UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM

HUYEN THANH MIEN Poc 14p - Tu do - Hanh phiic
S6: 2091 /QP-UBND Thanh Mién, ngay 05 thdang 5 nam 2023
QUYET PINH

Phé duyét danh muc tai li¢u on tip phén thi tric nghiém Vong 1,
ky tuyén dung cong chirc cap xa huyén Thanh Mién nam 2023

CHU TICH UY BAN NHAN DAN HUYEN THANH MIEN

Can cir Ludt Té chirc Chinh quyén dia phwong ngay 19/6/2015; Ludt sia
doi, bo sung mot s6 diéu cua Ludt Té chire Chinh phu va Ludt Ludt T 6 chirc
chinh quyén dia phwong ngay 22/11/2019;

Can cw Nghi dinh ]]2/20]1/NB CP ngay 05/12/2011 cia Chinh phii vé
cong chue xa, phu’ong, thi tran; Nghz dinh 34/201 9/ND-CP ngay 24/4/201 9 cua
Chinh phi sira doi, b6 sung mot sé quy dinh vé cdn bo cong chirc cdp xa va
nguoi hoat déng khéng chuyén trach & cdp xa, ¢ thon, t6 ddn phé;

Can cir Thong tw sé 13/2019/TT-BNV ngay 06/11/2019 ciia Bé truéng Bé
néi vu hwdng dan mét sé6 quy dinh vé can bé, cong chirc cdp xa va nguoi hoat
déng khéng chuyén trach ¢ cdp xd, & thén, t6 dan phé; Théng tir s6 06/2020/T T-
BN V ngay 02/12/2020 ciia Bé trwong BS Néi vu ban hanh quy ché to chirc thi
tuyén, xét tuyén céng chire, vién chire, thi ndng ngach céng chu’c thi hoac xét
thang hang chitc danh nghé nghiép vién chire; ndi quy thi tuyén, xét tuyén cong
chure, vién chire, thi nang ngach cong chuce, thi hodc xét thang hang chirc danh
nghé nghiép vién chirc;

Can cir Quyét dinh sé 42/2020/0D-UBND ngay 21/7/2020 ciia UBND tinh
Hai Dwong vé viéc ban hanh quy ché tuyén dung cong chirc xd; Quyét dinh so
44/2020/0D-UBND ngay 10/9/2020 ciia UBND tinh Hdi Dwong quy dinh vé
qudn Iy t6 chirc b may, bién ché, can bd, cong chire, vién chirc, lao dong hop
dong theo Nghi dinh s6 68/2000/ND-CP trong cdc co quan hanh chinh Nha
nede, don vi sw nghiép cong ldp; héi, quy cdp tinh va nguoi gitt chire danh,
chirc vu tai doanh nghiép thuéc UBND tinh quan Iy,

Thire hién Ké hoach sé 959/KH-UBND ngay 03 thing 4 nam 2023 ciia
UBND huyén Thanh Mién vé tuyén dung céng chirc cdp xd ndm 2023;

Theo dé nghi cia Truéng phong Noi vu tai To trinh so6 88/TTr-NV ngay
05/5/2023.

QUYET PINH:
Piéu 1. Phé duyét Danh muc tai liéu 6n tap phﬁn thi tric nghiém Vong 1,

ky ,tuyén dung cong chirc cp xa ndm 2023 huyén Thanh Mién, gdm cic mon:
Kién thurc chung; Tin hoc. (Co danh muc tai lieu kem theo)
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Piéu 2. Chanh Vin phong HDND - UBND huyén; Trudng Phong Noi vu
huyép; Thu trudng cac co quan, don vi c6 li€n quan chiu trach nhi€ém thi hanh
Quyét dinh nay./.

