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THONG BAO TUYEN SINH

CHUONG TRINH: KY NANG VAN PHONG THE KY 21
1. Thong tin chung vé chwong trinh
- Tén chuong trinh: KY NANG VAN PHONG THE KY 21
- Thoi luong: 20 budi (mdi budi 90 phit)
- Béi tugng:
+ Sinh vién, hoc sinh cuoi cap.
+ Ngudi di 1am vin phong, nhan sy, ké toan, hanh chinh.
+ Gido vién, can bd cong churec.
+ Bt ky ai mudn ning cao ning luc lam viéc véi cong cu van phong & Al
2. Muc tiéu chwong trinh
- Thanh thao thao tdc Word, Excel, PowerPoint.
- Ung dung AI @ t6i wu héa hiéu qua cong viée.
- Giai quyét tinh huéng thuc té bang cong cu tin hoc van phong. _
- C6 kha néng tu hoc, tu cdp nhat cong nghé mai. =

3. Phwong tién day hoc

- May tinh, may chiéu, internet.

- Bo Office 2019/2021 hoac Microsoft 365.

- Cac cong cu Al van phong (ChatGPT, Copilot, Canva Al, Slides Al...).
- Tai liéu hudéng dén, file mau, bai tép tinh hudng thuc té.

4. Noi dung chwong trinh (20 budi)

Phén A. Word (Budi 1 —4)
Budi 1: Giéi thiéu khéa hoc — 1am quen giao dién Word — soan thao vin ban co ban.
Hoat dong: GV huéng dan — HS thuc hanh gb va dinh dang.

Budi 2: Pinh dang ning cao: Styles, bang biéu, hinh anh, SmartArt.
Hoat dong: Bai tap tao CV cé nhéan.

Budi 3: Trich din, muc luc, tiéu dé, danh sb trang, Header — Footer.
Hoat dong: Soan thao bao cao khoa hoc ngén.

Bubi 4: Mail Merge (tron thu) — In an chuyén nghiép.
Hoat dong: Thuc hanh tao thu mai ca nhéan hoa.




Phéan B. Excel (Budi 5 — 10)
Budi 5: Gi6i thiéu Excel — nhép dit liéu, dinh dang, ham co ban.
Hoat d6ng: Tao bang diém 16p hoc.

Bubi 6: Cong thirc va ham (SUM, AVERAGE, IF, COUNTIF).
Hoat dong: Bang tinh luong nhéan vién.

Bubi 7: Ham nang cao (VLOOKUP, HLOOKUP, INDEX, MATCH).
Hoat dong: Quan Iy kho hang.

Bubi 8: Biéu dd (Chart) va Dashboard co ban.
Hoat d6ng: Phan tich két qua kinh doanh.

Budi 9: PivotTable & PivotChart,
Hoat dong: Béo céo phan tich dit liéu doanh nghiép.

Budi 10: Bai tap tong hop Excel.
Hoat ddng: Mini project — Bao cdo tai chinh nho.

Phan C. PowerPoint (Budi 11 — 13)
Budi 11: Lam quen giao dién — thiét ké slide chuén.
Hoat dong: Tao slide gidi thiéu ban than. -

Budi 12: Hiéu tmg — Animation — Trigger — Chén video, 4m thanh.
Hoat ddng: Slide bai gidng mini.

Budi 13: Trinh bay chuyén nghiép — Infographic — Mau Al hd tro thiét ké.
Hoat dong: Thiét ké slide thuyét trinh du 4n nhém.

Phén D. K§ ning sé & Al (Bubi 14 — 18)
Budi 14: Lam viéc truc tuyén (Google Drive, OneDrive, Email chuyén nghiép).
Hoat dong: Chia sé va cdng téc trén file chung.

Budi 15: Bao mat thong tin & An toan sb.
Hoat dong: Thuc hanh tao mét khau manh, bao mat 2 16p.

Budi 16: Ung dung Al trong soan thao vin ban (ChatGPT, Copilot).
Hoat dong: Viét email, viét bao céo b%mg Al

Budi 17: Ung dung Al trong thiét ké slide (GamaAlI, Canva AI).
Hoat dong: Tao slide thuyét trinh bang Al

Bubi 18: Ung dung Al trong phén tich dit lidu.
Hoat dong: Dung Excel + AI dé phén tich sé liéu.




Phén E. Tong két — Du 4n (Budi 19 — 20)
Budi 19: Dy 4n nhém — Hoan thién san pham (bao cdo + slide + dit liéu Excel).

Bubi 20: Trinh bay san pham, nhan xét — tong két khoa hoc.

5. Ho so dang ky
- Phiéu dang ky tham gia (theo mau ca chuong trinh).
6. Thoi gian & Hinh thire ding ky
« Thoi gian nhin hé so: Tét ca cac ngay trong tuan
« Khai giang: Dy kién 20/12/2025
« Hinh thirc ding ky: Nop truc tiép tai Phong 1.4 Nha A6 — Truong CDSP Thai Binh.
Dia chi: s6 100, phd Chu Vin An, phuong Tran Hung Pao, tinh Hung Yén
7. Hoc phi va wu dai
- Hoc phi: 1.000.000 ddng / khéa (20 budi).
- Hoc vién hoan thanh khéa hoc duoc cdp Chimg nhan “ KY NANG VAN PHONG
THEKY 21",
8. Thong tin lién hé: C6 Pao Thi Minh
- Dién thoai: 0989. 837. 135; Zalo: 0989. 837. 135
- Website: http://www.cdsptb.edu.vn
- Fanpage: facebook.com/tuyensinhcdsptby/
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