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CHU'ONG TRINH 

Y NANG LANH DAO, QUAN LY CHO CAN BO CAP 
1. 	XA THifA-THIEN HUE 

4110:9 Quye't clinh s al183/QD-UBND ngailgthang 5nam 2022 cfia 
UBND tinh Thira Thien Hue) 

A. XAY DUNG CHIAING TRINH BOI DU'ONG 

I. DOi tucrng bOi dttErng 

1. Can b6 cap xa 

2. COng chirc cap xa va nhang nguoi hoat Ong khong chuyen trach a cap 
xa thu6c dien qui hoach, nguon bo sung, thay the cho can 1)6 lanh dao, quan 
VT cap xa tren dia ban tinh Thira Thien Hue c6 do tuoi phu hgp quy hoach giai 
doan 2021-2025, bao g'om, chuc danh: Bi thu, Pho Bi thu dang fly; Chit tich, 
Pho Chu tich h6i gong nhan dan; Chu tich, Pho Chit tich Uy ban nhan dan; 
Chu tich UBMTTQVN, Bi thu doan TNCSHCM, aria tich H6i Lien hiep phij 
nit, Chit tich H6i Mang dan, Chu tich H6i ctru chien binh cap xa cua tinh 
Thira Thien Hue. 

II. Myc tieu boi dtro'ng 

1. Myc lieu chung 

Cap nhat kien thdc va trang bi cac Icy nang co ban \T"' lanh ciao, quail VT de 
thvc thi chirc nang, nhiem vu cUa can b6 cap xa, g6p phan nang cao nang luc, 
trach nhiem plwc vu Nhan dan cua d6i ngii can b6 cap xa dap Ung yeu cau lanh 
dao, quan ly trong phat trien kinh to xa h6i a dia phuong. 

2. Myc lieu cu th'd 

a) Trang bi va cap nhat cho can b6 cap xa nhang kien thirc chung ve lanh 
dao, quan ly, k9 nang lanh dao, quan ly tai dia phuong. 

b) 136'i duang va ren luyen nhang k9 nang quan ly, lanh dao thiet yeu gan 
vai chirc danh lanh dao, quail VT cila can b6 cap xa de thuc thi tot nhiem 

c) Gop phAn xay Ong hanh vi va thai d6 lam viec phu hop cila can b6 cap xa 
ten dia ban tinh Thira Thien Hue nham nang cao chat luang phtic vu nhan dan. 

III. Phtro'ng phap thiet ke chtro'ng trinh 

Phuong phap thiet ke chuang trinh qua cac chuyen de (mos - dun) di to kien 
tithe chung den not dung cu the cua k9 nang lanh dao, quail VT va phuong huang 
ren luyen, phat trien k9T nang d6 cUa ngueyi can 136 cap xa nham tao dieu kien de 
dang,dieu chinh doi 	not dung tong chuyen de ma khong lam anh huang 
tai ket cau chung cua chuong trinh. 

Hoc vien hoc du cac phAn k9T nang chung va Icy 'fang cu the cila chirc danh 
lanh dao, quan ly dm can b6 cap xa theo quy dinh cua chuang trinh se dugc cap 
chUng chi theo quy dinh. 

an 
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IV. Chuvng trinh boi throng 

1. Klzoi lining kiln that va then gian bji throng 

a) Day la chuong trinh thiet ke_theo huang ma. Chuong trinh g6m 13 
chuyen de giang day, 1 bao cao kinh nghiem thvc hien k9 Wang l'anh dao, pan 
13'T cilia can b6 cap xa, di nghien dru thtrc to mo hinh dien hinh. 

Can cu theo nhu cau b6i &ang theo chirc danh trong-terng nam, Ban Giarn hieu nha 
twang se quyet dinh chgn 4-5 chuyen de trong tong so 13 chuyen de de boi duabg. 

Cu the, 13 chuyen de bao g6m 03 pi-Ian: 

- Phan I: K9 ,nang lanh dao, quail chung cua 	nga can b6 cap xa. G6m 
7 chuyen de vai tong thai luting 56 tilt. 

- Phan II: K9 nang theo vi tri chirc danh cua can b6 cap xa. G6m 6 chuyen 
6 vai tong thai luting 48 tilt. 

+ D6i vai bi thu, ph6 bi thu clang uy cap xa: 1 chuyen 6, thai luting 8 tilt; 

+ D6i vai chit tich, pho,chn tich H6i dOng nhan dan; chu tich, pho chu tich 
fly ban nhan dan: 2 chuyen de, thai luting: 16 tilt; 

+ D6i vui chu tich MTTQVN, bi thu Doan TNCSHCM; chu tich H6i LHPN; 
chu tich H6i Nong dan; chu tich H6i Cuu chien binh cap xa: 3 chuyen de, thai 
luting: 24 tilt. 

Ph'An III: Bao cao kinh nghiem; nghe bao cao thtrc te; on tap, kiem tra g6m 
3 hoat d6ng vai luting thai gian 12 tilt. 

b) Thai gian b'6i clueing: 

- Thai gian b6i dueYng to 4-5 ngay (32 tilt den 40 tilt, 8 tilt/1 ngdy). 

2. CAu true chirong trinh 

PhAn I 

KY NANG CHUNG CUA CAN 130 LANH DAO, QUAN LY 

CAP XA THifA THIEN HUE 
PhAn nay la phAn cac chuyen 6 to ch9n: Thy theo nhu cAu b6i du'ang cua 

cac chirc danh theo vi tri cong tac ma Ban giam hieu nha tnxang c6 the ch9n tir 
1-3 chuyen 6 trong 7 chuyen 6 de thijc hien bOi &ran . 

TT CHUYEN DE 

S6 TIET 

LS 
IA  

thuyet 

Thao 
1u4n, thkrc 

hanh 

x Tong 
A 

so 

1 
K9 nang dubao, xay dung ke hoach dm can b6 
cap xa cap xa 

5 8 
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2 
K9 nang thu thap, xir Vi thong tin dm can 17,0 

;, 	_ 
cap xa 

3 5 8 

3 K9 Wang dieu hanh Ithi nghi cua can bO cap xa 3 5 — 8 

4 K9 nang xir Vi tinh hung cua can bO cap xa 3 5 8 

5 K9 Wang quan 17 thai gian dm can bO cap xa 3 5 8 

6 K-y nang giao tie'p dm can bO cap xa 3 5 8 

K9 nang phoi hop trong cong tac dm can 1)0 
• 

cap xa 
3 5 8 

TONG SO TIET 21 25 56 

Phan II: CAC KY NANG THEO VI TRI, CHeC DANH 
PhAn nay la cac chuyen de bAt buOc can bai duang theo cac chic danh cu the. 

TT CHUYEN DE 

SO TIET 

147 
thuyet 

Thao 1u4n, 
thtrc hanh 

TOng 
so 

A Danh cho bi thy, pho bi thin ding ily cap xa 

1 K9 nang kiem tra, giam sat cua dang U'y cap xa 3 5 8 

B 
Danh cho Chii tich, Pho Chu tich h(ii dOng nhan dan; ChU tich, Pho ChU 
tich Uy ban nhan dan cap xa 

K9 nang ban hanh va to chirc thkrc hie.n quye't 
dinh quan 1ST cua chili tich ily ban nhan dan cap 3 5 8 

2 xa 

3 
K9 nang tiep cong dan va giai quyet khiesu nai, 
to cao dm can 130 chinh quyen cap xa 

3 5 8 

Danh cho ChU tich Mat tran TO quOc V* Nam; Bi thin Doan Thanh nien 
C ging san HO Chi Minh; Chu tich H(ii Lien hiep Phu nal ChU tich Hifil 

