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Noi dung trinh bay
1. Téng quan vé van phong va cdng viéc van phong
Téng quan vé Quan tri
Téng quan vé Quan tri HCVP
Nha quan tri hanh chinh van phong
Nghé thv ky

P oW
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Két qua dat dworc
1. Hiéu rd cac khai niém co ban vé:
— Van phong chirc ndng va dic di€ém cba van phong

— Dinh nghia, chirc ndng va hé théng cap bac quan
tri

— Dinh nghia, muc tiéu, chirc ndng cba quan tri
HCVP

— Hé théng hanh chinh van phéng

2. Vaitrd, chirc ndng, nhiém vy va ky ndng can c6
cUa nha Quan trj van phong
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1. Tong quan vé vian phong va cong viéc van phong

1.1 Vén phong
— Nghia hep: la noi lam viéc cba mét co quan, DN (la
dia diém giao ti€p d&i ndi va d&i ngoai).
— Nghia réng: Ia bd may lam viéc téng hop va tryc
tiép tro giup cho viéc diéu hanh cac hoat déng coa
ban lanh dao DN, co quan, t8 chirc.
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1. Tong quan vé vian phong va cong viéc vin phong

2. D3c diém cda van phong
— La bd méy dworc t3 chire thich hop véi dic diém
cbatirng DN, co quan, t8 chire;
— Puvoc quan ly va diéu hanh theo nhirng tiéu chuan
nhét dinh;
— Phai c6 dia diém hoat ddng giao dich vdi co s& vat
chat nhat dinh.
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1. Tong quan vé vian phong va cong viéc van phong

1.3 Chirc néng cla van phong

— Tham mwu t8ng hop;
— GiUp viéc diéu hanh;
— Hau can.

© Huynh Kim Long 2016
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1. Tong quan vé vian phong va cong viéc van phong

1. Chirc ndng tham muu téng hop

— La hoat ddng trg giip nham gép phan tim kiém nhirng
quyét dinh t8i wu cho qua trinh quan ly dé dat két qua
cao nhat;

— Chu thé Iam cong tac tham muwu c6 thé |a ca nhan hay tap
thé;

— VP la ddu méi ti€p nhan cac phwong an tham muu t
cac boé phan chuyén moén/ nghiép vu tap hop thanh hé
thdéng théng nhat trinh hodc dé xuat véi lanh dao
nhirng phwong an hanh déng tng hop.
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1. Tong quan vé vian phong va cong viéc vin phong

#2. Chirc ndng giup viéc diéu hanh
— La don vi tryec ti€p givp viéc diéu hanh quan ly coa
ban lanh dao DN, co quan, t8 chirc théng qua cac
cdng viéc cu thé
* Xay dyng va t6 chirc trién khai k& hoach c6ng tac;
* Thyc hién cac hoat ddng I& tan;
* T8 chic hdi nghi, chuyén di céng téc;
* Dam bao théng tin phuc vy lanh dao
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1. Tong quan vé vian phong va cong viéc van phong

* # Chlrc ndng hau can:
— Dam bao diéu kién lam viéc, bé tri vin phong lam
viéc, quan ly CSVC, cung cap trang thiét bj ... hiéu
qua
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1. Tong quan vé vian phong va cong viéc van phong

* 1.4 Nhiém vu cba van phong

— Téng ho'p chwong trinh k& hoach cong tac clia DN,
co quan, t8 chire;

— Thu thap, xtr ly, quan ly str dung théng tin;

— Truyén dat cac quyét dinh quan ly cda lanh dao, theo
ddi viéc trién khai thyc hién cac quyét dinh;

—Tw van vé vin ban cho thu trwéng, trg gitip thu
trwdng vé ky thuat soan thao vian ban;

— T6 chirc cdng tac bao vé trat tw an toan trong DN, co’
quan, t8 chirc;
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1. Tong quan vé vian phong va cong viéc vin phong

* 1.4 Nhiém vu cba van phong (tt)

