DAI HOC QUOC GIA HA NOI CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG PAI HQC KHOA HQC Dgc lap - Tw do - Hanh phiic
XA HQI VA NHAN VAN
S6: 224S7/QD-XHNV Ha Ngi, ngay 2Ythdng 4 nim 2026
QUYET PINH

Vé viéc ban hanh chwong trinh dao tao dai hoc (didu chinh)

HIEU TRUONG TRUONG PAI HQC KHOA HQC XA HQI VA NHAN VAN

Can cir Quyer dinh s6 26/2014/QP-TTg ngay 26 thang 3 nam 2014 cua Thu tuéng Chinh
phiivé Quy ché t6 chikc va hoat dgng cuia Pai hoc Quéc gia va cdc co so gido duc dai hoc thanh
vién;

Can cir Quyét dinh s6 510/QP-XHNV, ngay 05 thdng 3 ndm 2015 cia Hi¢u truong
Truong Pai hoc Khoa hoc Xa héi va Nhan vin quy dinh vé T6 chirc va Hoat déng trong Truong
Dai hoc Khoa hoc Xa hdi va Nhdn van;

Céin cie Thong tw s6 17/2021/TT-BGDPT ngay 22 thang 6 nam 2021 cia Bj Gido duc va
Do tao Quy dinh vé chudn chirong trinh ddo tao, xdy dung, thdm dinh va ban hanh chuong trinh
dao tao cdc trinh dj ciia gido dyc dai hoc;

Can cir Quyét dinh s6 3626/0D-DHOGHN ngay 21 thang 10 nam 2022 cia Gidm doc Pai
hoc Quéc gia Ha Néi ban hanh Quy ché dao tao dai hoc tai Pai hoc Quéc gia Ha Noi;

Cén ctr Quyét dinh s6 455 S/QD-DHQGIQV ngay 22 thang 12 nam 2022 cua Gidm doc Pai
hoc Quoc gia Ha N§i ban hanh Quy dinh vé mo nganh va diéu chinh chicong trinh dao tao tai Pai
hoc Quéc gia Ha Nji;

Cén cir Hudng ddn sé 3837/HD-XHNY, ‘ngay 26 thang 5 nam 2025 cua Hiéu truong
Truong Dai hoc Khoa hoc Xa hji va Nhan vin vé viéc Hudng dan diéu chinh chicong trinh dao
tao dai hoc;

Can cit Cong van 56 1514/DHQGHN-DT&CTSV ngay 22 thang 4 nam 2026 cua Gidm
doc Pai hoc Quoc gia Ha Ngi vé viéc diéu chinh chwong trinh dao tao;

Theo dé nghi ciia Trieong phong Pao tao va Céng tde ngudi hoc.
QUYET PINH:

Piéu 1. Ban hanh 28 chuong trinh ddo tao trinh d6 dai hoc (diéu chinh) ap dung
tir khoa tuyen sinh ndm 2025 cua Truong Pai hoc Khoa hoc X& hoi va Nhan van, Dai
hoc Qudc gia Ha Noi (c¢6 danh muc kém theo).

Dleu 2. Quyét dinh c6 hiéu luc k& tir ngay ky. Quyét dinh nay thay thé Quyét
dinh s6 7608/QD-XHNV ngay 27 thang 10 ndm 2025 cia Hiéu truéng Trudong Pai hoc
Khoa hoc X3 hdi va Nhan van.

Piéu 3. Truong phong Pao tao va Cong tdc nguoi hoc va thu trudng cac don vi
¢6 lién quan chiu trdch nhiém thi hanh Quyét dinh nay:

Noi nhgn:

- Nhu Piéu 3;

- DPHQGHN (dé bao cio);
- Luu: VT, BPT&CTNH.