Ming dan; chfi tich 110i Ciru chien binh cap 'Ca 

K9 nang tuyen truy'en, thuyet phkic dm can bO 
4 Mat tran TO quoc va cac to chirc chinh tri - xa 

hOi cap xa 
3 5 8 

K9 nang to chirc phan,biesn xa Ithi dm can 130 
5 Mat tran To quoc va to chirc chinh tri - xa Ithi 

cap xa 
3 5 8 

K9 nang to chirc va thkrc hiesn cac phong trao 
6 dm can bO Mat tran to cluck va cac to chirc 

chinh tri - xa hOi 
3 5 8 

3 



TONG SO TIET 18 30 48 

PhAn III 
NGHE BAO CAO KINH NGHIEM THUt TE, ON TAP, KIEM TRA 

STT Ho4t d(ing-  s6 tit 

1 Nghe bao cao kinh nghiem th*c to 4 

2 On tap, kiem tra 2 

3 Be giang 2 

Tifing so 8 

V. Yeu cau 	bien sown, giang day, hoct4p cac chuyen de va bao cao 

1. Dai 	vi'ec bien soan 

a) Tai lieu chuyen de dugc bien soan don gian va dugc,  mo hinh boa, (16 
hieu, 	nha. Dugc thiet ke va bien soan tren co sa cac 17thuyet tien tien dia the 
giai ye phat trien nguon nhan luc lanh dao, quan 17 trong khu vgc cong, trong 
dieu kien,vAn dung sang tao, hop yeti dAc diem,dia d9i ngii can b9 lanh dao, 
quaril cap co sa tren dia ban tinh Thira Thien Hue. 

b) N9i dung cac chuyen de phai phii hap vai chdc danh can b9 cap xd, bao 
dam cung cap cho h9c vien nhting kien thirc mai, trau doi nhang kien thirc da 
c6; ren tap va phat. trien cac k5"/ nang co ban de hoc vien c6 the hpan thanh tot 
nhiem vu theo chirc danh cong tac cua can b9 cap xd. 

c) Cac chuyen de phai dugc Hen soan theo ket cau ma de tao dieu kien 
thuang xuyen bO sung, cap nhat nhung van ban quy pham phap luAt mai, quy 
dinh mai dm dia phuang cling nhu nhang kien thirc, kinh nghiem mai vao not 
dung bai giang, phii hap vai doi tugng la can b9 cap xa. 

Trong ket cau cua cac chuyen de bien soan can phai c6 cac cau hoi On tap, 
cau hoi thao luAn, bai tap tinh huong ggi ma cac van de nghien c*u ph* h9p vi 
tri cong tac ciia can b9 cap xd. 

d) Hinh thirc trinh bay cua cac chuyen de bao dam tinh can d6i so trang vai 
not dung kien thirc chuyen de, bao dam tinh lo gic, ngon ngit van phong trong 
sang, ro rang, de hieu. 

2. Dai Voi giang cloy 

2.1. Gicing vien: 

- Giang vien giang do chuong trinh nay (trir not dung bao cao chuyen de) 
phai la giang vien dang giu cuong vi lanh dao, quan 1)"7 hoc d* nguon can b9 
lAnh dao, quan 1)'7 cua nhiem kSi 2021-2025, dat tieu chuAn theo quy dinh d9i vai 
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giang vien tai co so dao tao, bOi dirang cua Truang Chinh tri tinh, thanh phO' 
trkrc thuc Trung uang, dung thai c6 kien thirc va kinh nghiem trong lanh dao, 
quan 17; 

- Trinh bay chuyen de bao cao do giang vien thinh giang la nhang nha quan 
13'/, nha khoa hoc c6 nhieu kinh nghiem trong lanh dao, quail 13"7 a co so, c6 kha 
nang su pham; 

- Giang vien va giang vien thinh giang can dau to nghien ciru tai lieu, tap 
hgp cac bai tap, tinh hung dien hinh trong thuc tin de bao dam giang day c6 
chat luting chuang trinh nay, sat voi chirc trach, nhiem vu cila can b'ci cap xa. 

2.2. Phtrang phap giang day: 

- Sir dung phuang phap tich cgc, lay hoc vien lam trung tam, day manh 
viec sir dung cong nghe thong tin trong giang day; 

- Sir dung triet de thai gian thao luan, thgc hanh danh cho moi chuyen de, 
c6 dix rift bai hoc kinh nghiem; 

Phuang phap giang day se chi tiet h6a cho timg chuyen de trong Tai lieu 
huang d'an sir dung chuang trinh va bO tai lieu bOi clang can b'O cap xa. 

3. Yeu cau ddi 	viec h9c tap cua hoc vien 

- Hieu ro vi tri, chirc trach, nhiem vu va nhfing yeu cau, mkic tieu cua khoa h9c. 

- Ket thuc khoa h9c, hoc vien tiep thu cac kien thirc, 1(57 nang quan 13'T va 
lanh dao, gop phan nang cao tac phong, phuang phap lam viec, dap irng yeti cau 
doi voi can 110 lanh dao, quan ly cap xa. 

4. Yeu 	cac chuyen d boo cao 

- ChuAn hi chuyen de 

+ Cac chuyen de bao cao phai &roc chuan bi phu hgp voi doi Wong can 1)0 
lanh dao, quan ly cap xa va do giang vien thinh giang trinh bay theo not dung 
cua phan h9c, gan voi thirc tien lanh dao, quan 17 cua doi ngi.I can Ix) cap xa. 

+ Can cir vao tinh hinh thuc to cua dia phuang va chuyen de dugc xac dinh 
trong chucmg trinh, truang Nguyen Chi Thanh c6 the lga chgn, quyet dinh ten va 
not dung chuyen de bao cao cho phu hop. 

- Bao cao chuyen de 

Chuyen de bao cao dugc thiet ke theo hinh thirc t9a dam, c6 phan trinh bay 
chung, phan trao doi - thao luan, phan tom tat, ket luan not dung va rut ra nhang 
bai h9c kinh nghiem. 

VI. Danh gia hoc tap 
-‘Danh 	3", thirc hoc tap 	hoc vien theo quy the hoc tap cila co so dao 

tao, boi duang. 

- Danh gia thong qua kiem tra viet, cham theo thang,  diem 10 sau khi ket 
thuc toan chuang trinh. Hoc vien nao khong dat dugc diem 5 tra len thi phai 
kiem tra lai. 
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B. TAI LIEU BOI DIrofING 

CHUYEN BE 1 

WY NANG DLJ  BAO, XAY DUNG VA TO CIIfrC THVC HItN KE 
HOACH CUA CAN BO CAP XA 

A. MI.JC TIED 

Ve kiA auk: Xac dinh dugc vai tro va sir can thiet cua ky nang du bao, xay dung 
va to chirc thvc hien ke hoach d6i voi can b6 lanh dao, quail 13i cap xa. Trinh bay dugc 
mgt s6 Icy nang du bao nhat dinh. Phan tich dugc ky nang xay dung va to chirc thvc 
hien cac loci ke hoach ph6 bien cap xa. 

ye ky nang: Hinh thanh dugc mot so ky nang can thiet trong cong tac du bao, xay 
dung va to chirc thvc hien ke hoach tai vi tri cong the. Giai guy& dugc mot s6 tinh 
hu6ng lien quan den trach nhiem dm can b6 lanh ciao, guar' ly trong cong the du bao, 
xay dung va to chirc thvc hien Ice hoach tai dia phucmg. De xuat dugc mgt so giai phap 
nham nang cao hieu qua cong tac du bao, xay dimg va to chirc thvc hien ke hoach tai 
dia phuang. 

Ve tu' ttroltg: Tich cvc tham gia vao cong tac du bao, xay dung va to chirc thvc 
hien ke hoach tai dun vi, dia phtrong. Chit d6ng tim hiL dung 16i, chu truang dm 
Dang va chinh sach, phap luat cua Nha nuoc; cac cong cu, phtrang phap hi41 dai ve du 
bao, xay dung k6 hoach de nang cao nang Arc lanh dao, quail ly cila ban than. 