— T6 chirc cong tac 1é tan;

— T8 chl¥c cac chuyén di cdng tac cva lanh dao;

— Bao dam céc yéu t6 vat chat cho hoat dong ca DN,
co quan, t8 chire;

— Lap k& hoach dy toan kinh phi hoat déng hang
nam, quy;

— Thyc hién cdng tac van thy, lvu triz hé so tai liéu
theo cac quy dinh hién hanh.
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2. Téng quan vé Quan tri
2.1. Khai niém

James Stoner &

g
Mary Parker Follett Koontz & O’Donnell Stephen Robbins

¢ QT la nghé thuat
dat dwgc muc dich
thong qua nguoi
khac”.
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* QT la thiét ké va
duy tri mot moi
trwo'ng ma trong
d6 céc ca nhan lam
viéc vé&i nhau
trong cac nhém cé
thé hoan thanh cac
nhiém vu va cac
muc tiéu da dinh

QT la tién trinh
hoach dinh, t6
chire, lanh dao va
kiém soat nhirng
hoat dong cua céc
thanh vién trong
6 chirc va str dung
4t ca cac ngudn
lwc khéc cla t6
chirc nham dat
dwoc muc tiéu da
dé ra”
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2. Tong quan vé Quan tri (tt)
2.2. Nhirng dic di€m chinh cda Quan trj la:
— Qué trinh phdi hop cac hoat déng riéng lé

— Cung hvédng téi myc tiéu chung

— Lam viéc v@i va thong qua nguoi khac

— Pat két qua mat cach c6 hiéu qua

* V@ thuat ngir:

— Quan tri # Quan ly (Administration — Management)

24

© Huynh Kim Long 2016




Administrative Office Management
' NHO'NG KHAI NIEM CO' BAN A

4/3/2017

2. Tong quan vé Quan tri (tt)
2.3 Chc ndng cba quan tri

o B Ai lam va chiju trach
Lam gi? Két qua? nhiém?
Xac dinh muc tiéu, 2 Wi P ?Co
;;n’:‘m-":h chién lugc va k& E:: h‘;’:":':’g:‘qc,, AL su tham gia cua cac
: hoach g nhan vién
- a Nguén luc dugc bé tri
2. T8 chitc ::'é: ':g;ﬁ;:'{;::ﬁn sap xép theo cac cach Tat ca cac cdp quan
5 » hgu thuc hién KH va muc ly
thuc hién w
3 2 tiéu
2
3. pia Moi thanh vién hoan Vai tré6 CEO quan
h‘énh/u Dan dét, khich 18, ra thanh nhiér;l vu, khéng trong nhat
Lanh dao | QuYét dinh ©6 mau thun, cic sy Tét ca cdp QL tham
< c6 dudc giai quyét gia
Cac két qua dugc xac Ngoai céc cip quan
4. Kiém Giam sat, danh gia dinh; sai dugc sua; ly, cén cé bé phan
tra céc hoat déng hoan thién hé thng
tiéu chuan méi
25 © Huynh Kim Long 2016
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2. Téng quan vé Quan tri
2.3 Chirc ndng cba quan tri (tt)

Cap cao Cap trung
1. Hoach dinh 28% 18%
2. 76 chirc 36%| o 33%|=
3. Lanh dao 22% 36%
4. Kiém tra 14% 13%

Ti Ié % thoi gian cda nha quan ly gianh cho cdc chire néng (twong d6i)

Ngudn: QTH, Nguyén Khic Hiéu — tr.11

© Huynh Kim Long 2016
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2. Téng quan vé Quan tri (tt)

2.4 Ch&re danh (cap bac) cva nha quan tri:

* Cap cao (top manager) — chju trach nhiém trong viéc ra cac
quyét dinh c0a t6 chirc xdy dwng cac k& hoach, myc tiéu c6
anh huéng dén t6 chire

— VD: Phé Ch tich diéu hanh, GB diéu hanh, CT. HDQT

+ Cap trung gian (middle manager) — nghe Iénh cdp trén va

quan ly hoat déng cba nhirng ngudi quén ly cap co' sé.
— VD: trwéng phong ban, trwéng dv &n, giam déc phan xwéng.

