6 chuyén mén.

2. Chuong I1T: CHUGNG TRINH VA CAC HOAT DONG GIAO DU
- Diéu 24. Chuong trinh gido duc.

haay 16/4/2018

THPT
chp hoc (Thong

- Diéu 25. Sach giao khoa, sach giado vién, sach bai tap, thiét bi day hoc va tai liéu

tham khao.
- Piéu 26. Cac hoat dong gido duc.
- Diéu 27. Hé théng hé so, sd sach vé hoat dong gido duc.
Diéu 28. Danh gia két qua hoc tap cla hoc sinh.
3. Chuo‘ng[V GIAO VIEN
- Diéu31. Nhiém vu cua gido vién trudng trung hoc.
- Diéu 32. Quyén cua gido vién.
- Pidu 34. Hanh vi, ngén ngit Gng xir, trang phuc clia gido vién.
- Diéu 35. Cac hanh vi gido vién khong duge lam.
4. Chuong VII: QUAN HE GIUA NHA TRUONG, GIA DINH VA X
I1. Quy dinh vé chuin nghé nghiép gido vién THCS va THPT (7hof
20/2018/TT-BGDDT ngay 22/8/2018 cua Bé truong Bo GD-DT ban hg
Chudn nghé nghiép gido vién co so gido duc phé thong)
I. Chuong I. QUY DINH CHUNG
- Diéu 2. Muc dich ban hanh quy dinh chuin nghé nghiép gido v
2.Chuong II. CHUAN NGHE NGHIEP GIAO VIEN
- Diéu 4. Tiéu chuan 1. Pham chat nha gido.
- Dleu 5. Tiéu chuan 2. Phat trién chuyén mén, nghlep VUL
- Dleu 6. Tiéu chuan 3. Xay dung moi truong giao duc.
- Dleu 7. Tiéu chuan 4. Phat trién mdi quan hé gitra nha truong, g
- Diéu 8. Tiéu chuan 5. Su dung ngoai nglr hoac tiéng dan 16
nghé théng tin, khai thac va st dung thiét bi cong nghé trong day hoc, &
PHAN 3
GIOT HAN NOI DUNG ON THI CHO BAC TIEU H
L Dieu I¢ treong Ti¢u hoc (Van ban hop nhdt 03/VBHN-BGDDT ngé
nam 2014) noi dung 6n thi gom:
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1. Chuong II: TO CHUC VA QUAN LY NHA TRUONG
Diéu 17. Lop hoc, t6 hoc sinh, khdi 16p hoc, diém truong.
Diéu 18. T6 chuyén mén.
2. Chuong I11: CHUONG TRINH GIAO DUC VA HOAT PONG GIAO DUC
- Diéu 27. Chuong trinh gido duc, ké hoach day hoc.
- Diéu 28. Sach gido khoa va tai liéu tham khao.
- Piéu 29. Hoat dong gido duc.
- Piéu 30. H so phuc vu hoat dong gido duc trong trudng.
- biéu 31. Panh gia, xép loai hoc sinh.
3. Chuong IV: GIAO VIEN
- biéu 33. Gido vién.
- Piéu 34. Nhiém vu clia gido vién,
- Didu 35. Quyén cuia gido vién.
- Pidu 36. Chudn trinh dd dao tao va chuan nghé nghiép clia gido vién.
- Piéu 37. Hanh vi, ngdn ngir ing x11, trang phuc cla gido vién.
- Biéu 38. Céc hanh vi gido vién khong dugc lam.
4. Chuong VI1: NHA TRUONG, GIA BINH VA XA HOI
- Biéu 50. Quan hé giira nha truong, gia dinh va xa hoi.
11. Quy dinh vé chuin nghe nghiép giao vién tiéu hoc (Thong te 56 20/2018/TT-

BGDDT ngay 22/8/2018 cuia Bo trudng Bo GD-DT ban hanh quy dinh vé Chudn nghé
nghiép gido vién co so gido duc pho thong)
1. Chuong [. QUY PINH CHUNG

- Didu 2. Muc dich ban hanh quy dinh chuan nghé nghiép gido vién.
2.Chuong 1l. CHUAN NGHE NGHIEP GIAO VIEN

_ Pidu 4. Tiéu chuan 1. Pham chét nha gido.

