DAIHOC QUOC GIA HA NOI CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQC KHOA HQC DPoeldp - Ty do - Hanh phiic
XA HQI VA NHAN VAN

86:4542/TB-XHNV
Théng bao tuyén sinh 16p bdi dudng
“K¥ néng, nghiép vu Hanh chinh — Vin _ '
phong va Vin thu - Luu triy” Ha Néi, ngay 1#théng & ném 2022
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Nham dp tmg nhu cdu chudn héa va bdi dubng, nang cao trinh d6 trong

Iinh vye hanh chinh - van phong va vin thu - Iuu trit tai cdc co quan, t6 chire,

doanh nghiép & trung wong va dia phuong, Trué’r}g-Bai hoc Khoa hoc X8 hoi va
Nhén vin, Pai hoc Quéc gia Ha Néi tran trong théng bao véi Quy co quan vé ké

- hoach tuyén sinh 16p ddo tao chp chimg chi “KJ ndng, nghiép vy Hanh chink -
Vin phdng va Van thw - Luu tri” trong quy IIT va IV nim 2022. Nbi dung cu thé
nhu sau:

1. Péi t_u'(_mg.tuyén sinh: _ _

- Cac can bg, cong chirc, vién chite hién dang_ cdng tac va lam viée trong Iinh
vuc hanh chinh - van phong, van thw - lwu it tai cdc co quan nha nuéc,. doanh
nghlep, t6 chiic chinh trf - x4 hoi cép trung rong va dia phuong; | |

- Sinh vién céc truong trung cip, cao dang va dai hoc (d&c biét 1 sinh vién
chuén bj tét nghiép, ¢é nhu ciu lam viée trong cdc van phong doanh nghiép, co
quan nha nudc), L. N

- Céc t chite, o4 nhan ¢6 nhu cAu bdi dudng kién thite v& hanh chinh - vin
phong va vin thu - luvu trit.

2. Théi gian, dia diém v hinh thite hoe:

- Thoi gian hoc: Ca',c ngdy trong tuan hodc vao ngay thit 7 va Chi nhét.

- Pia diém hoc: Tai cdc dia phuong.

- Hinh thtrc hoc: True tiép hosc truc tuyén.
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3. Hb so ding ky:

- Phiéu Ding ky them gia khéa hoc (theo man).

+ Hoc vién truy c8p dudng link sau d& nhan miu phiéu déng ky tham gla
khod hoc: https://bom.so/Dnntpg

+ Ho#c scan ma QR sau:

- Chimg minh thu nhén dén/thé Cén cuée cong dén, thé sinh vién (photo).
- Anh chan dung ¢ 4 x 6 (mét sau anh ghi 18 ho tén, ngay sinh, noi sinh).
4. Loai van bﬁng dwoc C_E'ip
- Hoc vién sau khi hoan thanh kho4 d3o tao va néu dép Umg du céc diukién
cia khod dao tao s& dugc Truong Dai hoc Khoa hoc X& héi va Nhéin vin - Dai
hoc Qubc gia Ha Néi cép. chting chi.
o Tén chiing chi: “K§ ning, nghiép vu Hanh chinh — Vin phong va Vian thu —
L tr&y” (“Skills for Office Administration, Records and Archives Management”).
. 5. Théi gian va dia diém nhén hd so:
- Thoi gian: C4c ngdy trong tudn tir thir 2 dén thit 6 (trong gid hanh chmh)
- Noi nhén hd so: Khoa Luu trit hoc va Quén tri véin phong, phong 410 nhé
B, Trudng Dai hoc Khoa hoc X& hoi va Nhén vin, Dai hoc Qubc gia Ha Noi, s6
336 dudng Nguyén Trai, quan Thanh Xuan, thanh phb Ha Nbi.
‘6. Hoc phi: -
~2.900.000d (Hai triéu chin trim ngan ddng)/01 hoc vién/01 khéa hoc (&3
bao gbm 1¢ phi cép chiing chi). Hoc vién tir tiic kinh phi &n &, di lai.
7. Thong tin lién hé va ding ky hoc:
- Khoa Luu trit hoc va Quén tri vin phong, phong 410 nha B, Truong Dai
hoc hoc Khoa hoe X4 hoi v& Nhan vin, Dai hoc Quéc gia Ha N6i, s6 336 dutng
Nguyén Trai, quan Thanh Xuan, thanh phé Ha Noi. |
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- Thudng tryc hd tro va tir van tuyén sinh:

* Din thoai: 0912.356.209 (C6 Higp) hoge 0982.240.685 (Thdy Dirc)
+ Email: lopnganhanlthqtvp @gmail.com

Trén trong théng béo./ a

Noi nhin: KT. HIEU TRUONG

-Nhurtrén; —PHO HIEU TRUONG
- Hi¢u trudng (&€ bao cdo); _ /;7; WA B

- Luvu: HC-TH, BT. /A / TRUONG 7
f/ __/

>/ BAtHOE
| KHOA HivaamangdA
\~\VA NHAN VAN




KHOA HOC XA HOI VA NHAN VAN .
KHOA LUU TRUHQC VA QUAN TRI VAN PHONG

TRUGNG PAI HQC CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap - Tw do - Hanh phiic

Hi Noi, ngay U4 thang F néim 2022

CHUONG TRIiNH DAO TAO LO'P “KY NANG, NGHIEP hAY

HANH CHINH - VAN PHONG VA VAN THU - LUU TRU”
Stt Tén mon hoc Giang vién
1 | Tép trung khai giang, phd bién quy ché va huéng din hoc online Ban Tb chirc
2 | Tong quan vé cOng tic hanh chinh vin phong TS. Cam Anh Tuin
3 | Quan ly viin ban va quan Iy con dau TS. Tran Thanh Tung
4 | K¥ ning tham muu TS. Nguyén T. Kim Binh
5 | K¥ ning t6 chirc su kién TS. Nguyén Hong Duy
6 | Lap h6 so va ndp luu hd so vao luu trir (1) ThS. L& Thi Nguyét Luu
7 | K§ ning soan thao vin ban (1) TS. Tran Thanh Tung
8 | Lap hd so va ndp luu hd so vao luu trir (2) ThS. Lé Thi Nguyét Luu
9 | K¥ ndng soan thao van ban (2) TS. Cam Anh Tuin
10 | Nghiép vu Iuu trit TS. Tran Phuong Hoa
11 | Luvu trir tai li€u dién tir NCS. Nguyén Thity Linh
12 | T6 chirc quan ly cong tic van thu — luu trit PGS.TS. Dao Bic Thudn
13 | K§ ning gi4o tiép — thuyét trinh PGS.TS. Pao Dtrc Thun
14 | Kiém tra két thiic khoa hoc Ban Tb chtic
15 | Bé giang, tong két khoa hoc Ban T6 chtic
16 | Phat chiing chi Ban T6 chirc

- Ghi chii: Khai gidng lién tuc hang thdng, duw kién I6p T7-T8 khai giang ngay 10/7/2022
- Thoi gian hoc: Thit bay va chii nhét, séng tir 07h45 — 11h30, chiéu tir 14h00 — 17h30

- Hinh thic hoc: True tuyén (Qua phin mém ZOOM).

- Dia chi ndp hé so: C6 Ha My Hiép, Khoa Luu trit hoc va Quan tri vin phong, Trudng DPai hoc

Khoa hoc X& hoi va Nhén vin, 336 Nguyén Trdi, Thanh Xudn, Ha Néi.
- Théng tin chi tiét: Vui long lién hé ¢6 Hiép (091.235.6209) hoiic thiy Dt (098.224.0685), hoidc
thiy Tam (033.789.8080)
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