UBND HUYEN VAN LANG CONG HOA XA HOI CHU NGHTA VIET NAM

HOQI PONG TUYEN DUNG VIEN Poc 1ap — Tw do — Hanh phiic
CHUC SU NGHIEP NAM 2020
s6: /4 ITB-HPTD Vein Lang, ngay 02, thang 7 nim 2020
THONG BAO

Danh muc tai lidu 6n tip ky thi tuyén vién chitc sy nghiép nim 2020

Can cir Nghz dinh s6 29/2012/NP-CP ngay 12/4/2012 cia Chinh phi vé
tuyén dung, sir dung va quan ly vién chitc; Nghi dinh 56 1 61/201 8/ND-CP ngay
29/11/2018 ciia Chinh phii siea @6, b6 sung mot s6 quy dinh vé tuyen dung cong
chire, vién chirc, ndng ngach cong chirc, thang hang vién chitc va thuc hién ché
dé hop dong mét sé loai cong viée trong co quan hanh chinh nha nuée, don vi
sw nghiép cong lap;

Can cir Thong tw 56 03/2019/TT-BNV ngay 14/5/2019 ctia B trudng B¢
Noi vu sira doi, bé sung mét sé quy dinh vé tuyén dung cong chikc, vién chirc,
ndng ngach cong chirc, thang hang chirc danh nghé nghiép vién chirc va thuc
hién ché db hop dong trong mét sé loai cong viée trong co quan hanh chinh nha
nuoc, don vi su nghiép cong lap;

Can cit Quyét dinh s6 1042/QD-UBND ngay 29/5/2020 ciia Chi: tich
UBND huyén Vin Ling vé viéc thanh lgp Hpi dong tuyén dung vién chikc su
nghiép nam 2020;

Hi dong tuyén dung vién chitc sw nghiép nim 2020 thong bao:

Danh muc tai liéu 6n tap
C6 danh muc tai li€u giri kém va déng tai trén trang thong tin dién ti tai dia
chi: http://vanlang.langson.gov.vn/

Hbi dong tuyén dung vién chirc su nghiép nim 2020 thong béo tré
CHU TICH HQEFPONG

Noi nhin:

- So Noi vy

- TT Huyén uy;

- TT HDND huyén;

- CT, PCT UBND huyén; ' N
- VP HDND&UBND huyén; |\ @ <P ) 2
- Phong N§i vu (2b); o
- Phong Gido duc va Dao tao;

- Trung tdm VH, TT va TT huyén;

- Trung tAm phat trién quy dat huyén; TICH UBND HUYEN

- Trung tAm dich vu N6ng nghiép; Puong Thi Xuyén
- Trung tdim GDNN-GDTX; "

- Trang TTDT huyén;
- Luu: VT.
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TAI LIEU ON TAP
(Kém theo Théng bdo sé/] 7 #TB-HDTD, ngay 02/7/2020 ciia Hpi dong tuyén
dung VCSN huyén Véiin Lang ndm 2020 )

I. THI KIEN THUC CHUNG
1. Luét vién chirc s6 58/2010/QH12, ngay 15 thang 11 nam 2010;

2. Nghi dinh s6 29/2012/NP-CP ngay 12 théang 4 nim 2012 ctia Chinh
phu vé tuyén dung, st dung va quan ly vién chirc;

3. Nghi dinh s& 161/2018/ND-CP ngay 29/11/2018 cta Chinh phu sta
doi, b6 sung mdt s6 quy dinh vé tuyén dung cdng chirc, vién chire, néng ngach
cdng chirc, thang hang vién chic va thuc hién ché d6 hop dong mot so loai cong
viéc trong co quan hanh chinh nha nuéc, don vi su nghiép cong lap;

4. Thong tu lién tich sb 02/2014/TTLT-BNV-UBDT ngay 11/9/2014 cia
B4 N6i vy, Uy ban dan toc quy dinh chi tiét va huéng dén thi hanh mét s6 chinh
sach vé tuyén dung, st dung, quan ly cén bg, cdng chirc, vién chirc ngudi dan
tdc thiéu so;

5. Thong tu sb 03/2019/TT-BNV ngay 14/5/2019 cua B§ trudng Bo Noi
vu stra doi, bd sung mot s6 quy dinh vé myén dung cdng chirc, vién chic, néng
ngach cdng chuc, thang hang chirc danh ngh€ nghiép vién chtic va thyc hién che
do hop dong trong mot s6 loai cong viéc trong co quan hanh chinh nha nudc,
don vi su nghiép cong lap;

6. Thong tu lién tich 228/2016/TT-BTCngay 11/11/2016 Bd Tai chinh -
Noi vu v€ quy dinh muc thu, ché d6 thu ndp, quan ly va st dung phi tuyén dung,
du thi ndng ngach cong chic, vién chic;

II. THI TIN HOC

MO DPUN 01: HIEU BIET VE CNTT CO BAN
_* Kién thirc co ban vé may tinh

- Hiéu khai niém mady vi tinh, thuat ngir phan cung may tinh. Phéan biét
thiét bi trung tdm va thiét bi ngoai vi. Biét cac thiét bi ngoai vi chinh: Thiét bi
Iwu trit, thiét bi xuat/nhép, thiét bi mang va truyén théng.