- Piéu 5. Tiéu chudn 2. Phat trién chuyén mén, nghiép vu.

- Dleu 6. Tiéu chuan 3. Xay dung moi trudng giao duc.

- Pidu 7. Tiéu chudn 4. Phat trién mdi quan hé giira nha truong, gia dinh va xa hoi

- Pidu 8.Tiéu chuan 5. Sir dung ngoai ngit hodc tiéng dan tdc, tng dung cong
nghé thong tin, khai thac va sir dung thiét bi cong nghé trong day hoc, gido duc

* Lwu y: Thong tw s6 20/2018/TT-BGDBT dwoc dp dung cho GV TH, THCS va

THPT

PHAN 4
GIOT HAN NOI DUNG ON THI CHO NGANH HQC MAM NON
I Piéu 1é truong MAm non (van ban hop nhdt s6 04/VBHN-BGDBT ngay 24/12/2015
cua Bo GDDT)




I. Chuong II: Vi TRI. NHIEM VU, TO CHUC VA QUAN LY TRUONG MAM NON, TRUONG
MAU GIAO, NHA TRE
- biéu 13. Nhom tré, 16p mau gido.
2.Chuong V: GIAO VIEN VA NHAN VIEN
- Pidu 35. Nhiém vu cta gido vién mam non.
_ Diéu 39. Hanh vi, ngdn ngir (mg xu, trang phuc cua gido vién vajnhan vién
- Diéu 40. Cac hanh vi gido vién va nhan vién khong dugc lam.
I1. Quy dinh vé chuan nghé nghiép gido vién mim non (7hong e sq 26/2018/TT- ‘
BGDDT n gay 08/10/2018 cua By trucng Bé Gido duc va Dao tao ban hanh quy dinh vé
chudn nghé nghiép gido vién mdm rnon).
1.Chuong I: QUY BINH CHUNG
Piéu 2. Muc dich ban hanh quy dinh chuan nghé nghiép gido vién man} non
2.Chuong II: CHUAN NGHE NGHIEP GIAO VIEN MAM NON
- Didu 4. Tiéu chuan 1. Pham chét nha giso.
- Piédu 5. Tiéu chudn 2. Phat trién chuyén mén, nghiép vu.
- Piéu 6. Tiéu chudn 3. Xay dung mai trudong gido duc.
‘ - biéu 7. Tiéu chuan 4. Phat trién mbi quan hé gifra nha trudng, gia dinh va cong
dong.
- biéu 8. Tiéu chuan 5. St dung ngoai ngir (hodc tiéng dan toc), kg dung cong
nghé thong tin, thé hién kha ning nghé¢ thuét trong hoat dong nudi dudfg, cham soc,
gido duc tre em.

(Tai ligu thi sinh c6 thé tra ciru trén cong théng tin ciia Bo GDPT,|S¢ GDPT hogc
trén Google)
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SoaiTal Mén: TIENG ANH (Diéu kién)
\ /fu’(mg dwong trinh dj Al (theo Thong tw 56 01/2014/TT-BGDDT ngay 24/01/2014 clia
T B¢ GDDT vé ban hanh khung ning lwe ngeai ngir 6 bic dung cho ngwdi Viét Nam)

I/ Thoi gian lam thi: 30 phat

11/ Hinh thirc dé thi: Tric nghiém khach quan

MY/ Céu tric dé thi: Gom 02 phan

1/ Kién thite ngén ngir: Tir vung , ngir phap: 25 ciu
2/ Poc hiéu: 5 ciu

IV/ N§i dung trong tim:

1/ Kién thire ngén ngiv:

1.1. TENSES: Simple present; Present continuous; Simple past; Past continuous; Simple
future.

1.2, SENTENCES AND CLAUSES

- Passive voice (dang co ban}; Conditional sentences (dang co bany
- Adverbial clauses begin with; when, while, because, although

1.3. KINDS of WORDS
1.3.1. NOUNS:

- Singular and Plural Nouns, Uncountable and Countable Nouns
- Possessive case

1.3.2. PRONOUNS:

-1, you, he, she, it, we, they, me, you, him, her, it, us, them, mine, yours, his, hers, ils, ours,
theirs, myself; yourself: himself: herself; itself; ourselves; yourselves, themselves.

