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Can Tho, ngay thang ndam 2026

THONG BAO CHIEU SINH KHOA PAO TAO
QUAN LY HANH CHINH — NHAN SU'

Con nguoi 12 nén tang clia moi to chirc, con quan tri hanh chinh — nhan sy hiéu qua
chinh 1 yéu té gitip doanh nghiép van hanh 6n dinh va phat trién bén vimg. Trong bdi canh
doanh nghiép ngay cang chu trong chét lugng ngudn nhén luc, ngudi 1am cong tac hanh chinh
— nhan su can khong chi nim viing nghiép vu ma con c6 kha ning to chirc, quan 1y, xir 1y tinh
huéng va dong hanh cing nguoi lao dong. Nham trang bi nhiing kién thirc va k¥ nang thiét
thuc cho doi ngii can bg, nhan vién phu trach hanh chinh — nhan su. Trung tdm Dao tao,
Nghién ctru va Tu van Kinh té (CENTREC) thudc Pai hoc Can Tho chiéu sinh khoa dao tao
“Quan Iy Hanh chinh — Nhan su”, cy thé nhu sau:

1. Poi twong:

Céc co quan, cong ty, doanh nghiép, tap doan ¢ nhu cau dao tao Nghiép vu Quan 1y
Hanh chinh — Nhan su cho can bd, chuyén vién ctia minh;

Cén bd, nhan vién dang cong tac trong nganh mudn biét thém nhiing k¥ nang dé quan
ly t6t hon. Sinh vién cia cac truong Cao déng, bai hoc;

Nhitng ban yéu thich, muén chinh phuc linh viee Hanh chinh — Nhan su.

2. Thoi gian, dia diém va hinh thic hoc:

Thai gian hoc: Bao gom 11 budi hoc, 01 buéi thi thir va 01 budi thi chinh thirc vao
chiéu thar 7 va sang chiéu cha nhat (BS: 8h — 11h; BC: 14h — 17h)

Hinh thire va dia diém hoc:

@ Hoc tap trung truc tiép tai Trung tam Pao tao, Nghién ciu va Tw van Kinh té,
Truong Kinh té, Khu II, Pai hoc Can Tho, duong 3/2, P. Ninh Kiéu, TPCT

@ Hoc truc tuyén thong qua wng dung google meet



3. Noi dung chwong trinh dao tao:

Giap hoc vién nim bat nhu cau tuyén dung lao dong, dao tao phat trién ngudn nhan
lic cua cong ty, doanh nghiép. Biét cach xay dung muc lwong thudng, cac ché do bao hiém
x3 hoi, cac mirc dai ngd, cach to chirc lao dong trong cong ty. Cach quan 1y thiét bi, diéu kién
vat chét, cling nhu tai chinh vin phong ctia cong ty...Thanh thao tin hoc vin phong, nghiép
vu 18 tan, nghiép vu nhén su, cac yéu té phap 1y trong cong tac hanh chinh dé phuc vu cho
cong viéc quan tri ngudn nhan lyc va cong viéc hanh chinh vin phong.

MODULE 1: QUAN LY HANH CHINH

Noi dung S6 budi
Phin 1 Téng quan vé qudn Iy hanh chinh 02
Chuyén dé 1 Quan tri hanh chinh vin phong 01
Chuyén dé 2 Yéu t6 phap 1y trong cong tac quan 1y hanh chinh 01
Phdn 2 Cdc kj néng can thiét trong qudn Iy hanh chinh 04
Chuyén dé 3 Xtr Iy cong vin & luu trit ho so 01
Chuyén dé 4 T6 chirc hoi nghi & tiép khach 01
cinh n;?i'ea rr?ethl.rc & | T chire hoi nghi & tiép khich 01
Kinh ngfrl]iléarr?ethl.rc té Quan tri hanh chinh van phong 01
Tong cong: 06

MODULE 2: QUAN TRI NGUON LUC

7
A

Noi dung S6 budi
Téng quan vé Quan tri nguén Nhan luc, Hoach dinh
ngudn Nhan lyc trong to chic
Chuyén dé 2 Phan tich cong viéc; Viét ban mé ta cong viéc 02
Chuyén dé 3 XAﬁy du"l}g tiéu chuan danh gia ning luc thyuc hién
cong viéc
Huéng dan vé ché do tién luong, phuc lgi va Bao

Chuyén dé 1

Chiasé kinhnghiém | i« 5 hoi cho nhan vién 01
Céc hinh thuc va phuong phép dao tao nhan sy
Chuyén dé 4 CHIA SE KINH NGHIEM THUC TE 02
Tong ket (1) Tao dong luc lam viéc cho nhan vién
(2) Huén luyén va phit trién nhén vién.
Tong cong: 05

Luwu y: Nham tao diéu kién thuan loi, tiét kiém thoi gian va chi phi cho cac Anh/Chj
hoc vién Trung tdm ching t6i tiép nhan ding ky toan bo khoa hoc va dang ky tirng Module.
Céac Anh/Chi diang ky toan bd khoa hoc s& tham gia ddy du cac ndi dung chuong trinh gidng
day. Anh/Chi c6 thé dang ky mot trong hai module ma ban than cam thay chua nam ving
kién thirc can phai dwgc huéng dan thém thi chi dong hoc phi twong tmg va tham gia vao
nhing budi ciia module do.



4. Hoc phi va cach thirc dang ky:

Hoc phi: Toan khéa Ia 2.300.000 ddng/hoc vién (khong bao gdm tai liéu), hoc vién

dang ky tirng Module c6 murc hoc phi 1a 1.300.000d/HV/Moudule

Qui hoc vién c6 thé thanh toan hoc phi bang tién mit truc tiép tai vin phong CENTREC
hodc thanh toan bang cach chuyén khoan (theo hudng dan)

* Hwong dén thanh todn hoc phi qua tai khodn ngin hang

A s Ngéan hang TMCP K¥ thuong Viét Nam
Ngén hang o A
(Techcombank) — Chi nhanh Can Tho
S6 tai khoan 1800424257
Tén tai khoan | TRUNG TAM PAO TAO, NGHIEN CUU VA TU VAN KINH TE
Néi dung HQ VA TEN_TAM UNG QLHCNS_SO PIEN THOAI

Sau khi chuyén khodn xong, cdc ban vui long scan/chup hinh bién lai giao dich (lich si
giao dich) giri dén zalo 0948 840 254 va email theo dia chi: Centrec@ctu.edu.vn.

Cich thirc diing ky: Hoc vién ding ky tham gia khéa hoc bang cach dién thong tin ghi danh tai
form nay:

Huéng din quét ma QR
Buoc 1:
+ Néu sir dung dién thoai chay bang Android vui 1ong
truy cap Zalo dé quét ma.
+ Néu sir dung dién thoai chay bang iOS vui long
camera thudng dé quét ma.
Budc 2:
Hudng camera ctia dién thoai vé ma QR (hinh bén
trai), ngay sau d6 man hinh dién thoai s& hién thi
thong tin link dang ky, ban chon dong ¥.

Dia chi: Truong Kinh té, Khu II, Pai hoc Can Tho, Puong 3/2, P. Ninh Kiéu, TPCT.
Tel: 0292 3840 254 — 0939 874 870 — 0948 840 254

Email: centrec@ctu.edu.vn

Website: http://centrec.ctu.edu.vn/
Facebook: CENTREC.CTU.EDU.VN/

Noi nhén: GIAM POC
- Nhu trén;
- Lvu: VT, TTTVKT.
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