TIEU CHUAN KY NANG NGHE

TEN NGHE: THUONG MAI DIEN TU

MA SO NGHE:
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GIOI THIEU CHUNG

Tiéu chuan ky nang nghé Thwong mai dién t la co s& dé xay dung
chuong trinh khung, chrong trinh day nghé, no cting la co s& dé tuyén chon lao
dong va dé nguoi lao dong cé dinh hwéng phan dau nang cao trinh do va ky
nang ctia minh. Vi vay, viéc xay dung tiéu chuan k§ nang nghé larat can thiét.

|.  QUA TRINH XAY DUNG

Thuc hién Quyét dinh s6 09/2008/QD-BLDTBXH ngay 27/3/2008 ctia Bd
trudng BO Lao dong — Thuong binh va Xa hdi ban hanh Quy dinh vé nguyén
téc, quy trinh x&y dung va ban hanh tiéu chuén k¥ nang nghé qudc gia, cu thé
cac codng viéc da duoc Ban chi nhiém XDTCKNNQG thuc hién theo cac buéc
nhuw sau:

+ Phan tich nghé: Ban Chd nhiém xay dwng Tiéu chuan k¥ nang nghé
qudc gia da nghién ctu, thu thap thdng tin vé cac tiéu chuan lién quan dén
nghé Thuong mai dién t&r va to chic xay dung tiéu chudn ky nang nghé
Thuwong mai dién t&r. Truc ti€p dén cac co s& san xuat, cac doanh nghiép dwoc
lwa chon dé tim hiéu quy trinh lam viéc cla nghé. Dva trén céc tai liéu, dir liéu
thu thap duoc qua khao sat, Ban chi nhiém daté chirc cac hdi thao va phan
tich két qua khao sat dé 1ap nén So do phan tich nghé;

+ Phan tich cong viéc: Sau khi 1ap dwoc So d6 phan tich nghé, tién hanh
lap cac phiéu phan tich cong viéc cho tat ca céc cong viéc dé phan tich theo cac
ndi dung, trinh tu thuc hién cac budc cong viéc — tiéu chuan thuc hién ma hoat
dong san xuat hay kinh doanh doi hdi — kién thirc can cé va ky nang lién quan
— cac diéu kién vé cong cu, may moc, thiét bi, dung cu, nguy én vat liéu va moi
treong lam viéc dé thuc hién céng viéc c¢é hiéu qua. Ban chl nhiém da tién
hanh hdi thao dé hoan thién céc phiéu phan tich cong viéc;

+ Xéay dung danh muc cac cong viéc: Can ct theo khung cla tirng bac
trinh d6 ky nang nghé va so do6 phan tich nghé da hoan thién, lap phiéu ghi
danh muc céc cdng viéc. Sau dé da glri cho 30 chuyén gia c6 kinh nghiém gép
y. Cudi cung Ban chii nhiém da hoan thién lai bdn danh muc cong viéc sau khi
cdy kién cla cac chuyén gia;

+ Bién soan tiéu chuan k¥ ndng nghé: Can clr vao céc phiéu phan tich
cong viéc, danh muc cong viéc va cau tric tiéu chuan k§ nang nghé qudc gia
da dwgc hoan thién theo ding quy dinh dé ti€én hanh bién soan tiéu chuan ky
nang nghé qudc gia theo méau dinh dang ti éu chudn k§ ndng nghé. T6 chirc cac
hdi thdo lay y kién doi véi ti éu chuan k§ ndng nghé quéc gia da duoc bién soan
dé hoan thién dv thao tiéu chuan k§ nang nghé qudc gia va giao cho Ban chi
nhiém nghiém thu trwéc khi té chirc tham dinh.

Tiéu chuan k¥ nang nghé Thuwong mai dién ti sau khi dwogc ban hanh la
cdng cu giup cho:
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+ Nguoi lao ddng c6 dinh hwéng phan dau nang cao trinh do vé kién thic
va ky nang clia ban than thdng qua viéc hoc tap v atich Iy kinh nghiém trong
quatrinh lam viéc dé c6 co hoi thang tién trong nghé nghiép;

+ Nguoi str dung lao dong c6 co s& dé tuyén chon lao dong, bo tri cong
viéc vatra lvong hop ly cho nguoi lao déng;

+ Cac co so day nghé c6 can cr dé xay dwng chuwong trinh day nghé tiép
can chuan ky nang nghé qudc gia;

+ Co quan c6 tham quyén c6 can clv dé to chirc thuc hién viéc danh gia,
cap chirng chi k§ nang nghé qudc gia cho ngudi lao dong.

II. DANH SACH THANH VIEN THAM GIA XAY DUNG

SOTT HovaTén Pon vi cdng tac
1 Binh Thi Hién Trwong BT, BD Cén b Cong Thuong TW
2 Nguyén Vin Thao Truong BT, BD Can bd Céng Thuwong TW
3 V{i Manh Hung Truong BT, BD Can bd Céng Thuwong TW
4 Nguyén S§ Diing Trwong BT, BD Cén b Cong Thuong TW
5 Pham Quang Thién Trung tam Tin hoc — B6 Cong Thuong
6 Tran Hru Linh Cuc TMBDT vaCNTT - Bo Céng Thuong
7 V6 Hong Nam Cty Bién t Tin hoc — B6 Khoa hoc Céng nghé
8 | Binh Phi Quéc Cty CPUD Khoa hoc va Céng nghé MITEC
9 Lé Anh Tuén Cty CP Thuong mai di dong TEKMOBI
10 | BUi Thé Btrc Cong ty CP Tin hoc Thuvong mai
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MO TA NGHE
TEN NGHE: THUONG MAI BPIEN TU
MA SO NGHE:

Nghé Thuong mai dién ti la nghé giao dich thwong mai thong qua cac
phurong tién dién tr. Nghé Thwong mai dién ti bao gobm cac hoat dong mua
ban hang héa va dich vu thdng qua phuong tién dién t&r, giao nhan cac ndi
dung k¥ thuat so trén mang, chuyén tién dién tlr, mua ban co phiéu dién t&, van
don dién t&r, ddu gia thuong mai, hop tac thiét ké, tai nguyén mang, mua sim
cbng cong, tiép thi trwc tuyén téi ngudi tiéu dung va cac dich vu sau ban hang.
Thwong mai dién tir dwgc thuc hién ddi voi ca thwong mai hang héa (vi du nhw
hang tiéu dung, cac thiét bi y té chuyén dung) va thvong mai dich vu (vi du
nhu dich vu cung cap thong tin, dich vu phdp ly, tai chinh); cac hoat dong
truyén thong (nhu cham séc strc khoe, gido duc) va cac hoat dong méi (vi du
nhuw siéu thi 40).

Vi tri lam viéc cla lao dong lam nghé Thwong mai dién tir 1alam viéc tai
cac clra hang ban bubn, ban 18, siéu thi, cac phong nghiép vu kinh doanh,
phong xudt nhap khau, phong marketing cla cac doanh nghiép. Dia ban hoat
dong clia nghé Thwong mai dién t&r theo ddi twong khach hang, pham vi hoat
dong co thé trong nwdc hodc ngoai nwéc.

Pdc thu lao dong cuia ctia nghé Thwong mai dién t&r |am viéc theo t0 nhém
V(i day du cac phuong tién dién tir phuc vu cho cong viéc clia minh.

Nghé Thuong mai dién ti chuyén sir dung cac phwong tién dién tir dé thuc
hién céac giao dich thwong mai nhw dién thoai, may fax, cac phuong tién thanh
toan dién tr va may tinh c6 ndi mang internet. Dua trén cac phuong tién nay,
nguoi lam nghé thwong mai dién ttr sé thuc hién cac hoat ddng giao dich mua,
bén, thanh toén, 1&p céc béo cao thdng ké doanh s6, hang hda phuc vu ding
muc dich ctia minh va doanh nghiép.

Két qua lao dong clia nghé Thwong mai dién tr la doanh s mua, ban hang
héa hodc téng giatri clia hop dong mua, ban hang hda da duoc ky két.