B. NO DUNG 

1. KY NANG DV BAO TRONG HOAT BONG LANH DAO, QUAN 
LY CUA CAN BO CAP XA 

1.1. Nhirng van de Chung ye dkr bao 

1.1.1. Khai niem 	bcio 

1.1.2. Vai tro cua drr bao 

1.1.3. Cac loci du bcio 

1.2. KS7 nang diy bao trong hot dOng lanh dao, quan 1S7 ctia can bi) cap x5 

1.2.1. Xac dinh myc tieu die bao 

1.2.2. Thu thgp va xir lj) thong tin 

1.2.3. Tiern hanh dur bao 

1.2.4. Sir dung ke't qua cly bao 
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2. KY NANG XAY DUNG VA TO ClIffC THVC HICN KE HOACH 
TRONG HOAT BONG LANH DAO, QUAN LY CUA CAN BO CAP XA 

2.1. Nheng van de chung ve xay dung ke hooch trong hoot Ong Faith 
duo, quart 13'7 dm can 130 cap xa. 

2.1.1. Khoi niem ke hoach, lap ke hogch 
2. 1.2.'Vai tro lap ke hoach 
2.1.3. Phan loci ke hogch 
2.1.4. Yeu cdu cua xay dung ke hogch 
2.2. KS/ 'tang xay thing ke hoach trong host dOng lanh duo, quail 1S7 cua 

can bO cap xa. 
2.2.1. Xac Binh nguyen tac xay dung ke hogch 
2.2.2. Xac dinh can cu' xay dung ke hogch 
2.2.3. K9 Wing xoc dinh myc tieu va Iva ch9n van de tru tien can giai quyet 
2.2.4. Tien hanh thu thap thong tin, phan tich cong viec; du kien not dung 

cong viec clu.a vao ke hogch 
2.2.5. K9 Jiang xac dinh cac nguan luc, phan cong va phai hap khi xay 

dung ke hogch 
2.2.6. K9 nang viet du thao ke hogch 
2.2.7. Thong qua va ban hanh ke hogch 
2.3. KS7 nang thyc hien ke hoach dm can bO cap xa 
2.3.1. Pha bien ke hogch den dai tuang thtrc hien 
2.3.2. Phan cong thvc hien va phan ba ngujn ltrc 
2.3.3. K9 Tieing theo doi, kiem tra, clang vien khich le viec thvc hien ke hogch 
2.3.4. K9 nang clanh gii thifc hien ke hogch va xir ly tinh huang phat sink 
3. REN LUYtN, PHAT TRIEN KY-  NANG DU BAO, LAP KE 

HOACH TRONG HOAT BONG LANH DAO, QUAN IA" CUA CAN BO 
CAP X,A 

3.1. Ren luyen WSJ nang thu th4p va xir IS,  thong tin phyc vu cho du bao 
3.2. Ren luyen cach sir dung cong cu SWOT trong phan tich van de de 

dkr bao 
3.3. Ren luyen nguyen tac tam viec khoa hoc, có ke hooch cho ban than 
3.4. Ren Iuyen phtrung phap, cach thtic xay dkrng ke hooch tac nghiep 
3.4.1. Xac dinh can cit. lap ke hogch tac nghiep 
3.4.2. K9 nang lap ke hogch tic nghiep 
3.5. Ren tuyen ky nang lap ki hooch phan tri'dn kink ej- xa hi)i cap xii 
3.5.1. Xac dinh nhiem vu cua ke hogch phat trien kink to - xa hOi a ca sa 
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3.5.2. Xac dinh cac can dr cua viec rap ke hoach phat trien kinh to - xa hOi 
cc 

3,5.3. Xac clinh cac kien thirc va kf; nang can thiet cue 	dung ke hogch 
p-hat trien kinh to - x'a hOi 

3.5.4. /Vac clinh cac ngujrz lint cho viec xay dung viz thu'c hien ke hogch 
phcit trien kinh.te - xa hOi 6' co' s'6' 

C. BAI TAP TiNH HUONG 
D. CAU HOI THAO LUAN VA ON TAP 
E. TAI LIEU THAM KHAO 
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CHUYEN DE 2 

KY NANG THU THAP, XU' LY THONG TIN CUA CAN BO CAP XA 

A. MUC TIEU 

Ve kien thiec: Giup can bO cap xa nam duqc nhang khai niem thong tin, dac 
diem, vai tro cilia thong tin trong hog dOng lanh duo, quail 1T. NAm duqc cac nhu cau 
va cac ky nang thu thap, xir 13'T thOng tin trong lanh duo, quan 13 cilia can 130 lanh dao 
quan ly co sa 

r'e ky nang: Van dung cac ky nang dugc hoc vao qua trinh lanh dao, quail 13'7 not 
can bo cap xa dang cong tac. 

Ve to twang: Danh gia dung vai tro cua thong tin trong qua trinh lanh dao, quan 
17 tai don 

B. NOI DUNG 

1. NHAN THfrC CHUNG VE THU THAP THONG TIN VA XI LY 
THONG TIN TRONG HOAT BONG LANH DAO, QUAN LY CUA CAN 
BO CAP XA 

1.1. Khai ni'On va phan loaf thOng tin trong lanh d4o, quart VI 

1.1.1. Khai ni'e'rn thong tin 

1.1.2. Phan loci thong tin 

1.1.3. Vai tro ciza thong tin ctia can bO quan 19 cap xa 

1.2. Thu th4p thong tin va xir 1T thong tin 

1.2.1. Khai ni"em thu thOp thong tin, xir 19 thong tin 

, 1.2.2. Vai tro cfla thu thgp va 	1.9 thong tin trong hogt -Ong ciia can bO 
cap xa 

1.2.3. reu cau cfla to chic thu thgp va xir 19 thong tin 

2. KY NANG THU THAP THONG TIN VA XILY THONG TIN 

2.1. KS/ nang thu thb thong tin 

2.1.1. Xac Binh myc dich thu thgp thong tin 

2.1.2. Xac Binh chi de va not dung thong tin can thu thgp 

2.1.3. Tim ki'm nguan thOng tin 

2.1.4. Tien hanh thu thOp thong tin 

2.1.5. K9 nang sir dung cac phyrung phcip thu thgp thong tin 

2.2. KS/ Jiang xir ly thong tin 

2.2.1. 1(9 nang xir 19 thong tin ttir thoi 

2.2.2. K9 nang xir 19 thong tin theo quy trinh 
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3. REN LUYEN, PHAT TRIEN KC NANG THU THAP VA Xe Llt:7  
THONG TIN CUA CAN BO CAP XA 

C. BAI TAP TINH HONG 
D. CAU HOI THAO LUAN, ON TAP 
E. TAI LIEU HOC TAP 

CHUYEN DE 3 
KC NANG DIEU HANH ROI NGHI TRONG LANH DAO, QUAN LY 

CUA CAN BO CAP CO SO 

A. MUC TIEU 
r‘e kiln thirc: Giup hoc vien hieu dugc ban chat, vai tro va cac nguyen tac, 

not dung, hinh thuc cua h9i nghi trong cong tac lanh dao, quan 1)"7 cua can b9 cap 
xa. Phan tich dugc not dung dm 1(5"/ nang chu tri, dieu hanh, tham gia h9i nghi 
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trong cong tac lanh dao, quail ly caa can 108 cap )(a. 

Ve k-55 nang: Giup hgc vien bie't cach xay dung mot ke hoach to chirc h8i 
nghi trong cong tac lanh dao, (pan 1T dm ban than tai vi tri cong tac vai to cach 
la ngueri cha tri.,  Thut hanh dung quy trinh 	nghi. 	dugc tinh hung cu 
the lien quan den xay dung hinh thirc, cach thirc h8i nghi trong thuc hie'n ky 
nang to chirc ho:i nghi a vi tri cong. tac. 

