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Phin 1. Giéi thiéu chung vé chwong trinh
1.1. Muc dich va d6i twong sir dung So tay

S6 tay nay danh cho dau mdi trién khai tai cac co quan, don vi nhan chuyén
giao B hoc li¢u da phuong tién (lanh dao phu trach chuyén do6i s6, can bo van
phong, t6 chirc - can bo hodc can by dugc phan cong lam dau m01) S tay cung
cap thong tin téng quan veé chlr(mg trinh, 10 trinh hoc tap khuyen nghi, cach thuc
t6 chire, theo doi, don dbc viée hoc tap va phuong phap hd tro ngudi hoc, giup
mdi co quan, don vi chu dong trién khai chuong trinh dat két qua thuc chat.

1.2. B6i canh va muc tiéu ciia chwong trinh

Thuc hién Nghi quyét s6 57-NQ/TW ngay 22/12/2024 cta B6 Chinh trj vé
dot pha phat trién khoa hoc, cong nghé, d6i méi sang tao va chuyén doi so qudc
gia va chi dao cia Pong chi Tong Bi thu, Chu tich nude, Truéng Ban Chi dao
Trung vong, phong trao "Binh din hoc vu s6" dugc trién khai sau rong trong toan
hé thong chinh tri. B6 hoc liéu da phuong tién (Tép 1) la san pham duoc nang cap,
chuan hoa tir B hoc liéu da trién khai thanh cong tai Qudc hoi trong phong trao
"Binh dan hoc vu s6 - Quéc hoi s8", bién soan phu hop véi ddi tugng can bg, cong
chtrc, vién chirc va nguoi lao dong trong khdi co quan nha nude.

Muc ti€u: 100% can bd, cong chirc, vién chirc va ngudi lao ddng ctia co quan,
don vi hoan thanh chuong trinh hoc tap va duogc cép Chung nhan hoan thanh
chuong trinh hoc trong nam 2026, qua d6 nang cao hi¢u suét lam viéc, chat luong
cong viéc va ning luc phuc vu ngudi dan trén moi trudng so.

1.3. Quy md va céu tric chwong trinh

Chuong trinh gom 26 chuyén dé véi 136 bai hoc, twong ing 136 video bai
giang ngan theo phuong phap microlearning, bao phu day da 03 nhom kién thire
s6 co ban (chuyén doi so; cong ngh¢ so; tri tué nhan tao) va 06 nhom ky nang so
co ban (sir dung thiét bi va phan mém sd; khai thac dir liéu va thong tin; giao tiép
va hop tac trong moi truong so; sang tao ndi dung s6; bao dam an toan, an ninh
mang; giai quyét van dé nho img dung céng nghé sb) theo Quyét dinh s6 757/QP-
BKHCN ngay 29/4/2025 ctia BS truong Bo Khoa hoc va Cong nghé. Danh muc
day du 26 chuyén dé tai Phu luc 5.1.

1.4. Phuwong phap hoc tap va danh gia

M3&i bai hoc gdbm 01 video bai giang thoi lugng 4-6 phut, thiét ké d& hiéu cho
ca nguoi chua thanh thao cong nghé, gan truc tiép voi tinh hudng cong vu: xir Iy
van ban, hop tryc tuyén, dich vu cong, tiép dan, an toan thong tin noi cong s¢. Sau
mdi bai hoc, ngudi hoc 1am bai tap tric nghiém gom 05 cau hoi (03 cau kiém tra
kién thirc va 02 cau tinh huéng cong vu & mirc d6 van dung). Pé hoan thanh bai
hoc, nguoi hoc can tra 161 dung t6i thiéu 70% so cau hoi truge khi duge chuyen
sang bai hoc tiép theo; s6 lan 1am lai cac cAu héi trac nghiém khong gidi han. Két
thiic chuong trinh, ngudi hoc 1am bai kiém tra danh gia cudi chuong trinh va dugc
hé théng tu dong cép Chung nhan hoan thanh khi dat yéu cau (chi tiét tai muc
3.3).



1.5. Chuén dau ra cia chwong trinh

Sau khi hoan thanh chuong trinh, moi can bg, cong chure, vién chirc va nguoi
lao dong sé:

Mot 1a: dugce trang bi kién thic, k§ nang so co ban.