Pé lam duoc nghé Thwong mai dién t&r can biét sir dung thanh thao céc
cong cu, thiét bi dién tlr, mang internet dé thwc hién hanh vi mua, ban hang
héa.
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DANH MUC CONG VIEC
TEN NGHE: THUONG MAI BPIEN TU

MA SO NGHE:
Ma Trinh dd k§ nang nghé
T| 6 A
. Cong viéc
T | cong A A A A A
" Bacl | Bac2 | Bac3 | Bac4 | Bacbh
viéc
A | THUC HIEN MUA, BAN HANG HOA
1 | Al | Thuc hién cac hoat déng mua, ban trong kinh X
doanh thuvong mai
2 | A2 | Thuc hién céac buéc quyét dinh mua hang clia
doanh nghiép san xuat va doanh nghiép X
thwong mai
3 | A3 | Thuc hién céac bwéc nghiép vu mua, ban, du
trir hang hoda cta doanh nghiép thuong mai
4 | A4 | Thyc hién cac bwéc giao dich, dam phan, ky X
két hop ddng mua ban hang héa
5 | A5 | Thuc hién cac bwéc mua, ban trong thuwong X
mai quoc té
6 | A6 | Thuc hién hgp dong mua ban hang héa ngoai X
thuong
7 | A7 | Lap bao cao két qua kinh doanh X
B | THUC HIEN MARKETING PIEN TU
8 | B1 | Phan tich mai truong, lva chon thi trvong
muc tiéu va dinh vi thi treong
9 | B2 | Lap chién luvgc, ké hoach vatrién khai e- X
marketing
10 | B3 | Thuc hién céc quyét dinh vé san pham X
11| B4 | Thuc hién cac quyét dinh vé gia ca X
12 | B5 | Thuc hién cac quyét dinh vé phan phoi X
13 | B6 | Thuc hién quan tri quan hé khach hang X
C |THUCHIEN QUY TRiNH7VAN TAl,
GIAO NHAN VA BAO HIEM HANG
HOA
14 | C1 | Thuc hién quy trinh van tai hang hoa bang X
dwong bién
15| C2 | Thuc hién quy trinh van tai hang hoa bang X
duong hang khdng
16 | C3 | Thyc hién quy trinh van tai hang héa béng X
duong bd va duong sat
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17 | C4 | Thuc hién quy trinh van tai da phuong thirc — X
Van tai lién hop
18 | C5 | Thuec hién quy trinh giao nhdn hang héa X
19 | C6 | Thuc hién quy trinh bao hiém hang héa X
20 | C7 | Thuc hién quy trinh khai b&o hai quan dién ttr X
D | THUCHIEN CAC GIAO DICH
THUONG MAI DIEN TU
21 | D1 | Thyc hién phan loai giao dich thuwong mai X
dién tir
22 | D2 | Chuan bi co sé ha tang cho giao dich thwong X
mai dién tir
23 | D3 | Lap ké hoach thyc hién céac giao dich thuwong X
mai dién tlr theo dac thu doanh nghiép
24 | D4 | Chuan bico s& phap ly cho giao dich thwong X
mai dién tir
25 | D5 | Thuc hién giao dich thwong mai bang tiéng X
Anh
26 | D6 | Thuc hién giao dich bang thu tin thvong mai X
27 | D7 | Thyc hién giao dich B2B X
28 | D8 | Thuc hién giao dich B2C X
29 | D9 | Thuc hién giao dich C2C X
30 | D10 | Thyc hién thanh todn trong thwong mai dién X
tl
31 | D11 | Thuc hién chi ky s6 trong thuong mai dién tlr X
32 | D12 | Thyc hién mot giao dich thuwong mai dién ti X
hoan chinh
E | THUCHIEN XAY DUNG VA SU DUNG
HE THONG MANG MAY TIiNH
33| E1 | Lap cau hinh Switch/hub X
34| E2 | Caidat hé diéu hanh vaphan mém quan tri X
trén file server
35| E3 | Caidat may tram X
36 | E4 | Lap cau hinhcard mang X
37 | E5 | Lap cdu hinhrouter/Bridge X
38 | E6 | Kiém trathong mang cuc bo X
39 | E7 | Caidatdich vu remote access trén RAS X
40 | E8 | Ca dat vaquan tri dich vu remote boot X
41| E9 | Caidatvaquan tri dich vu terminal service X
cho may chu
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42 | E10 | Cai Qét va quép tri trinh khai thac terminal X
service cho may tram
43 | E11 | Kiém tra hoat dong hé thong mang X
44 | E12 | Thiét lap tai khoan nguoi dung X
45 | E13 | Thiét lap tai khodn nhém X
46 | E14 | Quan tri tai khodn nhom vata khoan nguoi %
dung
47 | E15 | Chias? tai nguyén File trén may cha X
48 | E16 | Chia <t tai nguyén File trén méay tram X
49 | E17 | Cai ddt may chu in X
50 | E18 | Sk dung may in mang X
51 | E19 | Quan ly may in mang X
52 | E20 | Cai dat vaquan tri dich vu DNS X
53 | E21 | Cai dat vaquan tri dich vu DHCP X
54 | E22 | Caidat vaquan tri dich vu WINS X
55 | E23 | Cai dat dich vu web server X
56 | E24 | Cai dat dich vu mail server X
57 | E25 | Cai dat dich vu FTP X
58 | E26 | Cai dat Proxy X
59 | E27 | Chiasé dudng truyén internet X
60 | E28 ThEJ’C h_iénA xéx dung mot hé théng mang va X
guan tri hé thong mang
F | XU LY ANH VA THIET KE DO HOA
61 | F1 | Caidat phan mém xt ly anh X
62 | F2 | Lamviéc véi &nh Bitmap vaanh Vector X
63| F3 | X ly ving chon X
64 | F4 | Lam viéc véi mau sic X
65| F5 | Skdungvaquanly lép X
66 | F6 | Lam viéc voichir X
67 | F7 | Lamviéc v&i cac bd loc tao hiéu (ng dac biét X
68 | F8 | Thuc hién xt ly anh trén web X
69 | F9 | Caidat phan mém xu ly d6 hoa X
70 | F10 | Thuc hién voi cac cong cu vé X
71| F11 | X ly mau sic X
72| F12 ham viéc vai van ban trong moi truong do X
0a
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73 | F13 | Lam viéc voi cac hiéu ng déc biét trong moi X

truong d6 hoa
74 | F14 | Xuéat ban ra web vain an X
75| F15 Thut; hién 2<éy dung vathiét ké mau do hoa va X

Xt ly mau &nh

G | THIET KE VA QUAN TR| HE THONG

WEBSITE
76 | G1 | Khdo sat nhu cau xay dung hé théng Website X
77 | G2 | Thiét ké dit liéu (chuén hoa) X
78 | G3 | Khoi tao cac bang dit liéu X
79 | G4 | Kétndi cac bang dir liéu X
80 | G5 | Caidat phan mém quan tri CSDL X
81| G6 | Thiét ké chirc nang clia cac modul X
82 | G7 | Thiét ké giao dién website X
83 | G8 | Thiét ké cac ddi twong, I6p X
84 | G9 | Thiét ké form nhap liéu X
85 | G10 | Thiét ké form bao cao X
86 | G11 | Thuc hién lap trinh X
87 | G12 | Cai dat vaquan tri may chi web X
88 | G13 | Bao mat di¥ liéu, an ninh an toan mang X
89 | G14 | Nghiém thu website X
90 | G15 Thuc_hién quan tri va cap nhat dir liéu 1én X

website
91 | G16 | Xay dwng vaquan tri 1 website thwong mai X

~
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUC HIEN CAC HOAT BONG MUA, BAN TRONG
KINH DOANH THUONG MAI

Ma s6 Cong viéc: Al

l. MO TA CONG VIEC

- Thuc hién cac hoat ddong mua hang vatao lap ngudn hang gdm: Nghién
clru, phan tich, tiép xdc ngudn hang, lwva chon va quyét dinh mua hang;

- Thuc hién céc hoat dong ban hang goém: Nghién ciru, phan tich thi
treong va khéach hang; T6 chiic va lén ké hoach chuyén héa hang thanh
tién: Xac dinh kénh lvu chuyén hang héa; Ky két hgp dong mua ban
hang hda;VVan chuyén, giao nhan vathanh toén;

- Thuc hién xéc dinh dy trli hang héa: Dy trii hang gi? S6 lvgng bao
nhiéu: D trir dau ky, cudi ky, du trir bao hiém, dv trir cao nhat , duw trir
thap nhat va duy trir binh quan;

- TG chirc hach toan va kiém tra hoat dong mua ban hang héa: Tinh két
qua hoat dong kinh doanh, kiém tra phat hién ton tai can khac phuc v a dé
ra bién phap khac phuc ton tai trong qua trinh mua, ban va du trir hang
hoa.

1. CACTIEUCHI THUCHIEN

- Lwa chon hang hoa can mua ban;

- Xé&c dinh s6 lwvgng mua hodc ban;

- Xaéc dinh gia cd hang hoa;

- Xé&c dinh céc diéu kién mua hodc ban hang: Van chuyén, giao nhan,
thanh toan...

- Xac dinh khach hang hodc nhacung cép;

- Xac dinh s6 lvong du trir hang héa theo mat hang va cho tirng loai du
trir;

- Lap két qua hoat dong kinh doanh: Doanh s, chi phi, lgi nhuan .

1.  CACKY NANG VA KIEN THUC THIET YEU
1. K§ nang

- K¥ ndng phan tich tong hop so liéu

- Ky nang vé giao dich dam phan;

- K¥ nang nghién ctru nhu cau thi treong;

- Ky nang lap ké hoach;
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Ky nang van dung nguyén ly tdm ly hoc;

K¥ nang vé giao nhan hang hoa;

K ¥ nang vé str dung cac phuwong tién dién tl, internet,...

Biét van dung cac kién thirc vé luat, nghiép vu giao nhan.
2. Kién thirc

- Kién thirc vé Luat Thuong mai;

- Kién thirc vé nghiép vu kinh doanh thwong mai;

- Kién thtrc vé kinh t€ thi trwong;

- Kién thirc vé tin hoc;

- Kién thirc V& ngoai ngi¥;

- Kién thirc tam ly hoc.

IV. CACDBIEU KIEN THUC HIEN CONG VIEC

- Céc phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...);

- M@i treong hoat dong kinh doanh thwong mai.