- this, that, these, those.

- all, both, each, another, anybody, anyone, anything, everybody, everyone, everything, few,
many, one, several, some, somebody, someone.

- who, which, what (Interrogative Pronouns)

1.3.3. PREPOSITIONS:

- Prepositions of time: on, in, at, by, since, for, ago, before, after
- Prepositions of place or position: in, at, on, near, by, beside, under, below, above, inside,
outside, behind.

1.3.4. VERBS:

- Function and positions of verb in a phrase, in a sentence

- Verb formation

- Modal verbs: can, could, may, might, must, shall, should, will, would

- Regular and Irregular verbs (d6ng tir quy tic va bat quy tat)

- To infinitive:  Example:  We hope to see you soon. | advise you te see a doctor
It’s easy to learn English.

- Bare infinitive; Example:  They help me do my assigment.

1.3.5. ADJECTIVES

- Adjective formation.

- Indefinite adjectives

+ Used with plural countable nouns ©many, few, a few

+ Used with uncountable nouns s much, little, a little




+ Used with both plural countable nouns and uncountable nouns: seme, any
1.3.6. ADVERBS:

- Function and positions of adverb in a phrase, in a sentence.

- Adverb formation.

- Adverbs of manner: carefully, fast ...

- Adverbs of degree: almost, little, enough, much, too, very, so.

- Adverbs of frequency: always, usually, ever, never, often, frequently, som

- Adverbs of place: upstairs, downstairs, here, there, nearby, everywhere, iy,

- Adverbs of time: today, fonight, tomorrow, yesterday, later, now, soon,
next week, last year, yearly.

1.3.7. ARTICLES: a, an, the
1.3.8. CONNECTORS (Tir néij: and, besides, or, but, however, so.
1.3.9. SOME STRUCTURES

There is/'was +  ..ooovereen.
There are/were + ..............
Howmuch + ...
How many + ...

It + take + O + to-inf

It + be + adj + (for-O) + to-inf
S+ V +too + adj/ adv + to-inf
S + be/get used to ...

2. Pbgc hiéu:

Doc hiu doan van/ bai viét ngin va don gian (100 -120 tin) vé cac van dé
dé lién quan thuong gap trong cong viée, doi séng hing ngay./.

alot of

Plimes.
out..
ago, all dav, since,

uen thudc, cac cha




&) CAU TRUC DPE THI VA PINH HUGNG NOI DUNG ON TAP THI TUYEN

e Dk_}C \j GIAO VIEN NAM 2019
rTel Mén: TIENG ANH (iéu kién)

o Zl/uo’ng dwong trinh d§ A2 (theo Théng tw s6 01/2014/TT-BGDDT ngay 24/01/2014 cia
222" B GDPT vé ban hanh khung niing lwe ngoai ngir 6 bic dung cho ngudi Viét Nam)

1/ Thoi gian lam thi: 30 phat

II/ Hinh thirc dé thi: Tric nghiém khich quan

I/ CAu triic dé thi: Gom 02 phan

1/ Kién thirc ngén ngir: T vung , ngir phap: 20 ciu
2/ Poc hiéu: 10 ciu

IV/ N§i dung trong tim:

1/ Kién thite ngén ngi:

I.1. TENSES:

Simple present; Present continuous; Present perfect; Present perfect continuous; Simple past;
Past continuous; Simple future.

1.2, SENTENCES AND CLAUSES

- Passive voice; Conditional sentences; Reported speech; ... . (dang co ban)
- Relative clauses (begin with: who, which, whose, that, whom);, Adverbial clauses (begin with:
when, while, before, after, as soon as, till, until )

1.3. KINDS of WORDS
1.3.1. NOUNS:

- Noun formation.
- Singular and Plural Nouns, Uncountable and Countable Nouns
- Posscessive case

1.3.2. PRONOUNS:

- I, you, he, she, it, we, they, me, you, him, her, it, us, them, mine, yours, his, hers, its. ours,
theirs, myself: yourself: himself: herself; itself: ourselves; yourselves; themselves.

- this, that, these, those.

- all, both, each, another, anybody, anyone, anything, everybody, everyone, everything, few,
many, one, several, some, somebody, someone.