* Quan ly cap co s& (first-line manager) - quan ly céng viéc
c0a cac nhan vién tham gia tryc ti€p vao hoat dong tao ra
gia tri ca té chive.

— VD: gidm sat vién, t8 trvdng SX, phy trach day chuyén, déc
cong...
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Cap bac trong quan tri

Quin Trivién cip cao: Chi ek HDOT, Tong gidm dbc,
Gidim déc ...
% 3y dung chifn hroc. ké hoach hanh déng & phat trifn oi
t chive

e Quan tri vién edp trung: Treedng phong, Qudn dée,
Cibee BANg Bwdng ...
% Pua ra cac guyét dinh chifn thuit &2 thic hign ki
hoach wa chinh sach ciia td chive

Quan tri vién edp eo s&: T6 trzédng, Mhém
tn¥éng, tn¥dng oa
% Huéng din, déc thic, difu khidn c8ng nhén
trong céng vitc hang ngay

INhOne nawdi thire hanh

ifi it
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3. Quan tri HCVP
3.1 Khai niém:
Quan tri Hanh chanh vén phong la viéc hoach dinh,
t8 chie, phéi hop, tiéu chudn hoa va giam sat cac
hoat dong x& ly THONG TIN.
(Nguyén Hu Thén)
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3. Quan tri HCVP

Management Personnel Revenues

Research &
Development

™
Office Services Office Services
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E HE THONG HANH CHINH VAN PHONG

el Cac
vat chat ph 9, dng Cac muc
CA phap su tiéu caa
NHAN | v EXEEE + BEITEEoect QTHCVP:
nguon Dich vu
luc va thong tin
CSDL
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3.2 Muyc tiéu cUa hé théng hanh chinh van phong

+ D3am bao rang cac hoat dong cva t8 chirc c6 lién
quan duvoc thiét ké dé hoat ddng t8i da héa nang
suét cOa ca nhan va don vi;

Quan ly hiéu qua théng tin cOa t8 chirc;

Duy tri cac tiéu chudn véi mét sé lvong hop ly;
Tinh hiéu qua cba cac quy trinh va tho tuc;

Xay dwng méi trrong lam viéc dat yéu ciu vé tinh
than va thé chat;
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3. Quan tri HCVP
3.2 Muc tiéu cUa hé théng HCVP (tt)
* Xac dinh nhiém vu va trach nhiém trong khu vyc
VP
« K&t ndi viéc giao tiép hiéu qua gitra nhan vién
Hanh chinh va cac bo phan khac trong té chire;
* GiUp nhan vién duy tri & m&rc d6 cao vé hiéu qua
cong viéc;
+ Giam sat c6 hiéu qua nhan vién van phong;
* Pam bao viéc s& dung c6 hiéu qua va thich hop
cac thiét bj van phong chuyén biét.
— Zane Quible (2001) -

HOASEN
UNIVERSITY]
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3. Quan tri HCVP

3.3 Chirc ndng cba Quan tri HCVP

Hoden © Xac dinh muc tiéu va lap k€ hoach thyc hién
dinh

Té6 * Thyc hién muctiéu dé ra
chirc

buy  * Dam bdo hoan thanh muc tiéu
tri

Kiém * Ra soatva danh gid viéc thyc hién muc tiéu
tra

pich * Cung cap théng tin, bdo dam hau can
vy

4/3/2017

34 © Huynh Kim Long 2016

Administrative Office Management
Nhi*ng khdi niém co’ ban Mnmm
UNIVERSITY]

Bai tdp ca nhan s 01
Read the Interactive Session and discuss the following questions

+ Ban mudn tré thanh “ai” trong 5 — 10 ndm t&i?
(lién quan dén nghé nghiép)

