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3. Tém tit ndi dung hoc phin

Hoc phan gém 6 bai v6i 6 chu dé khac nhau, cung cp cho ngudi hoc kién thuc tong
quat vé cac ki ning nghe, ndi, doc, viét tiéng Anh, nham gitip nguoi hoc ¢ thé t tin giao tiép
t6t bang tiéng Anh trong mot sb chui dé va tinh hudng hing ngay. Ngudi hoc dugc gidi thiéu
c4c miu cau co ban va tir vyng thdng dung, can thiét trong cic hoat dong giao tiép va trao ddi
thdng tin. Ngoai ra, hoc phan gidi thiéu thém céc kién thirc vé doi sdng, van hod, am thuc, thé
thao, va du lich qua céc bai doc.

4. Muc tiéu ciia hoc phin
Hoc phan c6 nhitng muc tiéu:

- Cung cép céc thuat ngit tiéng Anh sir dung trong linh vuc van phong, dong thoi
trang bi cho sinh vién nhitng kién thtc va k¥ ning co ban can thiét dé 1am viéc trong
moi truong van phong.

- Cung cap nhiéu bdi canh khac nhau trong linh vuc van phong dé rén luyén ky
nang giao tiép bang tiéng Anh, k¥ ning xu 1y tinh hudng, xir 1y thong tin qua dién
thoai, ciing nhu k¥ nang thuyét trinh.

- Trang bi kién thirc tir vung tiéng Anh thuong mai thong qua cac bai tap trong
gido trinh;

- Phat trién k¥ ning phén tich va tu duy phan bién qua cac bai tip nghién ctu
tinh hudng (case studies).

5. Chuén dau ra cia hoc phan

TT Ma Noi dung chuin dau ra
CbR Sau khi hoan tat mén hoc/hoc phin SV cé thé:
5.1. V¢ kién thirc

5.1.1 CLO1 Str dung cac khai niém va kién thirc co ban vé quan tri van
phong va giao tiép

5.1.2 CLO2 Phan loai cac quy trinh ghi chép, thu thap, phan tich thong tin va
1én ké hoach cho céac cudc hop, chuyén cong tac

5.1.3 CLO3 | Ap dung cac ky nang lam viéc nhom
va giao tiép dé ting cudong cac mdi quan hé va két qua lam viéc hiéu
qua

5.14 CLO4 | Thuc hanh o )
k¥ nang gidi quyet van dé va quan ly dé dua ra giai phap hi¢u qua
trong van phong

5.15 CLOS Khuyén khich nhan thirc vé trach nhiém, pham chat dao durc va
nhan cach ctia nguoi kinh
doanh

5.1.6 CLO6 | Duy tri viéc hoc tap sudt doi, niém dam mé nghé nghiép va tinh
than kinh doanh
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TT Ma Néi dung chuén diu ra
CBR Sau khi hoan tit mén hoc/hoc phin SV cé thé:
5.2. Vé k¥ niing

5.2.1. | CLO7 | Thuc hién duoc ky ning xir 1y tinh hudng, k¥ ning phan bién khi
lam viéc trong moi truong van phong cong s&

5.2.2. | CLO8 | Thuc hién k§ ning mém can thiét dé xu 1y thong tin mot cach hiéu
qua trong cac tinh hudng nhu k¥ nang lam viéc nhoém, t6 churc hoi
hop, 1ap k€ hoach va quan 1y thoi gian khi lam viéc voi dong nghi¢p
va khach hang

5.2.3. | CLO9 | Thuc hién k¥ ning giao tiép, dap ung sy hai long ciia khach hang,
cling nhu k¥ nang xur ly cac van dé qua dién thoai.

5.3. Vé mirc @) tw chii va trach nhiém

5.3.1. | CLO10 | Tham gia thao luan, phoi hop va déng gop cho cac hoat dong nhom
hi€u qua, chiu trach nhi¢ém do6i véi nhoém.