V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Nghién ctru, phan tich khach hang - Kiém tra va danh gidquacéc tiéu
(Muahoac ban) chi phéan tich va dua ra két luan tong

hop vé khach hang

- Lap duoc ké hoach mua, ban hodc dv | - Kiém tra va danh gia tinh chinh

trir hang héa xac, day da vé ndi dung cac buéc
tién hanh
- L&p, lwva chon phuwong an mua, ban - Kiém tra mirc do chinh xac, phu
hoac du trir hang hda hop cua cac phwong an va cach thirc
lwva chon varaquyét dinh
- Trinh bay duoc quy trinh hoat dong - Kiém tra tinh chuan xac va sy phu
cta ky két hgp dong, giao nhan hang hop gilra cac bwéc trong cac quy
héa vathanh toan trinh hoat déng
- Kiém tra két qua hoat dong kinh - Kiém tra va danh gia n6i dung céc
doanh tiéu chi
9
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUWC HIEN CAC BUOC QUYET BINH MUA HANG
CUA DOANH NGHIEP SAN XUAT VA DOANH
NGHIEP THUONG MAI
Ma sb Cong viéc: A2
l. MO TA CONG VIEC
- Xac dinh cau valwong cau, cung va lwvgng cung hang héavadich vu;

- Xac dinh cac nhan t6 anh hwdng dén cau va cung vé hang héa va dich
VU,

- Xac dinh lvgng cung, cau va trang thai quan hé cung — cau trong tirng
thoi gian;

- Tinhtoan hé s6 co gian clia cung vacuta cau hang héavadich vu;

- Xac dinh hanh vi muacla nguoi tiéu dung;

- Phan tich cac nhan td anh hwdng dén hanh vi mua clia nguoi tiéu dung;

- Thuc hién cac buéc cta qua trinh quyét dinh mua hang;

- Thuwc hién cac bwéc trong quy trinh mua hang ctia cac doanh nghiép san
xudt va doanh nghiép thvong mai.

. CAC TIEU CHI THUC HIEN

- Xac dinh day dd cac nhan t6 &nh hwéng dén cung va cau hang héa va
dich vu;

- Phan biét dwoc gia ca cla cac loai hang héa dich vu, gia ca hang hda bo
sung vagia ca hang hoa thay thé;

- DPuara duoc hé s6 co gian clia cung vacau trong cac trwong hop cu thé;
- Thuc hién cac cong thikc tinh toan hé sb co gian cung vacau;

- Thuc hién cac bwdc trong quy trinh quyét dinh mua hang cla nguoi tiéu
dung, cta doanh nghiép (san xuét va thwong mai);

- Doc, hiéu, viét tieng Anh thuong mai.

1.  CACKY NANG VA KIEN THUC THIET YEU
1. K¥ nang

- Ky nang vé toan kinh té;

- K¥ nang phan biét cac loai hang hoa, dich vu;
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K ¥ nang phan biét cac yéu té anh hwdng dén cung vacau hang héa;

K¥ nang nghién ctru thi truvong;

K ¥ nang van dung cac cong thirc thdng k & trong x0 ly s liéu;
K¥ nang doc, hiéu, viét tiéng Anh throng mai;

K ¥ nang vé str dung cac phuong tién dién tl, internet,...
K¥ nang phan tich, téng hop vanhan xét tinh hinh cung cau hang héa,
dich vu théng qua cac di¥ liéu datinh toan.
2. Kién thirc

- Kién thttc vé kinh té chinh tri, kinh t& vi mo, kinh t€ vi mo, kinh té
thuwong mai, kinh té quoc té;

- Hiéu biét vé cac thuat toan kinh té;
- Trinh d6 tiéng Anh thuong mai.
IV. CACPBIEUKIEN THUC HIEN CONG VIEC

- Céc phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...)
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- X&c dinh cac nhan t6 dnh hudng dén
cau va dén cung hang héavadich vu

- Kiém tra va danh gia tinh chinh
Xac, day dd vé ndi dung cac nhan to

- Xac dinh lvgng tién dan cu tiéu dung
vao hang héa vadich vu

- Kiém tra va danh gia phrong phap
tinh toan

- Xéc dinh lvgng cung, cau vatrang
tha quan hé cung — cau trong tirng thoi
gian

- Kiém tra va danh gia trang thai
thuc té

- Tinh duoc hé s6 co gian cla cau va
clia cung trong cac triong hop cu thé

- Kiém tra cong thirc tinh va do
chinh xé&c cla cac phép tinh

- Phéan tich dwoc m6i quan hé clia cac
yéu td anh hudng dén lvong cau

- Kiém tra tinh pht hop gilra cac bién
0

- Phan tich dugc moi quan hé cua cac
yéu t6 anh huwdng dén lwgng cung

- Kiém tra va danh gia tinh phu hop
clia céc bién so

- Phan tich cac buvéc quyét dinh mua
hang clia nguoi tiéu ding

- Panh gia qua s chuan xac clia cac
bwéc trong qua trinh quyét dinh mua
hang clia nguoi tiéu ding

- Phén tich cac buac trong qua trinh
quyét dinh mua hang ctia doanh nghiép
SX vaDNTM

- Banh gia qua su chuan xac clia cac
bwéc trong quyét dinh mua hang clia
DN
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUC HIEN CAC BUOC NGHIEP VU MUA, BAN,
DU TRO HANG HOA CUA DOANH NGHIEP
THUONG MAI

Ma s6 Cong viéc: A3

I MO TA CONG VIEC
- T0 chirc ngudn hang va mua hang:

+  Nghién ctru ngudn hang, phan tich valua chon nguén hang;
+  Lwachon nguoi cung tng;

+  Lwa chon phuong thirc mua hang va phuong thire thanh toén;
+  Tién hanh giao dich, dam phan ky két hop dong mua hang.

- T6 chirc ban hang:
L wa chon kénh phan phoi;
Xé&c dinh hé thdng mang lv6i ban hang;
Chao hang, gidi thiéu hang hoa;

i

n

i

+  Xé&c dinh khach hang;

+ Ky két hop dong ban hang.

- Du trir hang hoa:

+  Xéac dinh muc dich dv trir hang hoda;
n

Tinh dinh mic dv trir phu hop voi quy md kinh doanh: Dy trii dau
ky, du trt cudi Ky, du trir thwong xuyén, dy trir bao hiém, du trlr chuan
bi vady trir binh quan;

+  Tinhthoi gian chu chuyén hang héabinh quan;

+  X&c dinh co s& ha tang cho hoat dong du trir hang hda: Kho tang,
bén bai, phuong tién, clra hang, quay hang;

+  Tuy thudc vao dac tinh thvong pham clia hang hda dé tién hanh
cham séc bdo quan hang héa cho phu hgp va dam bao chét lvgng hang
hoa.

1.  CACTIEUCHI THUC HIEN
- Nghién ctru valwa chon dwoc ngudn hang co chat lugng, s6 lvgng vagia

ca phu hop déap (ng yéu cau san xuat kinh doanh ctia doanh nghiép;
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- Lwa chon dwgc nhacung tng c6 nang lwc, uy tin;

- Xay dwng dwoc mang lwdi mua hang t6t dap rng duoc yéu cau, tién do
mua hang dat ra;

- Mua dugc hang hda dam bao vé mat sé lvong, chat lvgng tot, gia cd phu
hop;

- Sk dung phuwong thirc mua hang va thanh toan t6i wu tiét kiém, gidm chi
phi va han ché toi thi€u rdi ro trong mua béan;

- Phan tich duoc thi trvong, can clr vao kha nang va nang luc clia doanh
nghiép dé to chirc du trir hang hda hop ly;

- Biét t0 chirc ban hang va mua hang theo cac phuong th ’c mua ban pho
bién: ban budn, ban I&, mua ban tryc tiép, mua ban qua trung gian, mua
ban ddi lvu, dau gia, dau thau, mua ban qua sé giao dich, tam nhap -ta
Xudt, tam xuat-tai nhap, gia cong,...

- Cé tinh than trach nhiém cao, can than, ndng dong v alinh hoat, c6 kha
nang lam viéc theo nhom.

l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- Ky nang lamviéc nhém, td chirc, phéi hop thwc hién;
- K¥ nang giao nhan;
- Ky nang phan tich thi treong;
- Ky nang giao tiép, (rng X0 .
2. Kién thirc
- Kién thtrc vé kinh doanh thvong mai;
- Kién thirc vé k¥ thuat nghiép vu thwrong mai;
- Kién thirc co ban vé tiéng Anh throng mai.

IV. CACDBIEU KIEN THUC HIEN CONG VIEC

- Céc phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...);

- M@i treong hoat ddng kinh doanh thwong mai.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Pua ra dwoc cac tiéu chi dé phan tich | Banh gia cac tiéu chi va kién thic
va danh gia luva chon ngudn hang, nha | lién quan
cung (rng

- Phan tich cac phuong thirc mua ban | Kiém tra va danh gia kién thirc hiéu
hang héa pho bién trén thi trwong cling | biét

nhw quy trinh, vu nhuoc diém cla moi
phuong thire

- Phan tich cung, cau, phan tich nhan | Kiém tra va danh gia kién thirc hiéu
dinh thi trwong vanéu dugc cac nhan to | biét...

anh huwéng dén du trlr hang hoa cua
doanh nghiép
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUC HIEN CAC BUOC GIAO DICH, BAM
PHAN, KY KET HOP BONG MUA BAN HANG
HOA

Ma sb Cong viéc: A4

l. MO TA CONG VIEC
- Giao dich v6i khach hang dé mua ban hang héa;
- Pam phan véi khach hang dé di dén thong nhat ky két hop dong;
- Soan thao hop dong mua ban hang héavaky két hop dong.

