TAI LIEU ON TAP
(Ky tuyén dung vién chirc sir nghiép huyén Van Lang nam 2018)
I. KIEN THU'C CHUNG

‘ 1. Nghi dinh 50 29/2012/ND-CP ngay 12 thang 4 nam 2012 cta Chinh phu
ve€ tuyén dung, st dung va quan 1y vién chirc.

2. Luat vién chirc s6 58/2010/QH12, ngay 15 thang 11 nam 2010.
3. Luat Gido duc s6 07/VBHN-VPQH, ngay 31 thang 12 nam 2015.



I1. Thi tric nghiém vé chuyén mon nghiép vu
ddi vé6i vi tri viéc 1am gido vién mam non - Niim 2018

1. Chuong trinh gido duc mam non theo Thong tu sé 28/2016/TT-BGDDT
ngay 30/12/2016 cia Bo truong Bo Gido duc va Pao tao sira d6i, bd sung mot sb
ndi dung ctia chuong trinh GDMN ban hanh kém theo Thong tu sé 17/2009/TT-
BGDDT ngay 25/7/2009 cua B0 truéng B Gido duc va Dao tao.

2. Nguyén anh Tuyét (chu bién), Nguyén Nhu Mai, Dinh Kim Thoa; Tam Ii
hoc tré em lira tuéi mam non - NXB Pai hoc su pham, ndm 2006. (Hoat dong chu
dao cta tré; Cac hinh thire tu duy cua tré; Su phat trién ¥ thirc cta tré; Sy phat trién
tinh cam cta tré; Su phat trién tri nhd cua tré; Cac yéu td anh huong dén su phéat
trién tam i cua tré; Su hoc cua tré. . D).

3. TS Nguyén Thi Oanh: T6 chitc cdc hoat dong chim séc - gido duc cho tré
o truong mam non; NXBG D, nam 2009.

4. Dinh Vian Vang; Tt 6 chirc hoat dong vui choi. NXB Gido duc Vi¢t Nam —
2009. (Cac loai tro choi cua tré).

5. Pinh Van Vang; Gido duc hoc mam non. NXB Gido duc - 2009



I11. THI TRAC NGHIEM VE CHUYEN MON NGHIEP VU
SU PHAM TOAN HQC NAM 2018

1. Chuong trinh mén Toén 16p 11 va 16p 12 cia B Gido duc Dao tao.

2. Sach giao khoa Hinh hoc 16p 12 chuong trinh chuan, Nha xuét ban Giao
duc Viét Nam (Tran Van Hao - Tong chu bién, Nguyén Mong Hy - Chu bién, Khu
Quéc Anh - Tran Dtc Huyén)

3. Sach gido khoa giai tich 16p 12 chwong trinh chuan, Nha xuat ban Gido
duc Viét Nam (Trﬁn Van Hao - Téng cht bién, Vil Tudn - Chu bién, Lé Thi Lién
Huong - Nguyén Tién Tai - Can Vian Tuét).

4. Pé thi tric nghiém moén Toan trong cac ky thi THPT Qudc gia nam 2017
va 2018.

5. Céc bd sach tham khao vé thi trac nghiém mon Toan THPT.



IV. PHAN THU'C HANH
Thuc hanh vé trinh d9, nang luc chuyén mén nghiép vu
1. Vé chuyén mon, nghiép vu giang day mén Toan cap THPT (Khoi lop 12,
Ban co ban — Daoi véi thi sinh thi vao vi tri Gido vién THPT);
2. V& chuyén mdn, nghiép vy giang day bac Mam non (Nhém 1op 4 va 5 tuoi —
Doi vai thi sinh thi vao vi tri Giao vién Mam non)



V. THI TIN HQC
MO DUN 01: HIEU BIET VE CNTT CO BAN
* Kién thirc co ban vé may tinh

- Hiéu khai niém mady vi tinh, thuat ngit phan cimg mdy tinh. Phan biét thiét bi trung tdm
va thiét bj ngoai vi. Biét cac thiét bi ngoai vi chinh: Thiét bj luu tri¥, thiét bi xuat/nhap,

thiét bi mang va truyén thong.

