BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAI HOC KINH TE QUOC DAN Poc 1ap — Tu do — Hanh phuc

PE CUONG CHI TIET HQC PHAN

CHUONG TRINH CU NHAN QUAN LY CONG VA CHINH SACH
BANG TIENG ANH
(E-PMP)

TRINH PO PAO TAO: PAI HOC LOAI HINH PAO TAO: CHINH QUY
1. THONG TIN CHUNG
- Tén hoc phan (Tiéng Viéy): Truyén thong

- Tén hoc phin (Tiéng Anh): Fundamentals of Communication
- Ma hoc phan: EPMPI1127

- Thugc khéi kién thirc: Kién thive gido duc dai cuwongg

- 86 tin chi: 3

- Cdc hoc phén tién quyét: Khong

2. BO MON PHU TRACH: B$ mén Quin Iy xi hi
3. MO TA HQC PHAN
Hoc phan Truyén thong cung cép cac kién thire va k¥ nang tong quan vé truyén
thong ma tt ca nha quan 1y va nguoi lao dong co thé sir dung hiéu qua hon tai noi lam
viéc. Hoc phan nay mang tinh ing dung nhiéu hon 1a 1y thuyét, dem lai cho nguoi hoc
cac k¥ nang truyén thong hitu ich trong cic to chirc cong ciing nhu cac to chirc noi
chung. Do d6 sinh vién can tham duy tit ca cac budi hoc va tham gia tich cuc trén 16p.
4. TAI LIEU THAM KHAO
Tai liéu bit budc:
Krizan A.C. Buddy (2002), Business communication, Ohio: South - Western
college publishing, 677p, 28cm

Tai liéu tham khao khac:
Locker Kity O (2007), Business communication building critical skills. Third
edition, USA, Mc Graw Hill Irwin, 2007, 559p.
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5. MUC TIEU HQC PHAN:

Muc Trinh d¢
CDR cua
tiéu Mo ta muc tiéu nang lue
CTDT
(Gx)
[1] 2] [3] [4]
Hiéu duoc tAm quan trong cia truyén thong
Gl trong to chirc cong; Van dung va phan tich KT3
(Kién | dugc qua trinh truyén thong, truyén thong 3
thirc) | tai noi 1am viéc, bao céo, dé xuat va thuyét
trinh
C6 k¥ ning phan tich, tmg bién, thich nghi
G2 khi truyén thong trong va ngoai to chirc
. | bang tiéng Anh; C6 k¥ ning két hop duoc KN4
(Ky ‘ S 4
i} truyén thong bang 101 noi, van ban va cac KNS5 ;
nang) hinh thtrc khac trong chuyén tai cac thong
tin vé to chirc bang tiéng Anh
G3 Tu hoc hoi phuc vu cho cong viée nham tao
(Mirc tu nang luc 1am viée sudt doi; Co tinh than
chu va | trach nhiém, hop téac, tu chu trong cong NLTC2 4
trach | viéc; chiu trach nhiém vé két qua cong viéc
nhiém) cua ban than

6. CHUAN PAU RA HQC PHAN

Muc tiéu CDbR . Trinh d§ nang luc
. Mo ta chuan dau ra
hgc phan (CLOx.x)
1] 2] 3] 4]
Gl CLO1.1 Hiéu duoc tim quan trong ctia 2
(Kién thirc) truyén thong trong to chirc cong
CLO1.2 Van dung va phan tich dugc qua 3

trinh truyén thong, truyén thong

tal no1 lam viéc, bao cdo, dé xuat

va thuyét trinh
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G2 CLO2.1 C6 k¥ nang phan tich, Gmg bién,
(K¥ ning) thich nghi khi truyén thong trong
va ngoai t6 chirc bang tiéng Anh
CLO2.2 C6 k¥ ning két hop duoc truyén
thong bang 10i ndi, vin ban va
cac hinh thie khac trong chuyén
tai cac thong tin vé to chirc bang
tiéng Anh
G3 CLO3.1 Ty hoc hoi phuc vu cho cong
(Mtc tu chi viéc nham tao nang luc lam viéc
va tréch suot doi
. CLO3.2 C6 tinh than trach nhiém, hop
nhiém)
tac, tu chu trong cong viéc; chiu
trach nhiém vé két qua cong viéc
cua ban than
7. DPANH GIA HQC PHAN
Hinh Thoi Tiéu chi danh gia
., CbR Ty
thire NOi dung | diém
hoc 1€
danh danh gia R
phan (%)
gia
[1] 2] 3] [4] [S] [6]
Danh gia - Mtrc d6 chuan bi bai hoc tir nha
qua trinh (day du, k¥ ludng)
hoc Tu - Mtric d¢ tham gia tra 161 cau hoi
tuan 1 ctia giang vién (s6 1an va chat
, _, _ 10%
dén lugng v kién tra 101)
tuan 12 - Murc d6 tham gia dat cau héi véi
bai giang cta giang vién (sb 1an va
chat lugng ciu hoi)
Thuyét | Chuong | Tuan CLO | - Mirc d6 hoan thanh bai tap thuyét | 20%




