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1. THONG TIN CHUNG VE NGANH QUAN TRI VAN PHONG

v MA NGANH: 7340406

v/ TO HOP XET TUYEN:

- A0O: Toan, Vat li, Hda hoc

- A01: Toan, Vat ly, Tiéng Anh

- DO1: Toan, Ng{r van, Tiéng Anh
- C00: Ngir van, Lich su, bia ly




1. THONG TIN CHUNG VE NGANH QUAN TRI VAN PHONG

Nganh quan tri van phong Iluén la mot
nganh réng mé va cé nhiéu co hoi viéc lam. Dac
biét sé rat phu hdp vdi nhirng ngudi nang dong,

biét 1ap k€ hoach va quan li tot.

Sinh vién hoc nganh Quan tri van phong cé
cd hdéi dudc lam viéc dung nganh ngh€, moi
trudng lam viéc chuyén nghiép rat cao.

Poi ngli giang vién co trinh d6 cao, tam
huyét nghé nghiép, chuong trinh dao tao tién
ti€n sé gop phan dao tao dbi ngli nhan vién, can
bo quan ly van phong gioi dap U'ng nhu cau xa
hoi la cam két cua Nha trucng, khoa chuyén
mon.
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CO HOI HOC TAP

Lién thong tu trung cap,
cao dang len dai hoc

Pai hoc



2. TUYEN SINH NGANH QUAN TRI VAN PHONG NAM 2021
2.1. TRINH PO PAI HOC CHINH QUY

Phuong thirc tuyén sinh va diéu kién xét tuyén

* Phuong thirc 1: Xét tuyén dua trén
két qua ky thi tot nghiép THPT nam
2021

- Thi sinh tham gia ky thi t6t nghiép
THPT nam 2021 va da dang ky sU dung
két qua thi t6t nghiép THPT dé xét tuyén;
tot nghiép THPT hoac tucng duong

- Téng diém cac mon trong td hap xét
tuyén cdng vdi diém uu tién (khu vuc, doi
tugng) phai dat nguéng dam bao chat
luong: 14 diém.

- Th{ tu uu tién xét tuyén diém tU cao
xuong thap dén khi dam bao chi tiéu.

* Phuong thirc 2: Xét tuyén
dua trén két qua hoc tap
THPT (Hoc ba)

- Thi sinh t6t nghiép THPT
hodc tuong duang.

- Téng diém trung binh
chung ca nam cac moén I6p 12
trong t6 hop xét tuyén
(A00/A01/D01/C00) cOng vaGi
diém uu tién (khu vuc, doi
tugng) dat 15.5 diém trd 1én.

- Th{ tu’ vu tién xét tuyén
di€ém tUr cao xubng thdp dén
khi dam bao chi tiéu.

* Xét tuyén thang

Theo quy dinh
cua BO Giao duc va
Pao tao.



2. TUYEN SINH NGANH QUAN TRI VAN PHONG NAM 2021
2.1. TRINH PO PAI HOC CHINH QUY

Thoi gian dang ky va ho so xét tuyén
v Phuong thirc xét tuyén dua trén két qua hoc tap THPT (Hoc ba)

Dot Thdi gian nhan ho so

xét xét tuyén HO so xét tuyén

- Phiéu dang ky xét tuyén theo mau cla Trudng Dai
1 16/4/2021 — 31/7/2021 .. '
0 o/4/ /71 hoc Hai Duang.

- Hoc ba THPT (Ban photo chung thuc).
02 01/8/2021 —31/8/2021 |- B3ng t6t nghiép THPT (Ban photo chiing thuc) hodc

Giay chi’ng nhan tot nghiép tam thai doi voi thi sinh

03 | 01/9/2021 — 15/10/2021 | tOt nghiép nam 2021. , o
- Giay to uu tien (Ban photo chung thuc néu co).

- 01 phong bi c6 dan tem, ghi san dia chi, sO dién

04 | 16/10/2021 = 15/12/2021 |tnoai caa thi sinh.

v Cac phuong thirc khac thu'c hién theo quy dinh cia Bo GD&PT




2. TUYEN SINH NGANH QUAN TRI VAN PHONG NAM 2021
2.2. TRINH PO PAI HOC LIEN THONG (TU TC, CP LEN PH)

Phuong thirc xét tuyén

Xét tuyén can cr két qua hoc tap THPT (Hoc ba)

Thi sinh da tot nghiép
THPT hoac tuong
duong; co bang tot
nghiép Trung cap/
Cao dang

Téng diém trung binh ca nam
I6p 12 cGa cac mon trong to
hop xét tuyén cong vai diém
uu tién (khu vuc, doi tugng)

dat 15.5 diém trd Ién

Thoi gian xét tuyén

Dot 1: 16.4.2021 - 15.5.2021
Dot 2: 16.5.2021 - 31.7.2021
Dot 3: 01.8.2021 - 31.8.2021
Dot 4: 01.9.2021 - 15.10.2021
Dot 5: 16.10.2021 - 15.12.2021