Hofmg Anh Tuén
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DANH MUC

CHUONG TRINH PAO TAO TRINH BQ DATHQC PIEU CHINH)
(Ban hanh theo Quyét dinh s6:L4AS7OD-XHNV ngay LG thang 4 nam 2026

ctia Hiéu trucng truong Pai hoc Khoa hoc Xa héi va Nhédn van)

TT Tén chuong trinh dao tao M3 sb
1. Béo chi . 7320101
2. Chinh tri hoc 7310201
3. Cong tac xa hoi 7760101
4, Dién 4nh va Nghé thuét dai ching 7229036
5. Dobng Nam A hoc 7310620
6. Do6ng phuong hoc 7310608
% Hén Nom 7220104
8. Han Qudc hoc 7310614
9. Khoa hoc quéan ly 7340401
10. |[Lich st 7229010
1.1 Luu trit hoc 7320303
12; Ngon ngit hoc 7229020
13. Nhan hoc 7310302
14. | Nhat Ban hoc 7310613
15. Quan hé cong chung 7320108
16. | Quan ly thong tin 7320205
1.7, Quan tri dich vu du lich va Iit hanh 7810103
18. Quan tri khach san 7810201
19. Quan tri van phong 7340406
20. | Qudc té hoc 7310601
21, Téam ly hoc 7310401
22. | Ton gido hoc 7229009
23. Thong tin - Thu vién 7320201
24. | Triét hoc 7229001
25. Vin hoc 7229030
26. Vin hoa hoc 7229040
27, Viét Nam hoc 7310630
28. | X& hoi hoc 7310301

Danh sdch gom 28 chwong trinh dao rgo.%




PAI HOC QUOC GIAHANQI  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQC KHOA HQC Pioc 1ap - Tw do - Hanh phic
XA HQI VA NHAN VAN
CHUONG TRINH PAO TAO

TRINH BQ: CU NHAN
NGANH: QUAN TRI VAN PHONG
MA SO: 7340406
(Ban hanh theo Quyét dinh s6.924S /0OP-XHNY, ngc}yo%/'thdng 4 nam 2026
cua Hiéu truong Truong Pai hoc Khoa hoc Xa hoi va Nhan van)

PHAN I: GIOI THIEU CHUNG VE CHUONG TRINH PAO TAO
1. Mt s6 thong tin vé chwong trinh dao tao
- Tén nganh dao tao:
+ Tiéng Viét: Quan tri van phong
+ Tiéng Anh: Office Management
- Mi sb nganh dao tao: 7340406
- Ngbn ngir dao tao: Tiéng Viét
- Danh hiéu t6t nghiép: Ctr nhan
- Tho1i gian dao tao: 4 ndm
- Tén vin bang t6t nghiép:
+ Tiéng Viét: Ctr nhan nganh Quan trj van phong
+ Tiéng Anh: The Degree of Bachelor in Office Management
- Ponwvi du'c_rg giao nhiém vy dao tao: Truwong Pai hoc Khoa hoc X4 hdi va Nhan vin,
DPai hoc Quoc gia Ha Noi.
2. Muc tiéu ciia chwong trinh dao tao
2.1 Muc tiéu chung
Chuong trinh ddo tao nhidm cung cép n guE’in nhan lyc trinh d§ cir nhan trong linh
vuc quan ftri van phong.
2.2 Muc tiéu cu thé

- V61 st ménh tién phong trong linh virc Quan tri vin phong, Chuong trinh dao
tao cung cip cho ngudi hoc nhitng kién thirc Iy luan va thuc tién co ban vé linh vuc
khoa hoc xa h¢i va nhan van; Van phong va quan tri van phong;

- Pio tao ki ning chuyén mén va bé trg vé linh vire quan tri vin phong, nhim
gitip ngudi hoc sau khi t6t nghiép 6 thé truc tiép thuc hién cac nghiép vu co ban cua
cong tac van phong; tham muu va glup lanh dao to chirc thuc hién cac nhiém vu cua
quan tri van phong pht hop véi yéu cau phat trién cua tb chirc, doanh nghiép trong
bdi canh chuyen d6i sd hién nay;

- Phat trién cac pha cha__t_ c4 nhan va dao dirc nghé nghiép.
3. Thong tin tuyén sinh %



3.1. Hinh thitc tuyén sinh:

Theo quy dinh ctia Pai hoc Quéc gia Ha Noi va thong tin tuyén sinh cta Truong
Pai hoc Khoa hoc Xa hoi va Nhan van, Pai hoc Quoc gia Ha Noi dugc cong bo hang
nam.