1.  CACTIEUCHI THUC HIEN

- Soan duoc céc thu hoi hang, chao hang, dat hang, hoan gig, chap thuan
va xac nhan dé gtri cho khach hang can giao dich mua ban;

- La&p dugc phwong an kinh doanh va lya chon don hang téi uu;

- Van dung cac nguyén tac vao thuc hién dam phan, ky két hop dong mua
ban hang hoa;

- Thuc hién giao dich va dam phan dé ky két hgp dong mua ban hang héa;

- Sk dung tiéng Viét vatiéng Anh dé giao dich, dam phéan;

- Soan thao duoc hgp dong mua ban trong nuéc va mua ban ngoai thuong;

- Hiéu va phan tich dugc cac diéu khoan ctia hop dong;

- Co tinh than trach nhiém cao, can than, nang dong va linh hoat, c6 kha
nang phan tich va xt ly tinh huéng valam viéc theo nhém.

1. CACKY NANG VA KIEN THUC THIET YEU
1. K§ nang
- KV nang giao dich, dam phan;
- KV nang vé st dung cac phuong tién dién t, internet,...

- Biét van dung céc kién thirc vé luat, k¥ thuat nghiép vu thvong mai dé
thirc hién cong viéc;

- Nghe, ndi, hiéu vaviét duoc tiéng Anh thwong mai.
2. Kién thirc

- Hiéu vanam duoc cac diéu khoan cé lién qua dén mua ban hang héa cd
trong Luat Thwong mai, luat Dan s, luat giao dich thwong mai dién tr
vacéac luat quéc té lién quan;
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- Kién thirc vé k¥ thuat nghiép vu thwrong mai;
- Kién thirc vatrinh d6 nghe, noi, doc hiéu tiéng Anh throng mai tot.

IV. CACDBIEU KIEN THUC HIEN CONG VIEC

- Céc phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...);

- Hoat dong kinh doanh thvong mai, xuat nhap khau.

V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Thuc hién trinh ty cic buwdc giao dich | Banh gia quy trinh cac bwdc cd trinh
va dam phan dé di dén ky két hop dong | tv logic, day dd
mua ban hang hda

- Céc thu giao dich phai dam bao duwoc | Kiém tra va danh gia ndi dung, céc
day du nhitng ndi dung va diéu khoan | diéu khoan, cach hanh van giao dich
co béan, dat yéu cau

- Hop dong mua ban hang héa phai | Kiém tra, danh gia hinh thic, noi
ding vé hinh thirc, day di nhitng diéu | dung cac diéu khoan cla hgp dong
khoan thiét yéu, ndi dung chat ché va
dam bao tinh phap ly
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUC HIEN CAC BUOC MUA, BAN
TRONG THUONG MAI QUOC TE
Ma s6 Cong viéc: A5

I MO TA CONG VIEC
- Thuec hién céac phwong thirc mua ban trén thi truong quoc té;
- Thyec hién nhitng nghiép vu lién quan theo dung quy trinh.

. CAC TIEU CHI THUC HIEN

- Phén biét va hiéu dvoc nhitng dac thu cla giao dich, kinh doanh thuwong
mai quoc t€ so voi kinh doanh thuong mai trong nwéc;

- Hiéu vavan dung tot cac phwrong thirc mua ban quoc té vao kinh doanh;

- Biét t0 chirc kinh doanh theo cac phwong thitc mua ban pho bién trong
thuvong mai qudc té: mua ban tric ti€p, mua ban qua trung gian, mua ban
doi lvu, dau gia, dau thau, mua ban qua sé giao dich, tam nhap-ta xuét,
tam xudt-tai nhap, gia cong,...;

- Co tinh than trach nhiém, can than, nang dong trong cong viéc, tuan thu
dang quy dinh cta Phap luat Viét Nam, va cac cam két quéc té cling nhuw
luat qudc té lién quan.

[1l. CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang

- Cb kha ndng van dung cac Kién thirc vé kinh doanh th vong mai, cac
nghiép vu kinh doanh thwong mai, xudt nhap khau vao thuc tién;

- Ky nang giao ti€p, (rng X trong giao dich thwong mai quoc té;
- Ky nang nghe, noi, doc, viét tiéng Anh thuong mai.
2. Kién thirc

- Kién thirc vé kinh doanh thwong mai, kinh doanh thwong mai quoc té va
céc nghiép vu lién quan (k¥ thuat nghiép vu thwong mai, nghiép vu giao
nhan van tai vabao hiém hang hda, nghiép vu thanh toan qudc té, nghiép
vu khai bao valam thi tuc hai quan,...)

- Kién thtrc vé hdi nhap kinh té qudc té;
- Kiénthtrc vé luat, luat thwong mai va céac luat quoc té lién quan;
Kién thirc vé tiéng Anh throng mai.
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IV. CACPIEUKIEN THUC HIEN CONG VIEC

- Céc phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...);

- Tai liéu lién quan vé thuong mai quoc t€;
- Ma@i trrong thuong mai qudc té.

V. TIEU CHi VA CACH THUC BPANH GIA KY NANG

Tiéu chi danh gia Cach thirc danh gia

- Phan tich duoc nhitng kién thirc co | Kiém tra danh gia kién thirc qua céc
ban vé thwong mai qudc t€, ngoai | bai test vavan dap
thwong, xudt nhap khau

- Phan tich duoc cac phuong thirc mua | Kiém tra va danh gia kién thirc hiéu
ban hang hoa pho bién trén thi truvong | biét qua cac bai test vavan dap

quéc té cling nhw quy trinh, vu nhwoc
diém cia moi phwong thic

- Phan tich va soan thdo dugc cac loai | Kiém tra danh gia kién thirc nghiép
hgp déng mua ban ngoai thuwong vu ngoai thvong va hgp dong

- S dung duwoc cac luat trong thuong | Kiém tra danh gia kién thic vé luét,
mai qudc té, va cac cam két hdi nhap | vé hdi nhap kinh té qudc té
WTO cua Viét nam véi cac nwdc

- Thuc hién cic nghiép vu co ban vé | Kiém tra danh gia kién thiéc nghiép
ngoai thwong, thanh toan qudc té, giao | vu qua cac bai test vavan dap
nhan van tai vabao hiém, ...
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THWC HIEN HOP BONG MUA BAN HANG

Ma sb

HOA NGOAI THUONG
ong viéc: A6

l. MO TA CONG VIEC
- Thuc hién hop dong xuat khau:

+

+ + + + + + + o+

+

Xin gidy phép xuét khau;

Thuc hién nhitng cong viéc & giai doan dau clia khau th anh toan;
Chuan bi hang xuét khau;

Kiém tra s6 lvgng vachat lvgng hang hda;

Thué phuong tién van tai;

Muabao hiém;

Thuc hién tha tuc hai quan;

Giao hang cho ngu i van tai;

Lap bd chirng tir thanh toan;

Giai quyét khi€u nai (néu co).

- Thuec hién hgp dong nhap khau:

+

+ + + + + + + + o+

Xin gidy phép nhap khau;

Thuc hién nhitng cong viéc & giai doan dau ctia khau thanh toan;
Thué phuong tién van tai;

Muabao hiém;

Lam tha tuc hai quan;

Nhén hang;

Kiém tra hang nhap khau;

Thanh toan tién hang;

Khiéu nai (néu co);

Lap cac ching tir hang hda, chiing tlr van tai, chirng tir bao hiém
vachtng tir hai quan.
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CAC TIEU CHI THUC HIEN

Xéc dinh dwoc cac cong viéc can phai thic hién mot cach co quy trinh
logic, khoa hoc sau khi ky hop dong mua ban hang hoa trong nwéc va
hang héa xuét nhap khau;

Nghiép vu V& giao nhan, van tai vabao hiém hang hda, nghiép vu khai
bao valam thd tuc hai quan;

Hoan thanh céc cong viéc cu thé dap tng duoc vé mat thoi gian cho moi
khéu trong qua trinh thuc hién hop dong xuat khau hodc hop dong nhap
khau, tiét kiém chi phi;

Lap dwoc ho so xin gidy phép xuat khau, nhap khau;

DPanh gia va kiém tra so bd duoc chat lvgng hang hoa;

Lap dwoc céac chirng tir hang hda, chirng tlr thanh toan, ching tir van tai,
chirng tir bdo hiém, ching tir hai quan, dam bao nhanh chéng v a chinh
X&c;

C6 tinh than trach nhiém cao, can than, nang dong va linh hoat, c6 kha
nang phan tich va x ly tinh huéng, valam viéc theo nhém.