Noi nhgn: , CHU TICH
- S6' Noi vy tinh Hai Duong (dé bdo cdo);

- Nhu Piéu 2;
- Luu: VT, NV (02b).
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ANH MUC TAI LIEU ON TAP THI TUYEN CONG CHUC
FRAC NGHIEM KIEN THUC CHUNG VA TIN HQC (Vong 1)
+ICY THI TUYEN CONG CHUC CAP XA NAM 2023
2\ SKEE ey Quyet dinh so 2091 /OD-UBND, ngay05 thang 5 nam 2023
A4 ciia Chu tich UBND huyén Thanh Mién)
MON TIN HOC
1. Hiéu biét vé CNTT co ban

a. Kién thirc co bin vé mdy tinh va mang mdy tinh

- Phan cimg: Mdy vi tinh va thiét bi cam tay thong minh; cac thanh phan
phan ctrng; thi€t bi trung tam; thi€t bi nhap, xuat, luu tri¥; cac cong thong dung.

- Phin mém: Phan loai phan mém; phan mém thuong mai va phan mém ngudn mo
- Hi€u nang may tinh

- Mang may tinh va truyén thong

b. Cdc ikng dung ciia cong nghé thong tin — truyén théng (CNTT-TT)
- Mot s6 tmg dung va tng dung trong kinh doanh

- Mot s6 Gmg dung pho bién d¢é lién lac, truyén thong

¢. An toan lao dong va bdo vé moi truwong trong sw dung CNTT-TT

d. Cdc vin dé an toan théng tin co ban khi lam vigc véi mdy tinh

- Kiém soat truy nhap, bao dam an toan cho dir li€u

- Phin mém ddc hai (malware)

e. Mt s6 vin dé co ban lién quan dén phdp luit trong siv dung CNTT
- Ban quyén

- Bao vé dir liéu

2. Str dung may tinh co ban

a. Cdc hiéu biét co ban dé bt dau lam viéc v6i mdy tinh

- Trinh ty va cac luu ¥ thuc hién cong viéc dung cach, an toan

- Mé may, dang nhap va st dung ban phim, chuot

b. Lam viéc véi Hé diéu hanh Window

- Man hinh lam viéc; Biéu tuong va ctra s6; Quan ly thu muc va tép; St
dung tiéng Viét; Sir dung may in; Mot s6 phan mém tién ich

3. Xuwr ly van ban co ban, sir dung bang tinh co ban va sir dung trinh
chiéu co' ban véi phan mém Microsoft office

a. Microsoft Word
- Khai dong, thoat khoi phan mém Microsoft Word.
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- Thao tac luu van ban soan thao.
- Thiét 1ap cac ché d6 lam viéc co ban.
- Céc thao tac dinh vi con tré danh may.

- Céc thao tac co ban trén khdi: Chon khéi, sao chép, di chuyén, X043, tim
kiém va thay thé,...

- Céc thao tac dinh dang: Phong chit - Font, doan - Paragraph, liét ké -
Bullets and Numbering, c0t - Columns, chit roi — Drop cap, dinh vi Tabs...

- Chen: Ky tu dac biét — Symbol, hinh anh — Picture, khung chir - Text
box, chfg: ngh¢ thuat — WordArt, danh s6 trang — Rage ‘numbers, tep tin, ky higu-
thir ty dau dong, duong ké, cong thirc toan hoc, bicu do,....

- Tao chu thich.

- Bang biéu — Table: Chén bang, xoa cOt, xoa dong, tach bang, tron 0, tuy
chinh bang, str dung thanh cong cu bang biéu Tables and Borders, sir dung mot
s0 ham so trong bang,..

- Binh dang trang in kho gidy, Tiéu dé trang — chan trang, In 4n...
b. Microsoft Excel
- Khai niém dia chi : Tuong d6i, tuyét dbi, hdn hop.

- Mot s6 ham thong dung: SUM, AVERAGE, MAX, MIN, COUNT,
COUNTA, RANK, IF

- Ham, toan tir xtr Iy chudi ky ty: LOWER, UPPER; Dy *”
- Ham logic: AND, OR

- Ham tim kiém: VLOOKUP, HLOOKUP

- Thao tac dé se‘ip xép dir liéu, loc dit li€u tr dong.

- In 4n trong Excel: In mdt ving cta bang tinh; in 13p lai tiéu dé bang tinh
tai cac trang sau.

¢. Microsoft PowerPoint

- Thao tac dé tao mot ban trinh bay (Presentation) méi, st dung thiét ké
mau Design Templates.

- Thao tac dé chon mau b cuc Slides.

- Thao tac tao cac hiéu tmg cho Slides.