3.2. Poi twong du tuyén:

Theo quy dinh cua Pai hoc Quéc gia Ha Nbi va thong tin tuyén sinh cia Truong

Pai hoc Khoa hoc X3 héi va Nhan vin, Pai hoc Quédc gia Ha Noi duoc cong bd hang
nam.

3.3. D kién quy mé tuyén sinh:

Theo chi tiéu duge Dai hoc Quéc gia Ha Noi phé duyét va theo thong tin tuyén sinh
ci}a Truong Pai hoc Khoa hoc Xa hdi va Nhéan vén, Pai hoc Qudc gia Ha Néi dugc cong
bo hang nam.

PHAN II: CHUAN PAU RA CUA CHUONG TRINH PAO TAO
1. V& kién thire

- PLO 01: Van dung hiéu qua hé thong kién thire 1y ludn chinh tri, phap luat, cic
kién thirc co ban vé khoa hoc xa hoi va nhan vin ciing nhu khoa hoc tu nhién va cong
ngh¢ thong tin vao cac hoat dong nghé nghiép, nghién ctru va thyc tién doi séng thich
ung voi boi canh chuyén doi so va thoi dai cong nghigp 4.0;

- PLO 02: Hé théng héa duoc cac kién thirc chuyén mén vé hanh chinh, quan tri

van phong, cong nghé thong tin gin v6i hoat dong cua céc co quan, doanh nghiép thich
g véi bdi canh quéc té hoa, toan cau hoa;

- PLO 03: Déi sanh céc kién thirc nganh va huéng chuyén nganh vao t6 chirc
trién khai va thuc hién hoat dong van phong, quan tri van phong hi¢u qua, sang tao phu
hop véi su phat trién ctia khoa hoc cong nghé va muc tiéu phat trién ctia co quan, doanh
nghiép.

2. V& Ki ning

- PLO 04: Thyc hién t6t cac ki ning, nghiép vu vin phong, quéan tri van phong
gan véi cong nghé s6 va kha ndng st dung ngoai ngir (tiéng Anh hodc tiéng Trung) &
trinh d6 B1 tuong duong trinh d6 theo khung ndng luc ngoai ngtt 6 bac dung cho Viét
nam, quy dinh cua B¢ Gido duc va Pao tao va cua PHQGHN;

- PLO 05: Tham muu cho lanh dao co quan cac giai phap nang cao chit lugc
cong viée vé cac van dé phat sinh trong thyc tién cong tic vin phong, quan tri van phong;

- PLO 06: Nhan dién duoc cac xu huéng cong nghé hién dai gén véi linh vuc vin
phong, quan tri van phong.

3. Mirc tu chi va trach nhiém

- PLO 07: Thiét ké mang ludi lam viéc dé thuc hién cac hoat dong van phong va
quan tri van phong hi¢u qua trong cac co quan, doanh nghiép;

- PLO 08: Xac dinh trach nhiém ca nhan trong t4 chirc cong viéc thudc vi tri viéc
lam duoc phan cong.

4. Vi tri viéc 1am ma sinh vién c6 thé dam nhiém sau khi tot nghiép

- Céng chtrc, vién chirc hanh chinh, vin phong trong cac co quan, t6 chirc nha
nudc va don vi su nghiép tur trung wong dén dia phuong;

- Nhan vién hanh chinh, van phong trong cac doanh nghiép; )g/
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- Nguoi phu trach bd phan hanh chinh, vin phong trong cac co quan, to chirc,
doanh nghiép;

- Giang vién va nghién ctru vién tai cac co so dao tao, nghién cuu vé hanh chinh,
van phong.
5. Kha ning hoc tip, ning cao trinh dj sau khi t6t nghiép

C6 co hoi hoc 1€n & béc hoc cao hon va tr¢ thanh cac nha khoa hoc, 1am viéc tai
cac trung tam/ vién/ co s& nghién ctru vé hanh chinh, van phbng./ﬁ