- Céc thanh phan co ban clia méy tinh dién tir: Bo x{t Iy trung tAm (CPU),
bd nhd trong. Phén biét bd nhé dong (RAM) va bd nhd chi doc (ROM). Céac don
vi do dung luong bo nhé

.- Céc loai phuong tién luu trir chinh: Pia cimg trong, dia cliing ngoai, cac
loai dia quang (CD, DVD), thé nhd, 6 nhé di dong. Céac don vi do dung lugng
luu trit. :

- Céc thiét bi nhap, xuit théng dung

- ‘Hiéu khai ni§m phﬁn mén} va vai tr‘c‘) Cfl?. phﬁn mém. Phan biét hai loai
phan mém chinh: phan mém hé thong va phdn mém Ung dung




- Tén ctia mdt sb hé diéu hanh théng dung
- Chitc ning ctia mot sé phin mém tng dung théng dung

- Khai niém phan mém nguon md, bi€t tén va chirc nang ctia mdt so phan
mém ngudn mo thong dung xir ly van ban, bang tinh, trinh chiéu, thu dién ti,
trinh duyét web.

* Kiém soét truy nhép, bao ¢am an toan cho dit lidu
- Khai niém va tac dung cta tuong lra (firewall).

- Khéi niém va vai trd cua tén nguoi dung (user name), méat khau
(password) khi truy nhdp mang va Internet.

MO PUN 02: SUDUNG MAY TiNH CO BAN
* Hiéu biét co ban khi bat ddu lam viéc v6i may tinh
- Mo/tit may, dang nhap hé thdng, mé/ddng chuong trinh ting dung, tit mot
ung dung bi treo.
* Lam viéc v6i hé diéu hanh Windows 7
- Lam viéc va tiry bién man hinh nén Desktop

- Lam viéc vé6i Biéu tuong: khai niém va nhan biét mot sb bidu tuong
thong dung, céc thao tac véi bidu twong :

- Lam viéc véi cua s0: khai niém, chirc nang, nhén biét cac thanh phin
cua mot ctra so céc thao téc véi cira sb

- Tép: Khai niém, ddc trung, nhan biét céc kiéu tép théng dung, cac tao tac co
ban véi tép

- Thu muc: khai niém, ciu tric phan cip khi luwu trir thu muc va tep, céc
tao tac co ban vdi thu muc

- Céc phim tat, t6 hop phim tit khi 1am viéc véi hé diéu hanh Windows

* Mot s6 phan mém tién ich

- Phin mém nén va giai nén

- Str dung tiéng Viét: bd ma tiéng Viét, phong chir (font) va biét mot sb

phong chit Viét thong dung, cach thic g tiéng Viét.

- Phéan mém hd tro g6 tiéng Viét: tén mét s6 phin mém théng dung, cach thirc
cai dat, sir dung.

MO PUN 03: XU LY VAN BAN CO BAN VOI MICROSOFT WORD
- Hiéu khai niém va c6ng dung ciia phdn mém xr Iy van ban.
- Céc kién thirc co ban Vol phan mém xir Iy vin ban: M, dong phan mém
xir Iy van ban, nhan biét cac yéu td trong giao dién lam viéc cta phan mém
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- Céc thao tac véi t€p vén ban: Tao mdi, md, dong, luu, Iuu véi tén khac,
sao chép, di chuyén, xda,...

- Bién t4p ndi dung vin ban: Di chuyén trong van ban, chon vin béan, tim
kiém, thay thé, sao chép, di chuyén ndi dung van ban, st dung undo, redo

- Pinh dang vén ban: Dinh dang ky tu (font, kich thudc, mau sdc, kié}l
chtt, chi so,...), dinh dang’ doan (khoang cé’ch dong, khoang cach doan, cén I€,
tabs, tao danh sach dung dau tu ddng hodc so tu dong...)

- Chén dbi tuong vao vin ban: chén bang va lam viéc véi bang, chén anh,
hinh v&, biéu dd, chit nghé thuat, hop van ban. .

- Hoan tit van ban: cin 18 toan bd van ban, thém, bo dau trang (header),
chén trang (footer) cho van ban

- In vén ban: dét, hiu chinh cac tham s6 cho trang in: huéng in, 18 trén, 18
duéi, 18 trai, 18 phai, khd gidy , thuc hién in van ban.

- Céc phim tét, t& hop phim tét khi lam viéc véi MS Word
MO PUN 04: SUDUNG BANG TiNH VOI MICROSOFT EXCEL
- Hiéu khéi niém va céng dung ctia bang tinh.
- Biét céc thanh phén chinh tao nén bang tinh: 6 (cell), dong (row), cot
(column), vung (range), trang tinh (worksheet), bang tinh (spreadsheet).

- Lam vi€c v61 bang tinh: Mé, dong mot bang tinh, tao mdi, luu bang tinh
vao thu muc véi tén cli hodc doi sang tén khac, bang mat kiéu té€p khac.

