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Giao duc chuyén mon nghé nghi¢p cho sinh vién

nganh Quan tri vin phong theo dinh hwéng chuyén doi so
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Abstract: Digital transformation is an inevitable trend and an objective requirement of development.
Digital transformation is also a mandatory requirement to promote economic growth and improve
management capacity. Digital transformation is the major policy and direction of our Party and State
today. The digital transformation process is a mandatory requirement and is identified as the task of all
sectors, levels, agencies, organizations and individuals. To contribute to promoting digital transformation
in the field of office administration, the article explores the current state of professional education content
for students studying the office industry and proposes some solutions to improve quality of office human
resources in the future, meeting the requirements of digital offices in the new era.
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1. Pit vin dé

Trong bdi canh cudc Cach mang Cong nghiép 4.0
(CMCN) hlen nay, van phong noi lam viéc quan
trong cua m01 co quan, to chiic ¢6 nhiéu thay doi.
Chuyén doi s6 (CDS) la giai phap quan trong nhim
duy tri 1oi thé canh tranh va phat trién bén viing. CDS
s& tich hop cac cong nghé s6 vao moi khia canh hoat
ddng trong co quan, t6 chirc. Yéu cau hién nay doi hoi
van phong s6 trong hoat dong giai quyét cong viée.
Sinh vién (SV) nganh Quén tri vin phong la ngudn
nhén lyc co ban ciia cac van phong can co su thay doi
dé thich ung. Bé thuc hién dugc nhiing yéu cau nay,
cong tac gido duc chuyén mon nghé nghiép cho SV
nganh Quan tri van phong (QTVP) tai cac truong dai
hoc can phai hudng dén viée trang bi ning lyc s6 cho
SV, dap tmg yéu cau ciia xa hoi.
2. N§i dung nghién ctru
2.1. Khdi qudt vé chuyén doi so

Theo Gartner Inc: CDS 1a viéc str dung cac cong
nghé s6 dé thay d6i mé hinh kinh doanh, tao ra nhimng
co hoi, doanh thu va gia tri mdi. Tap doan FPT cho
rang: “CPS trong to chirc, doanh nghiép 13 qua trinh
thay doi tir mo hinh truyén théng sang doanh nghiép
s6 bang cach ap dung cong nghé méi nhu dir lidu
16n, Internet van vat, dién toan dam may dé thay doi
phuong thirc diéu hanh, lanh dao, quy trinh lam viéc,
van hoa cong ty” (Chau Anh, 2019). CDS 1a thong
qua tich hop thong mmh cac cong nghé, quy trinh va
ning luc k¥ thudt s6 (KTS) ¢ tat ca cic cap va chic
ning theo cach thirc co chién luoc va theo giai doan
dé thay ddi vé van hoa, t6 chirc va hoat dong cua co

quan, to churc.

Céc tru cot ctia CDS hién nay bao gdm chinh phii
s, kinh té s6 va xa hoi sb. CPS gitp Chinh phu hoat
dong hiéu qua hon, minh bach hon; KTS thiic day
ddi moi sang tao, giup ting ning suat lao dong, tao
dong lyc tang truéng moi; XHS giup nguodi dan binh
déng vé co hoi tiép can dich vu, dao tao, tri thirc, thu
hep khoang céch phat trién, nang cao chit luong cude
song. Trong pham vi t6 chuc, cac giai phap sé duoc
trién khai kip thoi khong chi dua t6 chire tién 1én phia
trude va giai quyét cac van dé cap bach, ma con cho
phép t6 chirc phan tng diy da voi nhitng thay doi
nhanh chong cta xa hdi hién dai.

Qua trinh CBS doi hoi nguoi lao dong can nang
cao nang lyc cuia ban than, cac td chuc phai dao tao
nhiing KN can thiét cho doi ngill nhan lyc. Co sé cua
CDS la sy phat trién cta cac CNS hién dai. Nhan luc
s6 dugce xac dinh 1a mot trong nhiing yéu t5 mang tinh
chat quyét dinh dén thanh cong cia CDS qudc gia.
2.2. Chuyén moén nghé nghiép cia SV nganh Qudn
tri van phong

* Quan tri van phong:

Vian phong dong vai tro quan trong trong bdi canh
CPS cua co quan, to chirc. VP gitp nha quan ly thay
d6i tir mo hinh truyén thdng sang quan ly s6 bang cach
ap dung cong nghé mai, thay doi phuong thie diéu
hanh, 1anh dao, quy trinh lam viéc, van hoa va hoat
dong cua co quan, t6 chirc. QTVP hién nay st dung
cac CNS nhim dam bao cho hoat dong cua co quan,
lanh dao dién ra thuan loi, hiéu qua, giup lanh dao co
quan ban hanh cac quyét dinh quan 1y nhanh chong va
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chinh xac va kip thoi. VP kiém soat cac ngudn thong
tin voi viée tich hop thong minh cac cong nghé, quy
trinh va nang lyc KTS s& ddm bao thong tin chinh thic
ctia co quan duoc cung cap day du, co gia tri phap
ly. Nhan vién VP st dung cong nghé, quy trinh va
ning lyc KTS s& gop phan nang cao vi thé, uy tin va
g6p phan quang ba thuong hiéu ciia co quan. Nhu vay,
trong bdi canh CPS, quan tri VP ciing dong nghia vai
viée str dung cong nghé cao va tu dong hoa dé tdi uu
hiéu qua lam viéc.

* Chuyén mén nghé nghiép cia SV nganh QTVP

Hoat dong VP can thuc hién céc cong viéc hanh
chinh mét céch tron tru va ding muc dich, dam bao
cho sy thanh cong cua co quan. Nhiing ndi dung
chuyén mon ma SV can duoc hoc tap va rén luyén bao
gom: 1ap ké hoach cong tac, tham muu tong hop, hau
can, van thu, 18 tan, t6 chirc cudc hop, t6 chirc chuyén
di cong tac, b tri VP, danh gia hoat dong VP...

Céng tdc ldp ké hoach: Céc ké hoach SV can hoc
tap bao gdm: Chuong trinh céng tic nam, theo quy,
thang va tuan. Chuong trinh cong tac nim dam bao
nhing dé an, cong viéc ding ky trong chuong trinh
phai thé hién két hop giita cac nhiém vy néu trong cac
van ban, y kién chi dao cua cép trén véi sy chu dong
dé xuét caa don vi. Noi dung cua ké hoach nim bao
gom: ndi dung cac muc tiéu cong viée, thoi gian thuc
hién, muc d§ quan trong cua cac cong viéc. Ngoai ra,
SV can lap duoc chuong trinh cong tac quy. Do 1a
nhiing dé an, cong vigc can x4c dinh o cac ndi dung
chinh, don vi cha tri, don vi phbi hop, ngudi phu
trach, dia chi trinh dé quyét dinh va thoi han trinh.
Chuong trinh cong tac thang bao gdm cac cong viée
quan trong trong thang vdi cac cong viéc nhu: noi
dung cong viéc, thoi gian thuc hlen nguoi thyc hién.
Chuong trinh cong téc tuan bao gdm céac cong viée
quan trong trong tudn, phan cac cong viéc cu thé nhu
ndi dung cong viéc, thoi gian thuc hién, nguoi thuc
hién, ghi chu va cac cong viéc chua xac dinh dugc lich
nhung phai lam trong tuan hodc lam trong tuan sau.

Cong tac tong hop Hoat dong téng hop cua VP la
su xau chudi, két nbi cac yéu to riéng 1¢ co mdi quan
hé v&i nhau thanh mot chinh thé. Dbi véi cong tac
tong hop cac hoat dong ciia co quan, SV can thyc hién
cac bao céo tong két cong tac, tong hop cac bao céo
tong két hoat dong co quan va phuong hu’ong, nhlem
vu hoat dong clia co quan. Cac hoat dong tong hop can
¢6 bao gdm: tong hop thong tin dé xay dung chuong
trinh, ké hoach hoat dong chung cua co quan, cua lanh
dao co quan va xay dung chuong trinh, ké hoach hoat
dong cua chinh by phén VP, tong hop cac mét hoat
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dong thudc chiic nang, nhiém vu cua by phan van
phong, tong hop y kién trong cac cude hop, hdi thao,
hoi nghi va tir cac y kién ciia can bo nhan vién.

