
TRTIONG DAI HQC PHAN THIET
KHOA CO BAN

ceNG HoA xA ngr cnu Ncnia vrET NAM
DOc -Tudo- phric

EE CUOI{G CHI TIET HOC PHAN

1. THONG TIN CHUNG VE HQC PHAN

- TGn hgc phAn: K! ndng m6m

- Me sii hgc phAn: 10143

- Sti tin chi: 3 tfn chi

- ThuQc chuong trinh diro tao: Bflc D4i hgc Chinh quy, VB II, VHVL, LT

- sii tiiit hsc phAn:

+ LCn lop:45 ti€t

+ Sinh vi6n tg hgc: 135 gid

- Hqc phAn ti6n quy6t:

2. MVC rrtu CoA HQC PHAN

- COl.Sinh vi6n hi6u dugc k! ndng m0m vd nhfln thric dring ve tAm quan trong cta
mQt s6 ki n[ng m6m thitit y6u img dpng trong cuQc s6ng vd trong c6ng viQc chuy6n
mdn;

- CO2.Trang bi cho sinh vi€n mQt sO k! ndng mtim quan trgng.

- CO3.Gitip sinh vi6n vQn dgng c6c k! ndng m6m vdo thgc ti6n nhim rlpt hiQu qui cao
nh6t trong quii trinh hgc tflp hiQn nay vd c6ng ti[c vC sau.

- CO4.Girip sinh vi€n tg tin hon vd co thdi dO tich cuc d6i mdi trong ho4t dQng <le Oat

hiQu qui t6t hon.

3. CHUAN OAU RA CUA HOC PHAN

-Ki5n thfc:

Chu6n Diu Ra
Hgc PhAn

NQi dung D6p rtung Chu6n Eiu Ra
Chuong Trinh Dio T4o

CELOI NOu dugc kh6i ni6m vC tu
duy tich cgc vi mQt sti

biQn ph6p <tC rdn luyQn tu
duy tich cgc.

LOl, LO2

CELO2 Bi0t duqc kh6i niQm va iac
phuong ph6p t6 chric c6ng

viQc hiQu qu6.

CELO3 NCu dugc mQt s6 di6m cAn
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luu 1i trong giaolitp.

CELO4 Bi6t mQt s6 nguy6n th khi
thuy6t trinh tru6c d6m

d6ng.

CELO5 NhAn thric dugc khrli niQm

ldm viQc nh6m vi c6ch

thric ldm viQc nh6m hiQu

qua

CELO6 Nhfln thric vi f thric dugc
,ltam quan trong cua vlgc
dinh vi vi xdy dpg
thucrng hiQu c6 nhdn trong
hqc tflp vd cdng vi6c

CELOT Hi6u dugc ph6ng v6n xin
viQc vd c6ch thric d0 di

i.pnong van xm vrec

CELOS Trang bi cho sinh viOn

nhirng ki6n thric co b6n

ntrdt vc c6ch thric h6i nh6p

v6i m6 trucmg ldm viQc

m6t c6ch hiQu qu6
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Chuin Diu Ra

Hgc Phin
N$i dung Dnp ftng Chuin Eflu Ra

Chucrng Trinh Ddro T3o

CELO9 Thr,rc henh vd rdn luyQn

c6c k! ndng trong tinh
hu6ng cp th6.

LO4, LOs

LO6,LO7

LOB.LOS

LO|0
CELOlO SV bi6t lga chgn ky nang

quan trong cho b6n thdn
trong timg trucrng hqp 

"U
rhe

- Ki nlng:

Chu6n Diu Ra

Hqc Phin
NQi dung Dip tfong Chu6n Diu Ra

\_
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-Ning lgc tg chri vh trich nhiQm:
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Chuong Trinh Eio Tao

CELO 1l Tinh tp gi6c vd chiu tr6ch
nhiQm cho c5c v6n AC trong
c6ng viQc vd cuQc s6ng;

LOlt, LO|2

LOl3, LO|4

LO15,LO16
CELOI2 Khi ning ttr chri vd ddn

chri trong hgc tpp vd lim
viQc.