Hai la: biét cach khai thac tro 1y Al hiéu qua & mirc do co ban dé thuc hién
nhiém vu.

Ba la: biét phan tich dir li¢u, ra quyét dinh dua trén béng chung, s6 liéu.
B6n 1a: 1am chu k¥ ning bao mat thong tin va an toan trén khong gian sb.

Nam la: thanh thao lam viéc linh hoat va hi¢u qua trén ha tﬁng sb cua co
quan minh dang cong tac.

1.6. B0 tai li€u, hoc liéu kem theo chwong trinh

B hoc liéu da phuong tién, Tap 1 danh cho can bg, cong churc, vién chic va
nguoi lao dong trong khéi co quan nha nudc gom: (1) Bai giang va cau hoi tric
nghiém, c6 QR code gian 136 video theo ting bai giang; (2) 03 video gioi thiéu,
huéng dan hoc tap (video gidi thiéu Khung kién thire, k¥ ning sd; video gi6i thiéu
ndi dung chuong trinh dao tao, cach thire tham gia hoc tap va chuan dau ra; video
toa dam gioi thiéu tong quan phong trao "Binh dan hoc vu s6"); (3) Ngan hang
680 cau hoi tric nghiém kém dap an; (4) 136 file PDF dang Infographic tom tat
ndi dung bai hoc; (5) SO tay hudng dan trién khai nay.

Phan 2. L) trinh hoc tip khuyén nghi
2.1. Nguyén tic chung

Chuong trinh dugc thiét ké theo trinh tu su pham tir nhan thuc dén k¥ nang,
tir co ban dén tong hop; ngudi hoc hoc tuan ty tir Chuyén dé 1 dén Chuyén dé 26.
MJi ngay chi can 10-15 phit (01-02 bai hoc) vao dau gid 1am viéc hoic gio nghi
1a bao dam tién do. Co quan, don vi c6 thé diéu chinh 16 trinh phu hop véi dic thu
cong viée, bao dam hoan thanh trong dot cao diém va dat muc tiéu 100% ngudi
hoc dugc cip Ching nhan hoan thanh chuong trinh hoc trong nim 2026. Goi ¥
trong tam hoc tap theo ting nhom vi tri viéc lam tai Phy luc 5.3.

2.2. L trinh khuyén nghi theo dot cao diém 100 ngay (14 tuin)

Giai doan Noi dung Chuyén dé S6 bai
Tuin 1-3 | \on tang nhan thie: chuyén doi | o g3y 5 3 19
s0, cong nghé so, tri tu¢ nhan tao
s Thiét bi, phan mém va khai th ,
Tuin 4-6 | u€tDI, phan mém va khaithac, | o 42y 5 6 7.3 24

kiém ching, quan 1y thong tin

Giao tiép, hop tac trén moi
Tuan 7-9 | truong sb; quyén cong dan sd;
danh tinh sd; k¥ ning tong hop

Chuyén dé 9, 10, 11,

12,13, 14 32




Giai doan Noi dung Chuyén dé S6 bai
Tuén 10- Sang tao ndi dung s6; ban Chuyén dé 15, 16, 17, 20
11 quyén; 1ap trinh co ban cing AI |18
Tuin 12- | A0 f0am an mnh mang; bAONE | oy en 43 19, 20, 21,
dir liéu; suc khoe so; chuyén doi 21
13 P 22
sO xanh
Giai quyét van dé nhod cong nghé A e
Tuan 14 |sd; 6n tap va hoan thanh bai gél uyén de 23, 24, 25, 20
kiém tra cudi churong trinh

Tong cong 136

Nhip hoc twong vmg khodang 10 bai/tuan, tirc 02 bai/ngay lam vi¢c. Nguoi
hoc ¢6 thé hoc nhanh hon 16 trinh; 19 trinh trén la mirc khuyén nghi téi thiéu dé
hoan thanh tron ven trong dot cao diém.

Phan 3. Huéng din hoc tip trén nén ting E-Learning
3.1. Tai khoan hoc tap

M6i ngudi hoc dugce cip 01 tai khoan E-Learning ca nhan trén nén tang hoc
truc tuyén cta co quan. Thong tin dang nhap (dia chi truy cap, tén tai khoan, mat
khau ban dau) do co quan phdi hop voi don vi van hanh nén tang cp va gui téi
tung nguoi hoc.

