BAN QUAN LY DU AN HUYEN CONG HOA XA HOI CHU NGHIA VIET NAM

HOI pf)NG'TUYgz}N DUNG. Poc Iap — Tw do — Hanh phiic
VIEN CHU'C NAM 2021 .
$6:90 /CV-HPTD - Lém Binh, ngay 14 thang 6 niim 2022

V/v dang tai danh muc tai liéu
On tdp thi tuyén vién chikc

Kinh gtri: Trung tdm Van hoa, Truyén théng va Thé thao huyén

Thyc hién Quyét dinh sé 2158/QD-UBND ngay 31/12/2021 caa Uy ban
nhan dan huyén Lam Binh v& viéc phé duyét ké hoach tuyén dung vién chirc nim
2021 dbi véi Ban Quan Iy dy 4n dau tu xdy dung huyén Lam Binh; Quyét dinh sb
336/QD-UBND ngay 05/5/2022 ciia Uy ban nhn dan huyén Lam Binh v& viéc phé
duyét bd sung ké hoach tuyén dung vién chtrc ndm 2021 d6i véi Ban Quan ly du
4n dau tu xay dung huyén Lam Binh;

Dé thi sinh du tuyén vién chirc nim 2021 d6i véi Ban Quan 1y du 4n ddu tu
x4y dung huyén Lam Binh biét cdch str dung phin mém tuyén dung vién chirc va
c6 tai liéu 6n tip theo quy dinh, Hoi dong tuyén dung vién chitc ndm 2021 dé nghi
Trung tdm Vin h(')a, Truyén thong va Thé thao huyén déng tai danh muc tai liéu én
tap 1én Cbng théng tin dién tir ctia huyén dé thi sinh truy cip xem huéng dan va 1iy
tai li€u &n tap. i
(C6 danh muc tai liéu én tdp kem theo).

Hbi ddng tuyén dung vién chirc nim 2021 d6i véi Ban Quan 1y du an déu tu
xay dung huyén Lam Binh trén trong d& nghi Trung tdm Vin hoa, Truyen thong va
Thé thao huyén phdi hop thuc hién./.

Noi nhin: TM. HOI PONG TUYEN DUNGfi/
- Uy ban nhén dén huyén (bdo céo); - CHU TICH

- Nhu trén; (phdi hop) 20 LA\

- Co quan T chire - N6i vu huyén;
- Thanh vién Hbi ddng tuyén dung;
- Luu: HDTD.
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BQLDUANPAUTUXDHUYEN ~ CQNG HOA XA HOI CHU NGHIA VIET NAM
HOI PONG TUYEN DUNG VIEN CHUC Dic lap - Ty do - Hanh Phic

NQI DUNG HUGNG DAN ON TAP VA DANH MUC TAI LIEU ON TAP-THI
TUYEN VIEN CHUC VONG 1, KY THI TUYEN VIEN CHUC NAM 2021

(Kem theo Viin ban s6 90O /CV-HDTD ngay 14 théng 6 nim 2022 ciia Hpi dong

tuyén dung vién chirc)

* Vé danh muc tai liéu 6n tip:

STT Tén/Noi dung tai lidu 6n tip ol
A | PHAN I: KIEN THU'C CHUNG (D& véi tdt cd cdc vi tri viée lam)
I | Quy dinh ciia phép luit vé vién chire
1 | Luat Vién chirc ndm 2010
9 Luat stra doi, bd sung mot s6 didu cta Lugt can bd, cong chirc va Luit
Vién chtrc ndm 2019
Nghj dinh 56 90/2020/NB-CP ngay 13/8/2020 ciia Chinh phi v& d4nh gia,
3 & Gl /
xép loai chat lugng can bd, cong chirc, vién chire
4 | Nghi dinh s6 112/2020/ND-CP ngay 18/9/2020 cta Chinh phu quy dinh
ve xur 1y Iy lnat can bg, cong chirc, vién chire R
5 | Nghi dinh s6 115/2020/ND-CP ngay 25/9/2020 ciia Chinh phti v& tuyén
dung, str dung va quan ly vién chirc
| Ghi treong, dudng 16i, ciia Pang, chinh sach, phap luat cia Nha nwéc
ve nganh, linh vuc tuyén dung
1 |Linh vwe giao thong (K¥ sw (hang III) quén ly, gidm sat cong trinh
giao thong%
1.1 | Luat giao thong dudng bd
1.2 | Luat Pau tu 2020
1.3 | Luat Piu tr céng 2019
Nghi dinh s6 06/2021 ngay 26/01/2021 ctia Chinh phii quy dinh chi tiét
1.4 | mOt s6 nd1 dung quan ly chét lugng, thi cong x4y dung va bao tri cong
" | trinh x4y dung
15 | Nghi dinh s6 10/2021/NB-CP ngay 09/02/2021 ctia Chinh phii vé quén Iy
"~ | chi phi dau tu x8y dung
1.6 | Nghi dinh sb 15/2021/ND-CP ngéy 03/3/2021 ctia Chinh phii quy dinh chi
tiet mGt s6 ndi dung ve quan ly du an dau tu x4y dung

1




Linh vire x4y dung (Vi tri vi¢e 1am: K§ sw (hang IIT) quén 1y, gidm st

2. cong trinh xay dung din dung va cong nghiép).
2.1 | Luit Xay dung ngay 18/6/2014 |
2.2 | Luat sira doi, bd sung mot sb didu ctia Ludt Xay dung ngay 17/6/2020
2.3 | Luat Pau tu cong 2019
Nghi dinh 56 06/2021 ngay 26/01/2021 ciia Chinh pht quy dinh chi tit
7 4 | MmOt s6 ndi dung quén ly chat lugng, thi cdng xdy dung va bao tri cong
"7 | trinh x4y dung
2.5 | Nghi dinh s0 10/2021/ND-CP ngay 09/02/2021 ctia Chinh phi v& quén Iy
chi phi dau tr x4y dung |
2.6 | Nghi dinh sb 15/2021/ND-CP ngay 03/3/2021 ctia Chinh phii quy dinh chi
| t1et mot s6 ndi dung vé quan ly du én dau tu x4y dung
Linh vyc thiy loi (Vi tri viée lam: K§ sw (han uan ly, giam sat
3. cong trinh ﬂll}lry lgi va Iinh vuc néng nghi’cfg) -p Eirtlgi?an nﬁnyg’ thon)
3.1 | Luat Thuy loi s6 08/2017/QH14
3.2 | Luat BAu tu cong 2019
33 | Nghi dinh s6 37/2015/ND-CP ngiy 22/4/2015 ciia Chinh phii Quy dinh
| chi tiet vé hop dong xdy dung
3.4 | Nghi dinh s6 63/2014/NB-CP ngdy 26/6/2014 gita Chinh phit Quy dinh |
chi t1ét thi hanh mét s6 diéu cta Luat Pau thau vé lua chon nha thay
Nghi dinh 56 06/2021 ngay 26/01/2021 clia Chinh pht quy dinh chi tidt| = -
3.5 | mot s0 ndi dung quéan ly chat lugng, thi céng xay dung va bao tri cong
trinh xay dung
3.6 | Nghi dinh s6 10/2021/NB-CP ngay 09/02/2021 ctia Chinh pht v& quéan Iy
" | chi phi dau tur xay dung
3.7 | Nghi dinh s0 15/2021/ND-CP ngay 03/3/2021 ctia Chinh pht quy dinh chi
" | tiet mot s6 ndi dung vé quan ly du an dau tr x4y dung.
4 | Linh vic K& todn (Vi tri vige lam: Ké todn vién)
4.1 | Luat Quén Iy, st dung tai san cong s6 15/2017-QH14 ngay 21/6/2017
4o | Ché do ké toan hanh chinh sy nghiép (ban hanh kém theo Théng tu
1 107/2017/TT-BTC ngay 10/10/ OI’B ,
4.3 | Lust K& toan nim 2015.
Ché dd ké toan %ﬁ dung chp Ban quan }ly st dung vén dau tu cong (ban
4.4 | hanh kém theo Thong fur s6 79/2019/TT-BTC ngay 14/11/2019 ctia Bo
Tai chinh.
Il | Phén thi tin hoc:
1 | Hiéu biét vé Cong nghé théng tin co ban
1.1 | Thudt ngit phan cimg cta may vi tinh, tdc dung co ban ciia cic thiét bi