- who, which, what ... (Interrogative Pronouns)

- no one, nobody, none, nothing

1.3.3. PREPOSITIONS:

- Prepositions of time: on, in, at, by, since, for, about, ago, before, afier, past, till, until

- Prepositions of place or position: in, af, on, near, by, next to, beside, against, under, below,
over, above, inside, outside, behind, between, among, ..

- Prepositions of direction: across, through, around, to, into, towards, from, up, down

1.3.4. VERBS:

- Function and positions of verb in a phrase, in a sentence

- Verb formation

- Modal verbs: can, could, may, might, must, shall, should, will, would, .

- Regular and Irregular verbs (dong tir quy tic va bt quy tat)

- To infinitive:  Example: We hope to see you soon. [ advise you to see a doctor
It’s easy to learn English.

- Bare infinitive: Example: They help me do my assigment.
_Varh_ino/ (Gerind: Fyamnleo: He eniove listenine to music.




She is font of climbing,
Would you mind waiting a moment?
- Phrasal verbs: look for, look after, take off, turn on, ...

1.3.5. ADJECTIVES

- Adjective formation.

- Indefinite adjectives

+ Used with plural countable nouns s many, few, a few ...

+ Used with uncountable nouns s much, little, a little

+ Used with both plural countable nouns and uncountablc nouns: some, any
enough

- Comparison of adjectives

1.3.6. ADVERBS:

- Function and positions of adverb in a phrase, in a sentence.

- Adverb formation.

- Adverbs of manner: guietly, carefully, fast, hard, etc.

- Adverbs of certainty; certainly, definitely, probably, obviously, etc.
- Adverbs of degree: almost, little, enough, much, too, partly, fully, scarcelj
hardly, very, so.

- Adverbs of frequency: always, usually, setdom, ever, never, often,
sometimes.

- Adverbs of place: upstairs, downstairs, here, there, nearby, everywhere, i
- Adverbs of time: foday, tonight, tomorrow, yesterday, later, now, soon, g
year, yearly, etc.

1.3.7. ARTICLES: a, an, the

1.3.8. CONNECTORS (Tir ndi): and, as well as, besides, moreover, no
or, otherwise, but, however, so, therefore

1.3.9. SOME STRUCTURES

There is/was + v
There are/were + ..............
Howmuch + ...
How many + ...

It + take + O + to-inf

It + be + adj + (for-O) + to-inf
S+ V + adj/ adv + enough + to-inf
S+ V +too + adj/ adv + to-inf
1t"s no use/ good......

S + be/ get used to.....

S + look forward to.....

2. Boc hitu:

Poc hidu cic doan van/ bai viét ngan va don gian (100 -150 tir) v& cac vany
chu dé lién quan thuong gap trong cong viée, doi song hang ngay./.

a lot of,

b, quite, nearly, fust,
frequently, rarely,

P, oul, elc.
go, next week, last

| only ... but also,

dé quen thude, cac
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‘ 5 }Af‘ DU IiE CUONG ON THI TUYEN VIEN CHUC GIAO DUC
e TINH QUANG NGAI NAM 2019

VT ﬁ:_ -
: S MON TIN HQC (DIEU KIEN)
1. Hinh thire ra d&: Tric nghiém khach quan
2. Thoi gian 1am bai: 30 phuat
3. Thang diém:
4. Cau tric dé: 30 céu hoi
4.1 Modul 2: Siv dung may tinh co ban

- Cach khoi ddng may tinh va truy cip vao hé diéu hanh

- Cach hién thi khac nhau clia tap tin, thu muc va céac thao tac véi chiing
4.2  Modul 3,4&5 gbm cac tng dung chii chét ciia Microsoft Office 2010: Word,
Excel, PowerPoint.

Noi dung cac img dung chi chdt bao gdm cac ciu héi bao phi cac tng dung x Iy
vin ban, bang tinh va trinh chiéu va nhitng cau hoi vé dic diém chung cua cic (g dung
nay.

4.3 Modul 6 ( Internet)

Céc cu hoi bao phi khia canh khi lam viéc mdi trudng Internet hodc duoc két ndi
mang, bao gdm kién thitc can ban vé mang va Internet, k§ ning stt dung cac g dung
cu thé nha phan mém thu dién tir va trinh duyét web..