3.2. Quy trinh hgc mgt bai hoc
Buwdée 1: Bang nhap tai khoan, chon chuyén dé va bai hoc theo 16 trinh.

Buéc 2: Xem tron video bai giang (4-6 phit); nén ghi lai 1-2 ¥ chinh c6 thé
ap dung ngay vao cong viéc.

Bwde 3: Lam bai tap tric nghiém 05 cau sau bai hoc; hé théng phan hoi két
qua ngay sau khi ndp. Nguoi hoc can tra 101 dtng t61 thiéu 70% s6 cau héi dé€ hoan
thanh bai hoc va duogc chuyén sang bai hoc ti€p theo; so lan lam lai khong gidi
han.

Buwéc 4: Chuyén sang bai hoc tiép theo.

Chi tiét thao tac trén man hinh thyc hién theo huéng din st dung cua don vi
van hanh nén tang tai co quan.

3.3. Bai kiém tra cudi chwong trinh va Chirng nhin hoan thanh

Sau khi hoan thanh 136 bai hoc, ngudi hoc 1am bai kiém tra danh gia cudi
chuong trinh trén nén tang Bai kiém tra gom 50 cau hoi trac nghiém, mirc do tir
co ban dén trung cap; ndi dung klen thirc, k§ nang so va sir dung tri tu¢ nhan tao
(AI) phén b6 déu 26 chuyén dé, gan vdi cac tinh huong thuc té trong cong vu.
Tong thoi gian 1am bai 13 90 phit; nguoi hoc ¢ thé ndp bai som ngay khi 1am
xong. Ngudi hoc tra 101 ding tir 70% tong sd cau hoi tré 1én duoc hé thong tu



dong cép Chung nhan hoan thanh chuong trinh hoc; s6 1an 1am lai bai kiém tra
khong gidi han.

3.4. Nguyén tic hoc tap hiéu qua
Mt 1a: hoc déu din mdi ngay, khong don vao cudi dot.

Hai l&: hoc tuan tu theo 16 trinh dé bao dam mach kién thirc ké thira - nang
Ccao.

Ba la: sau mdi bai, 4p dung ngay it nhat mot diéu vao cong viée thuc té.

Bon 1a: tuan thu nghiém cic nguyén tic an toan thong tin da hoc, dic biét 1a
khong dua dir li¢u mat, dir li¢u ndi bo, dir liéu ca nhan ctiia cong dan vao cac cong
cu Al cOng cong.

Phin 4. Huéng din danh cho diu méi trién khai

4.1. Vai tro, nhiém vu ciia diu moi

Pau mbi trién khai 12 cau ndi gitta co quan, don vi voi Ban to chic chuong
trinh va don vi van hanh nén tang, co cac nhiém vy chinh: tham muu lanh dao co
quan ban hanh ké hoach trién khai; lap danh sach nguot hoc va phéi hop cép tai
khoan; t6 chure phé bién, phat dong; theo do1, don dbc tién do; hd tro hodc chuyen

tiép yéu cau hd trg cia nguoi hoc; tong hop két qua, bao cao lanh dao va dé xuat
khen thudng.

4.2. Cac budc trién khai tai co quan, don vi

. s " o n Thoi gian X .
Buwéc Noi dung cong viéc khuy én nghi Két qua
Tham muu lanh dao co quan ban hanh ké , . |Ké hoach
. . . an 2 . Trudc khi bat
1 hoach, van ban phat dong trién khai chuong 4 duoc ban
trinh; x4c dinh méc hoan thanh. . hanh
Lap danh sach toan bd nguoi hoc (ho tén, 100% nguoi
2 don vi, email, s6 dién thoai); guri don vi van Tuén 0-1 hoc co6 tai
hanh nén tang dé cap tai khoan. khoan
T6 chirc pho bién, phat dong: trinh chiéu 03
video giéi thiéu; hudng din diang nhép lan Ngudi hoc
3 dau; cong b6 16 trinh hoc tap; gioi thi€u goi Tuén 1 nam rd
y trong tdm hoc tap theo nhém vi tri viéce chuong trinh
lam (Phu luc 5.3).
DPong hanh trong qua trinh hoc: nhic lich Tién d6
4 | dinh ky; theo ddi tién do trén nén tang; hd Tuan 1-14 T
o < 1 duogc duy tri
tro nguoi hoc gap kho khan.
DPoén dbc giai doan nude rat: 1ap danh sach 100% hoan
5  |ngudi cham tién do, phdi hop lanh dao don Tuan 12-14 | thanh
vi nhic nhé, hd tro truc tiép. chuong trinh




