Khoa Luat té6 chirc khéa tap huan
ky nang, nghiép vu hanh chinh -
van phong

Nham nang cao ky nang, nghiép vu quan ly hanh chinh cho can bd trong
Khoa, vira qua, Khoa Luat da té chic khéa tap huan ky nang, nghiép vu
hanh chinh - van phong tai Khoa. Khéa tap huan da dien ra trong 03 ngay
(10/12/2015, 15/12/2015 va ngay 19/01/2016) voéi su tham gia cua chuyén
gia trong linh vuc hanh chinh van phong - PGS.TS. Vi Thi Phung.

PGS.TS Trinh Quéc Todn phdt biéu khai mac khéa tdp hudn

Phéat bi€u tai khoa tap hudn, PGS.TS Trinh Quéc Toan, Q. Chu nhiém Khoa da dwa
ra nhitng danh gia vé cong tac quan ly cta Khoa trong thoi gian qua: “Trong
nhimg nam gan day, v6i quy mo6 ngay cang phét trién da dwa ra thach thirc méi
cho Khoa trong 02 linh vuc gidng day va quan ly. Pac biét, trong qud trinh doi moéi
phuong thitc quan ly, téi co cdu t6 chitc, thanh 1ap cdc Phong, Ban, BO phéan khéc
nhau, tao nén bo khung cho truong Pai hoc Luat truc thuoc PHQGHN trong tuong
lai, doi hoi chung ta khong chi thu hut nguén nhéan luc chéat lwong cao, ¢ tinh
chuyén nghiép, ma con phai ting budc dao tao, boi duéng cac can bo, vién chic
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hién cd. Do vay, ngoai nhitng chuyén bién, tién bé ma ching ta dang cd gang,
ching ta con can phai tao lap tac phong chuyén nghiép trong moi hoat dong. Véi
nhing 1y do d6, Khoa Luat mong muon céc dong chi c6 gang va chuyén nghiép
hon trong moi hoat dong nham tao sw phéat trién vuot bac, uy tin cta don vi.”

PGS.TS Vii Thi Phung thuyét trinh trong khda tdp hudn

Theo do6, Khéa tap huan da dwoc PGS.TS Vii Thi Phung thuc hién v6i 03 module
chinh gom: K nang soan thao van ban va xay dung ho so cong viéc; Ky nang quan
ly, ltru trir van ban va ho so cong viéc; Ky nang té chirc va quan ly cong viéc, lam
viéc nhom hiéu qua.

Xuyén suot khoa tap hudn, cung véi viéc tap huan ky nang cho cac can bo, vién
chitc, PGS.TS. Vi1 Thi Phung ciing d& chi ra nhiing vdn dé ma céc can bo con ton
tai va can khac phuc.

Theo PGS.TS. Vi Thi Phung, muén mot co quan lam viéc ¢6 hiéu qua thi can dam
bao cac yéu cau sau:

Thit nhat, Xay dung va chuadn hoéa céac quy trinh, thi tuc gidi quyét cong viéc va céc
hoat dong chung cta co quan. T do6, tao nén tadc phong hanh chinh chuyén
nghiép trong ting can bo hanh chinh dwa dén sy thong nhat trong co quan, don
vi. Mac khac, diéu chinh cidc méi quan hé, xay dung van hda cong sé trong co
quan, don vi, gilp moi nguwoi nhan thdy moi nhéan vién déu la moét nhan t6 dam bao
sw phét trién ctia don vi.



Thit hai, ddm bao thong tin trong co quan duoc luu thong. Nghia la viéc xw ly, phan
tich thong tin can dam bao céc quy trinh va thong nhat. Ky nang thong tin la tap
hop cla cac ky nang: thu thap, xt ly, cung cap, luu trit, tra tim va st dung théng
tin. D4y la nhitg k§ nang cét yéu trong quan ly hanh chinh dé bdo dam céc quyét
sach dua ra duwoc phu hop nhat.

Thit ba, Xay dung tdc phong lam viéc chuyén nghiép doéi voi ting ca nhan. Moi cén
bd, vién chitc hanh chinh cua co quan la nhan t6 xay dung nén hinh anh cta co
quan, don vi trong cac hoat dong. Chinh vi vdy, moi cd nhan déu can rén luyén
nang cao khong chi la kj nang chuyén mon ma con nang cao kj nang lam viéc
trong tap thé.

Bé mac khoéa tap huan, PGS.TS Trinh Quoc Toan gui 10i cdm on téi PGS. TS Vil Thi
Phung da ho tro, hwong dan va trao déi voi can bo Khoa nhiing chuyén dé bé ich
vé cach thic soan thao ho so, cdc van ban hanh chinh, dac biét la cach thic quan
ly van ban cling nhw van hdéa céng sé. Thong qua trao doi va chia sé cua PGS.TS
Vit Thi Phung, hi vong cong tac quan ly cua Khoa sé ngay cang hoan thién va
chuyén nghiép. Tung budc tré thanh truong Pai hoc Luat truc thuoc DPHQGHN,
cung cap dich vu dao tao tot nhat cho sinh vién cling nhw hoc vién, nghién citu
sinh cta Khoa.
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