CAC KY NANG VA KIEN THUC THIET YEU

1. K¥ nang

K¥ nang lap ho so, ching ti;

K ¥ nang vé str dung cac phuwong tién dién tt, internet,...;
K¥ nang giao nhan hang hoa;

K¥ nang khai bao valam thu thd tuc hai quan;

Biét van dung cac nghiép vu giao nhan, van tai va bao hiém hang hda,
nghiép vu khai bao valam thd tuc hai quan dé thwc hién cong viéc.

2. Kién thirc

Kién thirc vé cac nghiép vu thwong mai va xudt nhap khau lién quan
nhuw: nghiép vu thanh toan qudc té, nghiép vu giao nhan, van tai v a bao
hiém hang hda, nghiép vu khai bao hai quan valam thi tuc hai quan,...

Kién thirc vatrinh do doc, viét, hiéu tiéng Anh thuong mai tot;

CAC PIEU KIEN THUC HIEN CONG VIEC

Cac phuong tién phuc vu cho cbng viéc (PC, dién thoai, fax, mang
internet...)

M0i trvong hoat dong kinh doanh thwong mai, xuét nhap khau, van tai,
bao hiém, ngan hang...
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V. TIEU CHi VA CACH THUC BDANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Thuc hién hgp dong xudt khau va|Banh giad quy trinh cac budc co trinh
nhap khau theo ddng trinh tw tw logic, day dd

- HO so cac chirng tlr hang hoa, ching | Kiém tra va danh gia so lvong céc
tlr van tai, chirng tlr bao hiém, ching tlr | chitng tir, ndi dung, céc tiéu chi cla
hai quan phai day du va chinh xéac theo | tirng chiing tlr can ct theo hgp dong
yéu cau va quy dinh ctia Phap luat

- HO so chitng tlr thanh todn qua ngan | Kiém tra, danh gia hd so va cac
hang phdi dam bao duoc theo yéu cau | chitng tir can ci theo quy dinh cla

cua tirng phuong thire thanh toan hop dong, theo cac phuwong thic
thanh toan nho thu, tin dung chirng
tw,...
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: LAP BAO CAO KET QUA KINH DOANH
Ma sb Cong viéc: A7

I MO TA CONG VIEC
- Thuc hién 1ap bao cao két qua kinh doanh theo ding quy trinh.

1.  CACTIEUCHIi THUCHIEN
- Tong hop s0 liéu tlr cac bao céo két qua theo dinh ky;
- Lap bang bao cdo xudt, nhap, ton hang héa;
- Lap bang bao cao vé doanh thu ban hang;
- Lap bang bao cao chi phi;
- Lé&p bang bao céo tong hop.

1. CACKY NANG VA KIEN THUC THIET YEU
1. K¥ nang
- Ky ndng I&p ho so, ching ti;
- Ky nang vé str dung phan mém lap bao céo;
- K¥ nang téng hop va phan tich thong tin.
2. Kién thirc
- Kién thirc vé cac nghiép vu quan tri kinh doanh;
- Kién thirc co ban vé ké toan doanh nghiép.

IV. CACPDIEU KIEN THUC HIEN CONG VIEC

- Cé&c phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...)

- Céc béo céo 6 liéu dinh ky.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Bang tong hop sO liéu chi tiét, day di | Kiém tra két qua va déi chiéu vai
tirng bao cao chi tiét

- Bang bao cdo xuat, nhap, ton hang | Kiém tra vaddi chiéu theo thuc té
hoaliét ké day du, ro rang

- Bang béo céo doanh s6 ban hang liét | Kiém tra vatinh toan theo thuc té
ké day da, ré rang

- Bang bao céo chi phi liét ké day du, | Kiém tra vatinh toan theo thuc té
rd rang

- Béo céo kinh doanh tong hop thé hién | Kiém tra vatinh toan theo thurc té
rd rang, tinh toan 16 18
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: PHAN TICH MOI TRUONG, LUA CHON THI

TRUONG MUC TIEU VA BINH VI THI TRUONG

Ma s6 Cong viéc: B1
I MO TA CONG VIEC

- X&c lap méi trvong cho e-marketing;

- Do lvdng vady bado mikc cau thi trvdng;

- Thuc hién lya chon thi treong muc tiéu theo ding cac tiéu chuén;

- Xéc dinh vi tri ctia san pham hang hoatrén thi trwong.

1.  CACTIEUCHI THUCHIEN

- Xac dinh ding cac yéu t6 &nh hwdng va mic d6 anh hudng cta moi
trvong toi hoat dong e-marketing;

- Danh gia chinh xac quy mé hién tai vadu bao quy md tuong lai cla thi
treong;

- Thuyc hién khoa hoc viéc phan doan thi truwéng, xac dinh kha nang cla
cac doan thi truong, dua ra cac phuong an va lya chon ding doan thi
truong cé kha nang nhat phu hop véi tinh hinh ctia doanh nghiép;

- Xac dinh chinh xac vi tri cla cac doi thu canh tranh v axac lap vi tri cta
minh trén thi truong.

l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang

- Ky nang thu thap, tong hop, phan tich thong tin;;

- Xay dung bang, phiéu diéu tra nhu cau thi truong;

- Xac dinh vi tri canh tranh vaxay dwng chién luvoc chiém Iinh thi truvong;

- Ky nang veé sir dung may tinh, phan mém, internet, str dung tin hoc rng
dung...

- Van dung céc kién thirc vé luat, vé thwong mai, xuat nhap khau, st dung
cac phuong tién dién tir dé thwc hién cong viéc.

2. Kién thirc

Cac yéu t6 thudc mdi truong e-marketing;

Cac nguyén tac phan doan thi truong va lwa chon thi truong muc tiéu
trong e-marketing;
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- Céc phuong an chiém Iinh thi truong.

IV. CACPIEU KIEN THUC HIEN CONG VIEC

- Céac phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...), phiéu diéu tra;

- MOi trwong hoat dong kinh doanh; xudt nhap khau h ang héa.

V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Xac dinh dlng céac yéu t6 thudc moi | - Kiém tra thuc té
trvong tac doéng toéi hoat dong e-
marketing

- Lap duoc phiéu diéu tra nhu cau thj | - BG6i chiéu san phdm v6i muc tiéu
treong diéu tra, cac nguyén tac xay dung
phiéu diéu tra

- Thuc hién cong tac phan doan thi | - D3i chiéu véi nguyén tic phan doan
trwong thi trvong

- Lua chon thi trvdng muc tiéu - P6i chiéu voi nguyén tic lva chon
thi tredng muc tiéu

- Xay dwng chién lvgc chiém Iinh thi | - DPanh gia su phu hop gitta chién
trwong lvgc vGi doan thi truwong; tinh hinh
cla cong ty
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: LAP CHIEN LUOQOC, KE HOACH VA TRIEN KHAI

E-MARKETING

Ma s6 Cong viéc: B2

MO TA CONG VIEC

Lap ké hoach chién lwoc theo céc tiéu chi chuan;
Xay dung ké hoach e-marketing;

Thuc hién ké hoach e-marketing theo dung trinh tu.

CAC TIEU CHI THUC HIEN

Xay dung cuwong IThh ctia doanh nghiép; xac dinh nhiém vu vamuc tiéu;
phéan tich nguon lwc; 1ap ké hoach phat trién co ng ty;

Phan tich nhitng co hoi va thach thirc clia cong ty trong diéu kién thi
truong tir d6 xay dung cac chién lwoc e-marketing phu hop véi kha nang
V& ngan sach vacd kha nang kiém tra;

Kiém tra thuc hién ké hoach e-marketing theo nam; theo kha nang sinh
|0i vatheo chién luoc.

CAC KY NANG VA KIEN THUC THIET YEU

1. K¥ nang

K nang phan tich, tong hop;

K ¥ nang lap ké hoach;

K nang to chirc, kiém tra;

K§ nang vé str dung may tinh, phan mém, internet...
Doc hiéu, viét tiéng anh throng mai.

2. Kién thirc

Quy trinh 1ap ké hoach chién luoc;

Quy trinh 1ap ké hoach e-marketing;

Phwong an va trinh ty kiém tra thic hién ké hoach e -marketing;
Trinh d6 Tiéng Anh thwong mai.

CAC PIEU KIEN THUC HIEN CONG VIEC

Céac phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...);
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- Hoat déng thvong mai dién to;
- Mai trwong hoat dong kinh doanh; xuat nhap khau h ang héa.

V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Cach thirc danh gia

- Xay dung dwoc ké hoach chién lvgc | - Kiém tra xudt phat diém co tring
khop véi cuong Iinh hoat dong cla
doanh nghiép va danh gia sv phu hop
clia chién luvoc véi muc tiéu phét trién
lau dai clia doanh nghiép

- Xay dung duoc ké hoach e-marketing | - Ban ké hoach phai chi tiét, phan tich
day da nhirng thach thic va co hdi,
tinh kha thi, ngan sach thyc hién va
hiéu qua thuc hién

- Thie hién va hiéu chinh ké hoach e- | - Kiém tra két qua thuc té
marketing
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Coéngviéc: THWC HIEN CAC QUYET BINH VE SAN PHAM
Ma sb Cong viéc: B3

MO TA CONG VIEC

Xac dinh cac van dé co ban vé san pham;
Xac dinh chu ky s6ng clia san pham;
Xay dung chién lrgc san pham méi;

Ra cac quyét dinh e-marketing.