5.3.2. | CLO11 | Thé hién mdi quan tim bang phat biéu ca nhan va chiu trach nhiém
ca nhan

5.3.3. | CLO12 | Thuc hién nghiém tic noi qui dao dirc nghé nghiép va ¥ thirc trach
nhiém xa hdi khi lam vi¢c trong cadc doanh nghi€p va co quan nha
nudc.

Ma trén lién két giira Chuan diu ra chwong trinh dao tao va Chuin dau ra hoc

phin
cin | 388138858 /8|88 8 8
dura | 7 |2 |2 |2 |2 | & |z |a|z|3|7 8|7
CLO1 | X X
CLO?2 X
CLO3 X
CLO4 X
CLO5 | X | X X
CLO6 X
CLO7 X | X
CLOS X
CLO9 X X
CLO10 X
cLO11 X
CLO12 X | X X
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Ghi chi: PLOs (Programme Learning Outcomes): Chudn dau ra cdp CTDT
CLOs (Course Learning Outcomes): Chudn ddu ra hoc phan

6. Noi dung chi tiét ciia hoc phin

6.1. Ly thuyét

Bai Noi dung

Bail The Office Environment

1.1. | The Office Today

12 The Office in Relation to the Total Organization

13 Your Role in an Office

Bai2 |Office Competencies

2.1. | Employment Outlook

2.2 | Employment Competencies

Bai 3 | Information Management and Efficiency

3.1. | Information Management and Technology

3.2. | Information Systems and Resources

Bai 4 | Written Communication

4.1 | Reading and Writing at Work

4.2 | Business Correspondence

4.3 | Business Report and Related Documents

Bai 5 | Oral Communication:

5.1 | Listening and Speaking

5.2 | Planning and Preparing a Presentation
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5.3 | Delivering a presentation

Bai 6 | Telephone Communication:

6.1 | Telephone technology and Services

6.2 | Effective telephone Communication

6.2. Thuc hanh

Noi dung

6.2.1.

Bai tap ca nhan

Nguoi hoc hoan thanh cac bai tap trong gido trinh va bai tap thyc hanh thém
theo yéu cau cua giang vién hudéng dan.

6.2.2.

Bai tip nhom

Hoat dong theo d6i hoac nhom trong do:
- Céc cap hoac nhom thyc hanh cac bai tap rén luyén k¥ nang nghe noi theo
cac chu dé cua bai hoc hodc dong vai trong cac doan hdi thoai luyén tap ky
ning giao tiép trong chuong trinh hoc.

- Céc cdp hodc nhém trinh bay két qua lam viéc hodc thao luan trudce 16p.

7. Phan bd thoi gian theo tiét

So tiét tin chi
Chwong Tén Bai Ly Bai | Thue Tong
thuyét | tap | hanh

1 The Office Environment 2.5 15 5 22.5

2 Office Competencies 2.5 15 5 22.5

3 Information Management and 2.5 15 5 22.5

Efficiency

4 Written Communication 2.5 15 5 225

5 Oral Communication 2.5 15 5 22.5

6 Telephone Communication 2.5 15 5 22.5
Téng: 6 bai 15 90 [ 30 135

VHU.CTDT.BMO02 5




CAC CHU PE THAO LUAN VA THUYET TRINH

1. Vin hoa doanh nghiép trong nuée va qudc té

2. Cac bién phap/ cong cu xu Iy va quan ly thong tin.

3. Cac yéu tb can thiét dé xay dung bai thuyét trinh hiéu qua.
8. Phwong phap gidng day

Giang vién giang day véi sy két hop cia mot s6 phuong phap sau:
- Thuyét giang
- Phat van
- DPong ndo nhanh (bai tap tu duy c4 nhan)
- Huéng dan tu hoc