- C4c thanh phan co ban ctia may tinh dién ti: Bo xir 1y trung tim (CPU), bd nhé trong.
Phan bi¢t bd nhé dong (RAM) va bo nhé chi doc (ROM). Cac don vi do dung luong bd nho

- Céc loai phuong tién luu trir chinh: Pia cling trong, dia cing ngoai, cac loai dia quang
(CD, DVD), thé nh¢, 6 nhé di dong. Cac don vi do dung lwong luu trit.

- Céc thiét bi nhap, xuét théng dung

- Hiéu khai niém phan mém va vai tro cua phan mém. Phan biét hai loai phan mém chinh:

phan mém hé théng va phan mém tng dung
- Tén cia mot s6 hé diéu hanh thong dung
- Chirc nang cia mot s6 phan mém ung dung thong dung

- Khai niém phan mém nguoén md, biét tén va chirc nang ciia mot s6 phan mém ngudén mo

thong dung xur Iy van ban, bang tinh, trinh chiéu, thu dién tt, trinh duyét web.
* Kiém soat truy nhap, bao dam an toan cho dir li¢u
- Khai ni¢m va tac dung cta tuong lira (firewall).

- Khai niém va vai tro cua tén nguoi dung (user name), mat khau (password) khi truy

nhdp mang va Internet.
MO PUN 02: SUDUNG MAY TiNH CO BAN
* Hiéu biét co ban khi bat dau lam viéc vi may tinh
- Mo/tat may, dang nhap hé théng, mo/dong chuong trinh g dung, tat mot ung dung bi treo.
* Lam viéc v6i hé diéu hanh Windows 7
- Lam viéc va tiy bién man hinh nén Desktop
- Lam viéc véi Biéu tuong: khai ni¢m va nhan biét mot sb biéu tuong thong dung, cac
thao tac v6i biéu tugng
- Lam viéc véi cira s6: khai niém, chirc nang, nhan biét cac thanh phén ctia mét cira s,

cac thao tac véi cua so



- T¢ép: Khai niém, dac trung, nhan biét cac kiéu t€p thong dung, cac tao tac co ban voi t€p

- Thu muc: khéi ni€m, cau triic phan cap khi luu trir thu muc va tép, cac tao tac co ban

vo1 thu muc

- Céc phim tat, t6 hop phim tat khi lam viéc véi hé diéu hanh Windows

* Mot s6 phan mém tién ich

- Phin mém nén va giai nén

- Str dung tiéng Viét: b ma tiéng Viét, phong chit (font) va biét mot sé phong chir Viét

thong dung, cach thirc go tiéng Viét.

- Phan mém hd trg g0 tiéng Viét: tén mot sb phén mém thong dung, cach thirc cai dat, sir dung.
MO PUN 03: XU LY VAN BAN CO BAN VOI MS WORD 2010

- Hiéu khai niém va cong dung cta phan mém xir 1y vin ban.

- Céc kién thirc co ban v&i phan mém xtr ly van ban: M@, dong phan mém xtr 1y van ban,

nhan biét cac yeu t6 trong giao di¢n lam viéc ciia phan mém

- Céc thao tac véi t€p van ban: Tao moi, mo, dong, luu, luu véi tén khac, sao chép, di

chuyén, xoa,...

- Bién tap ndi dung van ban: Di chuyén trong van ban, chon van ban, tim kiém, thay thé,

sao chép, di chuyén ndi dung van ban, st dung undo, redo

- Binh dang van ban: DPinh dang ky tu (font, kich thudc, mau sdc, kiéu chir, chi sé,...),
dinh dang doan (khoang cach dong, khoang cach doan, can 18, tabs, tao danh sach dung

dau ty dong hodc sb tu dong...)

