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ti~n giao d1;1c ------------------Khoa lu?c Giao d1;1c 

~ ThS. VU THONG NGHI 
Tru&ng Cao dti.ng Cong nghi~p Nam Dfnh 

M (>t vai nam trb lc;ii day, c6ng vi$c van phong 

lu6n lu6n du9c dieu chlnh theo slf thay doi 

cua m6i trU'C1ng cave tlf nhien va xa h(>i. f)e van 

phOng Cua m(>t Cd quan ho<;it d(>ng CO hi$U qua 

cao nhat can phai tien Mnh cai tien c6ng tac to 

chuc van phong theo huang hi$n dc;ii h6a. Qua 

trinh hi$n dc;ii h6a can phai tien hanh dong thC1i 

ca hai yeu to: Trang thiet bL cong ngh$ va con 

ngut'.1i, trong d6 nhan to con ngU'C1i - chu the trung 

tam cua van phong hi$n dc;ii - can phai c6 hai 

m~t, d6 la: Nang 11/c m6i va ban chat m6i. 

Do d6, m(>t van de het sue cap bach d~t ra 

cho cac nha trU'C1ng hi$n nay la can phai dao tc;io 

ra nhli'ng con ngU'C1i c6 nang llfc thlfc hi$n trong 

c6ng tac van phong. NhU' v$y, trong chU'dng trinh 

dao tc;io m6n Tin h<?C van phong can xac d!nh 

du9c nhG'ng nang llfc thlfc hi$n de tien hanh dc;iy · 

h<?C, danh gia ket qua h<?C t$p cua ngVC1i hQC 

. theo each tiep c$n nang llfc thlfc hi$n. Vi$c xay 

dlfng danh myc cac nang llfc thlfc hi$n la cd so 

de danh gia ket qua dau ra, xac d!nh m(>t each 

r6 rang nhG'ng gl can dc;it dV9c va nhiing tieu 

chuan cho vi$c do lvt'.1ng cac thanh qua m(>t 

each khach quan. Tiep c$n nang llfc thlfc hi$n la 

d!nh huClng cu(>c song th$t, sau khi hc;>c xong 

ngU'C1i hc;>c c6 kien thuc, kl nang, ki xao va kha 

nang U'ng dlfng cac tinh huong mdi trong phc;im 

vi nghe nghi$p, c6 chien lu9c tu duy va kha nang 

si!in sang lam vi$c trong tinh huong thlfc te. 

f)e hinh tha.nh quan ni$m ve nang llfc thlfc 

hi$n Tin hc;>c van phong, trU'Oc tien can hieu the 

nao la Tin hc;>c van phOng. 

Tuy theo each tiep c$n c6 the hieu va quan 

ni$m Tin hc;>c van phong theo nhieu g6c d9 khac 

nhau. Trang n(>i dung nghien cU'u theo quan 

diem c6ng ngh$ hc;>c thi Tin hc;>c van phong du9c 
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hieu nhU' sau: Tin h<;>c van phOng la t?p h<;Jp cac 

phuang phap, phuang ti?n va cong ct; kT thu?t 

hi?n <1?i - chU y€fu la kT thu?t may tfnh va vien 

th6ng - nh8m to cht1c khai thac va sa di;ng c6 

hi?u qua ngu6n tai nguyen thong tin trong cong 

tac van ph6ng. 

Hi$n nay phan mem SU dyng trong van 

phong chu yeu la b(> phan mem MicroSoft Office 

(Microsoft Word, Microsoft Excel, Microsoft 

PowerPoint, Microsoft Access, Internet...) 

Myc tieu chung cua vi$c dao tc;io Tin hc;>c 

van phong la cung cap m(>t h$ thong cac khai 

ni$m Cd ban Ve c6ng ngh$ th6ng tin, ki nang 

quan Ii may tfnh ca nhan, ki nang su dyng cac 

ung dyng Office, ki nang khai thac d!ch vy 

Internet va mc;ing n(>i b<? van phong. B~c diem 

khac bi$t khi dc;iy Tin hc;>c van phong so vai tat ca 
cac m6n hc;>c la: 

- N(>i dung If thuyet gan lien vai thlfc hanh, 

nhll v$y muon thlfc hanh du9c can phai nam 

viing If thuyet, muon cung co If thuyet phai thanh 

thc;io thlfc hanh; 

- Dc;iy Ii thuyet ket h9P vai thlfc Mnh; 

- Dc;iy theo phlidng phap thao tac mau c6 

hi$u qua nhat; 

.:: Cac c6ng vi$c phai lam theo trinh tlf nhat 

d!nh; 
- Tfnh da phlidng an trong qua trinh SU 

dyng va khai thac phan mem de dc;it ket qua; 

- Cac thao, d(>ng tac c6 the du9c l~p di l~p 
lc;ii nhieu Ian (Undo/Redo), day la m<?t d~c diem 

rieng noi b$t nhat cua phan mem Tin hc;>c van 

phong. 
Be dao tc;io ra nhiing con ngLI'C1i c6 nang llfc 

mai va ban chat mai trong c6ng tac van phOng 

hi$n nay, vai each hieu Tin hc;>c van phong da 
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neu tren chung ta c6 the d!nh nghia khai ni$m 

nang llfc thlfc hi$n Tin h<?c van phong nhU' sau: 

Nang fife thifc hii?n Tin hQc van ph6ng la to 
hqp hC!u co cac thanh to kien thuc, kT nang, <1¢ng 

fife, kha nang, quan diem, cac ung xL! va <li;ic 

<1i€/m ma moi ca nhan can fhlfc hii?n nhC!ng 

nhi?m vµ va cong vii?c van ph6ng m¢t each 

thanh cong theo tieu chua,n. 

