1. Hoc phén: PHAT TRIEN KY NANG QUAN TRI
(DEVELOPING MANAGEMENT SKILLS)

2. M4 hoc phin: HRM3002

3. Nganh: Quan tri kinh doanh
4. Khéi lwong hoc tap: 3 tin chi

5. Muc dich hoc phin

Mon hoc phét trién k¥ ning quan tri huéng dén sy thay doi chinh ban than
ngudi hoc; giup cho ngudi hoc kha ning nhéan dién ban than — diém manh, yéu, s
truong cua minh; kha ning quan hé véi ngudi khac — k¥ ning giao tiép, tao dung
quyén lyc cua ban than, gay anh huong dén moi ngudi khac va k§ ning quan tri xung
d6t voi cac ca nhan dya trén nén tang kiém soat cam x0ic ban than hitu hiéu; va huong
dén 1am viéc nhom hiéu qua. Vi vay, mon hoc mang dén cho sinh vién — cdc nha quan
tri tuong lai mot k§ nang quan tri c4 nhan, quan tri cac mdi quan hé véi con ngudi va
huéng dén giai quyét van dé quan tri mot cach ddy sang tao.
6. Chuin dau ra hoc phian (CLO)

Ma
TT ,CDR Tén chuan dau ra
cua hoc
phan

1| cLo1 Phan tich dugc su anh h}r("mg ctia k¥ nang quan tri dén hiéu qua cong
tac quan tri ban than va to6 chuec.

> | cLo2 Phat trién k’}NI na"lng ca nhan cua ban than: ty nhan thue, quan tri stress,
giai quyét van dé sang tao.

3 | cLO3 Phat trién k§ ning twong tac: truyén thong, tao quyén luc va gdy anh
huong, tao dong luc, quan tri xung dot.

4 | CLOA4 |Phat trién k¥ nang lam viéc nhom.

Ma tran quan hé chuan dau ra hoc phan (CLO) va chuin dau ra chuong trinh (PLO)

CPRhocphdn/CPR | 5|1 8| & 318|858/ 8|2|2|8

chuong trinh N N e e e B e B A e
o o o

CLO1 X
CLO2 X X
CLO3 X
CLO4 X

Tong hgptheo HP | X | X | X X X

7. Nhiém vu cua sinh vién
- Poc toan bd tai li€u hoc tap trude khi dén 16p
- Tham gia hoc tip va thao ludn cac tinh hudng tai 16p
- Chu dong nghién ctru céc tai liéu tham khao dugc gidi thi¢u
- Tham gia hoc tap ¢ 16p va thado luan nhém.




- Thuyc hién céac bai tip theo chu dé trong ky

- Thyc hién bai tap thuc té hoat dong xa hoi hodc bai tap diéu hanh hoat dong 16p
theo chu dé cua méi nhém trong vong 20 phut.
8. Tailiéu hoc tap

e Giaotrinh

TL1. Gido trinh Phdt trién K3 ning Qudn tri ciia TS. Nguyén Quéc Tudn — Th.S.
Nguyén Thi Loan, NXB Tai chinh nam 2008.

TL2. Developing Management Skill, Fifth Edition, David A. Whetten and Kim S.
Cameron, 2002

9. Thang diém: Theo thang diém tin chi.
10. N@oi dung chi tiét hoc phan

CHUONG 1

TU NHAN THU'C

1.1. Khai quat chung vé tw nhén thirc

1.1.1 | Pinh nghia vé tu nhan thirc

1.1.2 | Tam quan trong cua tu nhan thirc

1.1.3 | Hiéu rd va chap nhan su khac biét gitra cac ca nhan

1.2. Cac yéu to cdt 16i ctia tw nhén thire

1.2.1 | Gia tri

1.2.2 | Phong cach hoc

1.2.3 | Thai do ddi véi su thay doi

1.2.4 | Khuynh huéng vé cidc moi quan hé ca nhan

CHUONG 2
QUAN TRI STRESS
2.1. Bin chit ciia stress
2.1.1 | Binh nghia stress
2.1.2 | Céc giai doan cua stress
2.1.3 | Cac ngudn gay ra stress
2.2 Chién lwgc chii ddng ngin chin stress

2.2.1 | Chién luoc chu dong d6i voi stress thoi gian

2.2.2 | Chién lugc chu dong ddi véi stress hoan canh

2.2.3 | Chién luoc chu dong d6i véi stress d6i dau

2.2.4 | Chién lugc chu dong d6i voi stress ludng trude




2.3

Chién lwgc phat trién phuc hdi stress

2.3.1

Phuc hdi vé thé luc

2.3.2

Phuc héi vé tam 1y

2.3.3

Phuc héi vé cac moéi quan hé

2.4

Cac ky thuét lam gidm stress tam thoi

CHUONG 3

GIAI QUYET VAN PE SANG TAO

3.1.