- Cac thao tac vdi 6 (cell): Dia chi 6, chon (ddnh dau) 0, nhép dit liéu vao
6, cac kiéu dit lidu, xoa, sira d6i ndi dung trong 6, sip x€p céc 6, sao chép, di
chuyen noi dung cua o.

- Thao tac v6i dong va cot: chon, chén, xo6a, stra d6i chiéu rong cdt, chiéu
cao dong.

- Thao tac voi trang tinh: thém, x6a, dat té€n, stra tén, sao chép, di chuyén
trang tinh.

- Pinh dang dit liéu trong 6: font, mau séc, vién, hién thi dit liéu.

- Biéu thic: tao biéu thirc sb hoc don gian bang cach sir dung céc phép
tinh so hoc (cOng, trir, nhén, chia), cac toan tr so sanh (=, >, <,...)

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

- Céc 181 gip phai khi nhép dit liéu, stir dung biéu thirc, ham.
- C4c phim tét, t5 hop phim t4t khi lam viéc v6i MS Excel.

- MO PUN 05: SUDUNG TRINH CHIEU VOI MICROSOFT
POWERPOINT
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- Thao tac véi phin mém: M, déng phan mém trinh chiéu. Nhan biét
man hinh lam viéc ciia phan mém va céc thanh phan ctia né

- Thao tac véi bai thuyét trinh: M@, déng, tao mdi, luu, luu vdi tén khac,
sao chép, di chuyén, tao bai thuyét trinh dua trén mau (template), cdc cach hién
thi (view) bai thuyét trinh.

- Lam vi€c voi trang thuyét trinh (Slide ): Tiéu dé (title), bd cuc (layout),
mAu thiét ké sin (design template), chi dé (theme), hi€u tng dong (animation);

chon kiéu bd cuc cho slide; Thém méi, x6a, sao chép, cét, dén, di chuyén slide;
Thém ghi chu cho slide.

- Hiéu khai niém va cong dung cla trang thuyét trinh chu (slide master)

- Chén va lam viéc céc ddi tugng dugc chén vao trong slide: bang, hop
vin ban, anh, hinh v&, biéu dd, smart art, am thanh, video.

- Tao hiéu tmg: hiéu tmg chuyén, hiéu img cho cac dbi twong trong slide.

- Trinh chiéu bai thuyét trinh bang cac cach khéac nhau.

- Céc phim tit, t& hop phim tét khi 1am viéc véi MS Powerpoint.

MO DPUN 06: SUDUNG INTERNET

- Céc khai niém/thuét ngft thuong gdp: Mang may tinh, mang LAN, mang
WAN, Internet, tmg dung chinh cia Internet, download, upload, dich vu
Internet, nha cung cép dich vu Internet (ISP),dich vu két néi Internet, phuong
thirc két ndi Internet, World Wide Web, web, URL, website, webpage,

homepage trinh duyét web, mot sd trinh duyét web théng dung, may tim kiém va
tén mot sé may tim kiém phd bién.

- St dung trinh duyét web: m6, dong, nhdp mot dia chi web, hién thi trang
web trong cira s6 méi, tab méi, nglmg tai mot trang web v&, cach khoi phuc
(refresh) viéc tai mot trang web.

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

- Str dung Web: Luu lai n6i dung tim thiy trén web, tai cac tep tin tr web
vé va ghi vao mét thu muc, sao chép van ban, hinh anh, dia chi (URL) tir mot
trang web vao trong tai liéu.

- Su dung thu dién tu: khai niém va coéng dung chinh cta thu dién tir (e-
mail), viét va giri thu dién tr, nhan va tra 101 thu dién to.

III. THI TIENG ANH

GIAO TRINH THAM KHAO: Life lines, New Headway, New English
File (elementary, pre-intermediate)

Category
1. Modal verbs



- can, could
- Will, would ¥ verb
- Should

- must

2. Forms of verbs (cac dang ciia dong tir)
- I 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/HAYVE are auxiliary verbs, they are irregular verbs and can
be used as main verbs.

+ I 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

- I have three boxes but there are 4 watches

4. Adjectives (tinh tir)

- Bored — boring

Interested — interesting
e.g: Ilam interested in reading
Reading is interesting
5. Adverbs (trang tir)
- 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 (Pai tir) subject/object pronoun
2 WE YOU THEY SHE HE IT




ME US YOU THEM HER HIM IT
B8 s 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 ﬁpple
- 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.

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

out of...
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. Tenses (cac thoi/thi)
Present simple
Present continuous
Present perfect
Past simple
Past continuous
Past perfect
Future: will/ going to/ present continuous
0. Conditional sentences
Type 1: if it rains tomorrow she won’t go there
Type 2: if I were her I wouldn’t marry him.

Type3: if you had been there on time last night, your girl wouldn’t

have cried so much.

1

Unless it rains tomorrow, I will go there
1. 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  + |short adj/adv — er than + S2

more long adj/adv than

- Superlative:
S + The short adj/adv+est
S + The most long adj/adv
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