Ve tu. tuang: Thac day hoc yien tich cuc hoc tap nang cao nhan thuc, hieu 
biet ve hoan thin k9 nang to chirc h8i nghi dm ban than. Thuang xuyen ren 
luyesn 1(9 nang lap ke hoach, cha tri va tham gia thuc hie:n hoat d8ng h8i nghi. 

B. NOI DUNG 

1. NHAN TH(JC CHUNG VE HOI NGHI TRONG HOAT BONG 
LANH DAO, QUAN LY CUA CAN BO CAP XA 

1.1. Khai niem, vai tro hOi nghi 

1.1.1. Khai ni"m 

1.1.2. Vai tro cita hai nghi 

1.2. Phan loci hoi nghi 
1.3. Yeu cat' co' ban va nguyen tac trong dieu hanh h()i nghi cita can b0 

lanh dao, quan 1ST cap xa 

1.3.1. Yeu cau 

1.3.2. Nguyen tac 

2. KY NANG BIEU HANH HOI NGHt TRONG HOAT BONG LANH 
DA0 QUAN LY CUA CAN BO CAP XA 

2.1. KS/ pang chuan bi hesi nghi 

2.2. KS,  nang dieu hanh hoi nghi 

2.2.1. Ig nang 	dal! hoi nghi 

2.2.2. KY nang trinh bay bao coo, clieu khien trinh bay tham luOn, y kien 
phat bleu 

2.2.3. Dieu hanh thao luOn, trao clai 

2.2.4. Ky hieing xi': lY mat so tinh huang trong hOi nghi 

2.3. KS,' nang ket thtic hoi nghi 

3. REN LUYEN PHAT TRIEN KY NANG BIEU HANH HOI NGHI 
TRONG HOAT BONG LANH DENO, QUAN 11(1,7' CUA CAN BO CAP XA 

C. BAI TAP TINH HUONG 

D. CAU HOI THAO LU.0, ON TAP 

E. TAI LIEU THAM KHAO 
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CHUYEN DE 4 
KY NANG XU' LY TINH HUONG CUA CAN BO CAP XA 

A. MIX TIEU 
Ve kie'n thirc: Cung cap cho hoc vien nhang not dung co ban khoa hoc va 

thirc tien ve 1c5"/ nang xir 1y tinh huong dm can b6 cap xa. 

nang: Hoc vien c6 kha nang sir di.ing mot s6 ky nang trong xir 1/ tinh 
huOng doi \Jai can b6 cap xa". 

Ve tir tuOng: HQC vien nh4n thirc dugc vai tro quan trong va y thirc &roc trach 
nhiem ctia minh trong xu ly tinh huong de;i vOi can b() cAp )(I 

B. NOI DUNG 
1. NHAN THfrC CHUNG VE TINH HUONG, XU LY TINH HUONG 

CUA CAN BO CAP XA  

1.1. Khai ni?nt tinh huOng va phan loaf tinh huong trong Firth doo, 
quan 1S7 cua can 130 cap xa 

1.1.1. Khai niOn tinh huong trong lanh ciao, quan ly cita can bO cap xd 

1.1.2. Phan loci tinh huong trong hoot clOng clia can bO cap' xei 

1.2. X& 13'7 tinh huOng ctia can 130 cAp xi 
1.2.1. Khai niem xir 1)5 tinh huong ciia can bO cap xd 

1.2.2. Yeu cju xir 135 tinh huong cUa can bo cap   xa 

1.2.3. Phyang phap xir ly 

2. KY NANG XU'IAT TINH HUONG CUA CAN BO CAP XA 
2.1. Ky 'tang nhin thin ve tinh huOng 
2.2. KS,  nang xac dinh ro van de va mO to van de can 	157 

2.3. Kji 'fang xiy dtyng cac phtrang an giai quyet 
2.4. KS,  /tang 	chon phtro'ng an tOi tru de giai quyet tinh huOng 
2.5. K5," Jiang to chtic thtyc hi?n phtrang an di 1lra chon 

2.6. K57 nang kiem tra, danh gia qua trinh xir IS/ tinh huong 
3. REN LUYtri PHAT TRIEN KY NANG xU LY TINH HUONG 

CIA CAN BO CAP XA 
3.1. Thong qua cac 14 tip huAn, boi dirteng 
3.2. Thong qua hoc tip tir ho#t Ong thirc tien 

3.3. Thong qua tir hoc tip, ren luy?n 
3.4. Ren luy?n thong qua xir 157 cac huilng co the 
3.4.1. Cac tinh huong cu the 

3.4.2. Quy trinh xir ly tinh huong 

C. BAI TAP TINH HUONG 
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D. CAU HOI THAO LUAN, 6N TAP 
E. TAI LIEU THAM KHAO 

13 



CHUYEN DE 5 
QUAN LY THOI GIAN CUA CAN BO CAP XA 

A. MUC TIEU 
Ve kien thirc: Cung cap cho hoc vier' nhcrng kien thirc ca ban ye quan ly thai gian va 

giop hoc \Tien hieu rO ve ky nang quart 1y thai gian cua can b0 lanh dao, quan ly cap xa. 

Ve ky nang: Van ching kien thirc ve ky nang pan ly thai gian de ren luyn va 
hinh thanh ky nang quart ly thin gian mot cach hieu qua dm can bi5 lanh ciao cap )(a. 

V'e he twang: Co to tuong dung \Ts cac mat tich cuc cua than gian lam viec, 
thuimg xuyen trau den ky nang quan ly thai gian cua can b(i cap )(a. 

B. NOI DUNG 

1. NI-WING VAN DE CHUNG VE QUAN LY THOI GIAN 
1.1. Khai niem quart IS,  thiri gian 
1.2. Phan chia thoi gian hqp ly va quail ly thiri gian hieu qua 
1.2.1. Phan chia thd,i gian hap if) 

1.2.2. Quan ly thai gian hieu qua 

1.3. Vai tro cua quart IS thiri gian trong cong viec dm can bi) cap xi 
2. KY NANG QUAN LY THOI GIAN HIEU QUA CUA CAN BO 

LANH DAO, QUAN L'i7  CAP XA 
2.1. 'Cie dinh muc tieu de quan IS,  thiri gian theo ke hoqch ro rang 
2.2. KS," fling 14p cac btro.c thtyc hien cong viec 
2.2.1. DO ke cac cong viec can lam 

2.2.2. 14p cac buck cu the cle thyv hien cong viec 

2.3. Phan loci cong viec theo thin tty tru tien 
2.4. BO tri thoi gian cho tirng loaf cong viec 
2.5. Thtyc hien cac cong viec di len ke ho4ch 
2.6. Kiem tra cach thtyc hien thoi gian 
3. REN LUYEN KY NANG QUAN . L 7  THOI GIAN HIEU QUA CUA 

CAN BO LANH DAO, QUAN 1.,1"7  CAP XA 

C. BAI TAP TINH HUONG 
D. CAU HOI, THAO LUAN ON TAP 
E. TAI LIEU THAM KHAO 

CHUYEN DE 6 
KY NANG GIAO TIEP TRONG LANH DAO QUAN LY CUA CAN 

BO, CONG ClItt CAP XA. 
A. MUC TIEU 
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Ve kin thirc: Trang bi nhang kien thirc co ban cho h9c vien ve ky nang giao 
tiep, gifip hgc vien nam dugc nguyen tac cua giao tiep. 

V:e k-9 Wing: Hoc vien ren luyen ky na'nE giao tiep va van dung cac hinh thirc 
giao tiep trong cong tac va trong cu6c song. 

Ve thai do: Hoc vien nhasn thirc (King vai tr6 cna giao tiep, khong ngirng ren 
luyen de hoan thien va van dung vao qua trinh cong tac va cu6e song. 