Giai quyét van de sang tao va doi moéi

3.11

Tién trinhh giai quyét van dé theo kiéu phan tich

3.12

Nhirng tro ngai clia giai quyét van dé sang tao

3.2

Rao cian nhan thire

3.2.1

Tinh c¢6 chap

3.2.2

Tu duy mot chiéu

3.2.3

Suy nghi véi ngén ngit don nhat

3.24

Cam két

3.2.5

Bo qua su tuong dong

3.2.6

Co6 dong y tuong

3.2.7

Tu mén

3.3

Pha v& cac rao can nhan thirc

3.3.1

Céc giai doan trong tu duy sang tao

3.3.2

Phuong phép cai thién viéc xac dinh van dé

3.4

Thic diy doi méi

34.1

Nhing nguyén 1y quan trj tao su d6i moi

CHUONG 4

TU VAN, HUAN LUYEN VA TRUYEN THONG HO TRQ

4.1

TAm quan trong ciia truyén thong hiéu qua

41.1

Tap trung vao d6 chinh xac

4.1.2

Tap trung vao mdi quan hé

4.2

Truyén thong hd tro 1a gi?

4.3

Huan luyén va tw van

43.1

Tu van

43.2

Huan luyén




4.3.3

Céc van dé tu van va huan luyén

4.3.4

Phong thu va chong ddi

4.4

Cic nguyén tic truyén thong hd trg

441

Truyén théng hd tro huéng dén vin dé khong huéng dén c4 nhan

442

Truyén thong ho tro dya vao su phu hop

443

M6 ta ma khong danh gia

4.4.4

Khang dinh ma khong phi nhan

445

Cu thé khéng néi chung chung

4.4.6

Lién tiép khong dirc doan

4.4.7

C6 d6i tugng so hitu cau noi

448

Léng nghe hd tro khong ling nghe mot chiéu

CHUONG 5

QUYEN LUC VA SU ANH HUONG

5.1

XAy dung nén tang quyén hre va sir dung sirc anh huéng khéo 1éo

5.1.1

Thiéu quyén Iyc

5.12

Lam dung quyén luc

5.13

Tao dung quyén lyc cho nguoi khac

5.2

Cic chién lwgc tao dung quyén luc trong to chire

5.2.1

Chién lugce thudc veé thudc tinh ca nhan

5.2.2

Chién lugce thude ve vi tri cong viéc

5.3

Bién chuyén quyén lwc thanh anh hwéng

531

Chién luoc tring phat

5.3.2

Chién luoc trao doi

5.3.3

Chién lugc 1y giai

5.4

Hanh déng cwong quyét: Trung hoa cac chién lrge gy anh hwéng

54.1

Trung hoa chién luge trimg phat

5.4.2

Trung hoa chién lugc trao doi

5.4.3

Trung hoa chién lugc 1y giai

5.5

Tao quyén lue cho nguoi khac

CHUONG 6

PONG CO THUC DAY

6.1

Chan doan nhirng van dé thuce hién cong viéc

4




6.2

Thuc day kha nang cia cac ca nhan

6.3

Nuéi dwéng mot mdi trreong lam viée thic diy

6.4

Nhiing nhén t6 ciia mgt chwong trinh thiic diy hiéu qua

6.4.1

Thét 1ap cac ky vong hiéu suat 13 rang

6.4.2

Loai bo rao can doi voi su thuc hién cong viée

6.4.3

Cung cb hanh vi ting cuong su thue hién

6.4.4

Cung cip cac phan thuéng ndi bat

6.4.5

Str dung mét tién trinh cong bang

6.4.6

Tang thudng ding lic va phan hdi chinh xac

CHUONG 7

QUAN TRI XUNG POT

7.1

Nhitng vin dé co ban vé xung dot

7.11

Ban chat cia xung dot

7.1.2

Téc hai va sy can thiét ciia xung dot

7.2

Chan doan kiéu xung dot giira cac ca nhan

7.2.1

Tam diém cua xung dot

71.2.2

Nguén gdc ctia xung dot

7.2.3

Céc kiéu xung dot

7.3

Lua chon phwong phap quén tri xung dét thich hgp

7.3.1

Céc phuong phap quan tri xung dot

7.3.2

CA4c nhan t6 anh huong khi Iya chon phuong phap giai quyét xung dot

7.4

Giai quyét xung dot giira cic ca nhan theo phwong phap hop tac

74.1

Thiét 1ap muc tiéu cing huéng dén

7.4.2

Téach ro1 con nguodi va van de

7.4.3

Tap trung vao loi ich ctia hai bén khong tap trung vao quan diém

74.4

Su lya chon séng tao cho céc g1 ich chung

7.4.5

Str dung ti€éu chuan muc ti€u dé danh gia cac phuong an

7.4.6

Dinh nghia lai thanh cong

CHUONG 8

XAY DUNG VA LAM VIEC NHOM HIEU QUA

8.1

Phat trién nhom va lam viéc nhom

8.1.1

Dinh nghia

8.1.2

Y nghia




8.2 Cic loi thé ciia nhém
8.3 Lanh dao nhom
8.3.1. | Phuong phap so sanh cap
8.3.2. | Tuyén bd, diéu phbi mot tam nhin
8.4 Thanh vién nhém
8.4.1. | Vai tro hudng vao cong viéc
8.4.2. | Vai tro huéng vao mdi quan hé
8.4.3. | Phit trién nhém