trinh 1,2,3,4, 4,5 1.1, trinh (ding han, chét lugng ndi
5,6 2.1,2.2, | dung va thuyét trinh, tra 1oi cau hoi
3.1,3.2 | cua giang vién va 16p gin véi mirc
d6 dat dugc kién thuc, k§ nang va
muc tu chu va trach nhiém cua
chuan dau ra hoc phan).
banh gia | Chuong - Mtric dg hoan thanh bai tap ca
gitaky | 7,8,09, . nhan (dng thoi gian, chat lugng
Tuan CLO . , '
10, 11, 12 bai tap gan vd1 mic do dat duoc
10,11, | 1.2,2.2, | 20%
kién thure, k§ ndng va muc tu chu
12, 3.1,3.2 _ .
va trach nhiém cua chuan dau ra
hoc phan)
Dénh gia | Chuong Tatca |- Mirc d6 hoan thanh bai thi ty luan
cubiky | 1,2,3,4, i cac | ca nhan cudi ky (chit luong bai thi
uan . .
5 3 CLO | gan v6i muc do dat duoc kién thuc, | 50%
cua hoc | k¥ ndng va muc tu chu va trach
phan | nhiém ctia chuin dau ra hoc phan)

*Hoc phan sir dung phan mém turnitin dé danh gia tinh liém chinh trong hoc thuat

8. KE HOACH GIANG DAY

Tuén/ Bai d4anh
i N6i dung . Hoat dong
Buoi CDR hgc phan gia
day va hoc
hoc
1] 2] 3] 4] [S]
Chuong 1. Gidi thiéu vé Hoc ¢ nha: Nghién | Panh gia
mon hoc va tong quan vé ciu trudc tai li¢u | qua  trinh,

truyén thong

1.1. G161 thi€u vé mon hoc

1.2. Téong quan vé truyén

thong

Chuong 1
CLO 1.1, 2.1, H |

oc trén 10p:
3.1,3.2 o .orp

Thuyét giang

Thao luan (thao luan

nhom va thao luan ca

thai d0 hoc
tap, muc do
chu dong va
tich cuc

trong hoc tap




16p)

Chuong 2: Truyén thong

Hoc & nha: Nghién

da van hoa cuu trudc tai liéu

2.1. ‘Khéi niém, dac diém CLO 1.2,2.1, Chuong 2

truyén thong da van hoa 3.1 Hoc trén 16p:

2.2. No6i dung, cong cu Thuyét giang

truyén thong da van hoa Thao luén ca 16p
Thuyét trinh

Chuong 3: Qua trinh soan CLO 1.2, Hoc & nha: Nghién

thao van ban trong ky 2.2,3.1 cuu trudc tai liéu

nguyén sb Chuong 3

3.1. Soan thdo van ban Hoc trén 16p:

trong ky nguyén sb Thuyét giang

3.2. Gidi thi€u qua trinh Théao ludn nhom

soan thao van ban Thuyét trinh

Chuong 3: Qua trinh soan | CLO 1.2,2.1, | Hoc ¢ nha: Nghién

thao van ban trong ky 22,32 cuu trudc tai liéu

nguyén sb Chuong 3

3.3. Soan thao van ban Hoc trén 16p:

3.4. Chinh stra van ban Thuyét giang
Thao luan ca 16p
Thuyét trinh

Chuong 4: Truyén thong CLO 1.2,2.2, |Hoc ¢ nha: Nghién

tal noi lam viéc 3.2 cuu truoc tai li€u

4.1. Thong di¢p nhanh tai Chuong 4

not lam viéc Hoc trén 16p:

4.2. Truyén thong k¥ thuat Thuyét giang

10%

Thuyét trinh:
20%

Bai tap «ca
nhan  gilra
ky: 20%




sO Thao luan nhom
Thuyét trinh
Chuong 4: Truyén thong | CLO 1.2, 2.2, | Hoc ¢ nha: Nghién
tal noi lam viéc 3.2 cuu trudc tai liéu
4.3. Thong diép thuyét Chuong 4
6 phuc Hoc trén 16p:
4.4. Thong di€p ban hang Thuyét giang
Théo luan ca 16p
Thuyét trinh
Chuong 5: Bao céo trong CLO 1.2,2.1, |Hoc & nha: Nghién
céc to chire thoi dai ky 22,3.2,33 cuu trudc tai liéu
thuat sb Chuong 5
7 5.1. Khai niém, dic diém Hoc trén 16p:
cua béo cdo Thuyét giang
5.2. Béao céo trong thoi dai Théao luan nhom
ky thuat sd Thuyét trinh
8 Kiém tra gitra ky
Chuong 6: D& xudt va| CLO1.2,22, |Hoc & nha: Nghién
thuyét trinh 3.1,3.2 ciu trudc tai lidu
6.1. Bé xuit Chuong 6
9 6.2. Thuyét trinh Hoc trén 16p:
Thuyét giang
Théo luan ca 16p
Thuyét trinh
Chuong 7: Truyén théng | CLO 1.2, 2.1, | Hoc & nha: Nghién
viéc lam 2.2,31,3.2 citu trugc tai li¢u
7.1. Tim kiém viéc lam Chuong 7
10 trong thoi dai k¥ thuat ) Hoc trén 16p:
7.1. Viét 1y lich k¥ thuat s6 Thuyét giang
Thao luan nhom
Thuyét trinh
11 Chuong 7: Truyén thong | CLO 1.2,2.2, |Hoc ¢ nha: Nghién
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viéc lam 3.1,3.2 cuu trudc tai liéu

7.1. Truyén thong trong Chuong 7
phong van Hoc trén 16p:
11.2. Truyén théng sau Thuyét giang
phong van Théo luan ca 16p
Thuyét trinh

On tap va chuan bi cho bai | TAt ca cac CLO | Hoc trén 16p:
12 thi két thuc hoc phan Thuyét gidng
Thao luan ca 16p
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9. QUY PINH CUA HQC PHAN
9.1. Quy dinh vé tham dw 16p hoc

- Sinh vién ¢6 trach nhiém tham du ddy di cac budi hoc. Trong truong hop nghi
hoc do 1y do bat kha khang thi phai c6 gidy td chtirng minh day du va hop 1y.

- Sinh vién c¢6 trach nhi€ém chu dong nghién ctru tai li¢u, chu dong chuin bi bai
hoc trudc khi dén 16p theo hudng dan va yéu cau cia giang vién

- Sinh vién ving qua 2 budi hoc bi coi nhu khong hoan thanh khéa hoc va phai
dang ky hoc lai.

- Sinh vién ndp bai tadp c4 nhan va bai tap nhém muodn so voi thoi gian quy dinh
clia giang vién s& nhan diém 0 cua bai tap do.

- Vé trao dbi giita giang vién va sinh vién: Khuyén khich sinh vién tham gia thao
luan, phan hdi truc tiép véi giang vién vé ndi dung hoc phan, phuong phap day va hoc,
tai liéu giang day va doc. Giang vién ciing khuyén khich sinh vién phan hoi vé hinh
thire, phuong phap va ndi dung kiém tra, danh gia két qua hoc tap cua sinh vién. Sinh
vién c6 thé giao trao ddi véi giang vién trén 19p, trong gio hanh chinh hodc qua email.
Nhitng thong tin phan hoi cua sinh vién c6 gia trj gop phan nang cao chit luong day va
hoc ctia hoc phan.

9.2. Quy dinh vé& hanh vi 16p hoc

- Hoc phan duogc thyuc hién trén nguyén tic ton trong ngudi hoc va nguoi day.
Moi hanh vi lam anh huong dén qué trinh day va hoc déu bi nghiém cAm.

- Sinh vién can chi dong tham gia bai giang trén 16p thong qua trao d6i véi giang
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Kiém tra danh gia cudi ky | Tat ca cac CLO | Kiém tra: 90 phuat Bai kiém tra
tu luan: 50%




vién (trd 101 va dat cau hoi), thao luan voi sinh vién khac trén 16p, thao ludn nhoém,
nghién ctru tinh hudng, thuyét trinh.

- Sinh vién phai di hoc ding gio quy dinh. Sinh vién di tré qua 10 phut sau khi
gi0 hoc bat dau sé khong dugc tham dy budi hoc.

- Tuyét dbi khong 1am 6n, gay anh huong dén ngudi khéc trong qua trinh hoc.

- Tuyét doi khong dugc an uéng, nhai keo cao su, st dung cac thiét bi nhu dién
thoai, may nghe nhac trong gio hoc.

- Mdy tinh x4ch tay, mdy tinh bang chi dugc thuc hién vao muc dich ghi chép bai

giang, tinh toan phuc vu bai gidng, bai tap, tuyét doi khong dung vao viéc khac.
Ha Noi, ngay  thang  nam 20
TRUONG KHOA HIEU TRUONG
TRUONG BAN PIEU HANH CHUONG TRINH