Céng tac tham mueu: Céc ndi dung lién quan dén
nhéan sy can tham muu bao gdm: tuyén dung nhén s,
td chtrc nhan sy, dao tao bdi dudng, kiém tra danh gia
va dai ngd nhan su. Tham muu cac chuong trinh dao
tao, boi dudng cac can bg, cong chitc dang lam viéc.
Tham muu xay dyng va thuc hién quy ché 1am viéc,
dé xuat xay dyung cac quy ché vé linh vuc hoat dong
cua co quan, don vi. Tham muu xay dung, thuc hi¢n
chuong trinh cong tac cho co quan va ldnh dao cin c6
trong tam, trong diém, bam sat tinh hinh thyc tién cia
co quan. Tham muu cong tac soan thdo va ban hanh
van ban dam bao yéu cau, quy trinh nghiép vu va dugc
dao tao bai ban vé chuyén mén. Tham muu cong tac
van thu, luu trir ban hanh cic vin ban quy dinh vé
cong tac van thu luu trit trong co quan. Dé xuét cac
phuong an dao tao, boi dudng cong chuc, vién chiic
lam cong tac van thu luu trir cho co quan, bé tri hop
Iy cong tac to chirc nhan sy 1am cong tac van thu luu
trir. Tham muu cong tac quan 1y co s& vat chét, trang
thiét bi dé thyc hién tét cong tac xay dung co s¢ vét
chat, mua sam trang thiét bi. Tham muu cong tac thi
dua khen thuong sira d6i, bd sung, ban hanh vin ban
phut hop voi quy dinh ctia phap luat vé thi dua, khen
thudng va tinh hinh tai co quan.

Céng tac hdu can: Cong tac hau can bao gdm cac
cong viéc nhu lap ké hoach st dung tru sé lam viéc
lam viéc cho co quan, to chiic, danh gia nhiing wu
diém va han ché cta toan bo co quan, ké hoach xac
dinh cac bién phap tng phé nham dam béao viéc van
hanh an toan clia co s& vat chat trong cac diéu kién
khan cép nhu xay ra thién tai, tham hoa. Lap ké hoach,
dé xuét va quan ly trang thiét bi phuc vu cho cac hoat
ddng cua co quan, to chirc va cac phong ban. Cong
tac hau can: cai thién diéu kién lam viéc cho nguoi
lao dong, cac diéu kién vat chit nhu nha cura, vat tu,
thiét bi...

Cong tac van thw: Hiéu qua hoat dong ctia van thu
anh huong truc tiép téi hoat dong quan 1i cta cac to
chire. Cong tac van thu dam bao cung cép kip thoi,
day du thong tin can thiét phuc vu nhiém vu quén i,
diéu hanh, thyc hién quan 1y van ban dén. Van ban
dén phai duoc t6 chuc, giai quyét kip thoi, chinh xac
va thong nhit.

Céng tdc 1é tan: Cong tac 18 tin bao gdm 1& tn
ngoai giao, 18 tan noi bd dat nudc va 18 tan kinh doanh.
Céc nghiép vu SV can hoc nhu dén tiép Kkhéch, td chire
va hity bo cac budi hen gip, xir Iy phan nan ctia khach,
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dai khach: va tiép khach qua dién thoai

Céng tdc 16 chire cudc hop: Pay 1a hinh thic co
ban dé phat huy va thé hién quyén dan chu, tao diéu
kién dé moi nguorl lao dong gia vao quan Iy nha nudc,
quan ly kinh té va cac linh vuc khac. Cong tac to chirc
cudc hop bao gom cac bude nhu: chuén bi trude cude
hop, bao céo, trinh chiéu tai cudc hop, phat hanh van
ban két luan cudc hop.

T6 chirc chuyén di cong tac: chuyén di cua lanh
dao nham thuc hién nhiing nhiém vu dat ra nhu: ndm
bét tinh hinh thuc té & co so, hoc tap kinh nghiém
ctia cac dbi tac trong nude va nudc ngoai, im kiém
cac co hoi hgp tac va thyc hién cac thda thuan hoac
ky két dudc cac hop dong trong linh vuc san xuat,
kinh doanh, quan ly. SV can hoc tap rén luyén nhing
nghiép vu nhu chuan bi chuyén di cong tac, thuc hién
cac hoat dong trong chuyén di cong tac va xur 1y, tong
két cac ndi dung sau khi két thic chuyén di cong tac
2.3. Sw can thiét trong viéc gido duc chuyén mén
nghé nghigp cho SV nganh QTVP theo dinh hwéng
CDS