Thoi gian X .
Buéc Noi dung cong viéc P g . Ket qua
khuyén nghi
Tong hop két qua, bao cdo lanh dao co L
N AL 1eR , " A , Bao cao
6 quan; dé xuat biéu duong, khen thudng tap Keét thuc dot 2 z
2 A ea 1eR tong két
thé€, ca nhan ti€u biéu.

4.3. Theo dbi tién d9 va ché d bio cao

Pau méi khai thac chirc ning théng ké, bao cao ciia nén tang dé nam tién do
theo timg don vi va ting nguoi hoc (s6 bai da hoan thanh, két qua trac nghiém,
trang thai chimg nhén). Khuyén nghi tong hop tién d6 dinh ky 02 tuan/lan va bao
cao lanh dao co quan; mau bang theo déi tai Phu luc 5.2. V6i don vi ¢6 tién do

cham, dau mdi trao doi tryc tiép voi lanh dao don vi d6 dé co bién phéap thuc day
kip tho.

4.4. Kinh nghiém to chirc hiéu qua

Mot 1a: gan két qua hoc tap voi phong trio thi dua ctia co quan; cong bé tién
do cac don vi dinh ky dé tao dong luc.

Hai la: 1anh dao néu guong hoc trudce, hoan thanh sém.

Ba la: thanh 14p cac nhom hoc tap tai don vi dé trao d6i, nhic nhau hoc déu.

Bon la: biéu duong kip thoi ca nhan, don vi hoan thanh sém trén kénh truyén
thong noi boa.

Nim la: 10ng ghép nodi dung chuong trinh vao sinh hoat co quan, sinh hoat
chi bd (chia sé mot kién thirc, k§ nang da ap dung thanh cong vao cong vigce).

Phin 5. HS tro nguoi hoc 16m tudi, ngudi hoc chwa thanh thao cong
nghé

5.1. Nguyén tic hd tro

Chuong trinh dugc thiét ké cho moi trinh d6, ké ca nguoi chua timg quen
v61 hoc trye tuyén: moi bai chi 4-6 phit, ngdn ngir gan giii, thao tac don gian. Khi
ho trg, can kién nhan, ton trong, hudng dan tryc ti€p "cam tay chi viéc" & nhiing
lan dau, tuyét doi khong tao ap luc hay so sanh.

5.2. M6 hinh h§ trg khuyén nghi

Mt 1a: phan cong ho tro "mot kém mot" - mdi can b tré, thanh thao cong
nghé dong hanh cung mdt can b 16n tudi trong 1-2 tuan dau.

Hai 1&: t6 chirc budi hudéng dan tip trung ngay sau phat dong dé moi ngudi
dang nhap thanh cong va hoc thir 01 bai ngay tai cho.

Ba la: in t& huéng dan cac bude hoc (kém hinh minh hoa) phat cho ngudi
hoc chua quen thao tac.

Bon la: khuyén khich hoc trén dién thoai thong minh - thiét bi quen thudc
nhat voi da s6 ngudi hoc.



5.3. Khé khin thwong gip va cach hd tro

Kho khian caa nguwoi hoc Cich hd trg

Huéng dan dung chire ning cap lai mat khau; néu
khong duogc, dau mbi tong hop giri bd phan ki thuat
cua nén tang xu ly.

Quén mat khau, khong dang
nhap duoc

Kiém tra két ndi Internet; hudng dan chuyén sang
mang khac hoac hoc vao khung gio it nguoi dung;
ki€ém tra trinh duyét, img dung da cap nhat.

Khong mé dugc video,
video giat, cham

Phat to huong dan in san tirng budc; ngudi ho tro
"mot kem mot" thao tdc mau 1-2 1an r61 dé nguoi hoc
tu lam c6 giam sat.