5. Tai liéu tham khao

Cac img dung chii chdt (St dung Windows 7 va Microsoft Office 2010), Nha xuét
ban Tong hop thanh phd H6 Chi Minh

Cude sdng trie tuyén (St dung Windows 7 va Microsoft Office 2010), Nha Xudt
ban Tdng hep thanh phd H6 Chi Minh
6. Phan mém sir ding trong dé thi

Hé diéu hanh Windows 7

Bo6 Microsoft Office 2010

7. Pé cwong giéi han
7.1. MO PUN KY NANG 02: SU DUNG MAY TINH CO BAN

Noi dung

Lam viéc véi HE didu hanh
Man hinh lam viéc:

Nhan biét dugce cdc thanh phan dau tién ctia man hinh lam viée nhu biéu tuong (icon), thanh
nhi¢m vu (laskbar), thanh cong cu (toolbar). Biét cach xem thong tin hé théng ciia may tinh.
Biét cich str dung chu’c nang trg gitp coO san.

Biéu twrong va cira sb

Hiéu khai niém biéu tuong (icon) va chire nang cua nd. Nhan biét cac biéu tuong thong dung:
tép, thu muc, phan mém tng dung, may in, 6 dia, thing réc, bidu tugng “dudng tat”
(shortcut).

Hiéu khai niém ctra s6 (window) va chirc nang cua nd. Nhan biét duge cac thanh phén sau
day ciia mot cira sO: thanh tiéu dé, thanh chon chirc nang (menu), thanh ¢éng cu (toolbar),
thanh thé hién trang théi (status bar), thanh cudn man hinh (scroll bar), va céng dung cua
chiing.




Biét cdch m& mot cira s6 méi, kich hoat mét ciia so hién co. Biét cach thu hep, mé TOng, phue
héi, thay déi kich thuoe, di chuyén, déng mot cira sd. Biét cach di chuyén tir cira s6 nay sang
cua s0 khac.
Quin ly thw muc va tép
Thw muc va tép
Hiéu khai niém tép tin (file} va cong dung cua né. Cac dac trung cua tép: tén, noi luu trd,
kidu, kich thude. Biét sé do kich thudce tép nhu Kb, Mb. Biét cac kidu tép thong dung: Tép
ding cho van ban, bang tinh, co s& dit liéu, trinh chiéu; cac tép .pdf, anh, am thanh, video; tép
tin nén, tép tam thoi, tép chuong trinh.
Hiéu khai niém thu muc (directory, folder). Biét vé cau trac phén cép khi luu trir thu muc va
tép. Hiéu khai niém duong din (path) dén thu muc va tép, va khdi niém dudng tat (shortcut).
Biét va phan bi¢t duge cic thiét bi ding luu giir thu muc va tép: dia cing, 6 luu trir trén mang
(b mang), 6 USB, dia quang (CD, DVD). Biét tac dung clia viée sao luu tep thudng xuyén té
mot thiét bi huu trix di dong. Hiéu tac dung ctia viée luu trlk t€p tin truc tuyen {online).
Quain ly thu myc va tép: Tao, dat tén, doi tén tép va thu muc, thay déi trang thai va hién
thi théng tin vé tép
Qu:n ly thw muc va tép: Chon, sao chép, di chuyén tép va thw muc; Xéa, khdi phuc tép
va thu muc; Tim kiém tép va thu muc

7.2. MO DPUN KY NANG 03: XU LY VAN BAN CO BAN

Noi dung

Soan thido van ban va xu ly van ban
Biét cac thao tac thong thuong dé ¢6 duoc mdt vin ban theo yéu cau: Soan thao ndi dung (tao
m&i hodc sir dung ndi dung cé sin), bién tdp van ban (thém bat, stra chira ndi dung, thay dbi
dinh dang, thém minh hoa, tao cdc lién két, tham chiéu, hoan chinh vin ban), luu git van ban,
in 4n va phan phdi vin ban.
Mé, déng phan mém xit Iy viin ban
Mo viin ban c6 siin, tao vin bin méi, lru, xéa viin ban
Bién tip ndi dung van bin
Dinh dang viin ban, doan van ban.
Kiéu dang (style)
Nhiing (embed) cic d6i twong khiac nhau vio vin ban
Cac thao tic véi Biang
Chén hinh anh, hép viin bin.
Tham chiéu (reference)
Hoan tit vin ban
7.3. MO PUN KY NANG 04: SUDUNG BANG TINH CO BAN

Ngi dung

Kién thirc co ban vé bang tinh

St dung phin mém bang tinh

Lam viéc véi phan mém bing tinh

Biét cac cach my mdt phf‘in mém bang tinh truc tiép va gian tiép.