4. M0 rA rovr rAr Ner DUNG Hec rHAN
4.1 T6m tit n6i dung hgc phAn:

Hqc phan gdm cdc chuydn dC trang bi cho sinh vi6n cric k! ndng mem co b6n d6 sinh
vi€n tp tin trong viQc h9c tpp, nghi€n cftu cfing nhu trong c6ng viQc sau ndy khi ra
trudrng.

4.2 NQi dung hgc phAn:
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sii ti6t TL
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Ki ning tu
duy tich

l. Eat v6n dt: d6n ntr6p
chuyOn dC

2. Khrii niQm,
3. Vai trd - TAm quan trgng
4. C6c phuonephdp rdn tu

duy tich cpc
5. Bai tflp rdn luyQn vO nhd

4 2 2 t2

CELOl;

CELO9;
CELOlO;
CELOll;
CELO12

2

[y nnng ta
chrfrc cdng

viQc

1. Mgc dfch ctruven aE-
2.

3.

4.

5.

6.

Kh6i niQm
Vai trd.
Phucrng ph6p tO chric c6ng

nhd.

4 2 2 t2

CELO21'
CELO9;

CELOlO;
CELO1 l;
CELO12

aJ

ning
ti6p

1. Tinh hu5ng, cau-huygn?ffi
nhflp chuyCn d6

2. Kh6i niQm
3. Bdn ch6t, Vai trd.
4. Ciic phuongphdp rdn kf

nlng giao titip
5. Bdi tflp rdn luyQn ve nna.

4 2 2 t2

CELO3;
CELO9;

CELOlO;
CELO1 I;
CELO12

3
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f,y oe,g

ltnuyOt trinh
[rur6,c tl6m
tI6ng

I 
1. Ho4t tlQng tin[ huSng; cau

I chuyQn ddn nhdp
lz. Kh6i niQm, B6n ch6t, vai

trd.
3. Ciic phucrng ph6p rdn k!

nlng thuytlt trinh
4. Bdi tflp thuc hdnh
5. Bdi tdp rdn luyQn vA nhd.

4 2 t2

5

Ki nlng
lhm viQc

nh6m

1. Edt vAn dO

2. Kh5i niQm
3. Vai trd - TAm quan trong.
4. C6c gi6i phrip girip rdn ki

ndng hiQu qu6
5. Bdi tflp thsc hdnh
6. Bdi t0p rdn luyQn v0 nhd.

4 2 2 t2

CELO5;
CELO9;

CELOlO;
CELOl1;
CELO12

6

Ky nlng
Dinh vi vir
x6y drpng

thuong hiQu

crfl nh6n

1.

2.
3.
4.
5.

Ddn nhfp chuy6n d6
Khdi niQm
B6n ch6t, Vai trd.
Phucrng ph6p rdn
Bdi tflp rdn luyQn

ky
ve

ndng
nhd.

4 2 2 t2

CELO6;
CELO9;

CELOlO;
CELOl1;
CELO12

7

Ki ning
ph6ng v6n
xln vlec

l. Hopt d6ng, tinh h
2. Kh6i niQm
3. Vai trd- tAm quan tro.ng
4. C6c bu6c cAn chudn bi
5. Cic
6. Bai

thuc hdnh rdn k! ndng
ren ve nhd.

5 2 3

CELOT;
CELO9;
CELOlO;
CELO1 I;
CELO12

8

lKy 
nlng hQi

nh$p vri,i

m6i trulng
lim viQc

l.
2.
3.
4.
5.

D5t
Kh6i niQm,
Bin ch6t, Vai trd.
Cdc k! ndng cAn c6
Bdi tfp rdn luyQn v6 nhd.