Thao tac cham, hay quén cac
budc

Dong vién: cau héi tric nghiém duoc lam lai khong
2161 han, lam sai khong anh hudng thi dua, quan trong
la hoc dugc; néu gwong ngudi ciing do tudi da hoan
thanh; nho 1anh dao don vi quan tdm, khich I¢ truc
tiép.

Ngai hoi, s¢ lam sai, mudn
bé cudc

Nhan manh mdi ngay chi can 10-15 phut; goi ¥ khung
gid ¢b dinh (dau gid sang, sau gio nghi trwa) dé hinh
thanh théi quen.

Khéng c6 nhiéu thoi gian
hoc

Phin 6. Giai dap vuéng mic thwong gip (Héi - Pap)

Cau 1. Nhirng ai thugc dién tham gia hoc tap?

Tra loi: Toan thé can bo, cong chirc, vién chirc va ngudi lao dong cua co
quan, don vi, theo muc ti€u 100% hoan thanh chuong trinh va dugc cap Ching
nhan hoan thanh chuong trinh hoc trong nam 2026.

Cau 2. Thoi gian hoan thanh chwong trinh la bao 1au?

Tra loi: Lo trinh khuyén nghi 1a 14 tuan theo dot cao diém 100 ngay (Phan
2). Nguoi hoc c6 thé hoan thanh sém hon; moc thoi gian cu thé thuc hi¢n theo ké
hoach cua co quan, bdo ddm hoan thanh trong nam 2026.

Céu 3. C6 bit budc hoc ding thir tw cac chuyén dé, bai hoc khong?

Tra loi: C6. Chuong trinh dugc thiét ké hoc tuan tu: nguoi hoc can hoan
thanh bai hoc hién tai (tra 161 dung toi thi€u 70% so cau hoi trac nghiém sau bai
hoc) thi mdi duge chuyén sang bai hoc ti€p theo. Cach thiét ké nay bao ddam mach
kién thirc ké thtra, nang cao, gitip nguoi1 hoc ndm chac tirng bai trude khi hoc bai
moi.

Cau 4. Hoc trén dién thoai di dong c6 dugc khong?

Tra loi: Puge. Ngudi hoc ¢6 thé hoc trén dién thoai théng minh, may tinh
bang hodc may tinh cé két noi Internet, hoc moi luc, moi noi.



Cau 5. Lam sai cau hoéi trac nghiém cé dwge lam lai khong?

Tra loi: Puge. Sb 1an 1am lai cac cau hoi trac nghiém sau mdi bai hoc 1a
khong gidi han. Nguoi hoc can tra 1oi dang téi thiéu 70% sd cau hoi dé hoan thanh
bai hoc va duoc chuyén sang bai tiép theo; trudc khi 1am lai, nén xem lai video
bai giang dé nim chic ndi dung.

Ciu 6. Bai kiém tra cudi chwong trinh gdm nhirng gi, dat bao nhiéu thi
dugc cap Chirng nhin?

Trd loi: Bai kiém tra cudi chuong trinh gém 50 céu hoi tric nghiém, mirc 46
tir co ban dén trung cip; nodi dung kién thirc, k§ ning sd va sir dung tri tué nhan
tao (AI) phan b6 déu 26 chuyén dé, gan vai cac tinh hudng thyc té. Thoi gian 1am
bai 90 phut ngudi hoc co thé ndp bai sém ngay khi 1am xong. Tra 101 ding tu
70% tong s6 cau hoi tro 1én, nguoi hoc duge hé thong tu dong cap Chimg nhan
hoan thanh chuong trinh hoc; s 1an lam lai bai kiém tra khong giéi han.

Céu 7. Quén tai khoan, mat khau thi 1am thé nao?

Tra loi: Su dung chirc nang cap lai mat khau trén nén tang; néu khong thuc
hién duogc, lién hé ddu méi trién khai cta co quan dé dugc hd tro hodc chuyén bo
phan k¥ thuat xur 1y.

Ciu 8. Pang hoc dé mot bai thi thoat ra, c6 phai hoc lai tir ddu?