2. TUYEN SINH NGANH QUAN TRI VAN PHONG NAM 2021
2.2. TRINH PO PAI HOC LIEN THONG (TU TC, CP LEN PH)

HO so xét tuyén

(1) Phiéu d&ng ky xét tuyén lién thong dai hoc theo mau

cua Trudng

(2) Hoc ba THPT (Ban photo chung thuc)

(3) Bang tot nghiép THPT (Ban photo chung thuc)

(4) Bang tot nghiép trung cap, cao dang (Ban photo

chuhg thuc)

(5) Bang diém trung cap, cao dang (Ban photo chung thuc)

(6) Chirng chi Gido duc thé chat (néu cd)

(7) Ching chi Giao duc quoc phong - An ninh (néu co)

(8) Cac giay tG uu tién (Ban photo chung thuc néu co)

(9) 01 phong bi cé dan tem, ghi san dia chi, sd dién thoai
cua thi sinh



3. SINH VIEN NGANH QUAN TRI VAN PHONG PUQC HOC NHUNG GI?

* Kién thirc tdng quan vé quan tri van phong, khoa =
hoc quan tri. Pac biét la cha trong vao cong tac (rng 1TNEE hfa ,3
dung khoa hoc cong nghé thong tin vao cong viéc quan 1 ‘!‘?\ §|||i| -3
| Il'l\f." EIF “ :

tri van phong. -[gq; |

* Ngoai ra, con dudc gigdi thiéu vé cac mo hinh quan
tri van phong, cach thirc hoat dong cua cac phong ban
trong hé thong to chirc cua co quan, doanh nghiép.

* Khoi kién thirc chuyén sau dudc dao tao ve:
nghiép vu Ié tan, thu ky vin phong, quan li nhan su, hé
thdng thong tin, To chirc su kién...

* Cac ki nang can thiét cho ngudi hoc quan tri van
phong khong thé thiéu: soan thao van ban, quan li,
khai thac ho so. Cac cong viéc goi chung la hanh chinh
van phong.




4. CO HOI VA VI TRI VIEC LAM:

TAI CAC CO QUAN PANG, NHA NUOC, TO CHUC CHINH
TRI - XA HOI, PON VI SU NGHIEP (trudng hoc, bénh

vién) VA DOANH NGHIEP.

’ n 2 ’ A n - N v Nhén Vién
Can bo quan ly, dieu Chuyen vien van . ,
hanh V&n phong/Phong phong acllilis
Nhan su

Hanh chinh - Nhan su;

Thu ky, trg ly Cong chuc
lanh dao Van phong - Thong ké



5. TAI SAO BAN NEN CHON NGANH QUAN TRI VAN PHONG
- TRUONG PAI HOC HAI DUONG

B A & A

Nganh hoc (;ljming :"P " Giang vién Hoat déng H?cdphi tI;:?‘\'p,
co lugng a; =0 Hon giau kinh hoi thao; v:aour?lfi‘é:o
sinh vién “"-fc cap nghiém, thuc hanh, o "
1Am ddan nhat noi T nr ky nang mem;

‘ g ’ 9 - trinh do soi noi, thu'c tu' VAN va
nghiép cao am sa mén va quan, doanh viéc Iam sau
yéu cau .

. tam huyét
xa hoi v

nghiép In

khi ra truong



6. HOAT PONG HOI THAO KHOA HOC CUA GIANG VIEN VA SINH VIEN
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Cong tac nghién ciru khoa hoc cua sinh vién nganh Quan tri van phong
luon dudc Nha truong va Khoa chuyén mon quan tam

Sinh vién Iép K5QTVP tham gia Hoi thao Khoa hoc

UY BAN NHAN DAN TiNH HAI DUONG
X TRUONG DAl HOC HAI DUONG

HOI THAO KHOA HOC

GUON NHAN LUC TAI CAC TRUONG DAI HOC B
RONG THOI KY CACH MANG CONG NGHIEP 4.
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'SINH VIEN NGANH QUAN TRI VAN PHONG THAM GIA DU AN
LOP HOC THU VI VIET NAM DO HAN QUOC TAI TRO TAI TRUONG



7. HOAT PONG THUC HANH, THUC TE TAI CO SO’

THUC HANH VE HANH CHINH - NHAN SU CHO SINH VIEN

Nha truong lién tuc tuyén sinh mé I6p dao tao vé hanh chinh - nhan su
cho hoc vién co nhu cau



THAO LUAN NHOM LA MOT
TRONG NHUNG PHUONG PHAP
THUC HANH THU HUT
SINH VIEN NGANH QUAN TRI
VAN PHONG HOC TAP




XAY DUNG TINH HUONG PUQC SINH VIEN HUO'NG UNG
VA TicH CUC THAM GIA TRONG MOI TIET HOC

Hau trudng budi dién 1 vé kich clia Team K4.QTVP - Khoang thdi gian quy gia
nhat cua thgi sinh vién



Sinh vién cua nganh Quan tri van
phong dudc tham gia cac cau lac bo vé
thuc hanh nghiép vu Ié tan hanh chinh,
Mc su kién, ky nang giao ti€ép hanh

chinh, hoat dong nhom, tinh huong...