CAC TIEU CHI THUC HIEN

Xac dinh céac yéu t6 cdu thanh san pham, vi tri clia chinh sach san pham,
nhitng can ct chi yéu dé xay dwng, lva chon va quyét dinh phrong an
san pham;

Theo ddi san pham trong tat ca cac giai doan cla chu ky song tlr d6 h inh
thanh cac chién lvgc marketing;

Xay dwng, thuc hién vakiém tra cac giai doan cla qua trinh triét ké san
pham méi c6 chon loc, ddm bao han ché thdp nhéat mirc dd rdi ro cho
cong ty;

Tién hanh cac quyét dinh vé nhan hiéu; quyét dinh vé ching loai vadanh
muc san pham; quyét dinh vé bao g6i vadich vu san pham.

CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K¥ nang phan tich, tong hop;

K¥ nang hoach dinh;

K nang to chirc, kiém tra;

K§ nang vé str dung may tinh, phan mém, internet...
Doc hiéu, viét tiéng anh thwong mai

2. Kién thirc

Péc diém, tinh chat clia san pham, cac can clv dé xay dwng chién | uoc
san pham;

Céc giai doan clia chu ky s6ng san pham;

Quy trinh nghién ctru thiét ké san pham moi;

Trinh do tiéng anh thwong mai.
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IV. CACPIEUKIEN THUC HIEN CONG VIEC

- Céac phuong tién phuc vu cho cbng viéc (PC, dién thoai, fax, mang
internet...);

- Hoat déng thvong mai dién ti;
- MOi truong hoat dong kinh doanh; xudt nhap khau h ang héa.

V. TIEU CHi VA CACH THUC BPANH GIA KY NANG

Tiéu chi danh gia Cach thirc danh gia

- Xéay dwng duoc chién lwgc e-|- Sy phu hop giita cac giai doan véi
marketing theo chu ky séng clia san | cac chién lvgc dwgc dat ra, tinh hiéu
pham gua hodc phan rng cla thi truong

- Thiét ké nhitng san phdm méi - Thyc hién theo 8 budc cla quy
trinh, sdn pham m@i co tinh nang noi
troi hon so voi san pham cii vé céc
mat: nhan hiéu, bao go6i, tinh nang
hoac dich vu di kem...
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Cong viéc: THUC HIEN CAC QUYET PINH VE GIA CA
Ma sb Cong viéc: B4
I MO TA CONG VIEC
- Xay dung chién luogc veé gid;
- Xac dinh cac yéu t6 anh hudng téi quyét dinh vé gia;
- Xac dinh céc phuwong an gia va cac muec gia ban;
- Lwa chon phuwong an gia;
- Quyét dinh gia.
ll.  CACTIEUCHI THUCHIEN

- Xé&c dinh céc yéu t6 bén trong doanh nghiép anh huéng t¢i quyét dinh vé
gid nhu: Muc tiéu Marketing; chién lvgc marketing mix; chi phi san
xudt, kinh doanh; ngui dinh gia;

- Xac dinh cac yéu t6 bén ngoai doanh nghiép anh hudng téi quyét dinh
gid nhu: thi trvong va nhu cau; déi tha canh tranh; cac yéu t6 khach
guan khéc;

- Xy dung cac phuong phap dinh gia theo chi phi; theo d6i thdi canh tranh
va dinh gia theo nguoi mua;

- Xay dung céc chién lwvoc gia cho san phdm mdi; chién luoc gia cho mat
hang va céc chién lwoc digu khién (tang hodc giam) gia.
1. CACKY NANG VA KIEN THUC THIET YEU
1. K¥ nang
K¥ nang phan tich, tong hop;

K¥ nang hoach dinh gia;

K¥ nang to chirc, kiém tra;

K¥ nang vé st dung may tinh, phan mém, internet...
2. Kién thirc

- Céc yéu to anh hwéng toi quyét dinh gia;

- Cac phuong phap tinh gia;

- NOi dung va diéu kién thuc hién cac chién lugc gia.

IV. CACPIEU KIEN THUC HIEN CONG VIEC

- Céac phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...);
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Hoat dong thwong mai dién tu;

V.

M0i trvong hoat dong kinh doanh, xudt nhap khau hang héa.

TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Xac dinh ding cac yéu t6 anh huéng
téi quyét dinh vé gia

- Kiém tra cac yéu t6 thuc té

- Tién hanh t6t cong tac dinh gia

- BG6i chiéu véi sv phu hop clia phan
(rng cua thi truong

- Xay dung va phdi hop thuc hién linh
hoat cac chién lwgc gia mot cach co
hiéu qua

- D6i chiéu v6i phdn (ng cla nguoi
tiéu dung, doi thd canh tranh. So sanh
mic loi nhuan thu duoc cua cong ty
trwdc va sau khi thuc hién cac chién
lvoc gia
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Coéngviéc: THWC HIEN CAC QUYET BINH VE PHAN PHOI
Ma sb Cong viéc: B5

l. MO TA CONG VIEC
- Xay dwng cdu tric vatd chirc kénh phan phoi;
- Chon lya vaquan ly kénh phan phoi.

ll.  CACTIEUCHI THUCHIEN

- Xac dinh chirc nang, cac loai kénh phan phdi va tam quan trong cla
kénh phan phdi;

- Xéc lap loai hinh kénh phan phéi, danh gia wu thé vatién hanh xay dung
hé thdng kénh phéan phéi;

- Xa&y duwng cac muc tiéu rang budc; chon lya thanh vién; xay dung cac
chinh sach kich thich thanh vién clia kénh phan phdi va xéac 1ap cac tiéu
chi danh gia hiéu qua hoat dong clia hé théng k énh phan phoi.

l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. K§ nang

- K¥ nang phan tich, tong hop;

- K¥ nang hoach dinh;

- Ky nang to chirc, kiém tra;

- Ky nang vé str dung may tinh, phan mém, internet...

2. Kién thirc
- Chtrc nang ctia kénh phan phdi trong e-marketing;
- Quan tri kénh.

IV. CACPIEU KIEN THUC HIEN CONG VIEC

- Céac phuong tién phuc vu cho cbng viéc (PC, dién thoai, fax, mang
internet...);

- Hoat déng thvong mai dién ti;
- MOi truong hoat dong kinh doanh; xudt nhap khau hang héa.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Xac dinh ding chiéc nang va tam | - Kiém tra cac kénh phan phdi thuc
guan trong cla kénh phan phai trong e- | té.
marketing

- Xay dung duoc chién luvgc phan phdi | - Xac dinh rd loai hinh kénh, céu tric
cho doanh nghiép thvong mai diéntlr | kénh, cac chi tiéu rang budc; céac
chinh sach kich thich kha nang phén
phoi; ké hoach quan tri kénh chi tiét
qua céc giai doan phat trién cua san
pham

- So sénh doanh thu va lvong khach
hang qua cac thoi ky cua cong ty
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Coéngviéc: THUWC HIEN QUAN TRl QUAN HE KHACH HANG
Ma sb Cong viéc: B6

l. MO TA CONG VIEC
- Xac dinh khéch hang;
- Xé&c dinh nhu cau, mong mudn va phan hoi tir khach hang;
- Thuc hién Gng xt vai khéach hang theo ding nguyén tac;
- Thuc hién quan tri quan hé khach hang theo ding quy trinh.

. CAC TIEU CHI THUC HIEN

- Xac dinh dac trung, tam quan trong cla khach hang bén trong va khach
hang bén ngoai doanh nghiép;

- Tién hanh thu thap théng tin, do luong, danh gia mirc do6 thod man nhu
cau cla khach hang;

- Thuc hién giao tiép voi khach hang qua giao dich truc tiép, giao dich
gua dién thoai va cac phuong tién khéc; trong xr ly cac khiéu nai cla
khach hang theo ding quy trinh;

- Thuwc hién quy trinh chinh, quy trinh phu, quy trinh nang cao trong quan
tri quan hé khach hang hiéu qua.

l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang

- Ky nang thu thap théng tin;

- K¥ ndang dam phéan vagiao tiép;

- Ky nang xt ly tinh huéng;

- Ky nédng quéan ly;

- Ky nang vé str dung may tinh, phan mém, internet...
2. Kién thirc

- Hanh vi khéch hang;

- Giaotiép vadam phan;

- Quy trinh quan tri quan hé khach hang.

IV. CACPIEUKIEN THUC HIEN CONG VIEC
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- Cé&c phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...);

- Hoat déng thvong mai dién to;
- MOi trvong hoat dong kinh doanh; xuét nhap khau h ang héa.