11. Ma trian quan hé chuin diu ra va ndi dung (chwong) hoc phin

Chuong | N| ]| <
thir Tén chuong 9 9 9 9
o o o o
1 Tu nhan thic X | X
2 Quan tri stress X
3 Giai quyét van dé sang tao X
4 Huén luyén, tu van va truyén théng hd tro X
5 Quyén luc va sy anh huong X
6 Pong co thic day X
7 Quan tri xung dot X
8 Xay dung va lam vi¢c nhém hi€u qua X




12. MGdi quan hé giira chuin du ra hoc phin (CLO) va phwong phap giang day, hoc tap (TLS)

, — AN (92) <
STT Ma Tén phuwong phap gidng day, hoc tap (TLS) Nhom p,hu’o’ng 9 9 3 3
phap O| O| O] ©

1 TLM1 Giai thich cu thé Explicit Teaching 1

2 TLM2 Thuyét giang Lecture 1 X X X

3 TLM3 Tham luan Guest lecture 1

4 TLM4 | Giai quyét van dé Problem Solving 2

5 TLM5 Tap kich nao Brainstorming 2

6 TLM6 Hoc theo tinh hudng Case Study 2

7 TLM7 bong vai Role play 2

8 TLMS Tro choi Game/ Oral Presentation 2 X X

9 TLM9 Thuec téap, thuc té Field Trip 2

10 TLM10 Tranh luan Debates 3

11 TLM11 Thao luan Discussion 3 X

12 TLM12 Hoc nhém Teamwork Learning 3 X

13 TLM13 Cau hoi goi mo Inquiry 4

. Research Project/
14 Du an nghién cu 4
TLM14 W 4 figfien cuu Independent Study

15 TLM15 | Hoc truc tuyén TBA 5 X

16 TLM16 Bai tap ¢ nha Work Assignment 6

17 TLM17 Khac 7




13. Phan bd thoi gian theo s tiét tin chi cho 3 tin chi(1 tin chi = 15 tiét)

S6 tiét tin chi Phuong phap giang day
Thuc
Chuong thu Tén chuong Ly hanh/ , ,
thuyét thao Tong s
luan®
1 Tu nhan thirc 6 6 12 TLM2,TLM15
2 Quan tri stress 3 3 6 TLM2,TLM15
3 Giai quyét van dé sang tao 1 2 3 TLM2, TLM15
4 Huan luyén, tu van va truyén théng ho tro 3 3 6 TLM2,TLM11
5 Quyén luc va sy anh hudng 3 3 6 TLM2,TLM8,TLM11
6 Pong co thuc day 2 1 3 TLM2,TLM8
7 Quan tri xung dot 4 2 6 TLM2,TLM8
8 Xay dung va lam viéc nhém hi¢u qua 2 1 3 TLM12
Tong 24 21 45

Ghi chii: S6 gio thue hanh/ théo ludn trén thuc té sé bang so tiét thure hanh/ thao ludn trén thiét ké x 2.




14. MObi quan h¢ giira chuan du ra hoc phan (CLO) va phwong phap danh gia (AM)

Nhom
STT Ma Tén phwong phap danh gia phwong § § § Cj
phép O O O @)
1 AM1 Panh gia chuyén can Attendance Check 1
2 AM2 banh gia bai tap Work Assignment 1
3 AM3 Panh gia thuyét trinh Oral Presentation 1 X
4 AM4 banh gia hoat dong Performance test 2 X X
5 AM5 Nhat ky thuc tap Journal and blogs 2
6 AM6 Kiém tra tu luan Essay 2 X X
7 AM7 Kiém tra trac nghiém Multiple choice exam 2
8 AMS8 Bao vé va thi van dap Oral Exam 2 X X X
9 AM9 Bao céo Written Report 2
10 AM10 Panh gia thuyét trinh Oral Presentation 3
11 AM11 Danh gia 1am viéc nhom Teamwork Assessment 3 X
12 AM12 Béo cao khoa luan Graduation Thesis/ Report 3
13 AM13 Khac 4




15. K& hoach kiém tra, danh gia

. Ph ha — AN (92) <
STT Tuén Noi dung wOngPAP | ryewy | O O Q O
danh gia O O O 8
1 7 Chuong 2,3,4 AM3 10% X

2 9 Chuong 4,5,6,7 AMG6 10% X X
3 13 Chuong 4,5,6,7 AM4 12% X X
4 15 Chuong 8 AM11 8% X
5 Theo lich Chuong 1,2,3,4,5,6,7,8 AMS 60% X X X X

Tong cong | 100%

10

X4c nhan cia Khoa/B mén