PHAN III: NOI DUNG CHUONG TRiNH PAO TAO

1. Tém tit khung chwong trinh dao tao

Téng s tin chi cua chuong trinh dao tao (chuea tinh Gido duc thé chat, Gido duc Quobc

phong - An ninh, Ki nang bé trg): 125 tin chi

Cic khdi kién thirc
; . ; ; SO CHUAN DAU RA
AC KHOI KIE g g . :
CACKHO NTHUEC TIN CHI | CHUONG TRiNH PAO TAO
PHAN GIAO DUC PAI CUONG
- Kién thire chung (chura tinh Gido duc thé chat, . .. |PLOOI, PLO 02
.. ), ; . 5 z 21 tin chi
Giao duc quoc phong - an ninh, Ki nang bo tro)
PHAN CO SO VA COT LOI NGANH
- Kién thitc co sé' nganh 21 tin chi | PLO 01, PLO 02, PLO 03
- Kién thitc nhém nganh PLO 03, PLO 04, PLO 05
Hoc phan badt buée: 17 21 tin chi
Hoc phan tie chon: 4/20
- Kién thirc nganh PLO 03, PLO 04, PLO 05
Hoc phan badt buéc: 31 37 tin chi | PLO 06, PLO 07, PLO 08
Hoc phcfn tir chon: 6/27
PLO 01, PLO 02, PLO 03
- Dinh hudéng chuyén nganh 12 tin chi | PLO 04, PLO 05, PLO 06
PLO 07, PLO 08
. : . PLO 01, PLO 02, PLO 03
- Khéa luén t6t nghiép/hoc phan thay thé khoa , :
luan tét Highidp Stinchi | PLO 04, PLO 05, PLO 06
PLO 07, PLO 08
PHAN THU'C TAP/TRAI NGHIEM
PLO 01, PLO 02, PLO 03
- Thuc tap/trai nghiém 8 tin chi | PLO 04, PLO 05, PLO 06

PLO 07, PLO 08
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2. Khung chwong trinh dao tao

A L n - g
Ma hoc Tén hoc phin S0 So gio' hoc tap M 5o
PEs hén (Tiéng Viét va tiéng Anh) i T T | hocphan

thuyét | hanh? | hoc®

PHAN GIAO DUC PAI CUONG

Kién thire chung (chura tinh Gido
I duc thé chat, Gido dyc quoc phong 21
- an ninh, Ki nang bo tro)

Triét hoc Méc - Lé nin
1 PHI1006 j 3 42 6 102
Marxist-Leninist Philosophy

Kinh té chinh tri Méc - Lé ni
2 PEC1008 e heCAR R, 2 | 20 20 | 60 | PHIL006
Political economy of Marx - Lenin

Chu nghia xa héi khoa hoc
3 PHI1002 o . 2 28 4 68
Scientific Socialism

Lich str Dang Cong san Viét Nam

4 HIS1001 2 28 4 68
> History of Vietnamese Communist Party
Tu tuéng HS Chi Minh
POL1001 2 28 4 68
s Ho Chi Minh Ideology
Nha nudce va Phéap luat dai
6 | THL1057 | rvoc vatiap Mgt il cHote 2 | 20 | 20 | 60 | PHIL006
General State and Law
7 Ngoai ngir Bl 5
iéng Anh B1
FLF1107 | "8 5 | 20 70 | 160
English Bl
Tiéng T 5c B1
FLF1407 | Long Trung Quoc s | 20 | 70 | 160
Chinese Bl

Nhip mén cong nghé sé va tmg
dung tri tu¢ nhan tao

8 VNU1001 | Introduction to Digital Technology 3
and Applications of Artificial

Intelligence

9 K nang bd trg 3
Soft Skills
Gido duc thé chét

10 . : 4
Physical Education

1 Gi4o duc quoc phong - an ninh 8
National Defense Education

PHAN CO SO VA COT LOI NGANH
I Kién thirc co sé' nganh 21




STT

Ma hoc
phéan

~ Tén hoc ph'f‘in
(Tiéng Viét va tieng Anh)

S6
tin
chi

S6 gio hoc tap

Li
thuyet’

Thuc
hanh?