TRUONG DAI HOC HAIDUONG
TRUNG TAM KHOI NGHIEP VA PHAT TRIEN KY NANG XA HOI

ALB LE TAN - MC SU KIEN UR



HOAT PONG THUC TE TAI CO QUAN, DOANH NGHIEP
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8. HOAT PONG THAM GIA PHONG TRAO VAN HOA, THE THAO
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PHOTOGRAPHY

QUANG HAI
0976 207 369

Sinh vién Nguyén Thi Ngoc Lan K4.QTVP gianh gidi Nhat cudc thi “Nir sinh
thanh lich” nam 2018



Sinh vién K5 nganh Quan tri van phong gianh giai nhat trong Cudc thi nau an
giira cac Idp sinh vién trong Nha trucng



Sinh vién nganh Quan tri van phong va sinh vién nganh Quan tri kinh doanh thuoc
Khoa Kinh t€ - Quan tri dat giai nhat Hoi thi sang tac Video ky niém 70 nam
ngay truyén thong hoc sinh, sinh vién nam 2020
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Dat gidi: C/VM

Hoi thi sing tde vzdeo
Nhan ky ni¢m 70 nam ngdy truyen thong hoc sinh, sinh vién
va hoi sinh vién Viét Nam (09/01/1950 - 09/01/2020) e
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~ Nha déng hanh chinh Nha tai tro

Sinh vién Vii Quang Hién K7.QTVP gianh dudgc Huy chucong vang
trong thi dau bong ban giai Quoc gia



Nhirng sinh vién khoa cudi cua Nganh dén tham khu di tich lich st
cap quoc gia - Van miéu Mao bién
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9. MOT SO HOAT PONG CUA SINH VIEN NGANH QUAN TRI VAN PHONG

BAO VE
KHOA LUAN
TOT NGHIEP




Sinh vién cac khoa thu6c
nganh Quan tri van phong du'dc trao bang tot nghiép

TiCH CYT HOC TAP VA ulmﬂums BAG BUT HO CAI MINH
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TRUGNG DAI HOC HAI DUONG
KHOA QUAN TRI VAN PHONG
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TAP THE SINH VIEN NGANH QUAN TRI VAN PHONG CHUP ANH KY NIEM
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10 NAM NGAY TRO VE




10. GIOT THIEU CUU SINH VIEN NGANH QUAN TRI VAN PHONG
Sinh vién cua Nganh sau tot nghiép lam viéc tot trén nhiéu linh vu'c
G cac co quan va doanh nghiép
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Cuu SV: Lé Thi Hong Van - Lap K5QTVP Cuu SV: Nguyén Minh Tri - L6p K5QTVP
Bi thu Poan xa Nam Hong, Nhan vién Phong Nhan su,

huyén Nam Sach, tinh Hai Dudng Tap doan An Phat Holdings
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Cuu SV: Lé Van Ha- Lép K7.CbQTVP Cuu SV: Quach Thi Khuy§n- Lép K5QTVP
Giam sat ban hang khu vuc, Quan ly va Tuyén dung
Cong ty Sira Abbott Khu vuc Hai Duong, Hu'ng Yén,

Cong ty OSPV



Cuu SV: Nguyén Thi Huang - Lép K7.CDQTVP Cuu SV: Nguyén Thi Ngoc Lan
Leader nhom quan ly mang tai liéu ky thuat, - Lop K4QTVP
Céng ty TNHH Taishodo (Nhat Ban) _ Nhan vien kinh doanh,
Ngan hang Vietinbank Hai Ducong



Cuu SV: Nguyén Manh Huing
- Lép K4QTVP
Nhan vién thi trucong,
Cong ty Co phan Pa mai Hai Duong

Cuu SV: Nguyén Tuing Liém - L6p K2QTVP
Nhan vién nhan su,
Cong ty TNHH PNG Viét Nam



XIN VUI LONG LIEN HE:
- S6 dién thoai: 0984.376.638/0989.959.261
- Dia chi lién heé:

+ DPia diém 1: Khu D6 thi phia Nam, thanh phd Hai Duong (Lién Hong - Gia
Loc - Hai Duong). Tel: 0220.3710.919

+ Dia diém 2: Khu 8 - Phudng Hai Tan - Thanh phd Hai Duong.

Tel: 0220.3861.121