B. NOI DUNG 
1. NHAN TI-ItYC CHUNG YE GIAO TIEP TRONG LANH DAO, 

QUAN LY CUA CAN BO CAP XA. 
1.1. Khai niem, dac diem dm hot dOng giao tiep trong lanh d#o quail 

ly ciia can b(i cap xa. 
1.1.1. Khcii niem 
1.1.2. Dac diem ctia giao tiep lanh ciao, quan 1.9 cita can b6 cap xa. 
1.2. Vai tro giao tiep trong lanh d4o, quail 1Sr ciia can b(i cap xa 
1.3. Nguyen tac giao tiep hieu qua dm can bi), cong chIrc cap yea. 
1.3.1. Ton trong dai tuong giao tiep' 

1.3.2. Tao sz.,r tin cay lan nhau trong giao tiep 
1.3.3. Hai hoa loi ich cac ben va 	ich cita to chirc 

1.3.4. Ton trong quy luat tam, sinh ly 
1.3.5. Phil hop hoan canh va bao dam tham my hanh vi 

1.4. Cac hinh thirc giao tiep ciia can 130 cap xa 
1.4.1. Giao tiep' gian tiep' 

1.4.2. Giao tiep' trifc tiep 

2. MOT SO KY NANG GIAO TIEP TRONG LANH DAO, QUAN LY 
CUA CAN BO CAP XL 

2.1. K57" Jiang t4o An ttrcrng ban dAti 
2.1.1. Khai niem va tam quan trong 
2.1.2. Cach thirc kw an tuong ban d au tot dcp trong giao tiep' 

2.2. KS/ Jiang lAng nghe va phan hoi 
2.2.1. K9 nang lang nghe cfla can ba cap xa 
2.2.2. K9 nang phan hai ciia can 1)6 cap xa 

2.3. ICS7 nang not 
2.3.1. Khrii niem, cac tru&ng hop not trong giao tiep ciia can ba cap xa 

2.3.2. Cach thirc thyv hien k9 nang not hieu qua 
2.3.3. Ltru y cac trtro'ng hop not thuyet phyc trong giao tie' vai carp tren, 

cap dual, ngtrai clan, hai vien, doan vien 
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2.4. KS nang sir dung yeu to phi nen tir 

2.5. KS,  nang thwc hie'n nghi thtic trong giao tiep 

2.5.1. Chao hoi 

2.5.2. Bat tay 

2.5.3. Giai thieu lam quen 

3. REN LUY1;EN, PHAT TRIEN KY NANG GIAO TIEP HItU QUA 
CUA CAN BO LANH DAO QUAN L)? CAP XA.  

3.1. Ren luyen ya hoan thin 'ang ltrc nhan thtic va xac dinh gia tri 
trong giao tiep 

3.1.1. Nang life nhan thicc dai twig giao tiep 

3.1.2. Nang life tu nhan thirc trong giao tiep' 

3.1.3. Nang life xac Binh gici tri trong giao tiep. 

3.2. Ren luyen ya hoan thin kS Jiang quan sat 
3.3. Ren luy'en kha nang clat cau hoi 

3.4. Ren luyen va hoan thi'en ky nang clieu khien qua trinh giao tiep 
3.5. Ren luye'n kS,  /fang tuo moi quan he tot dep trong giao tiep va kheo 

leo trong nhirng tinh hung kho xir. 
3.5.1. K9 Wang tgo mai quan h" tot dep trong giao tiep' 

3.5.2. K9 hieing tir chi kheo leo de khong mat long nguOi khoc. 

C. BAI TAP TiNH HUONG 
D. CAU HOI ON TAP, THAO LUAN 
E. TAI LIEU THAM KHAO 
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CHUYEN DE 7 
KY NANG PHOI HOP TRONG LANH DAO, QUAN LY CUA CAN BO 

CAP co SO 

A. MVC TIEU 
Ve kien thirc: Hoc vien hieu dugc ban chat, vai tro, nguyen tac cua phoi 

hop trong cong tac lanh dao, quan ly cilia can bO cap xa. Trinh bay not dung cac 
co che, hinh ,thirc phOi hop, yeu cau phoi hop trong cong tac lanh dao, quan ly 
cua can 130 cap xa. 

Ve kj)" nang: Bi6't each xay chrng mot ke hoach pho'i hop trong cong tac lanh 
dao, guar' ly dm ban than tai vi trir  cong tac 	to each la nguoi 	)"7 tri. Xir 1 
dugc tinh hung cu the lien quan den thgc hi'en hoat dOng phoi hop. 

Ve ttr twang: Tich cgc hoc tap nang cao nhan thirc, hiL bit ve hoan thin 
1(9 nang ph8i h9p dm ban than. Thuong xuyen ren luyesn k9 nang lap ke hoach, 
chu tri va tham gia thgc hien hoat dOng phoi hop 

B. NOI DUNG 
1. NHAN THU'C CHUNG VE PHOI HOP TRONG CONG TAC 

LANH DAO, QUAN LY CUA CAN BO CAP XA 
1.1. Khai niem, vai tro phoi hqp trong host dOng lanh d4o, quan 

can 14 cap xa 
1.1.1. Khai niem phoi hap trong haw cVng lanh ciao, quan ly cWa can bO 
- cap xa 

1.1.2. Vai tro 
1.2. Co' che va hinh thfrc phoi hqp 
1.2.1. Co.  che phoi hop 

1.2.2. Cac hinh thirc phoi hop 
, 1.3. Nguyen dc phoi hqp trong ho4t dOng lanh dao, quail 1'y ciia can 130 

cap xa 
1.4. lieu c'au phoi hcrp trong ho4t deng lanh duo, quail ly ciia can hi) 
- cap xa 
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2. KY NANG PHOI HOP TRONG LANH DA0 QUAN LY CUA 
NG!XOI CAN BO CAP XA 

2.1. KS,  nang chu tri phOi hop trong Ifinh c1ao, quail 13"7 claa nguiri can 130 xa 
2.1.1. Xac clinh va phan tich cong viec can phoi hop 
2.1.2. Thiet ke ke hooch phoi hop cong tac 
2.1.3. Lira chon cache, hinh thirc phoi hop 
2.1.4. Xac clinh cac plurang an d eOra ch9n phoi hop, clieu chinh sy phan 

cong cong viec can phoi hop va phan bo nguon lyc 
2.1.5. Ra quyet clinh lira chon phwang an phoi hop 
2.1.6. Chi dgo to chicc thyc hien quyet clinh phoi hop 
2.1.7. Thy.c hien kiem tra - clanh gia 
2.2. Ic57-  nang tham gia phOi hcrp 
2.2.1. Phan tich, xcic di/1h nhiem vu can phoi hop 
2.2.2. Xcic clinh van de va phat bieu y kien trong phoi hop 
2.2.3. K9 /king trao dal* va lang nghe trong tham gia phoi hop 
2.2.4. K9 nang lam viec nhom 
3. REN LUYEN VA PHAT TRIEN KY NANG PHOI HOP TRONG 

HOAT DOG LANH DAO, QUAN 1..A7  CUA CAN BO CAP XA 
C. BAI TAP TINH HUONG 
D. CAU HOI THAO LUAN, ON TAP 
E. TAI LIEU THAM KHAO 
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CHUYEN DE 8 

KY NANG KIEM TRA, GIAM SAT CUA BANG UY, UY BAN KIEM 
TRA BANG UY XA 

A. MK TIED 

V'‘e kiZvi thitc: Hoc vien nam dugc nhang van de chung ve cong tac kiem tra, giam 
sat cna Dang,n6i chung  nhang kien thirc ye cong tac kiem tra, giam sat ciia clang 
uy, uy ban kiem tra clang uy xa not rieng. 

Ve k-9 nang: HQC vien c6 ky Wang, phuang phap de lanh ciao to chirc thgc hien 
hoac xay dung ke hoach, tham gia cong tac kiem tra, giam sat co hieu qua, g6p phan 
nang cao Wang luc lanh dao \fa sirc chin dau cua to chirc clang; phat huy tinh tien 
phong, guong mau cua clang vien dugc kiem tra, giam sat. 