Tw
hoc®

Mi sb
hoc phan
tién quyét

12

Ngoai nglr Khoa hoc X3 héi va
Nhan van 1

FLH 1164

Tiéng Anh Khoa hoc X4 héi va
Nhan van 1

English for Social Sciences and
Humanities 1

30

30

90

FLHI1170

Tiéng Trung Khoa hoc X4 héi va
Nhan van 1

Chinese for Social Sciences and
Humanities 1

30

30

90

13

Ngoai ngir Khoa hoc Xa hoi va
Nhéan van 2

FLH 1167

Tiéng Anh Khoa hoc X4 hoi va
Nhan vén 2

English for Social Sciences and
Humanities 2

30

90

FLH 1164

FLH1171

Tiéng Trung Khoa hoc X4 hdi va
Nhan van 2

Chinese for Social Sciences and
Humanities 2

30

30

90

FLH1170

14

LIT 1170

Tu duy sang tao va tu duy thiét ké
Creative thinking and Design
thinking

12

99

15

INF 1150

Ung dung Al trong hoc tap va nghé
nghiép

Artificial Intelligence for Academic
Success and Professional
Development

20

50

80

16

MNS 1161

P6i méi sang tao va khai nghiép
Innovation & Entrepreneurship

42

102

17

HIS 1160

Vin héa Viét Nam trong ky nguyén s6
Vietnamese culture in the digital age

42

102

18

PSY 1164

Dao dirc nghé nghiép va liém chinh
hoc thuat

Professional Ethics and Academic
Integrity

30

30

90

I

Kién thitc nh6m nganh

21

hr.1

Cic hoc phén bit buéc

17




A A _ea ~ S
Ma hoc Tén hoc phﬁn S,O S0 gio'hoc tap M3 »
STT A i s i ol tin > hoc phan
phéan (Tieng Viet va tieng Anh) chi Li Thuc | Tw tidx Vet
thuyet' | hanh? | hoc® auy
Phuong phép va thiét ké nghién ctru
19 USH 2001 S 45 60 145
Research Methods and Designs
Truyén théng trong bdi canh s6
20 JOU 2024 | Mass Communication in the Digital | 4 50 20 | 130
Age
Pai cuong Quan tri kinh doanh
21 TOU2018 | Introduction of business 4 45 30 125
adminitratrion
2 | Axogogs | A4 NThONE Sl onong 4 | 50 | 20 | 130
General office Management
1I1.2 Cic hoc phén tw chon 4/20
Logic hoc va nghé thuat phan bién
23 PHI2025 | Logic and the Art of Critical 4 40 40 | 120
Thinking
Van minh thé gidi va su tién hoa
nhan loai
1S2023 i 4 40 40 120
% His World Civilizations and the
Evolution of Mankind
TA 1, h N d‘ . A
95 | Psyagag | © oCoeot 4 | 45 | 30 | 125
Psychology and Life
X3 hoi hoc va cac van dé xa héi
a dai
5% | soreon |CetR 4 | 55 | 10 | 135
Sociology and Contemporary . .
Social Problems
Van hoéa cong s& va dao duc cong vu
27 ARO2009 | Office Culture and Public Service 4 50 20 | 130
Ethics
v Kién thirc nganh 37
Iv.1 Cic hoc phan bit bujc 31
T chirc bd mdy va nhan sy vin phong
28 ARO3118 | Office Structuring and Human 4 50 20 130 | ARO2008
Resources Management
T chirc hé thdng théng tin vin phong
29 ARO3119 | Organization of Office Information | 4 50 20 | 130
Systems
30 | ARO3101 | \EPieP VU van thu s | 65 | 20 | 165

