14

N

Journal of educational equipment: Applied research, Volume 2, Issue 287 (April 2023)
ISSN 1859 - 0810

Mt so y kién vé doi méi phwong phap gidng day cac

>4

hoc phan thudc khdi kién thirc ciia nganh Quan trj vin

phong tai Hoc vién Hanh chinh quéc gia

Nguyén Thi Kim Chi*

*ThS. Hoc vién Hanh chinh Quéc gia
Received: 11/3/2023; Accepted: 17/3/2023; Published: 21/3/2023

Abstract: Teaching methods play an important role in improving the quality of teaching and contribute
to achieving the outcome standards of the Training Program. Within the scope of the article, we would
like to introduce an overview of the outcome standards of the Office Administration training program, the
characteristics of the teaching methods, and propose some suggestions to renovate teaching methods in
order to achieve the outcome standards of the module in the training program of the Office Administration
major at National Academy of Public Administration.
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1. Pit van dé
“Phuong phap day hoc 1a cach thiic hoat dong

phdi hop thong nhét ciia gido vién va hoc sinh trong
qua trinh day hoc dugc tién hanh duéi vai tro cha dao
cua gido vién nham thue hién tdt muc dich, nhiém vu
day hoc[1, 79]. Trong qua trinh giang day, viéc doi
moéi phuong phap dbi voi cac hoc phan trong Chwong
trinh dao tao phai chu trong dén yéu t6 ngudi day,
nguoi hoc va phat huy vai trd cta cac phuong tién
day hoc hi¢n dai.
2. Noi dung nghién ctru
2.1. Gidi thi¢u khdi qudt vé chuén dau ra chwong
trinh dao tao nganh Qudn tri van phong

Nganh Quan trj van phong la nganh quan trong
va thudc su quan ly cua Khoa Luu trit hoc va Quan
tri van phong, Hoc vién Hanh chinh Quéc gia. Hién
nay, c6 khoang 1.700 sinh vién (SV), hoc vién theo
hoc. Viéc xay dung va cap nhat chuin dau ra Chuong
trinh dao tao luon dugc Khoa quan tam. Chuén dau
ra Chuong trinh dao tao dugc xdy dung trén co so
téng hop y kién ciia cac bén co lién quan: cac chuyén
gia, nha khoa hoc tai cac co so giao duc dao tao; co
quan, doanh nghiép; doi ngli giang vién (GV); SV,
cyu SV. Ngoai ra, con ¢ sy tong hop y kién cua cac
dai biéu tai Hoi nghi chuyén gia, Toa dam khoa hoc.
Chuan dau ra Chuong trinh dao tao nganh Quan tri
van phong xéac dinh 04 vi tri viéc lam co ban: Hanh
chinh tong hop; Thu ky/tro 1y hanh chinh cho lanh
dao; Hanh chinh nhan sy; Quan ly, diéu hanh Van
phong/Phong Hanh chinh. Véi cac vi tri nay, SV tot
nghiép nganh Quan tri vin phong s& dat dugc chuan
dau ra sau:
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- Vé kién thire: ngoai kién thirc gido duc dai
cuong va kién thirc co sé nganh thi khéi kién thirc
nganh dong vai tro vo cung quan trong trong chuong
trinh dao tao nganh Quan tri vin phong. Kién thuc
nganh bao gdm nhiing kién thirc chuyén sdu cua
nganh Quan tri vin phong nhu: kién thirc vé lanh
dao, diéu hanh hoat dong van phong; soan thao van
ban; nghiép vu van thu, luu trlt; van hoa cong sd,
nghiép vu thu ky van phong...

- Vé ky nang (KN): gdbm KN nghé nghiép (KN
lanh dao, diéu hanh cac hoat dong hanh chinh cua
co quan va van phong; KN tham muu cho lanh dao
trong viéc t6 chirc, quan 1y cong tac hanh chinh cia
co quan; KN soan thdo mdt s6 van ban hanh chinh;
thuc hién cac nghi€p vu hanh chinh van phong...)
va cac KN mém (KN lam viéc nhom, giao tiép, dam
phan...).

-Ve nang lyc tw chu va trach nhiém: SV tbt nghiép
s€ dat dugc nhiing chuén dau ra nhu: tinh trung thuc,
can than, ti mi, sang tao, trach nhiém va dao dutc nghé
nghiép; c6 kha nang lam viéc doc lap, lam viéc nhom;
trach nhiém véi cong déng va x4 hoi...