V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Xé&c dinh ding va phan biét dugc |- Kiém tra danh sach khach hang va
khach hang ndi bd va khach hang bén | dbi chiéu v6i thuc té
ngoai

- Xt ly hai hoa phan nan, khiéu nai clia | - B&i chi€u voi phan ng cla khach
khach hang trong giao dich truc tiép hang; sy kip thoi, linh hoat, tha do
lich s, ton trong khach hang cua
nhéan vién

- XU ly to6t cac giao dich v6i khach |- Boi chiéu véi phdn (ng cla khach
hang qua dién thoai hang; thai dé lich si, tén trong khéach
hang, sv linh hoat clia nhan vién

- Thuc hién quan tri quan hé khéach | - Kiém tra theo quy trinh
hang trong doanh nghiép kinh doanh
theo dung quy trinh

- Sir dung tét, thanh thao cac phuong | Kiém tra, danh gia cac thao tac, viéc
tién dién tlr, may tinh, ... dé lamviéc st dung cac phuwong tién dién to,
may tinh, mang internet khi lam céng
Viéc cu thé
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUWC HIEN QUY TRINH VAN TAI
HANG HOA BANG BUONG BIEN
Ma s6 Cong viéc: C1

I MO TA CONG VIEC
- Tim hiéu, ndm bat day da thdng tin vé cac hang tau, dai ly tau bién, 16
trinh van chuyén va gia cudc thué tau;
- Thuc hién cac bwdc nghiép vu thué tau cho;
- Thuc hién cac buréc nghiép vu thué tau chuyén;
- Thuc hién céc budc nghiép vu thué tau dinh han;
- Thuc hién cac budc nghiép vu chuyén chd hang hdabang container.

1.  CACTIEUCHIi THUCHIEN
- Thuc hién dung quy trinh nghiép vu;
- Nam bét day di thdng tin vé cac hang, dai ly tau bién, gia cudc valod
trinh cu thé va xac dinh duoc hang tau cé uy tin va do tin cay;

- Giao dich, dam phan, ky duoc hgp dong thué tau vaéi gia cwde phu hop,
dam bao an toan cho hang héa trong quatrinh van chuyén, han ché duoc
nhting rdi ro c6 thé xay ra;

- Biét str dung cac phuong tién dién tl, may tinh, internet... dé phuc vu
cong viéc;

- Sk dung tiéng Anh trong giao dich thuwong mai;

- Co tinh than trach nhiém cao, can than, nang dong, linh hoat v a ¢ kha
nang xt ly tinh hu6ng trong cong viéc.

l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- Ky nang giao dich, dam phén;
- KV nang lap ching tir van tai;
- KV nang veé st dung cac phuong tién dién t, internet,...

- Biét van dung cac kién thrc vé luat, nghiép vu van tai bién, str dung céc
phuong tién dién t&r dé thuc hién cong viéc.
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Kién thirc

- Kién thirc vé Luat Thuvong mai, luat Hang hai, luat Dan su ...

quoc té lién quan;

vacéc luat

- Hiéu biét vé nghiép vu van tai bién, nghiép vu giao nhan doi véi h ang
hda trong nwéc va hang héa xuat nhap khau;

- Tiéng Anh thvong mai.

CAC PIEU KIEN THUC HIEN CONG VIEC

- Cé&c phuwong tién phuc vu cho cbng viéc (PC, dién thoai, fax, mang

internet...)

M0i trvong hoat dong kinh doanh thwong mai, xuéat nhap khau, van tai

blen

V.

TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Thanh thao trinh tw cég: buéc nghiép
vu thué tau va glri hang bang container

banh gia quy trinh cac buéc cd trinh
tw logic, day du

- Hop dong thué tau phai day day di va
chat ché vé ndi dung, cac diéu khoan

Kiém tra va danh gia sw ché, tinh
phap ly trong ndi dung, cac diéu
khoan clia hgp dong

- Van don duong bién phai chinh xéac,
day du cac tiéu thirc, ndi dung can thiét,
dap rng dwoc yéu cau dat ra

Kiém tra, danh gia tinh chinh xac,
day du vé ndi dung cac tiéu thic
trong van don dwong bién so véi yéu
cau

- S dung t6t, thanh thao cac phuong

Kiém tra, danh gia cac thao tac, viéc

tién dién ttr, may tinh, ... dé lamviéc st dung cac phuwong tién dién to,
may tinh, mang internet,.. khi lam
cong viéc cu thé
38

This document was created using 5ULI

E:DNVERTER PDF

=

To remove this message, purchase the
product at www.SolidPDF.com




TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUWC HIEN QUY TRINH VAN TAI
HANG HOA BANG BUONG HANG KHONG
Ma s6 Cdng viéc: C2

MO TA CONG VIEC
Tim hiéu, ndm bat day du thong tin vé cac h ang, dai ly hang khéng trong
nwéc vaqudc té, 16 trinh bay va gia cwéc hang khong;

Xac dinh dac diém, doi twong hang héavan tai hang khong;
Bdng goi, giri hang;
Xac dinh valap cac chirng tir trong van tai hang khéng.

CAC TIEU CHi THUC HIEN
Thuc hién dang quy trinh nghiép vu;

Nam bét day du théng tin vé cac hang, dai ly hang khong trong nwéc va
qudc té, gia cuwdc va lo trinh bay cu thé va xéac dinh dwoc hang hang
khong co uy tin va do tin cay;

Giao dich, dam phan, ky duoc hgp dong gtri hang véi gia cuéc phu hop,
dam bao an toan cho hang héa trong qua trinh van chuyén, han ché duoc
nhting rdi ro c6 thé xay ra;

Biét st dung cac phuong tién dién tr, may tinh, internet... dé phuc vu
cong viéc;

C6 tinh than trach nhiém cao, can than, nang dong v a linh hoat, va cé
kha nang xt ly tinh huéng trong cong viéc.

CAC KY NANG VA KIEN THUC THIET YEU

1. K§ nang

K¥ nang giao dich, dam phan;
K¥ nang lap ching tir trong van tai h ang khéng;
K§ nang vé str dung cac phuwong tién dién tl, internet,...

Biét van dung cac kién thirc vé luat, nghiép vu van tai h ang khéng, s
dung céac phuong tién dién tir dé thuc hién cong viéc;

Nghe, n6i, hiéu, viét tiéng Anh throng mai.
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2. Kién thirc

- Kién thirc vé Luat Thuong mai, luat Hang khong dan dung, luat Dan
si... vacéc luat qudc té lién quan;

- Hiéu biét vé nghiép vu van tai bang duong hang khong, nghiép vu giao
nhan doi v&i hang hoéa trong nudc vahang hdéa xuat nhap khau;

- Tiéng Anh thvong mai.
IV. CACPBIEUKIEN THUC HIEN CONG VIEC

- Cé&c phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...);

Moi trivong hoat dong kinh doanh thuwong mai, xuat nhap khau, van tai
hang khong.

V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Thanh thao trinh ty cac budc nghiép | Banh gia quy trinh cac budc co trinh
vu giao dich va glri hang bang duong | tu logic, day du
hang khong

- Xéc dinh dwgc d6i twong van chuyén | Xac dinh ding déi twong va tinh
hang khong va céch tinh cuac cuac duwoc chinh xac

- Céc ching tlr trong van tdi hang | Kiém tra va danh gia su chinh xéc,
khong phai day du, chinh xac vé noi | day du, chat ché vé ndi dung, cac
dung, cac tiéu thirc can thiét dap tng | tiéu thic trong cac ching tir so véi
dwoc yéu cau dat ra yéu cau

- Sk dung tot, thanh thao cac phuong | Kiém tra, danh gia cac thao tac, viéc
tién dién tlr, may tinh, ... dé lamviéc st dung cac phuwong tién dién to,
may tinh, mang internet... khi lam
cong viéc cu thé
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Coéngviéc: THWC HIEN QUY TRINH VAN TAI HANG HOA

BANG BUONG BO VA DUONG SAT

Ma s6 Cong viéc: C3
I MO TA CONG VIEC

- Tim hiéu, ndm bat day dd thong tin vé céc doanh nghiép kinh doanh van
tai bo, van tai duong sat, thé 1é duwong sat Viét Nam, 19 trinh van tai va
gia cudc;

- Giao dich, dam phan, ky két hop dong van tai;

- Tién hanh giao nhan hang héa;

- Lap céc chirng tir van tai.

ll.  CACTIEUCHI THUCHIEN

- Thuc hién dung quy trinh nghiép vu;

- N&m bét day du thong tin vé cac doanh nghiép van tai bd, d uong sat Viét
nam, 10 trinh van tai, gia cwdc dé lva chon don vi van tai ¢ uy tin va do
tin cay cao;

- Giao dich, dam phan, ky hop déng van chuyén hang véi gia cuéc phu
hop, dam bao an toan cho hang héa trong qué trinh van chuyén, han ché
dwoc nhitng rdi ro cé thé xay ra;

- Biét str dung cac phuong tién dién t&r, may tinh, internet... dé phuc vu
cong Viéc;

- Co tinh than trach nhiém cao, can than, nang dong v alinh hoat, c6 kha
nang xt ly tinh hu6ng trong cong viéc.

1. CACKY NANG VA KIEN THUC THIET YEU
1. K§ nang

K¥ nang giao dich, dam phan;
K§ ndng 1ap chirng tir van tai duong bo, dwong sat;
K§ nang vé str dung cac phuwong tién dién tl, internet,...

B,iét van dung cac kién thirc vé luat, nghiép vu van tai d uong bd duong
sat, st dung cac phwong tién dién tir dé thuc hién cong viéc.
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2. Kién thirc

- Kién thirc vé& Luat Thwong mai, ludt giao théng duong bo, dudng sat,
luat Dan su... va cac luat quoc té lién quan;

- Hiéu biét vé nghiép vu van tai bang dudng bd duong sat, nghiép vu giao
nhan doi v&i hang hoéa trong nuéc va hang héa xuat nhap khau.