- Thao tac x6a Slide, sao chép mdt Slide, thém Slide..
- Thao tac in ghi cht cho Slide.

- Thao téc chén: Phim, dnh, biéu d6 vao Slide.

4. Str dung Internet co ban

a. Kién thwrc co ban vé Internet
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- Cac khai ni¢m, thuat ngt thuong gap: khai ni¢ém dich vu Internet va vai
trod cia nha cung cap dich vu Internet (ISP); thuat ngtr World Wide Web va web.
Hiéu céc khai niém: dia chi cua mdt tai nguyén trén Internet (URL - Uniform
Resource Locator), cdu truc va cac thanh phan cua no; si€u lién két (hyperlink);
khai niém trang thong tin dién tir (website), trang web (webpage), trang chu
(homepage); khai niém va chirc nang cua trinh duyét web (browser) va biét tén
mot sO trinh duyét web hay dung nhu Mozilla Firefox, Chromium, Internet
Explorer, Opera.

- Bao mat khi lam viéc vo1 Internet

b. Str dung web:

- Biéu mau va sir dung mot s6 dich vu cong; Tim kiém, bo tim kiém (may
tim kiém); Luu ndi dung.

c. Swr dung thu dién twr

- Khai niém va nguy co khi st dung thu dién tir; Viét va gui thu dién tu;
Nhan va trd 101 thu dién tir; Quan 1y va nang cao hi¢u qua str dung thu dién tir.

I1. MON KIEN THU'C CHUNG

1. Hién phap Viét Nam nam 2013.

2. Luat To chuc chinh quyen dia phuong s 77/2015/QH13 nim 2015;
Luat stra d01 bd sung mot s6 diéu ctia Luat T6 chirc Chinh phu va Luat T chirc
chinh quyén dia phuong s6 47/2019/QH14 ngay 22/11/2019.

q 3 Luat Can bﬁ) c{)ng chirc s6 22/2008/QH12 ngay 13/11/2008; Luat sfra}
doi, bo sung mot s6 di€u cua Luat Can bg, cong chuc va Luat Vién chiic so
52/2019/QH14 ngay 25/11/2019.

4. Luat phong chong tham nhiing sd: 36/2018/QH14 ngay 20/11/2018.

‘ 5. Nghi dinh sO 92/2009/ND-CP ngay 22 thang 10 nam 2009 cua Chinh phu
vé chuirc danh,, s0 luong, mot s6 ché do, chinh sach déi véi can bo, ’céng chirc ¢ xa,
phuong, thi tran va nhitng ngudi hoat dong khong chuyén trach & cap xa.

6. Nghi dinh s6 112/201 1/ND-CP ngay 05 thang 12 nam 2011 cua Chinh
phu vé cong chirc xa, phuong, thi tran;

7. Nghi dinh sO 34/2019/ND-CP ngay 24 thang 4 nam 2019 cua Chinh
phu sira doi, b6 sung mot s6 quy dinh vé€ can b, cong chure cap xa va nguoi hoat
dong khong chuyén trach & cap xa, ¢ thon, to dan pho;

8. Nghi dinh 5O 90/2020/ND-CP ngay 13 thang 8 nam 2020 cua Chinh
phu vé danh gia x&p loai chat lugng can b, cong chirc, vién chirc.

9. Nghi dinh sO 112/2020/ND-CP ngay 18 thang 9 nam 2020 cta Chinh
phu quy dinh vé xur ly ky luat can bo, cong churc, vién chirc.

10. Nghi quyét so 76/NQ-CP ngay 15/7/2021 ctia Chinh phu ban hanh
Chuong trinh tong thé cai cach hanh chinh nha nudc giai doan 2021 — 2030.



https://thuvienphapluat.vn/van-ban/lao-dong-tien-luong/nghi-dinh-92-2009-nd-cp-chuc-danh-so-luong-che-do-chinh-sach-can-bo-cong-chuc-o-xa-phuong-thi-tran-va-nhung-nguoi-hoat-dong-khong-chuyen-trach-96422.aspx

6

11. Quyét dinh s6 1847/QD-TTg ngay 17 thang 12 ndm 2018 cia Thi
tudng chinh phu vé viéc phé duyét dé an van hoa cong vu.
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