Tra loi: Nén tang ghi nhan tién d6 theo tung bai hoc. Nguoi hoc nén hoan
thanh tron ven tirng bai (video chi 4-6 phut) dé dugc ghi nhan két qua day du.

Cau 9. C6 duoge ding cic cong cu Al cong cong dé xir 1y tai liéu ciaa co
guan khong?

Tra loi: Tuyét ddi khong dua dir liéu mat, dir liéu ndi bo, dir liéu ca nhan cua
cong dan vao cong cu Al cong cong. Thuc hién nguyén tac "Dir li€u ndo, cong cu
dé" da dugc hudng dan k¥ trong chuong trinh (Chuyén dé 3, Chuyén deé 20).

Cau 10. N9i dung chwong trinh cé dwoc cip nhat thwong xuyén khong?

Tra loi: C6. B hoc liéu dugc ra soat, cap nhat dinh ky dé bao dam phu hop
v6i quy dinh hién hanh, sy phat trién ctia cong nghé va yéu cau thuc tién cong vu.

~ Cau 11. Nguoi hoc mudn phan anh, gép y vé ndi dung bai hoc thi giri
dén dau?

Tra loi: Guri vé dau moi trlen khai ctia co quan dé tong hop, chuyén Ban bién
soan Bo hoc liéu nghién ciu, tiép thu trong cac dot cap nhat; hodc gop ¥ truc tiép
to1 dong chi Tran Vin Khai, Phé Cha nhiém Uy ban Khoa hoc, Cong nghé va Moi
truong cia Qudc hoi, Chu bién, tac gia BO hoc liéu da phuong tién (dién thoai:
0979.396666).

Ciu 12. Hoan thanh chwong trinh, ngudi hoc nén lam gi tiép theo?

Tra loi: Chu dong ap dung kién thirc, k¥ nang vao cong viéc hang ngay; chia
s€, hd trg dong nghiép; tiép tuc hoc tép, cép nhét qua cac chuong trinh boi du’ong
tiép theo trén tinh than hoc tap sudt doi ctia phong trao "Binh dan hoc vu sd"



Phin 7. Thong tin lién hé hd tro
_ Trong gué trinh trién khai, trin trong dé nghi cdc co quan, don vi lién hé
dong chi Tran Van Khai, Phé Chu nhiém Uy ban Khoa hoc, Cong ngh¢ va Moi
truong cua Quég h(f)@, Chu bién, tac gia BO hoc li¢u da phuong tién (di€n thoai:
0979.396666) dé phoi hop cong tac.

Noi dung cin hd tro Pau méi phu trach Thong tin lién h¢

Pong chi Tran Van Khai, Phé

No6i dung chuong trinh, Chu nhiém Uy ban Khoa hoc,

hoc li€u, cau hoi; phéi Cong ngh¢ va Moi truong cua

hop cong tac trién khai Qudc hoi, Chu bién, tac gia Bo
hoc liéu da phuong tién

bién thoai:
0979.396666

K¥ thuat nén tang, tai Pon vi van hanh nén tang hoc
khoan E-Learning tryc tuyén ciia co quan

T chuc trién khai tai co | Dau moi trién khai ctua co quan,
quan, don vi don vi

Ddu moi trién khai dién ddy di théng tin lién hé vao bang trén trudce khi phé

bién S6 tay dén nguoi hoc.