ngoal vi cua may vi tinh, nhu: chudt, man hinh, ban phim, may in, mdy
chiéu

1.2

Céc thanh phan co ban clia méy vi tinh: B6 xit Iy trung tam (CPU), b nhé
trong RA]\E, ROM, bo mach c}‘?{’l(Mainboaird) Y = KA

1.3

Cac loai phuong tién luu triy thong tin: Pja cling trong, dia cimg ngoai,
cac loal dia quang (CD, DVD), thé nhd, 6 nhd di dong. Cac don vi do
thong tin nhu bit, byte, KB, MB, GB, TB;

Mang mdy tinh: mang ndi bd, mang dién rong, chia sé théng tin trong

L4 mang may tinh
2 | Sir dung may tinh coban (Microsoft Windows 7 tré 1én)
2.1 | Hg diéu hanh, biéu tugng Shortcut (tao, ddi tén, x6a, hdi phuc) Ty
Quan ly thu muc va t€p trén Windows: ? A
‘~Tao, dit tén, doi tén, sao chép, di chuyén, x6a, khéi phuc tép tin va thu "(?)i}\:\(
muc. ) LA
2.2 |-Tim kie“;m €p va thu muc; Céch hién thitép tin, thu muc;... —
-Ctra s6 chuong trinh trong Windows: thanh tiéu d€, thanh chon chitc Exl
nang (menu), thanh cong cu (toolbar), thanh thé hién trang thai (status
bar), thanh cuén man hinh (scroll bar), va cng dung ctia ching;
2.3 | Cai dat va thiét 1ap mAy in; chia sémay in trong Windows.
» 4 | Nén man hinh (Desktop): thay dbi hinh &nh mAu nén, tao man hinh chd,
"' | thay doi d§ phan gidi cia man hinh.
2.5 | Céc phén mém ha tro g tiéng viét trong Windows. beis
1 ¢ | Cac khai niém co ban vévirus méy tinh va cdch phong chéng virus may
"~ | tinh
3 | Xt ly védn ban co ban (Microsoft Word 2010)
K§ thuét trinh bay van ban hanh chinh theo Théng tu sb 01/2011/TT-
3.1 BNV ngay 19/01/2011 ctia B§ Noi vu: khodng céach cic 1€ clia vin ban
(Diéu 5); Theé thirc va k§ thuit trinh bay vin ban
39 ](335’19 thao tic voi file van ban: New; Save; Save As; Open; Close;
) Xit; ‘
Dinh dang vin ban: c4ch thay doi font chit; kiéu chit; cac font chit
tuong ing voi bang md TCVN3; font chiftwong (mg véi bang mé
3.3 Unicode; chon Font chit mic dinh (Default); dinh dang chit cai 16n dau
doan; dinh dang vin ban dang c6t bio.
Dinh dang doan vin ban: ting/giam khoang céach gifta céc dpan;
3.4 |ting/giam khoang cach gifta cac dong; ting/gidm khoang céch cac léctia

doan; ké khung cho doan; tao mau nén cho doan;




3.5

Trang tri vin ban: cheén chif nghé thuét; chén ky tu dic biét; chén hinh
anh; chén vin ban khac vao vian ban dang soan thao.