4 2 2 T2

CELO8;
CELO9;

CELOlO;
CELOl1;
CELO12

9

I

I

fKi nlng
[6ng nghe,
giao tiiip
qua tliQn
tho4i

1.

2.
Ĵ.

4.

5.

6.

Quy trinh ggi vd
diQn thopi

hanh

4 2 2 t2

CELOS;
CELO9;

CELOIO;

CELOI l;
CELO12

10

t.
2.
aJ.

4.

C6ch vi€t cdc thu tfn
Cdchvitit c6c vdn bin
Cdch so4n grii email
Cilchtri ldi email

4 2 2 t2

CELOS;
CELO9;

CELOlO;
CELOl1;

2

CELO4;
CELO9;

CELOIO;

CELO11;
CELOl2
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Edt vdn tt6.
-lIam quan trgng

Ki nlng
.4.yret, gtao

titip qua



email 5. Thpchdnh

11 6n tfp I tflp vd gihi ddp
4 2 2 t2

T6ng cQng 22 2 2t 13s

CELO12

s. NHrEM VU CUA SrNH Vrtu
Sinh vi€n phii thgc hiQn c6c nhiQm vp nhu sau:

- Tham 0u t6i thi6u 80% s6 tii5t hgc ly thuytit;

- Thpc hiQn dAy dti c6c bdi tfp, k! ndng, thgc hdnh vd dugc d6nh gi6k6t qu6 thuc
hiQn;

Tham dU ki6m tra tr6n hgc k];
Tham dp thi k6t thric hgc phAn;

Chri tlQng t6 chric thpc hiQn gid tg hgc.

'PhAn ly thuy{it dugc giang d4y tr6n lorp r r bu6i. Nhirng thtc m6c,n6u c6, cria
sinh vi6n sE dugc gihi d6p trong thdi gian l6n l6p, d nhiing thcyi diiSm thu6n lqi
nh6t cho hgc tQp vd nghiCn cr?u.

'Phan th6o lufln dugc t6 chric theo nguyCn t6c hgc nh6m, m6i nh6m tg hinh
thanh vd nQp danh srich cho gi6o vi6n vdo tudn thti 2 cta chuong trinh. Nh6m
hgc tpp ph6i hodn thdnh nhirng y6u cAu sau:

+ Sinh vi€n cdn ldm vipc tich cuc bing crich tg tim hieu c6c tdi liQu bit buQc vd
tdi liQu tham kh6o, ldm bdi tfp, chu6n bi tinh hu6ng & nha trudc khi vio lop theo

llch hgc.

+ Sinh vi6n sE dugc mdi tri ldi cdu h6i b6t chgt trong lop hgc sau tring phAn

gihng. (sinh vi6n ph6t bicu ctring s6 rlugc Ban c6n sp ghi nhfln cQng vdo di6m

chuy6n cAn)

'Phuong phrlp gi6ng day 0 m6n hgc niy ld sri dgng bdi gi6ng bing powerpoint,

nh,mg sinh vi6n phii ghi ch6p th6m

Trong gid hgc Sinh vi6n tuyQt OOi ttrOng n6i chuyQn vd dC diQn tho4i O chri it6
rung

6. DANH GIA KET QUA HQC TAP CUA SINH vITN
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6.1 Crich tl{nh gi6:

- sinh vi6n dugc r*inh giri tich lfiy hgc phan nhu sau:

5.2 Chchtinh tli6m

- Di6m ttrffi gi6 thdnh phAn vd di6m thi ki5t thtic hgc phAn dugc ch6m theo thang cfi6m
10 (tu 0 rttin 10), ldm trdn d6n mQt chr sii ttr6p ph6n.

- Di6m hqc phAn ld tdng tli6m cua tdt ch cdc dicm d6nh gi|thanh phAn cria hgc ph6n
nhan vdi trgng sti tucng r?ng. Di6m hgc phAn theo thang oic- l0 ldm trdn d6n m6icht
sO tnap ph6n.