Nhu vay, chuén diu ra Chuong trinh dao tao
nganh Quén tri vin phong dé cap dén nhimng chuan
gan v6i nhidu hoc phan thudc kién thirc nganh nhu:
Vian ban quan ly nha nuéc, Ky thuat soan thao van
ban, KN giao tiép, Nghi¢p vu thu ky van phong, KN
lam viéc nhom, Nhap mon Quan tri van phong, KN
t6 chirc va kiém tra trong quan tri vin phong... Dé
déap Gmg chuan dau ra noi trén, trong qua trinh giang
day ddi v6i cac hoc phan can c6 nhitng phuong phap
giang day tich cuc, hop ly, phu hop.
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2.2. Dac diém trong cong tdc gidng day cdc hoc
phan thugc khéi kién thirc nganh ciia nganh qudn
tri van phong tai Hoc vién Hanh chinh quéc gia

Nhin chung, cac hoc phan thudc kién thirc nganh
ctia nganh Quan tri van phong 1a nhimg hoc phan
trang bi kién thirc chuyén mén nghiép vy, chuyén
sau cho SV nganh Quan tri van phong. Nhitng hoc
phan nay trang bi nhiing kién thtrc 1y luan, thyc té vé
nghiép vu van phong, hanh chinh van phong.

Chdng han: Dbi v6i cac hoc phan vé& Vin ban
quan ly nha nudc, K¥ thudt soan thao van ban: SV s¢
dugc trang bi nhitng kién thirc Iy luan va KN nghé
nghiép vé soan thao cic van ban hanh chinh nhu:
cong van, ké hoach, quyét dinh, bao cao...

Hoc phan KN giao tiép, Nghiép vu thu ky vin
phong trang bi cho SV kién thirc 1y ludn vé giao tiép,
KN giao tiép, thu ky vin phong; chirc ning, nhiém
vu cla nguoi thu ky van phong; hé thdng 1y luan,
thyuc té vé cac KN giao tiép nhu: KN ling nghe, KN
thuyét phuc, thuyét trinh...; kién thic thyc t& vé cac
nghiép vu thu ky van phong nhu thu thép, xu 1y va
cung cip thong tin cho lanh dao, tiép - dii khach, t6
chue hoi hop...

V6i nhitng hoc phan vé KN hoach dinh trong
quan tri van phong, KN t6 chirc va kiém tra trong
quan tri vin phong: SV tot nghiép nganh Quan trj vin
phong s& dugc trang bi, bd tri 50% thoi gian 1y thuyét
va 50% thoi gian danh cho thuc hanh nghiép vu nghé
nghiép vé KN lap ké hoach, cong tac hoach dinh, KN
t6 chirc va kiém tra trong hoat dong vin phong.

V6i dic thu noi trén, phuong phap giang day dbi

v6i nhitng hoc phan chuyén nganh cta nganh Quan
tri van phong tai Hoc vién Hanh chinh Quéc gia
phai c6 sy d6i mai, linh hoat, sang tao. Viéc d6i méi
phwong phap giang day phai huéng dén tao didu kién
cho nguoi hoc phat trién kha niang tu duy khoa hoc,
su sang tao, rén luyén KN thuc hanh, nang luc tu
hoc va phat huy duogc vai tro cua cac phuong tién k¥
thuét, cong nghé trong day hoc.
2.3. Mjt 56 dé xudt vé doi méi phwong phdp giing
day déi v6i hoc phin thugc khéi kién thirc nganh
ciia nganh Qudn tri vin phong tai Hoc vién Hanh
chinh quéc gia

Nham gop phan dat dugc chuan dau ra chuwong
trinh dao tao nganh Quan tri van phong dac biét la
chuan dau ra hoc phén noi trén, viéc déi mai phuong
phap giang day 1a can thiét, ¥ nghia. Viéc d6i méi
nay can tap trung vao cac ndi dung sau:

2.3.1. Phat huy vai tro dinh huwong cia GV trong quad
trinh day va hoc
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Trong qua trinh gidng day, GV doéng vai tro la
trong tai, nguoi hudng dan, dua ra nhitng dinh hudéng
nghién ciru cho SV. Pdi véi giang day ly thuyét,
ngoai viéc st dung phuong phap thuyét trinh, GV
can ting cudng phuong phap néu van dé, déi thoai,
phuong phép lam viéc voi tai liéu nham phat huy
tinh tich cyc, chu dong linh hoi va tai tao ndi dung
hoc cua SV. Do do, trudec mdi gio giang 1y thuyet
GV cén chuan bi t6t cho noi dung bai giang. GV can
xéac dinh yéu cau va cac van d& nghién ctru. Trén co
s0 dinh hudong cua GV, SV hodc nhom SV phai chu
dong suu tam tai liéu, thong tin c¢6 lién quan. Tiép
dén, phai xir Iy thong tin va chuan bi ndi dung can
trao doi trén 16p. Trong cac gid hoc, GV dong vai trd
1a ngudi néu cac ndi dung, tong hop, thong nhat vé
ndi dung nghiép vu trong hoc phan. Ngudi hoc dong
vai tro thao luén, trao di, thuyét trinh, bao v¢ quan
diém cuia minh vé nhitng ndi dung ctia hoc phan.

Chang han: D61 vi hoc phan Nghiép vu thu ky
van phong: nhitng van dé can nghién ctu nhu tim
hiéu hé thong gido trinh, tai liéu vé thu ky, thu ky van
phong; tong thudt nhitng quy dinh vé thu ky, thu ky
van phong; nhiing nghiép vu co ban cua thu ky van
phong nhu: thu thap va cung cip thong tin; to chic
tiép - dai khach; t6 chirc chuyén di cong tac. ..

Pbi voi hoc phan Vin ban quan 1y nha nude, Ky
thuét soan thao van ban: GV ¢6 thé dit ra nhiing van
dé can nghién ctru nhu Khai niém, chirc ning, phan
loai vin ban quan 1y nha nuéc; cac yéu cau khi soan
thao van ban; phuong phap soan thao van ban hanh
chinh; phéan biét hé thong van ban quan 1y nha nudc
v6i hé thdng van ban khéc.

D6i voi hoc phan KN t6 chirc va kiém tra trong
quan tri van phong: GV dinh hudng, dua ra nhiing
n6i dung dé SV tim hiéu nhu khai niém vé t6 chic,
KN t6 chirc bd may, KN t6 chirc cong viéce; cac KN
t6 chtic trong quéan tri van phong nhu: KN t6 chirc
bd méy van phong; t6 chirc xay dung cac quy ché,
noi quy, quy dinh cho co quan; to chirc xay dung cac
chuong trinh, ké hoach cong tac; KN kiém tra trong
quan tri van phong nhu: kiém tra vé nhan sy trong
co quan, trong vin phong; kiém tra vé cac hoat dong
hanh chinh..

Bén canh nhung gio hoc ly thuyet gio hoc thuc
hanh, thao luan 601 v6i cac hoc phan néi trén can tap
trung vao mot sb diém sau:

Mot la, GV phai chu trong xay dung ndi dung
thuc hanh. Noi dung thyc hanh, thao luan cta céc
hoc phan nay phai gin véi tinh hudng thuc té tai cac
co quan, doanh nghiép va c6 tinh kha thi cao.
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Hai la, GV can phat huy t6i da kha ning lam viéc
nhém cua SV, ¢ ké hoach phan nhém SV, chuén bi
cac bai tap vé tinh hudng giao tiép gan véi ndi dung
hoc phan. Nhiém vy ctia nhém 14 phan cong trach
nhiém cho tung thanh vién: ngudi dong vai lanh dao,
ngudi déng vai nhan vién, ngudi dong vai di tac...
Tung cé nhan phai chi dong tham gia vao hoat dong
ctia nhom nham hoan thanh t6t ndi dung ma GV yéu
cAu. Cac nhoém khac s& quan sat, phat hién uu, nhugc
diém ctia nhém ban va c6 ¥ kién dong gop, xay dung.
Nhu vay, SV hoan toan phai chu ddng, tich cuc trong
cong viéc duoc giao, c6 sy van dung sang tao, linh
hoat trong timg tinh huéng thuc té. Trong nhiing gid
hoc nay, GV déng vai tro 1a nguoi diéu hanh, giam
sat qua trinh thuc hanh, thdo luan va dua ra nhiing
nhan xét, danh gia nham dinh hudng va gitip SV tich
litly, nang cao kién thirc, KN nghé nghiép, c6 kha
nang xir 1y tt cac tinh hudng thuc té.