Nhén biét cac thanh phan trong giao dién (man hinh lam viéc) cta phan mém. Bi¢t an, hién
cac thanh cong cy, thanh ruy-bang trén méan hinh lam vigc ctia phan mém.

Biét chinh sira cac thiét dat dé md va lvu bang tinh nhu chon thu mue mac dinh, tén tép mdc
dinh, dinh dang méac dinh. Str dung duoc chirc ning tro gitp cia phén mém.

Lam viéc voi bang tinh




Biét m&, dang mdt bang tinh c6 sin. Biét m¢ nhiéu bang tinh va sap xép cdc clra s6 dé lam
viée dbng thoi.

Biét sir dung cong cu phong to, thu nho khi xem mét béng tinh,

Biét tao bang tinh mai theo miu cho trudce. Biét cac kiéu tép dung dé luu bang tinh.

Biét cach luu bang tinh vao thu muc véi tén cii hodc doi sang tén khéc, bing mot kiéu tép
khac.

Biét cach chuyén tir bang tinh dang m& nay sang bang tinh dang md khic

Thao tac d6i véi 6 (6 tinh)

Thao tic trén trang tinh (dong, cdt va trang tinh)

Biéu thirc va ham

Ham Hiu y nghia va biét cach sir dung cdc ham tap hop: SUM, AVERAGE, MINIMUM,
MAXIMUM, COUNT, COUNTA, ROUND.

Dinh dang mot 6, mot diy 0; Kiéu s6, ngay thing, tién t¢

Vian ban: dinh dang phéng chit, ein chinh .

Biét cach thay ddi dinh dang phdng chit (c& chit, kiéu chid), kiéu hién thi (dam, nghiéng, gach
dudi, gach dudi hai lan).

Biét cach ap dung cdc mau khac nhau doi voi ndi dung &, nén cua 4.

Biét cach sao chép dinh dang tir mét 6, mdt diy 6 t6i 6 khde, day 6 khac.

Cin chinh, tao hi¢u {mg vién

Chinh sira, ct, ddn, di chuyén, x6a biéu do

Két xuat va phan phm trang tinh, bang tinh

7.4. MO PUN KY NANG 05: SUDUNG TRINH CHIEU CO BAN

Ndi dung
Kién thirc co ban vé bai thuyét trinh va trinh chi¢u
St dyng phin mém trinh chiéu Power Point
Lam viéc voi phan mém: Péng/ mé phin mém; Nhan biét man hinh lam viée cua phin mém
va céc thanh phan cua né.
Lam viée v6i bai thuyét trinh: Biét céc cach mo, dong bai thuyét trinh hién c6. Biét cac
céch hién thi (view) bai thuyet trinh khac nhau. Biét cac cach luu bai thuyét trinh
Lam viéc véi trang thuyét trinh
X4y dung ndi dung bai thuyét trinh
Tao va dinh dang vin bin
Pua cdc dbi twong d6 hoa vao trong trang thuyét trinh
Chén va thao tic véi d6i tuong d6 hoa di co; VE hinh
Chuin bi, trinh chiéu va in bai thuyét trinh
7.5.MO DUN KY NANG 06: SUDUNG INTERNET CO BAN

Noi dung

Cac khai ni¢m/thuit ngir thwong gip

St dung trinh duyét web

St dung thu dién tir: Soan thu va gii thw; Nhin va tra 101 thu
Viét va giri thu’ dién ta

Noi dung chi tiét tham khao tai Théng tw 03/BTTTT ngay 11/3/2014 cha Bo Thong tin Truyen théng Quy
dinh chuin k¥ nang st dung cdng nghé théng tin (mirc co ban)
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