Majors of Record Management

7




A A .y .y ~ A
Ma hoce Tén hoc phe"m S,O So girhipe tip M sg
STT A A S o tin : hoc phan
phan (Tieng Viet va tieng Anh) chi Li Thuc | Tw "
thuyét! | hanh? | hoc? quy
Nghiép vu luu trir
31 ARO3043 _ _ 3 42 6 102 | ARO3101
Majors of Archive
Nghiép vu th , tong h
33, | ARO0sY | W EITRRERIN 3| 2 | 6 |10
Majors of Consultancy and Synthesis
Nghiép vu thu ky van phong
33 ARO3121 | Administrative Assistant and 3 42 6 102
Secrectary
Cong nghé sb trong cong tac van phong
34 | ARO3122 | Digital Technologies in Office 3 42 6 102
Operations
35 | ARO3123 | uan 1y cosovat chat s { ®@ | & |02
Facilities Management
Lé tan van phong
36 ARO3077 3 42
Office Reception 6 —
1.2 Cic hoc phan tw chon 6/27
Tb chirc quan 1y cong tac van thu -
luu tri
37 ARO3124 3 42
Organizing the Record ¢ =
Management and Archive Works
Nguyén 1y ké to3
38 | BsA2001 | o) cn YR ToAn 5 | B | & |16
Accounting Principles
s 1V t3i chinh I
39 | BsA2o1g | Quanly tai chinh doanh nghiep 3 | 42 6 | 102
Corporate financial management
Ky ning giao tiép - thuyét trinh
40 ARO1172
Communication - Presentation Skills 3 N i 102
K¥ ning t6 chtrc ¢6 1é
41 | agosgey |20 PR EERSEENS 3| 42 | 6 |102
Skills of Working Organization
K¥ ndng lam viéc nhoém
42 ARO3082 )
Teamwork Skills 3 42 6 1z
Tht tuc hanh chinh
43 | ARO3092 | o nAm el 3| 42 | 6 |10
Administrative Formalities
44 ARO3076 T6 chire su kft?ﬂ Frong vén phong 3 " 6 102
Event Organization in Office
45 ARO3106 Bao vé bi mat trong cong tac van 3 4 6 102

thu - luu tro




STT

Ma hoc
phan

~Tén hoc ph’%m
(Tieng Viet va tieng Anh)

)
tin
chi

S6 gio hoc tap

Li
thuyet’

Thuc
hanh?

Tu
hoc®

M3 s6
hoc ph?lr']
tién quyet

Secret protection in the records and
archives management

1v.3

Dinh huong chuyén nganh (sinh vién
chon 1 trong 2 hurong chuyén nganh)

12

V.34

Quan tri van phong doanh nghiép

iz

46

ARO3126

Quan ly du an doanh nghiép
Project management in business

50

20

130

TOU2018

47

ARO3127

Quan tri hanh chinh doanh nghiép
Corporate Administration
Management

50

20

130

48

ARO3128

Vin ban giao dich thuong mai

Business correspondence and
documentation

50

20

130

1V.3.2

Cong nghé Quan tri van phong

12

49

ARO3129

Vin phong s6
Digital office

50

20

130

ARO3122

50

ARO3130

Ung dung Al trong hoat dong vin
phong

Applied Artificial Intelligence in
Office Activities

50

20

130

31

ARO3131

Phan tich va si dung dir 1iéu quan 1y
Management Data Analysis and
Utilization

50

20

130

V.4

Khoa lugn tc‘;{ nghigp/ cac hoc
phan thay thé khoa lugn tot
nghiép

A

32

ARO4052

Kho4 luén t6t nghiép
Graduation Thesis

250

ARO4051

Hoc phan thay thé khod ludn tot
nghiép

53

ARO4065

Ly luan va thyc tién quan tri van
phong

Theories and practical of Office
Management

65

20

165

ARO4051

PHAN THU'C TAP/ TRAI NGHIEM

54

ARO4064

Thuc tap thuc té
Internship

150

ARO2008 f




M3 hoc Tén hoc phin 5 g lge (D i
STT 2 it ST tin = hoc phan
phan (Tieng Viet va tieng Anh) chi Li Thuc | Tw 820 auvit
thuyét' | hanh? | hoc quy
Thuc tap t6t nghié
55 | ARO4051 | v P TOTHERIER 51 0 0 | 250 | ARO4064
Graduation Internship

Téng cong 125

Luwu y: Mot tin chi dugc tinh twong d‘mmg 50 gio hoc tap dinh muc cua nguoi hoc, bao
gom cd thoi gian duy gza giang, gzo' hoc c6 huéng dan, tw hoc, nghién ciru, trai nghiém
va dy kiém tra, danh gia,; doi voi hoat déng day trén 16p, mét tin chi yéu cau thuc hién
10i thiéu 15 gio giang hodc 30 gio thuc hanh, thi nghiém, thao ludn trong dé mét gio
trén 16p duwoc tinh bang 50 phit.

(1): Li thuyét

(2): Thiyec hanh, Thi nghiém, Thao ludn

(3): Thuee tdp, Nghién cieu, Tu hoc cé kiém tra danh gid. W
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