Ve thai dO: Nang cao nhan thirc cna hgc vien ye vai trO, vi tri, tam quan trong cua 
cong tac kiem tra, giam sat dm Dang nOi chung va dm clang uy, uy ban kiem tra clang 
uy )(a not rieng. Qua do, hoc vien ren luyen ky nang, nghiep vu cong tac kiem tra, 
giam sat; phan (tau tra thanh can 110 kiem tra, giam sat c6 du pham chat, nang lgc cong 
tac dap irng yeu cau, nhiem vu khi dugc to chirc phan cong. 

B. NOI DUNG 

1. NIO:tN THeC CHUNG VE KIEM TRA, GIAM SAT CUA BANG 

1.1. Khai niem, chU the, dtii turfing cua kiem tra, giant sat trong Ding 

1.2. Vi tri, vai trova tam quan trong cua cong tic kiem tra, giam sat 
ctia ding uy, uy ban kiem tra ding uy xa 

1.3. Tinh chAt ding tac kiem tra, giam sat cua ding uy, fly ban kiem tra 
ding fly xa 

1.4. Nguyen tac kiem tra, giant sat dm ding fly, uy ban kiem tra ding 
uy xa 

2. KY NANG KIEM TRA, GIAM SAT CUA BANG UY, UY BAN 
KIEM TRA BANG UY x.A.̀ 

2.1. 1("3"7 'fang kiem tra dm ding uy, uy ban kiem tra ding uy xa 

, 2.1.1. K9 nang sit dung cac dung not dung kiem tra 	clang uy, uy ban 
kiem tra clang uy 

2.1.2. Ky Wang sit clung cac hinh thirc kiem tra cua clang icy, uy ban kiem 
tra clang uy xa 

2.1.3. K9 nang sir clung cac phicong phap kiem tra cUa clang uy, uy ban 
kiem tra clang uy xa 

2.1.4. K9 nang tien hanh kiem tra cua clang uy, uy ban kiem tra clang U.)) xa 

2.2. 1(57" nang giant sat ctia ding uy, fly ban kiem tra ding uy xi 

2.2.1. K9 nang sir dung cac not dung giam sat 
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2.2.2. K9 nang sir dyng cac hinh thirc giam sat 
, 2.2.3. K9 Wing 	dyng cac phtrang phap giam sat cUa clang icy, icy ban 

kiem tra clang fly xa 
2.2.4. K9 nang tien hanh gicim sat clia clang icy, Y.), ban kiem tra gang icy xa 
2.2.5. K9 nang xir ly ke't qua giam sat 
3. REN LUYtN, PHAT TRIEN KY NANG CAN BO LAM CONG 

TAC KIEM TRA, GIAM SAT CUA BANG UY, UY BAN KIEM TRA 
BANG UY XA 

3.1. Ve pha'm chAt et4o dtk each 'twig can b0 lam cong tic kiem tra, 
giam sat ctia ding uy, fly ban kiem tra ding fly xa 

3.2. Ve trinh dt), 'tang ltrc cong tic cita can bi) kiem tra, giam sat ctia 
Bang ity, fly ban kiem tra ding ity xa 

C. CAU HOI THAO LUAN, ON MP 
D. TAI LIEU THAM KHAO 
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CHUYEN DE 9 
KY NANG BAN HANH QUYET DINH VA TO Gift THVC HItN 
QUYET DINH LANH DAO, QUAN CUA CUIJ TICH, PHO CHU 

TICH HOI BONG NHAN DAN; CHU TECH, PHO CHU TICH UY BAN 
NHAN DAN CAP XA 

A. MUC TIEU 

r4 kVA thirc: HQC vien hieu &roc nhang kien thirc co ban ye quyet dinh lanh 
dao, quan IY va ky nang ban hanh, thirc hien guy& (*ill quail 13'7 cfla chu tich fly ban 
nhan dan cap xa. 

v'e kJ)" nang: Hoc vien c6 kha nang van dung IY luan ve ky" nang ban hanh va to 
chirc thgc hien guy& dinh vao thyc tin cong tac de ban hanh guy& dinh, to chirc thgc 
hien quyet dinh guar' ly co hieu quA. 

V" ttr twang: FIN vien chu dOng, tich cgc ap dung cac kien thirc da hoc d ban 
hanh va to chirc thkrc hien guy& dinh quan ly hieu qua tai vi tri la chil tich fly ban 
nhan dan cap xa. 

B. NOI DUNG 

1. NHAN THIYC CHUNG VE KY NANG BAN HANH QUYET DINH 
VA TO CHUG THVC HItN QUYET DINH LANH RAO, QUAN 
co' stf 

1.1. Khai niem, phan loci, cac yeu cAu co• ban clia quyet dinh lanh 
quail IS. 

1.1.2 Khai nlern, dac diem, vai tro quyet dinh lanh dao, quan ly 

1.1.2. Phan loci quyet dinh lanh dao, quail 1.9 

1.1.3. Phan loci theo not dung quyet dinh 

1.1.4. Yeu cau dai vai quyet dinh lanh dgo, quan ly 

1.2. Quy trinh ban hanh quyet dinh va to chin thkrc hqn quyet dinh 
lanh dao, quan IS co' so.. 

1.2.1. Quy trinh ban hanh quyet dinh lanh dao, quan ly a ca so' 

1.2.2. Quy trinh to cliltc thy'c hien quyet dinh lanh dao, quan ly a ca sa 

2. KY NANG BAN HANH QUYET DINH VA TO CHU'C THI1C 
HIEN QUYET DINH LANH DAO, QUAN LY O CO Sd 

2.1. KS,' nang ban hanh quyet dinh lanh d4o, (Nan IS,  

2.1.1. K9 nang thu thap thong tin, phan tich va sir dung thong tin 

2.1.2. K9 nang soon thao, ban hanh quyet dinh 

2.2. KS," !ang to chirc thirc hqn quyet dinh lanh dao, quan IS 

2.2.1. K9 nang lap ke hogch thyr hien quyet dinh lanh dao, quail 1.9 

2.2.2. K9 nang chi dgo, dieu hanh thifc hien quyet dinh lanh dgo, quan 1.9 
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2.2.3. K9 nang xfr ly tinh huang trong Minh dgo, quail 19 

2.2.4. K9 /fang giai quy'At khi& ngi, to cao 

3. RtN LUYtN, PHAT TRIEN KY NANG RA QINET DINH VA TO 
CHU'C THVC HItN QUYET DINH LANH DAO, QUAN IS" ca SO 

C. CAU HOI THAO LU/N, ON TAP 

D. TAI LIEU THAM ICHAO 
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CHUYEN DE 10 
KY NANG TIEP CONG DAN VA GIAI QUYET KHIEU NAI, TO CAO 

CUA CAN BO CHINI-IQUYEN CAP XA 

A. IVIVC TIED 
Ve kien thirc: H9c vien hieu dugc nhfing van de Co ban ve tier) cong dan, 

giai quyet khieu nai va to cao dm can bO cap xa vai tro, nguyen tic, not dung, 
each thirc, bien phap cac co the xir 1)",  trong cong tic tiep cong dan, giai quyet 
khieu nai - to cal) cua can 1)0 cap xa. 

ve ky Wang: H9C vien biet each xay dung mot ke hoach trong cong tiep cong 
dan, giai quyet khieu nai - to cao dm can 1)0 cap xa; xir 17 duce tinh hung cu the 
lien quan den tiep cong dan, giai quyet khieu nai, to cao cua can blo cap xa. 

Ve to twang: Hoc vien nh'an thirc &ITN viec khieu nai, to cao la quyen co 
ban dm cong dan; tich circ hoc tap nang cao nh'an thirc, hieu biet ve hoan thien 
ky nang tiep cong dan, giai guy& khieu nai, tO,  cao cua ban than; thuong xuyen 
ren luyen ky nang tiep cong dan, 	quyet khieu nai, to cao dm can 130 cap xa. 