Phu luc 5.1. Danh muc 26 chuyén dé, 136 bai hoc

Nhém kién thire, k§ ning

phep

Cb Tén chuyén dé S6 bai ;
twong wng
Kién thirc, k¥ ni an vé chuyé .
1 Al §n ;t c, k§ ndng co ban vé chuyén 08 | Kién thic: chuyén doi s6
doi so
2 | Kién thirc cong nghé sb co ban 02 |Kién thirc: cong nghé sb
3 | Kién thirc, k¥ ning sb vé Al 09 |Kién thirc: tri tué nhan tao
4 | St dung thiét bi sb o5 | nang I: thiét bi, phan
meém
o o K¥ ning 1: thiét bi, pha
5 | Cac phan mém, trng dung pho bién 05 y ang 1t D1, phian
meém
g |K¥nang tim kiém, kiém ching va quan 03 | K¥ nang 2: khai thic di
1y thong tin s6 liéu, thong tin
v Kiém ching va xéc thyc dit liéu, thong 05 K¥ nang 2: khai thac dir
tin va n0i dung ) li¢u, thong tin
8 Quan 1y dit liéu, thong tin va ndi dung 06 K¥ nang 2: khai thac dir
5O lidu, thong tin
. KV na : giao tiép, h
9 | Tuong tac thong qua cong ngh¢ so 06 té(}:’ nang 3: giao tp, hop
10 |K¥ ning sb 05 | Tong hop ki nang 1, 2
11 Thuc thi quyén va nghia vu ciia cong 05 K§ nang 3: giao tiép, hop
dan trén khong gian sb tac
12 Hop tac thong qua sir dung cong nghé 05 K§ nang 3: giao tiép, hop
5O tac
Hop tac tho [ 0 hé .
13 A’c_)'p tNac :[ on% qua st dung cong nghé 05 | Téng hop ky nang 1-5
sO (k¥ nang tong hop)
14 | Quén Iy danh tinh sb 06 E-Z ndng 3: giao tiép, hop
‘ : . ; K¥ néng 4: sang tao noi
15 |Két hop va tai tao nd1 dung so 05 Y nan(g Sang tao not
dung so
16 K¥ néng tich hop va sang tao ndi dung 05 K¥ nang 4: sdng tao ndi
sO dung sb
17 Tuan thi quy dinh vé ban quyén, gidy 05 K¥ néng 4: sang tao ndi

dung so
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Nhém kién thire, k§ ning

Cb Tén chuyén dé S6 bai ,
twong wng
K¥ nang 4: sang tao ndi
18 |Lap trinh co ban 05 | Y hans s sang tao nol
dung so
19 | Bao vé thiét bj ca nhan 0 |V nangs5: antoan, an ninh
mang
20 Bao vé dit liéu ca nhan va quyén riéng 05 K¥ nang 5: an toan, an ninh
tu mang
21 Bao vé strc khoe thé chat, tinh than khi 05 K¥ ndng 5: an toan, an ninh
sir dung cong nghé sb mang
29 Bao vé moi trudng trong chuyén doi sd 05 K¥ nang 5: an toan, an ninh
xanh mang
AT S G K§ ning 6: giai quyét van
23 | Giai quyét cac van dé ky thuat 05 &
24 Xac dinh nhu cau, lya chon giai phap 05 K§ nang 6: giai quyét van
cong nghé dé
\ , . Nk K§ nang 6: giai quyét van
25 | Str dung sang tao cong nghé so 05 P
e \ , A« £ K¥ ning 6: giai quyét van
26 | X4c dinh khoang céch vé nang luc so 05 4
Tﬁng cong: 26 chuyén dé | 136 03 nhém kien thic, 06

nhom ky nang
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Phu luc 5.2. MAu bang theo doi tién dd hoc tap (danh cho dau moi)
Ky bao cao: tu ngay ...... /..../2026 dén ngay ...... /.....2026. Co quan, don vi:

S6 nguwoi |S6 nguwoida| Ty1é hoan | Ghicha,

STT| Donvitryethuge |y o |hoanthanh | thanh (%) |  dé xudt

g | | WO NN P

Toan co quan

Goi y sur dung: so ) liéu Zay tir chirc nang thong ké ciia nén tang; cot "Ghi chu,
dé xudt" ghi cdc truong hop can hé tro, bién phdp thic day. Téng hop dinh ky 02
tuan/lan va béo cdo lanh dao co quan.
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Phu luc 5.3. Goi y trong tam hoc tap theo nhom vi tri viéc lam
1. Nguyén tic ap dung

Chuong trinh “Binh dan hoc vu s6” 1a chuong trinh phd cép: moi nguoi hoc
déu hoan thanh day du 26 chuyén dé, 136 bai hoc va 1am bai kiém tra danh gia
cubi chuong trinh theo mot chuan chtng nhan thong nhat Phy lyc nay khong thay
d6i 1 trinh chung, ma khuyén ngh1 cac chuyén dé mdi nhom vi tri viéc 1am can
nghién ctru sdu, danh thém thoi gian 6n luyén va van dung ngay vao cong viéc.
Dau moi trién khai st dung Phu luc dé tu van 10 trinh cho nguoi hoc, td chure sinh
hoat chuyén dé theo nhom va dinh huéng ndi dung trao d6i trong cac nhom hoc
tap.