Toém lai, trong nhitng gio hoc 1y thuyét ciing nhu
thuc hanh, GV sé€ phai van dung linh hoat, sang tao
nhleu phuong phap giang day khac nhau nhu: néu
van d&, tinh hudng, thao luin, dong vai, lam viéc
nhém. Nhing phuong phap niy s& gop phan phat
huy tinh tich cyc, chu dong, su sang tao trong hoc
tap, giup SV budc dau rén luyén KN t6 chic, diéu
hanh cong viéc, tinh than, thai d6 1am viéce tap thé.
2.3.2. Nang cao thadi do, y thure tw hoc, tw nghién ciru
cuia nguoi hoc

Trong qua trinh hoc tap, linh hoi kién thic dbi
v6i hoc phan thude khdi kién thirc chuyén nganh cia
nganh Quan tri van phong, SV dong vai tro trung
tam cua viéc hoc. Tur nhitng yéu cau, dinh hudng,
van dé ma GV dua ra, SV phai chu dong nghién ciru,
suu tim tai liéu, thong tin tir nhiéu ngudn khac nhau;
phan tich thong tin; c6 kha nang trinh bay hiéu biét,
quan dlem danh gia cia ban than, nhém nghién ctru
vé timg van dé ma GV di dua ra. Ngoai ra, phai
c6 kha nang thuyét trinh, thuyét phuc, bao vé quan
diém, y kién. Phuong phap day hoc nay sé€ glup SV
cha dong, tich cuc linh hoi kién thire, ¢6 thé hoc tap
1an nhau, tao KN lam viéc nhém, nang cao kha ning
giao tlep trong hoc tap, cong vi€c sau nay.

2.3.3. Tang cwong dau tw vé co sé vit chat phuc vu
qua trinh giang day va hoc tdp

Dé ning cao hiéu qua cta cong tac giang day va
gitip SV ¢6 thé chu dong linh hoi kién thirc, viéc chu
trong dau tu vé co so vat chit, trang thiét bi day hoc
va phat huy vai tro ctia cac phuong tién k¥ thuat nay
1a v clng can thiét. Chinh vi vay, trong qua trinh
giang day, GV can phat huy vai trd ciia cac thiét bi
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day hoc, st dung hi¢u qua nhiéu phuong tién day hoc
nhu: may chiéu, may quay, cac chuong trinh day hoc
tryc tuyén... Ngoai ra, GV nén suu tim cac video
¢6 lién quan dén ndi dung bai hoc nhu: cac bai dién
van khai mac, bé mac hoi thao, hoi nghi, tinh huéng
giao tiép thuc té... P6i voi nhiing gid hoc nay, dic
biét 1a giang day truc tuyén, GV c6 thé ghi 4m, quay
lai nhitng ndi dung giang day, trao d6i va dua 1én hé
thdng, nhom chung dé SV cé thé xem, hoc lai khi
¢6 nhu ciu. Nhitng gid hoc nhu vay s& cudn hut SV,
khong khi hoc tap s& bot cing thing va soi ndi hon.

Bén canh d6, nha trudng ciing can tiép tuc chu
trong dén viéc dau tu cac phuong tién, trang thiét bi
hién dai phuc vu cho qua trinh giang day nhu: may
chiéu, loa, mic, mang Internet...; dau tu céac phong
thuc hanh chuyén dung dé giup GV va SV c¢6 diéu
kién hién thuc hoa, thuc hanh va xt 1y cac tinh huéng
giao tiép trén thuc té mot cach sinh dong, hap dan va
hiéu qua.

3. Két luin

Trude yéu cau ngay cang cao cua xa hoi, co quan,
doanh nghiép vé ngudn nhan luc vin phong chat
luong cao, viéc d6i méi phuong phéap giang day cac
hoc phéan noi chung, hoc phan thudc khdi kién thic
chuyén nganh cua nganh Quén tri van phong tai Hoc
vién Hanh chinh Quéc gia 13 v6 cung can thiét. Qua
trinh d6i méi phuong phap giang day doi hoi su nd
lyc va tham gia tich cuc cua hai phia la nguoi day
va ngudi hoc. GV va SV can phai phat huy c¢é hiéu
qua nang lyc cia ban than dong thoi van dung cac
phuong phap giang day mot cach sang tao, hiéu qua.
Viéc d6i mai va két hop cac phuong phap giang day
tich cuc s& gop phan huéng dén dat duoc chuan dau
ra cta hoc phan noi riéng va chuan dau ra Chuong
trinh dao tao nganh Quan tri van phong n6i chung./.
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