* Hay tim théng tin 6 lién quan dén linh vy’c nghé
nghiép ban quan tam va mé ta cong viéc ma
doanh nghiép, t8 chi’c yéu cau.
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CHUONG 1: (tiép theo)

- NHA QTHC VP CHUYEN NGHIEP
- NGHE THU KY CHUYEN NGHIEP
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Noi dung trinh bay

1. Nha QTHCVP chuyén nghiép
1. Céng viéc - Tiéu chudn
2. Cac cap bac HCVP

2. Nghé thw ky chuyén nghiép
1. Khainiém
2. Ch&cnéang - Nhiém vy
3. Yéucau

4/3/2017
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Cap do phat trién nghé nghiép HCVP

Common Career Paths for Administrative Officer

Administsalive £ O s Manages

office Manager, Medical Office

Offica Manager, Dental Office
Administrative Officer Office Manager

Office administrator

38 © Huynh Kim Long 2016
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1. Nhiém vu ciia nha QTHCVP

* Hoach dinh c6ng viéc hanh chanh

* Tao co ciu hanh chanh tét

* Piéu hanh va ki€ém soat céng viéc hanh chanh
* Nhiém vu chi yéu: x& ly théng tin

* Biét nhu cau va kha nang cba nhéan vién
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2. Mo ta CV ciia nha QTHCVP

* Giam sat cac dich vu hanh chinh

 Quan ly vat tw, thiét bj ... trong vén phong

* Kiém soat théng tin trong ndi bd vin phong

 Xac dinh hiéu suat thiét bj va chi phi thiét bj van
phong

+ Thiét lap va diéu phéi hé théng hanh chinh giira
cac phong ban

* Giam sat viéc tuyén dung, dinh huvéng va dao tao
nhan vién HCVP nhw mét nha quan ly

- Keeling and Kallaus (1996)
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3. Vai tro, trach nhiém ctia nha QTHCVP

C6 03 vai tro

* Raquyét dinh

* Quan ly thong tin
 Quan ly giao tiép

Trach nhiém Hoach dinh
Giam sat T chire
Lanh dao Tuyén dyng
41 © Huynh Kim Long 2016
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4. Nhirng thach thirc d6i véi nha QT HCVP

* Cac quy dinh cba chinh pho

* Sy thay d6i va phat trién cia cdng nghé méi

* Tang cwdng ndng suét cla té chire, doanh nghiép

* Sy da dang trong t& ch’c trong béi cdnh toan cau
hoa

* Phuc vu nhv mét tac nhan thay déi (change
agent)

* D&i phé véi hé théng van phéong hoat dong khéng
nhw mong doi

42 © Huynh Kim Long 2016
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5. Yéu cau ctia nha QTHCVP

Hoan thanh cac khoa hoc cé lién quan

Cé kién thirc chuyén sau vé cac linh vyc thich
hop

C6 kha nang lanh dao.

Thyc hién cac cam két vé hanh vi dao dirc
Biét Uy quyén.

4/3/2017
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6. Ky nang cua nha QT HCVP

Ky nang ky thuat /chuyén mon (technical skills)

— La k¥ ndng can thiét dé& thyc hién 01 CV cy thé

— Quan trong d&i v&i nha QT cép co's&

Ky nang nhan sy (human skills)

— La nhi*ng kién thirc lién quan dén kha ndng cing lam

viéc, dong vién va diéu khién nhan sy
Ky nang nhan thirc / tv duy (conceptual skills)

— Cho phép nha QT nhén ra sy’ tdc déng cla van
dé/hién tvong dén hién tugng/van dé khac nhu thé
nao

— Khé hinh thanh nhat (mét s c6 kha nang hoc, mét s&

thi phai c6 tryc quan)

© Huynh Kim Long 2016
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4. Cdp bac QTHCVP

CHUC VU

Nhién vién Thu ky Cip quin tri

Chire

-Nhan vién tiép tin vi | -Thw ky chuyén nganh lujt, | - Trg If hanh chinh (administrative
nhdn vién hanh chinh |y khoa,... assistant).