B. NOI DUNG 
1. KY NANG TIEP CONG DAN 
1.1. Khai quit chung ye tiep cong dan cua can 130 chinh quyen cap xa 
1.1.1 Khai niem, muc dich, y nghia, vai tro cua viec tiep' cong dan 
1.1.2. Thane quyen, trach nhiem cua tiep cong da'n cua can b -O cap xa 
1.2. ICS nang co' ban ye tiep cong dan trong hot Ong Ifinh 4o, quan ly 

cua can b0 cap xa. 
1.2.1. Yeu cau cua hoot dung tiep ding dan cua can bO' chinh quyen cap'  xa 
1.2.2. K9 nang to  chic hoot crOng tiep' cong dan 
1.2.3. K9 nang giao tiep trong hoat clOng tiep' cong dan 
2. KY NANG GIAI QUYET KHIEU NAI 
2.1. Khai chung ye giai quyet khieu nai cua can b0 chinh quyen cap x5 
2.1.1. Khai niem, vai tro, clac diem cua khieu nai 

2.1.2. Nhang k9 nang cu ban cua giai quyet khieu nai 
3. GIAI QUYET TO CAO 
3.1. Khai quit chung ye giai quyet to cao cua can b(i chinh quyen cap xa 
3.1.1. Khai niern 
3.1.2. Vai tro 
3.1.3. D 'Oc diem cua to coo 

3.2. KS,  'fang giai quyet to cao 
3.2.1. K9 Wing Tiep' nhan 
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3.2.2. K9 nang phon loci to coo 

3.3. ThAm quyen vk quy trinh giai quyet to can 
3.3.1. Them quy'n 

3.3.2. Quy trinh gicii quylt to cao 

IV. REN LUYtN, PHAT TRIEN KY NANG TIEP CONG DAN, GIAI 
QUYET KHIEU NAI TO CAO CUA CONG DAN 

C. BAI TAP TINH HUONG 
D. CAU HOI THAO LUAN, ON TAP 
E. TAI LIEU THAM KHAO 

24 



CHUYEN DE 11 

KY NANG TUYEN TRUYEN, THUYET PHUC CUA CAN BO MAT 
TR :AN TO QUOC VA CAC TO CHU'C CHINH 	XA HOI CAP XA_ 

A. MK TIEU 

r'e kien thirc Cung cap cho h9c vien nhiing van de 17 luan chung ve ky nang 
tuyen truyen, thuyet plwc; nguyen tac va nhang not dung co ban cna k'y nang tuyen 
truyen, thuyet phtic cna can b6 lam cong tac Mat tran T6 qu6c Viet Nam va cac to 
chirc chinh tri - xa h6i cAp xa. 

V:e k55 nang: Giup hoc vien van dung dugc nhung kien thirc cid h9c vao thuc tiZn 
cong tac tuyen truyen, thuyet phix cna can b6 Mat tran T6 qu6c Viet Nam va cac t6 
chirc chinh tri - xa h6i cAp xa. 

Ve tw twang: Nang cao nhan thirc va thai d6 tich cue ren luyen ky nang tuyen truyen, 
thuyet phix trong hoc tap va cong tac, gOp phan hoan thanh nhiem vu dugc giao. 

B. NO1 DUNG 

1. NW:NG VAN DE CHUNG VE TUYEN TRUYEN, THUYET 
PHUC CUA CAN BO 10T TRAN TO QUOC VA CAC TO ClItrC 
CHINH TRI - XA HOI CAP XA- 

1:1. Khai niem, d5c diem tuyen truyen, thuyet phyc cita can 14 M5t 
tran to qutic va cac to chtk chinh tri - x5 hOi cAp x5. 

1.1.1. Khai niem tuyen truyen, thuyet phyc 

1.1.2. Dac diem tuyen truyen, thuyet phyc caa can bd Mat trap va cac to 
chav chinh tri - xa hoi 

1.2. Vai tro tuyen truyen, thuyet phyc 

1.3. Hinh fink tuyen truyen,,  thuyet phyc dm can 130 M5t tran quOc 
va cac chtk chinh tri - xa hOi cap x5. 

1.4. Nguyen tac tuyen truyen, thuyet phyc 

2. Ki( NANG TUYEN TRUYEN, THUYET PHUC CUA CAN BO MAT 
TRAM TO QUOC VA CAC TO ClIffC CHINH TRI - XA HOI CAP XA. 

2.1. Kji' 'tang tuyen truyen, thuyet phyc dOi veri ca nhan va nhom 

2.1.1. Chu "'an bi tuyen truyen, thuyet phyc 
2.1.2. Tien hanh tuyen truyen, thuyet phyc 

2.1.3. Ket thac cuOc gap tuyen truyen, thuyet phyc 

2.2. KS,' Wang tuyen truyen, thuyet phyc dOi veri dai chting ciia can 130 
M54 tran va to chin chinh tri - x5 hOi cAp x5 

2.2.1. Ky nang chu :an bi tuyen truyen, thuyet phyc ddi voi clgi chung 

2.2.2. KY-  nang tien hanh tuyen truyen, thuyet phyc tru&c clgi chung 

2.2.3. Ket iliac dijn thuyet( thuyet trinh) 
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2.2.4. K9 nang clanh gia bai tuyen truy''en, thuyet phyc 

3. REN LUYEN, PHAT TRIEN MOT SO ICY NANG CAN THIET 
NHAM NANG CAO HIEU QUA TITAN TRUYEN THUYET PLIVC CUA 
CAN BO MAT TRAN TO QUi5C VA TO CHeC CHINH TRI - XA HOI 
CAP 

3.1. Ren luyen ky !tang phan loci, sir dung thong tin de chu'a n bi tot 
not dung trinh bay 

3.2. Ren luyen kha Jiang nam bAt d5c diem ctia ngtriri nghe va xic dinh 
the munh ctia ban than nguiri trinh bay. 

3.3. Ren luyen tac phong trong tuyen truyen, thuyet phuc cita can bO 
M5t trait, cac to chtic chinh tri - x5 hOi cap x5. 

C. BAI TAP TiNH HUONG 
D. CAU HOI THAO LUAN, ON TAP 

E. TAI LIEU THAM KHAO 
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CHUYEN DE 12 
KY NANG PHAN BIEN CUA CAN BO MAT IRAN TO QUOC VItT 

NAM VA CAC TO CHfrC CHINH TR! - XA 

A. MIX TIEU 
re kien thirc: Giup h9c vien nam dtroc ban chat cila phan bien, phan tich 

dtrocnguyen tac, not dung phan bien dm can bO Mat tran TO quOc Viet Nam va 
cac t chirc chinh 	- xa hOi cap xa; doi tucrng, not dung, pham vi, hinh thirc 
phan bien xa hOi ciia can bO Mat tran To quOc Viet Nam va cac to chirc chinh tri 
- xa hOi cap xa. 

r'e /9> nang: Giup h9c vien xay dung ke hoach, not dung phan bien qua 
hinh thirc hOi nghi, doi thoai trkrc tiep, thgc hanh quy trinh phan bien xa 	dat 
cau hoi, dinh hung not dung phan bien xa hOi va xir ly cac tinh huong, cv the 
lien quan den hoat dOng phan bien xa hOi dm can 130 Mat tran To quoc Viet 
Nam va cac to chirc chinh tri - xa hOi. 

v'e hi. twang: Hoc vien tich cgc h9c tap nang cao nhan thirc, hi'eu biet ye 
hoan thien 1(9 nang phan bien cila ban than. 