Ma tran lién két giira Chuin diu ra véi phwong phap giang day

Phwong phap o | «a | «
2 — (90} < Lo (o) N~ [ee) D i — —
giang day O ldn|O|lO|O|]O|]O|]O|O|]O|0O|O0O
B I e Y e o [ [ A et
©) - ©) ©) ®) ®) ®) ®) ®) ®) ®) ®)
Thuyét giang X | X | X | X | X | X | X | X | X| X| X]| X
Phét van X | X | X | X | X X | X | X
Thao luan X X X X X X X X X X
bong ndo X X X X X X X X X
9. Phuong phap hoc tap
Sinh vién hoc tap véi su két hop ctia mot sé phuong phéap sau:
- Lam viéc nhom
- Tu hoc, tu nghién clru
Ma trén lién két giira Chuan diu ra véi phwong phap hoc tap
o4 | || | w|lo|l~lo|lo |9 | d]|Y
. ., |lOjo|lo|lo|lo|o|lo|o|o|B8!|3l8
Phwongphaphectidp | O | O | J | J |2 |3 (233|331 3|35
(@) (@) ©) ©) @) ©) @) @) @) O O O
Tém tat ndi dung tai li¢u X X X X X X X X X X X
Lam viéc nhom X X X X X X X
Tu hoc, tu nghién ctru X | X | X | X[ X | X | X | X | X]| X]| X

10. Nhiém vu cia sinh vién

- Chudong t6 chirc thuc hién gio tu hoc.
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- Tham gia ddy du cac gid 1én 16p va gid thuyét trinh (sinh vién chi duoc ving
mat to1 da 10% thoi gian 1€n 16p ctia hoc phan).
- Doc tai liéu tham khao bit budc va bd trg do giang vién gidi thiéu.
- Hoan thanh déy du cac bai tap ca nhan, bai tap nhom.
- Tham gia ky thi két thiic hoc phan.
11. Thang diém danh gia: Diém danh gia qua trinh va diém thi két thic hoc phan
duogc cham theo thang diém 10 (tir 0 dén 10), lam tron dén 1 chit s6 thap phan.
12. Phwong phap kiém tra, danh gia két qua hoc tip

Sinh vién dugc danh gia két qua hoc tap trén co so hai diém thanh phan nhu sau:

TT | Diém thanh phin Hinh thirc danh gid Trong s6
1 | Banh giad qua trinh - Du 16p (10%) 40%
- Tham gia thao luan (15%)
- Thuyét trinh (15%)
2 | Kétthac hoc phan | Thi van dép 60%
Ma tran quan h¢ giira Chuan dau ra va phwong phap kiém tra, danh gia
Hinh thire
danh gia o | al«

— (9] (9.0) < Lo ({o] N~ e0] (@] — — —
oO|lo|lo|lo|lo|0|o|6|bo|o|o|oO
- - - - - - - - - — — —
@) @) (@) @) @) @) @) @) @) @) @) @)

Dy 16p X | X | X

Tham X | X | X

gia thao luan

Baikiémtranghe | X | X [ X | X | X | X [ X | X | X | X

Bai kiém

tra noi

Thi rrac nghiém X | X[ X[ X[ X[ X[ X|X|X]|X

téng hop

13.Tai liéu phuc vu cho hoc phan

13.1. Tai liéu chinh

Oliverio, M. E., Pasewark, W. R., & White, B. R. (2018). The office: Procedures and
Technology (7th ed.). Boston: Cengage Learning.

13.2. Tai liéu tham khao

MacKenzie, A., Green, G., & Gram, N. (2012). Networking: Workplace
Communication in the English Classroom. Hong Kong: Curriculum
Development Institute.
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English for telephoning. Oxford: OUP.

Lafond, C., Vine, S., & Welch, B. (2010). English for Negotiating. Oxford: OUP.
Gore, S. & Smith, G. D. (2007). English for Socializing. Oxford: OUP.
Chapman, R. (2007). English for emails. Oxford: OUP.

Grussendorf, M. (2007). English for presentation. Oxford: OUP.
Dean, S., & Zwier, L. J. (2007). English for Office & Business Conversations. First
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TP.H6 Chi Minh, ngay ... thang ... ndm

Duyét Truéng Bo mon Giang vién bién soan

(Ky va ghi ro ho tén) (Ky va ghi rd ho tén)

Théai Nguyén T Loan
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