- Cheén do6i tuong vao van ban: chén bang va lam viéc vdi bang, cheén anh, hinh v€, biéu

dd, chir ngh¢ thuat, hop van ban...

- Hoan tat vin ban: can 1& toan bo van ban, thém, bo dau trang (header), chan trang

(footer) cho van ban

- In van ban: dat, hi€u chinh cac tham so6 cho trang in: hudng in, 1€ trén, I¢ dudi, 1€ trai, 1€

phai, kho gidy , thyc hién in vin ban.
- Cac phim tat, t6 hop phim tat khi lam viéc vdi MS Word

MO PUN 04: SUDUNG BANG TINH VOI MS EXCEL 2010
- Hiéu khai niém va cong dung ctia bang tinh.

- Biét cac thanh phan chinh tao nén bang tinh: 6 (cell), dong (row), cot (column), ving

(range), trang tinh (worksheet), bang tinh (spreadsheet).



- Lam viéc voi bang tinh: Mo, dong mot bang tinh, tao mdi, luu bang tinh vao thu muc

véi tén cli hodc doi sang té€n khac, bang mot kicu t&p khac.

- Cac thao tac véi 6 (cell): Pia chi 6, chon (danh déu) 0, nhap dir li¢u vao 0, cac kiéu dir

lidu, x0a, stra d6i ndi dung trong 0, sap xép cic 0, sao chép, di chuyén ndi dung cia 6.
- Thao tac v&i dong va cot: chon, chen, x6a, stra ddi chiéu rong cot, chiéu cao dong.

- Thao tac vdi trang tinh: thém, x6a, dat tén, stra tén, sao chép, di chuyén trang tinh.

- Pinh dang dit li¢u trong 6: font, mau sdc, vién, hién thi dit liéu.

- Biéu thirc: tao biéu thic sd hoc don gian bang cach st dung cac phép tinh sb hoc (cong,

trur, nhan, chia), cac toan tir so sanh (=, >, <,...)

- Ham: Hiéu ¥ nghia va biét cach st dung cac ham( SUM, AVERAGE, MIN, MAX,
COUNT, COUNTA, ROUND; TODAY, DAY, MONTH, YEAR)

- Cac 181 gdp phai khi nhap dit liéu, st dung biéu thirc, ham.
- Cac phim tat, t6 hop phim tat khi lam viéc voi MS Excel.
MO PUN 05: SUDUNG TRINH CHIEU VOI MS POWERPOINT 2010

- Thao tac vé1 phan mém: M@, dong phan mém trinh chi€u. Nhan biét man hinh lam viéc

cua phan mém va céac thanh phan cia no

- Thao tac véi1 bai thuyét trinh: Mo, dong, tao madi, luu, luu véi tén khéc, sao chép, di
chuyén, tao bai thuyét trinh dva trén miu (template), cac cach hién thi (view) bai thuyét
trinh.

- Lam viéc voi trang thuyét trinh (Slide ): Tiéu dé (title), bd cuc (layout), mau thiét ké san
(design template), cha dé (theme), hiéu ung dong (animation); chon kiéu bd cuc cho

slide; Thém méi, x6a, sao chép, cat, dan, di chuyén slide; Thém ghi cha cho slide.
- Hiéu khai niém va cong dung cua trang thuyét trinh chu (slide master)

- Chén va lam viéc cac doi tuong duoc chén vao trong slide: bang, hdp van ban, anh, hinh

v&, biéu d0, smart art, Am thanh, video.
- Tao hiéu Gng: hiéu tmg chuyén, hiéu tng cho cac d6i twong trong slide.
- Trinh chiéu bai thuyét trinh bang céc cach khac nhau.
- C4c phim tat, t6 hop phim tat khi lam viéc vi MS Powerpoint.
MO PUN 06: SUDUNG INTERNET

- Céac khai niém/thuat ngr thuong gip: Mang may tinh, mang LAN, mang WAN,

Internet, tng dung chinh cua Internet, download, upload, dich vu Internet, nha cung cép
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dich vu Internet (ISP),dich vu két ndi Internet, phuong thurc két ndi Internet, World Wide
Web, web, URL, website, webpage, homepage trinh duyét web, mot sb trinh duyét web

thong dung, may tim kiém va tén mot s6 may tim ki€m pho bién.