CPS rét quan trong trong hoat dong GDPT sinh
vién nganh QTVP hién nay. Chuong trinh CDS Quéc
gia dén nam 2025, dinh huéng dén nam 2030 d& ra
muc tiéu kép 1a vira phat trién CPS, KTS, XHS, vira
hinh thanh cac doanh nghiép cong nghe s6 ¢6 nang luc
di ra toan cau. Cac nhiém vu phat trién CPS lién quan
mét thiét dén cong viéc VP, cong tac van thu - luu trit.
Nhiém vu dat ra cho cac truong DH hién nay la phat
trién nang luc s6 cho SV dé ho c6 thé tu tin gia nhap
thi truong lao dong trong bdi canh cuéc CMCN 4.0.
Nhimng yéu cau thyc tién d6 di va dang tic dong manh
mé& dén GD dai hoc ndi chung, dén cac truong DH va
cac GV nganh QTVP noi riéng trong viéc g dung
cong nghé sb dé ddi méi cac hoat dong nghé nghiép
nham phat trién ning luc s cho SV. Khung ning luc
s6 cho SV Viét Nam hién nay gdm: van hanh thiét bi
va phan mém, khai thac thong tin va dir liéu, giao tlep
va hop tac trong m01 trudng sd, an toan va an s1nh s0,
sang tao ndi dung sb, hoc tap va phat trién KN s, st
dung ning luc s6 cho nghé nghiép. Mdi nhém ning
luc déu duoc chi tiét hoa bang nhitng muyc tiéu chung
va nhitng muc ti€u cu thé can dat duoc vé kién thuc,
KN va pham chét ctia nguoi hoc.

Khung ning luc sb nay con chi ¥ dén cic ning
luc tu duy can ¢ ciia SV nhu diém ftinh, giai quyét
van d¢, hoc tap sudt doi, kha nang thich tmg, tinh linh
hoat, ra quyét dinh, thdu cam, tu duy phan bién, tu
duy d6i méi, tu dinh huéng, tu phan chiéu. P6i chleu
nhitng ndi dung ndy véi yéu cau vé nang luc s6 dbi
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¢6 thé thdy viéc ap dung khung ning lyc sé cho SV
nganh QTVP 1a phu hop, trong d6 can chu trong dén
cac nhom nang lyc khai thac thong tin va dit liu, giao
tiép va hop tac trong méi truong s, hoc tip va phat
trién KN sb...

GV nganh QTVP can 4p dung cong nghé s6 vao
giang day va nghién ciu. Pong thoi, can trién khai
ddng bo nhiéu giai phap nhu hé thong dir liéu qudc
gia, tai nguyén GD mo, hé thong quan 1y hoc tap, kho
hoc li¢u so, thu vién so khung nang lyc so cho SV
trong truong DH. SV can trau doi niang luc s cta ban
than dé tién hanh cong viée hiéu qua, va sir dung n6
phu hop v6i nang lyc cia ban than. CDS dang dién ra
trén toan cau mang dén nhiig thach thtrc nhung ciing
1a nhitng co hoi dé SV néi chung va SV nganh QTVP
n6i riéng. Thoi dai s6 mé ra nhitng xu hudng tiép can
cong nghé sb mai dé SV nganh QTVP c6 thé dugce ap
dung linh hoat trong nghién ciru, thuc hanh hoat dong
chuyén moén nghe nghiép. SV can nhén thirc ding dén
vé tinh tat yéu ciia thay doi, vé yéu cau thich img ctia
hoat dong nghé nghiép dé chu dong hoc hoi va lam
chi cong nghé so.

3. Két luan

CPS 1a xu hudng can thiét dé cac hoat dong doi
song xa hoi co thé phat huy tdi da vai tro ciia minh. La
mot linh vuc thudc khoa hoc quan tri hudng téi dam
bao cho hoat dong VP cua cac co quan, t6 chirc duoc
hiéu qua, SV nganh QTVP can nhan thirc 1 yéu cau
va trach nhiém cta ban than. CDS hudng t6i viée toi
uu hoa va gia tdng gia tri tor nhitng tién ich do hoat
dong VP dem lai, dac biét cho hi¢u qua quan ly cua co
quan, to chirc va doanh nghiép. Trach nhiém ctia cac
nha truong DH hét strc can thiét trong viéc trang bi
nang luc s6, xac dinh khung nang lyc s cho SV nganh
QTVP. Tir d6 c6 thé chuyén doi cong tac dao tao, thuc
hién xay dung cac chuong trinh dao tao cai thién nang
luc sb trong chuwong trinh dao tao dap mg véi su phat
trién cua khoa hoc cong nghé hién nay.
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