7. TAI LTEU HQC TAP

7.1Giio trinh chinh

[] Hoa hec trd e0t7). Hqc gi O6 Oan ct6u C6m
san ctia b6o sinh vi6n ViQt Nam

[2J Bdi gihngcria gi6ng vi6n.

T.2ThiIiQu tham khf,o

nang thdnh c6ng trong l0 ndm t6i. Dac

[3] Napoleon Hill (2015). Tu duy rich cpc thdnh c6ng. NXB T16.

6

STT Di6m thirnh phin Quy tlinh Trgng sii Mgc ti6u

I Ei6m chuy6n cdn 80% t6ng sti tiiSt t0% col, co2,
co3, co4,

2 Ei€m bdi tflp 80% t6ng si5 Uai tflp duqc
giao

10% col, co2,
co3, co4,

3 Di6m k! ndng - thgc hdnh 80%o cdc k! nlng vd thuc
hdnh

l0% col, co2,
co3, co4,

4 Ei€m ki6m tra quii trinh D6nh gi6 qua c6c ti6u chi
(c6ng khai) bao gdm:
th6ng tin vC ki6n thfc
trgng t6m, ki6n thfc s6u,

ki6n thric md rQng, ....

t0%

col, coz,
co3, co4,

5 Di6m thi k6t thfc hsc phAn Drinh giri qua ciic ti6u chi
(cdng khai) bao g6m:
th6ng tin vA ki6n thr?c

trgng t0m, ki6n thric s6u,

ki6n thric md rQng....

60%

col, co2,
co3, co4,

',1



[4] Jack canfleld (2015). Nhirng nguyCn tic thdnh c6ng. NxB Lao dQng XH

t5l Travis Bradberry & Jean Greaves (2014). Th6ng minh cim xric th6 ki 21. NxB
Php nt.

[6] John c.Mawell (2015). 17 Nguy6n t6c vdng trong ldm viQc nh6m. NxB Lao DQng.

73 Tni IiQu trrpc tuytin:

. http://www.ebook.edu.vn/

o Khoa co ban - Truong d?i hQc phan rhitit hup://fbs.upt.edu.vn/

8. TO CHrIC GrANG DAY vA HQC TAP

Thgc hiQn theo Quy chti hgc vu theo hgc ch6 tin chi ban hdnh kdm quytit ctinh hiQn
hdnh cria HiQu truong Trudmg D4i hgc phan fhitit.

e. KE rroac crANG DAY

\.t/

JYG

'.Jc
'rrEr

-/,o-4

nudirri6t NQi dung
giflng d4y

Ho4t dQng cria
gi6ng viGn

Ilopt tlQng
crria sinh vi6n

Tni IiQu/ Gi6o
trinh

Ghi chri
(nQi dung tu hoc)

Chinh Tham
khfro

I
(4 ti60

Chuy6n
1:K! ning
tu duy tich
cuc

Gi6ng gi6i nol
dung chuong 1,

cho sinh vi€n xem
clip, hu6ng din
sinh vi6n th6o
ludn vA cht itA cic
gi6i ph6p k'h6c
phgc vd ph6t huy
kI nEng tu duy
tich cpc.

Sinh vi6n tr6
lcri cdu h6i vi
th6o lu$n
nh6m phin
gi6i ph6p vd
trinh bdy
trudc lop.

tU

121

t3l
t4l
tsl
t6l

Ghi lai mQt
trucrng hqp kA6
xri md bpn di m6c
phii d hi€n tai
hoflc <td trii qua
trong qu6 khri.
Lric d6 suy nghi
tr.t dQng cria ban ld
gi, h6y ghi lai suy
nghi 6y vd cl6nh
gi6 xem n6 li suy
nghi tich cgc hay
ti6u cgc.
Dd xu6t phuong
6n thich hqp de
giii quytit trong
truong hqp vira
n6u.