Tu khai nii;lm neu tren, trong dc;iy h<?c va 

danh gia nang llfc thlfc hi$n Tin h<?c van phong 

chung ta phai tien hanh xay dlfng danh m1,1c cac 

nang llfc thlfc hi$n Tin h<?c van phong. PhVCJng 

phap tiep c~n de xay dlfng nang llfc thlfc hi$n la 

tien hanh phan tfch nghe Tin h<?c van phOng. 

Cong vii;lc phan tfch nghe Tin h<?c van phOng 

can tien hanh theo phuang phap DACUM (hay 

ki thu~t DACUM). PhU'CJng phap nay phan tfch 

nghe Tin h<?c thanh cac nhi$m v1,1 va cong vi$c, 

hay chfnh la cac nang 11/c thlfc hi$n. Xay dlfng 

nang llfc thlfc hi$n thvC1ng duc;ic tien hanh theo 

3 buC!c. 

Bude 1: Xac <linh cac nang life 

Xac dinh cac nang ltfc c1,1 the ma ngudi h<?c 

can thiet de chU'ng to St/ hoan thanh chU'CJng 

trlnh dao tc;io. Can kiem tra nhi$m v1,1 va m1,1c tieu 

cua cong ty, nghien cU'u cac tai lii;lu, on t~p cac 

ban mieu ta cong vii;lc, tham khao them cac tai 

lii;lu va c6 the t6 chU'c h(>i thao, trao d6i vC!i cac 

dong nghi$p de xac dinh nhCtng nang life then 

chat. Doi vC!i bat kl m(>t khoa h<?c nao cOng 

thU'Clng c6 2 tcii 7 nang ltfc then chat. 

Bude 2: Xac <1inh cac thanh phan t?o nen 

nang fife 

Cac thanh phan cua m(>t nang llfc la St/ ket 

h<;Jp cac hoc;it d(lng (ket qua la Vi$C Sd hltU cac ki 

nang va kha nang) va St/ hieu biet. Dieu nay 

dU'<;JC the hi$n qua Vi$c d<;it dlf<;JC nang life, moi 

nang llfc thudng bao gem W 3 tcii 5 thanh phan. 

Bude 3: E>inh nghTa nang fife 

SU' d1,1ng 3 den s thanh phan cCJ ban de d!nh 

nghia m(>t nang llfc. 

V$n d1,1ng cac buC!c neu tren, chung ta tien 

hanh xay dl,l'ng danh sach nang 11,l'c thl,l'c hi$n Tin 

h<?c van phOng bao gem: 
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1. Nang 11,l'c CCI ban ve cong ngh$ thong tin; 

2. Nang ltfc sU' d1,1ng may tfnh va quan If ti;lp; 

3. Nang ltfc xi'.!' Ii van ban; 

4. Nang ltfc xu If bang tfnh; 

5. Nang llfc trlnh dien; 

6. Nang ltfc ca sCI dCt li$u; 

7. Nang ltfc thong tin va truyen thong. 

Cong vi$c xay dlfng danh sach nang 11,l'c 

thtfc hi$n Tin h<?c van phong lam ca sCI cho vi$c 

phat trien chU'CJng trinh dao tc;io Tin h<?c van 

phOng, dc;iy h<?c cac nang 11,l'c thlfc hi$n; danh gia 

ket qua dau ra dap U'ng nhu cau sU' d1,1ng nhan 

llfc cua cac doanh nghi$p dang la m(>t van de 

dU'<;Jc xa h(li d~c bi$t quan tam hi$n nay. 

Tu nhCtng quan ni$m chung ve nang llfc 

thlfc hi~m n6i chung, nang llfc thl,l'c hi$n Tin h<?c 

van phong n6i rieng da neu Cl tren, c6 the n6i 

dao tc;io dl,l'a tren nang 11,l'c thlfc hi$n dang la m(>t 

van de mC!i, phU'c tc;ip ca ve If lu~n va thl,l'c tien, 

do d6 chua dU'<Jc v$n d1,1ng nhieu vao qua trinh 

dao tc;io (J cac trU'Clng tc;ii Vi$t Nam. Dao tc;io Tin 

h<?c van phong, danh gia ket qua theo nang 11,l'c 

thlfc hi$n la nham m1,1c tieu dap U'ng nhu cau thi 

truCing lao d(lng hi$n nay. De trien khai phvang 

thU'c dao tc;io dl,l'a tren nang 11,l'C thlfc hi$n can 

phai CO Slf dau tV, nghien CLJ'U nhu cau si'.J' d1,1ng 

nguon nhan ltfC cua xa h(>i cua cac CCJ Sd dao tc;io 

va cac cap be), nganh trong toan quoc. 
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SUMMARY 

The article highlights the importance of training peo
ple who are qualified to do office computer work while pre
senting steps to be taken to build capacity for those people. 
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