2. Nhém can b9 lianh dao, quan ly

Pic diém cdng viée: dinh hudng, chi dao chuyén doi sé ciia co quan, don
vi; quyét dinh dau tu gidi phap cong nghé; ra quyét dinh trén co s& dir liéu; néu
guong trong thyc hién phong trao.

Chuyén dé trong tim: Chuyén dé 1 (nhan thirc, tu duy chuyén doi sd);
Chuyén dé 3 (tri tué nhan tao - dinh huéng tmg dung trong khu vuc cong va
nguyén tic sir dung an toan); Chuyén dé 8 (quan 1y dit liéu va ra quyét dinh dya
trén dit liéu); Chuyén dé 20 (bao v¢ dur licu ca nhan va bao mét dir li¢u cong vu -
trach nhiém cua nguoi diing dau) Chuyén dé 24 (xac dinh nhu cau lya chon giai
phap cong ngh¢); Chuyén dé 25 (str dung sang tao cong nghé so xay dung van
hoa doi mai); Chuyén dé 26 (xac dinh khoang cach vé ning luc s6 cta don vi).

Goiy ap dung: chi dao s6 hoa quy trinh ndi bo; yeu cau tham muu dya trén
s6 liéu c6 kiém chimg; phé duyét dé xuat cong nghé theo ding nhu cau thyc té;
hoc va hoan thanh chuong trinh sém dé néu guong cho toan don vi.

3. Nhom can by chuyén mon, nghiép vu

Pac diém cong viéc: nghién ctru, tham muu, xay dung bao cdo, dé an; xir ly
dir liéu chuyén nganh; soan thao van ban va san pham truyén thong cia co quan.

Chuyén dé trong tAm: Chuyén dé 3 (mg dung Al trong xi Iy van ban, phan
tich dit liéu hd trg tham muu); Chuyén dé 6, Chuyén dé 7 (tim kiém, kiém chimng,
xéac thuc thong tin trude khi dua vao hd so, bao _cao); Chuyén dé 8 (thu thap, to
chire, quan ly dir liéu); Chuyén dé 15, Chuyén dé 16 (két hop, tai tao va sang tao
ndi dung s6 phuc vu bao cao, truyén thong chinh sach); Chuyén dé 17 (tuan tha
ban quyén, trich dan dang quy dinh); Chuyén dé 18 (tu duy l1ap trinh va tu tao
cong cu hd trg cong viée vai Al).

Goi y 4p dung: kiém ching moi s lidu, thong tin trude khi tham muu; ding
Al hd trg soan du thao theo nguyén tac kiém ching - bién tap - chiu trach nhiém;
trich dan ngudn day du trong cac san pham cia co quan.

4. Nhém can b hanh chinh, vian thw
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Pic diém cong viée: van hanh hé théng quan 1y vin ban; tiép nhan, luan
chuyén, luu trir ho so; to chuic hop, giao tiép hanh chinh; quéan ly thi€t bi van
phong.

Chuyén d@ trong tam: Chuyén dé 4, Chuyén dé 5 (s dung thanh thao thiét
bi s6 va phan mém van phong, dich vu cong tryc tuyén); Chuyén dé 8 (phan loai
tai liéu theo do mat, luu trix, sao luu hd so dién tur); Chuyén dé 9 (email cong vu,
hop truc tuyén, giao tiép hanh chinh chuan muc); Chuyén dé 12 (Iya chon kénh
trao d6i, phdi hop cong viéc phi hop); Chuyén dé 19, Chuyén dé 20 (bao vé thiét
bi, phong tranh lura dao, bao vé dir liéu ca nhan trong ho 50); Chuyén dé 23 (tu xur
Iy cac su ¢ ki thuat thudng gip: may in, két ndi mang, phan mém).

Goiy ap dung: xur Iy tron ven vén ban trén moi truong dién tur; soan email
dung thé thuc, kiém tra k§ nguoi nhén va t¢p dinh kém; phan loai va luu trir ho
so dung do mat; tu khac phuc su cd don gian dé cong viéc khong gian doan.
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