B. NOI DUNG 
1. NHAN TH(J.0 CHUNG VE PHAN BIN CUA CAN BO MAT 

TRA.  N TO QUOC VA CAC TO CHtfC CHINH TRI-XA HOI CAP XA  

1.1. Khai ni01, d4c diem Oat' bien xa hoi cita can 130 Mat tran to quOc 
va cac to chtk chinh tri - xa hOi cap xa 

1.2. DOI tuvng, not dung, ph#rn vi va hinh fink 'Alan bien xa hOi ctia 
can bo MTTQVN NIA to chtk chinh tri - xa hOi cap 'Ca 

1.3. Vai tro phan bie;n xa hOi dm can 130 M4t tran to quOc va cac to 
chirc chinh tri - xa hOi cap 'Ca 

1.4. Nguyen tac phan bien xa hOi dm can 130 M4t tran to quOc va cac to 
chtk chinh tri - xa hOi cap xa 

2. KY NANG PHAN BIEN CUA CAN BO MAT TRA: N TO QUOC VA, 
CAC TO CHUC CHINH TRI-XA ROI CAP XA 

2.1. KS,  nang chuan bi phan bi0 
2.1.1. Xac clinh van (1.'‘e phan bien 

2.1.2. Xac clinh cac not dung cu the can phan blew 

2.1.3. Ly.a chdn hinh thirc phthn bi01 

2.1.4. Xay dung ke hocich to chirc thtrc hi"Oiphcin bien 

2.2. KS,  nang thu th4p thong tin thtjc to va ra sok cac van ban có lien quan 
2.2.1. Xac clink cac loci thong tin can cie phan bien 

2.2.2. Td chirc thu thdp thong tin: 
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2.2.3. Phan tich va xti.135 thong tin 

2.3. KS Jiang to chtk dieu hanh hOi nghi, dai tho4i 

2.3.1. Diz,t hanh_hOi nght phan bin 

2.3.2. DiZ74 hanh hOi nght d i thogi 

2.4. KS nang xay dyng not dung van ban phan bien xa hOi hoc trinh 
bay 3'7 kien phin bien 

2.5. KS 'ang theo doi qua trinh tiep thu phan hai va tiep tyc phan bien 
A A A A neu thay can thiet. 

3. REN LUYtN, PHAT TRIEN KY NANG PHAN BIN XA HOI 
CUA CAN BO MTTQVN VA CAC TO altrC CHiNH TR! - XA HOI 

3.1. Ren luy0, Oat trien nang lye thu that) va xii1S7 thong tin khoa hyc 
3.2. Ren luy0 kS Jiang tir duy phin bien 

3.3. Nang cao trinh dO tri thIrc tang hyp va MIA 'fang sang tqo 
3.4. Ren luy0 'tang lye d4t cau hoi va dtra ra bien phi') thay the 
3.5. Tang mon kha nang thuyet phyc dua y kien, quan diem trao &IL 
C. BAI TAP TINH HUONG 
D. CAU HOI THAO LUAN, ON TAP 
E. TAI MAT THAM KHAO 
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CHUYEN DE 13 

KY NANG TO WC VA THIX HItN CAC PHONG TRAO CUA CAN 
BOYIAT TRAN TO QUOC VA TO CHtt CHINH TRI - XA HO' CAP XA 

A. MIJC TIEU 
Ve kljn Mire: Trang bi cho hoc vien nhang not dung co ban ve cong tac to chirc 

thirc hien phong trao, cac ky Wang can thiet de to chirc thirc hien cac phong trao Mdt 
tran To qu6c Viet Nam va cac to chirc chinh tri - xd hOi cap )(I 

Ve kji-  nang: Gitlp hoc vien van dung duac nhang kien thirc dd hoc vao viec nang 
cao nang luc to chirc thirc hien cac phong trao Mdt tran To quew Viet Nam va to chirc 
chinh tri - xa hOi cap xa nhAm thtrc hien duang 16i, quan diem cita Dang trong xay 
Ong he th6ng chinh tri a co so trong sach, yang manh, Oat trien kinh to - xa hOi a dia 
plwang. 

Ve tw twang: Giup hoc vien nhan thirc dAy du, sau sac ve vai tro quan trong cua 
ky nang to chirc thvc hien cac phong trao cilia can b0 Mdt tran To qu'Cic Viet Nam va 
cac to chirc chinh tri - xd hOi cap xd, ding c6 lap twang, quan diem chinh tri, niem tin 
cita hoc vien vao thang lgi cua cong cuOc de)i mai, vao chit nghia xd 

B. NOI DUNG 

1. NHAN THUC CHUNG Vt.  KY NANG TO CIIffC VA THVC 
HIVN PHONG TRAO CUA CAN BO MAT TRAN TO QUOC VItT NAM 
VA CAC TO CHeC CHINH TRI - XA HOI CAP XA 

1.1. Khai niem, d4c diem ky nang to chtrc va thtrc hien phong trao cfia 
can 130 MTTQVN va cac to chtic chinh tri - xa hOi 

1.1.1. Cac khai niem ca ban 

1.1.2. Dac diem cz:ta ky nang to chirc ,thtrc hiOt phong trao ciia can bo 
MTTQVN va cac to chirc chinh tri - 	cap xa 

1.2. Vai tro ky Wang to chirc va thtrc hien phong frac, 

1.3. Nguyen tac k'S nang to chfrc va thtrc hien phong trao 

1.4. Cac yeu c'au trong to chirc va thtrc hien phong trao 

2. KY NANG TO CHUC VA THU'C HItN PHONG TRAO CUA CAN 
BO MAT TRAN TO QUOC VA CAC TO 	CHINH TRI - XA HOI 
CAP XA 

2.1. KS,  Wang to chfrc phong trao 

2.1.1. Nh:jn diet dek trtrng cfia phong trao 

2.1.2. Xciy dung ke hocich to chirc cac phong trao 

2.1.3. Thit ke chtrang trinh, kick ban to chirc phong trao 

2.1.4. Xay citing nhfing mó hinh dien hinh trong thtrc hi01 phong trao 

2.2. KS nang thkrc hien phong trao 
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2.2.1 Truyen clgt ke hogch to chirc phong trao 

2.2.2. Phan cong nhiem vy cac Ca nhan, b -O phan, don vi theo yeu cau cilia 
phong trao. 

2.2.3. Dieu khien, chi huy cac thanh vien thyc hien cac nhiem vy cua minh 
theo ke hoach dd cltrg.c xcic Binh. 

2.2.4. TO chtrc clang 19') mo hinh clien hinh trong thyc hien phong trao 

2.2.5. Theo d5i, kiem tra, dieu chinh qua trinh thu'c hien phong trao 

2.2.6. Tang ket, clanh gia, rut kink nghiem, nhan rOng mo hinh lien hinh 
trong to chirc thyc hien cac phong trao. 

III. REN LUYEN, PHAT TRIEN KY NANG TO CHtt VA THVC 
HIEN PHONG TRAO CUA CAN BO MAT TRA:N TO QUOC VA CAC 
TO CHUC CHiNH TR! - XA HOI CAP XA  

3.1. Ren luy0 kha 'fang nh4n thtirc vtvi tri vai trO 	to chtic 
thtyc 	phong trao cita can bO 	tr4n To quOc V* Nam va cac to chtrc 
chinh tri - xfi hOi. Xac dinh re) muc dich, yeu eau, muc tieu, chi tieu, dOi 
tuvng, not dung, 	phap, thoi gian, tin dO, phfin con to chtrc t c 

3.2. nit trier' kha !tang sang t#o, tim toi nhiing mo hinh cach1,1 m mO.i. 
3.3. Tang cu*ng kha nang danh gia, phfin tich cac nguOn Ityc 	o chin 

thtyc hien cac phong trao 

3.4. Nang cao 'tang kg chi 4o, diet' hanh, nh4y ben v(ri vie hire hi0 
nhqm vu chinh tri dm can 130 'firth 4o, quail 17 cua MTTQVN va cac to 
chIrc CT-XH cap 'Ca. 

C. BAI TAP TINH HUONG 
D. CAU HOI THAO LUAN, ON TAP 
E. TAI LIEU THAM KHAO 
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