- Str dung trinh duyét web: mo, dong, nhap mdt dia chi web, hién thi trang web trong ctra
s moi, tab méi, ngimg tai mot trang web vé, cach khoi phuc (refresh) viée tai mot trang
web.

- Thiét dat trong trinh duyét web: dat trang chi/trang dau cho trinh duyét web, x6a mdt
phan hay toan b lich sir duyét web, dit/xéa danh dau (bookmark) mot trang web.

- Str dyung Web: Luu lai ndi dung tim thay trén web, tai cac tép tin tir web vé va ghi vao
mot thu muc, sao chép van ban, hinh anh, dia chi (URL) tir m{t trang web vao trong tai
liéu.

- Str dung thu dién tir: khai niém va céng dung chinh cta thu dién tir (e-mail), viét va gui

thu dién tir, nhan va tra 101 thu dién tr.



VI. THI TIENG ANH

PHUONG THUC: lam bai dang tric nghiém + tu luan
GIAO TRINH THAM KHAO: Life lines, New Headway, New English File

(elementary, pre-intermediate)

1. Modal verbs

Category
can, could
Will, would + verb
Should
must

2. Forms of verbs (cac dang ctia dong tir)

| want to have a good job
She helps her friends do homework
He likes playing games

Her child is interested in watching cartoon

BE/DO/HAVE are auxiliary verbs, they are irregular verbs and can

be used as main verbs.

+ | am a student/I am studying English

+ She does her homework/she doesn’t do her homework.

+ We have a black dog/ We have never had a black dog/ she has to go to

school/ she doesn’t have to go..
3. Nouns (danh tir) - SINGULAR AND PLURAL

We live in a beautiful house
We have six rooms
There is a man, and there are two women

| have three boxes but there are 4 watches

4. Adjectives (tinh tir)

e.g:

Bored — boring
Interested — interesting

| am interested in reading



Reading is interesting
5. Adverbs (trang twr)
- She sometimes goes to school by bike.

- He learns English well.

- He is a good manager, he manages his company well.

- He drives carefully.
- We make it easily.

6. Pronouns (Dai tir) subject/object pronoun

I WE YOU THEY SHE
ME US YOU THEM HER
e.0. e Is my boss. We love..........
A. Her/she B. She /her C. Her/ he
7. Articles (mao tir) a/an; the
e.g. Acat
- an apple
- The sun

8. Prepositions (gidi tir)

- Prepositions of place: in/ inside; outside; on top of, at; in; on; above;

under; near, close, by, next to...

- Prepositions of time: in; on; at.

HE
HIM

- Prepositions of position and movement: across; along; in; on; at; into, out

of...
9. Tenses (cac thoi/thi)
- Present simple
- Present continuous
- Present perfect
- Past simple
- Past continuous
- Past perfect

- Future: will/ going to/ present continuous
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10. Conditional sentences
- Type 1: if it rains tomorrow she won’t go there
- Type 2: if | were her | wouldn’t marry him.
- Type3: if you had been there on time last night, your girl wouldn’t
have cried so much.
- Unless it rains tomorrow, | will go there
11. Passive voice (thé bi dong)
- Present simple
- Present continuous
- Present perfect
- Past simple
- Past continuous
- Past perfect
- Future: will/ going to/ present continuous
12. Comparison (so sanh)
- Equality: as + adj/adv + as
- Comparative:
S1 + |shortadj/adv — er than +S2
more long adj/adv than
- Superlative:
S + The short adj/adv+est
S + The most long adj/adv