2
(4 ti60

Chuy6n
2: K! ning
t6 chtc
c6ng viQc

Gi6ng giii nQl
dung cria chucrng
2: ggi m0, dua ra
tinh huting cAn
gi6i quytit, di6n
giii, hu6ng din
sinh vi6n thpc

$nh lap k6 hoach
t6 chr?c m$t
chuy6n di chcri
cho

Sinh vi6n tri
ldi cdu h6i vd
th6o lu0n
nh6m phin
gi6i ph6p vn
trinh bdy
tru6c l6p.

tll
12)

13l

14)
tsl
t6l

XAy dpg I quy
trinh t6 chirc c6ng
viQc cria c6 nhdn
vi gia dinh.

3
(4 ti60

Chuy6n itii
3,K!.fng
glao tlep

Cho sinh vi6n
xem clip/k,5
chuyQn, gi6ng
gi6i, hu6ng d6n

Sinh vi6n tri
loi cdu h6i vi
th6o lu0n
nh6m phAn

tll
12)

t3l
t4l
t5l
I6t

Ldm quen bgn
m6i vd ghi lai qu6
trinh.

7
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sinh vi6n th6o
ludn, t6 chirc trd
choi. trudc

gi6i phdp vd
trinh bdy

4: K! n[ng
thuy6t hinh
tru6c tl6m

d6ng

Gi6ng vi6n trinh
bdy bing phucrng
ph6p thuy6t trinh,
k6 chuy€n, hudng
ddn sinh vi6n th6o
lufln nh6m vd

hdnhthgc
trinh.

Sinh vi6n tri
loi cdu h6i vi
th6o ludn
nh6m phAn
gi6i ph6p vd
trinh bdy
trudc l6p.

Ill
t2)

t3l
L4l
tsl
l6l

LuyQn tfp c6c bdi
tap:
N6i c5c c6u d6
ph6t 6m sai.
ChuAn.bi mQt bdi
ppt ngln vd
thuytit trinh nQi

dd chuAn

(4 ti6t)
5 Chuy€n

5: k! ning
ldm viQc
nh6m

Gi6ng vi6n trinh
bdy bing phuong
phrip thuydt trinh,
k€ chuydn, cho
xem clip vi trd
chcyi d6 rut ra bii
hoc v6 ldm viQc
nh6m.

Sinh vi6n tri
l<yi c6u h6i vd
th6o lufn
nh6m phAn
gi6i ph6p vd
trinh bdy
tru6c l6p.

tlI
l2l

t3l
t4l
tsl
l6l

6: Dinh Vi
vd Xdy
Dung
Thucrng
HiQu C6
NhAn

Chuy6n Mcri sinh vi6n
ph6t bi6u suy nghi
vG mQt nh6n v4t
n6iti6ng
Cho sinh vi6n tu
thi6t k6 card visit
theo sp s6ng tpo
ri6ng vi mang
thucrng higu ri6ng
cta minh. Sau 116

chia s6 suy nghi
v6 card visit cria
minh. Hinh inhcd
nhdn.
Cho sinh vi6n
xem clip vd ti5
chric trd choi
nh4n d4ng ngudi
n6i ti6ng.
Hu6ng d6n sinh 

]

vi6n thgc hnnh k!
nlng xdy dgng
thucrng hiQu c6
nhdn.

Sinh vi6n tri
loi cdu h6i vi
th6o lu4n
nh6m phin
gi6i ph6p vd
trinh bdy
hu6c l<rp.

13l

l4l
tsl
t6l

X6c dinh hinh
tugng mi bin
th6n.hucrng dtin
vd d6 ra c6ch thric
xdy dyng hinh
tugng cho b6n
thdn minh.