(nhén vién thw tin hoic
nhén vién lwu tri hd s0).

- Tée ky vién.

-Nhén vién dinh miy.
-Nhén vién diéu hanh xir
Iy thong tin.

-Thw ky téng quat (thw ky
cho quan déc cip trung
hoic cép cao).

-Chuyén vién xir Iy thong
tin: thw ky hanh chinh hodc
thu ky thr tir lién lac.

- Trwéng phong giam déc hanh chinh
(administrative or office manager).
~Truéng phong thong tin
(administrative Information).
-Truimg phong hd so (Administrative
files).
-Trwéng phong xir ly thong tin

i ative information p

Yéu
ciu

C6 nghiép vu chuyén mén
va ¢6 kinh nghiém trong
nghé & mire d§ t5i thiéu.

C6 nghiép vu chuyén mén
cao va/hodc thém trinh do
hoc vAn va ¢6 kinh nghiém
trong nghé.

C6 Ky niing quin tri cong ty véi kinh
nghi¢m vi/hodc c6 trinh d) hoc vn
chuyén nganh vé cong viée hanh chinh
vin phong.

45
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1. Khdi niém vé nghé thw Ky

* Theo PSI (THE PROFESSIONAL SECRETARIES
INTERNATIONAL ) - Hiép hdi Thu ky Chuyén
nghiép Quéc Té thi thu ky :

+ Langudi trg givp cba cap quan tri ,ndm virng
nghiép vu hanh chanh van phong.

¢ La ngudi c6 kha nang chiu trach nhiém ma khéng
can kiém tra tryc tiép.

* La ngudi cé 6¢ phan doan, 6c sang kién, dvara
cac quy dinh trong pham vi & quyén han cGa minh.

47 © Huynh Kim Long 2016
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2. Chirc nang cta ngwoi thw ky

* Quan tri Hanh chinh - Van phong

* Hoat dong tro giup, giup viéc cho thi trwéng co
quan, t6 chirc

* Hoat déng quan ly, diéu hanh céng viéc hang ngay
c0a mét t6 chire xa hdi nao dé. Thw ky mang tinh
chat hoat ddng nhv mét tho truéng.
— VD:Téng thv ky héi nha vén, TTK héi nha bdo, ...
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2. Nhiém vu cia ngwoi thw ky

Nhirng cong viéc thudc vé quan hé ca nhan
— Thu tin, Dién thoai, Tiép khach

— Thu xé&p chuyén di céng tac cho lanh dao
Nhirng c6ng viéc thudc vé quan hé van ban

— Soan thao, ki€ém duyét van ban truéc khi trinh tho
trwéng co quan

— Quan ly, t6 chirc van ban cba nha quéan tri hop ly
Nhirng nhiém vy thudc vé t8 chirc cdng viéc
— Hen g3p, Lap lich lam viéc, sép xép phong lam viéc ...

© Huynh Kim Long 2016

3. Kién thirc - Ky nang can cé ciia ngwoi thw ky

Quan tri t6 chirc

Quan tri hanh chinh

Tam ly giao ti€p — Ky ndng (rng xtr

K§ ndng ngdn ngit (néi, viét, bdo cdo)
Ngoai ngir

Kién thirc tdng quat vé XH, phap ly, linh vurc hoat
dong c6 lién quan

Kién thirc can thiét dé xt ly va giai quyét van de

© Huynh Kim Long 2016

4. Pham chit can c6 ctia ngwoi thw Ky gioi

San sang phuc vy

Chuyén nghiép

Ngudi phu ta/ tro’ tha

Tinh bao mat

Tinh than tyv gidc

Lam viéc c6 nguyén tic

Tinh t8 chirc

Tinh chinh truwc, chiu trach nhiém
Tinh nang dong, sang tao, doc lap
Long trung thanh
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