3.6

Bang biéu: chuyén Bang thanh vén ban va nguoc lai; 18p céng thirc tinh
toan trong bang; tach 6 (chla 0), trén (nhép) 6; chén 6/hang/cot; x6a
0/cot/hang; an dinh viéc in lai phan tiéu d& ciia bang biéu trén diu
mdi trang in; sb luong cot/hang t&i da c6 thé tao

3t

Pinh dang trang in: chen 56 trang; dinh dang kidu danh sb trang; chon
hudng giay; kho gidy; céc 18 ctia vin ban; in vin ban; in nhiéu trang trén
cling trang gidy A4;

3.8

Churc nang khéc: Chia d6i man hinh soan thao; chirc nang Show/Hide;
chitc ning tim kiém tirhoic cum titrong vén ban; tim kiém va thay thé tur
hodc cum tir trong van ban; tao chi so trén; chi s6 dudi; chirc ning
SaveAs; bat/tit thanh cong cu; thay déi don vido trong Word; chic nang
AutoCorrect Options.

3.9

Coéng dung cua cdc phim chic ning; céng dung ciia cac cb hop phim
néng théng dung, nhu: tang/glam kich c& chir; gidn khoang cach cac
dong; tao chi sO trén/chi s0 dudi; chuyén doi gitra ché do gd chén va
ché d6 gb d¢; tao diém nght trang trong vén ban; tao diém ngét dong trong
doan van ban,..
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Stt dung bang tinh co ban (Microsoft Excel 2010)

4.1

Céc thao thc va quan Iy bang tinh

4.2

Céc loai dia chi 6; s6 luong o/cot/hang trong bang tinh; céc kidu dir lidu
trong excel; cdc thanh phén va quy téc khi 1ap cong thirc trong excel.

4.3

Dinh dang font chi¥; dinh dang s§; dinh dang ngay thang trong
excel; tao chi sb trén, dudi;..

4.4

Pinh dang tra.ng in: chén sb trang, chon hu:ong glay, khd gidy; céc
1& ctia bang tinh; in bang tinh; an dinh viéc in lai phan tiéu dé cia bang
biéu trén dédu mdi trang in.

4.5

Y nghta, téc dung clia c4c thong béo 18i co ban trong Excel.

4.6

Chtrc néng khac: sao chép va dan dgc biét; cén chinh dit ligu trong 6 (can
tréi, cin phai, cin giita); sip xép dif lidu; céc chic ning lam viée véi co
sO dir liéu (Data) nhu: AutoFilter, Advanced Filter.

4.7

Ham trong Excel: AND; MOD; VLOOKUP; MAX; MIN; SUM;
AVERAGE; LEFT; RIGHT; MID; UPPER; LOWER; IF.

Sir dung trinh chiéu-coban (Microsoft PowerPoint 2010)




ol

Thao tdc trinh bdy (Presentation) méi, sir dung thiét ké mau Design
Templates.

5.2

Céc thao tic vé dinh dang Slides: mau nén, font chf,...

53

Thao tac thém Slides, x6a Slides, sao chép mét Slides,...

5.4

Thao tac chén dbi twgng: Hinh 4nh, 4m thanh, bidu d...

5.5 | Thao téc tao hiéu tmg cho Slides: Thém hiéu Gng, x6a bo hiéu tng,
5.6 | Lién két (hyperlink): Déi twong, Slide...
6 | Sirdung Internet co' bin
Céc thao tac co ban cia chuong trinh duyét Web: niit Home; nit Back;
6.1 nut History; nit Favorites; luu ndi dung hodc dia chi trang web; sao
" | chép ndi dung, hinh anh tirtrang web. T4c dung ctia chuong trinh duyét
web.
'Cong dung mét sd Website phd bién, nhw: Cong thong tin dién ti cua
6‘2 - A r . r ;’\ b -« A ~ . ~
tinh Tuyén Quang; cac trang web gitip dé tim kiém théng tin trén Internet.
Thu dién tir: cdu tric cta mdt hom thu; quy dinh v& t8n hom thu; céc
6.3 thao tidc vdéithu dién tr Gmail.com: viét thu, g thu, nhén thu; hoi dap
" | thu; chuyén tiép thu; tai ndi dung thu, file dinh kém theo thu vé may vi
tinh.
6. | oo hiéu biét y& hom thu dién tir tinh Tuyén Quang d# trién khai cung cép

cho céc tép the, can bd, cong chirc, vién chirc cua tinh nhu: dang hom thur.