(s ti6t)
7 Chuydn

7: K! Nnng
Ph6ng V6n
Xin ViQc

Giing vi€n trinh
bdy bing phuong
phdp thuydtrinh,
k6 chuy6n, cho
xem clip, vi thpc
hdnh k! ning vitit
C:/,tre ldi ph6ng
vdn trudc nhd

Sinh vi6n tr6
ldi c6u h6i vi
th6o lufln
nh6m phAn
gi6i phip vd
trinh biy
tru6c lcrp.

llI
L2l

t3l
l4l
t5l
t6l

Hodn thdnh mQt
b0 hd so vd rling
l6n website tuyiin
dpng tf6 ung
tuy6n

$ti6tt)
8 Chuy6n

8: HQi Nhfp
v6i M6i

Sinh vi6n tr6
Idi cdu h6i vd
th6o lufln

tll
l2l

13l

t4)
tsl

Trinh bdy nhfrng
kh6 khln ban gip
ph6i khi budc vdo

LAp m6t nh6m
hgc tflp vi dd ra
nQi quy ho4t ttQng
cho nh6m.

4i

a_-.-

8

4

$ti6t)

( ti6t)
6

l1l

L2)

Gi6ng vi6n trinh .

bdy bing phucrng
ph6p thuyCt trinh,



Trudng
Ldm ViQc

cho xem clip, vd
thgc hdnh giAi
quydt tinh hu6ng,
xdy dpg thdi
gian bii5u cho tuin
ldm

gi6i ph6p vd
trinh biy
tru6c lop.

nh6m t6l m6i tru<rng E4i
hgc ( ho{c tli ldm
th6m) vd bign
ph6p kh6c phpc

Chuy6n

qua diQn
thopi
l.Tim quan
trgng cria
viQc nghe
nleu.
2.Cdc
phuong
ph6p nghe
hiiiu c6 hiQu
que.
3.Quy trinh
gqi vd nhAn
di6n thoai
4.Th1rc
hinh

9: Ky ning
nghe,
tiiSp

6ng
giao

du6i dpng tuong
tdctich cgc (d[r
c6u h6i gqi y)

Hinh 6nh, vi du
minh hga

giang Sinh vi6n tr6
loi cdu h6i vd
th6o ludn
nh6m phAn
giii ph6p vi
trinh bdy
tru6c l6p.

t3l
14l

t5l
t6l

(4 ti6t)
10 Chuydn

10: K! nlng
vi6t, giao
ti6p qua
email
l.C6ch vii5t
c6c thu tin,
vIn bin
2.C5ch sopn
grii email
3.Cdchtrh,
ldi email
4.ThUc
hinh

du6i dpng tuong
t6c tich cyc (rt[t
cdu h6i gqi y)

Hinh 6nh, vi dr,r

minh hga

gi6ng Sinh vi6n tri
ldi cdu h6i vd
th6o lufln
nh6m phAn
gi6i ph6p vi
trinh bdy
tru6c l6p.

tU

t21

t3l
t4l
tsl
t6l

11
(4 ti60

tetp tpp lpi nQi
dung hgc phAn
Gi6i <l6p th6c mic
cria sinh vi6n

L

L

10. THI KET THUC HQC PHAN

- Thli gian: Theo lich thi chung cta trudng

- rlinh thlic thi: bai thi ddi75 phft hinh thr?c thi t1r lu4n (SV ducr. c sr] dgng tdi liQu)

11. DUKIEN DAIIH SACH GTANG VION TIIAM GIA GIANG DAY
1. TS. Hoang Manh Dflng

2. ThS.VO Hoang

3. ThS. LC Anh Linh
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12. THONG TrN utN Hp

- Dcyn vi phU ffdchhgc ph6n: Khoa Co bdn

- Gi6ng vi6n php tr6ch: ThS. L6 Anh Linh

- Email: lalinh@upt.edu.vn

- DiQn tho4i: 0938 734 350

Trudng khoa

ffy vn ghi rO hq tGn)

ThS,% 
"dftL 

gr,#

Nsdyd1thdngAjwam 2013

Ngudi bi6n so4n
(Ky vd ghi rd h9 ftn)

ThS. g* ,il*,& gr)-A
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