IV. CACDBIEUKIEN THUC HIEN CONG VIEC

- Céc phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...);

- M@i truong hoa@ dong kinh doanh thwong mai, xuat nhap khau, van tai
duong bd, duwdng sat.

V. TIEU CHi VA CACH THUC BPANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Thanh thao trinh ty cac budc thué| Banh gia quy trinh thué phuong tién
phuong tién van tai bd va duwdong sat van tai c6 trinh tv logic, day du

- Hop dong van tai duwong bo, duong | Kiém tra va danh gia sy ché, tinh
sat phai ddm bao day du, chinh xac vé | phap ly trong ndi dung, cac diéu
ndi dung, cac diéu khoan va chat ché khoan ctia hgp dong

- Céc chitng tir van tai, van don phai | Kiém tra, danh gia tinh chinh xéac,
phai chinh xac, day da cac tiéu thirc, | day du vé ndi dung céac tiéu thic
ndi dung can thiét, dap tng dwgc yéu | trong cac chirng tlr van tai so véi yéu
cau dat ra cau

- Sk dung t6t, thanh thao cac phuong | Kiém tra, danh gia cac thao tac, viéc
tién dién ttr, may tinh... dé lamviéc s dung cac phuwong tién dién to,
may tinh, mang internet... khi lam
cong viéc cu thé
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUC HIEN QUY TRINH VAN TAl

Ma sb

DA PHUONG THUC - VAN TAI LIEN HOP
ong viéc: C4

MO TA CONG VIEC
Tim hiéu, ndm bat day dd thong tin vé cac doanh nghiép kinh doanh van
tai: Nang luc van tai, gia cwdc van tai, uy tin trén thi trvong;

Nam r& dac diém thuvong phdm hang hda van tai;

Nam rd 16 trinh van tai cla ting loai phwong tién: O 6, thu hoa, tau
thay...;

Giao dich, dam phan, ky két hop dong van tai;
Tién hanh giao nhan hang héa;
Lap cac chirng tr van tai.

CAC TIEU CHi THUC HIEN

Thuc hién ddng quy trinh nghiép vu van tai hang hda;

N&m bat day da thong tin vé cac doanh nghiép van tai, 10 trinh van tai,
gia cudc dé lya chon don vi van tai co uy tin va do tin cdy cao;

Giao dich, dam phén, ky hop dong van chuyén hang voi gia cwdc phu
hop, dam bao an toan cho hang héa trong qué trinh van chuyén, han ché
dwoc nhitng rdi ro cé thé xay ra;

Biét st dung cac phuong tién dién tlr, may tinh, internet... dé phuc vu
cong Viéc;

C6 tinh than trach nhiém cao, can than, nang déng v a linh hoat, c6 kha
nang xt ly tinh huéng trong cong viéc.

CAC KY NANG VA KIEN THUC THIET YEU

1. K¥ nang

K¥ nang giao dich, dam phan;

K ¥ nang lap chirng tir van tai cho cac loai ph wong tién khac nhau doi voi
céc loai hang hda khéc nhau;

K§ nang vé str dung cac phuong tién dién ti, internet...;

Biét van dung cac kién thirc vé luat, nghiép vu van tai da ph uvong tién, st
dung céac phuong tién dién tlr dé thuc hién cong viéc.
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2. Kién thirc

- Kién thirc vé& Luat Thwong mai, luat giao thong duong bod, dudng sat,
duong thay, duong hang khong, luat Dan su... va cac luat quoc té lién
quan;

- Hiéu biét vé nghiép vu van tai bang dwong bd dudng sat, dwong thay,
duong hang khéng, nghiép vu giao nhan d6i véi hang héa trong nwéc va
hang hda xuét nhap khau;

- Kién thirc thwong pham hoc;
- Kién thirc tam |y hoc.

IV.CAC PIEU KIEN THUC HIEN CONG VIEC

- Céc phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...);

- MQai trvong hoat dong kinh doanh thurong mai, Xuat nhap khau, van tai
duong bd, duwong sat.

V. TIEU CHIi VA CACH THUC BANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Thanh thao trinh ty cac budc thué|banh gia quy trinh thué phuong tién
phuong tién van tai van tai co trinh tv logic, day du

- Hop dong van tai phai dam bao day | Kiém tra va danh gia sv ché, tinh
da, chinh xac vé ndi dung, cac diéu | phap ly trong ndi dung, cac diéu
khoan vachat ché khoan cutia hop dong

- Céc ching tlr van tai, van don phai | Kiém tra, danh gia tinh chinh xac,
phai chinh xac, day dd céac tiéu thic, | day da vé ndi dung céc tiéu thic
ndi dung can thiét, dap tng dwoc yéu | trong cac chirng tlr van tai so véi yéu
cau dat ra cau

- Sk dung t6t, thanh thao cac phwong | Kiém tra, danh gia cac thao tac, viéc
tién dién ttr, may tinh... dé lamviéc s dung cac phuong tién dién fti,
may tinh, mang internet... khi lam
cong viéc cu thé
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUC HIEN QUY TRINH GIAO NHAN HANG HOA
Ma s Cdng viéc: C5

MO TA CONG VIEC

Kiém tra chiing tlr ho so vé hang hoa;

Kiém tra s6 lvong vachat lvgng hang hoa;

Kiém tra tinh trang bao bi vanhén méc clia hang hoa;

Thuc hién céng viéc giao nhan hang hdatai cang bién;

Thuc hién cong viéc giao nhan hang hda bang container;

Thuc hién cong viéc giao nhan hang héa bang duong hang khéng;
Thuc hién cong viéc giao nhan hang hoa bang dwong bd va duong sit.

CAC TIEU CHi THUC HIEN
Thuc hién dang cac quy trinh nghiép vu giao nhan;
Xéc dinh duoc quyén han vatrach nhiém clia nguoi giao nhan;

Biét sir dung cac phuwong tién dién ttr, may tinh, internet, may doc ma sb
ma vach cla hang héa... dé phuc vu cong viéc;

Van dung nghiép vu xuat nhap khau vao cong viéc giao nhan hang héa;
C6 tinh than trach nhiém cao, can than, nang déng v a linh hoat, c6 kha
nang x& ly tinh huéng trong cong viéc.

CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K¥ nang vé kiém dém;

K§ nang lam tha tuc hai quan;

K¥ nang lap chirng tir van tai vachirng tr hang hoa;

K ¥ nang vé str dung cac phuwong tién dién tl, internet,...

Biét van dung céc kién thirc vé luat, cac nghiép vu xuat nhap khau, st
dung céac phuong tién dién tir dé thuc hién cong viéc;

K¥ nang lam viéc nhom;
Nghe, néi, hiéu va doc dwgc tiéng Anh throng mai.
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2. Kién thirc
- Kién thirc vé& Luat Thuong mai, luat hai quan, luat hang hai, luat giao
théng duwong bo, duong sat, luat hang khéng dan dung, luat Dan su... va
cac luat quoc té lién quan;
- Hiéu biét vé nghiép vu nghiép vu giao nhan, va céc nghiép vu khac doi
vi hang hda trong nwéc vahang hda xuat nhap khau;

- Trinh d6 tiéng Anh.

IV. CACPIEUKIEN THUC HIEN CONG VIEC

- Céc phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...)

- MOi trvong hoat dong kinh doanh thuong mai, xuat nhap khau, van tai
hang hoa.

V. TIEU CHI VA CACH THUC BPANH GIA KY NANG

Tiéu chi danh gia Cach thirc danh gia

- Thanh thao quy trinh cac buwdc giao | Banh gia quy trinh co trinh tu logic,
nhan hang héa day du

- Hang héa phai duoc giao, nhan ding, | Kiém tra d6i chiéu cac yéu cau hang
du vé mat sé luong, chat lvong vathoi | thuc giao so voi thuec nhan va nguoc
gian lai

- Thoi gian giao nhan valap cac chirng | So sanh thoi gian thwc hién cong
tlr cla 16 hang phai ddm bao duoc yéu | viéc véi thoi gian yéu cau dat ra
cau dat ra, nhanh, day du, chinh xac

- Céc ching tir hai quan, ching tir van | Kiém tra, danh gia tinh chinh xac,
ti, chirng tir hang hda phai chinh xac, | day du vé ndi dung cac tiéu thic
day du cac tiéu thirc, ndi dung can thiét, | trong cac chirng tlr so véi yéu cau
dap (ng duwoc yéu cau va quy dinh dat
ra

- Sk dung t6t, thanh thao cac phwong | Kiém tra, danh gia cac thao tac, viéc
tién dién ttr, may tinh... dé lamviéc s dung cac phuwong tién dién to,
may tinh, mang internet... khi lam
cong viéc cu thé
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Coéngviéc: THWC HIEN QUY TRINH BAO HIEM HANG HOA
Ma sb Cdng viéc: C6

MO TA CONG VIEC

Xac dinh doi tvgng mua bao hiém,

N&m duoc biéu phi bao hiém hang hda clia cac doanh nghiép béo hiém;
Lwa chon doanh nghiép bao hiém;

Tién hanh giao dich v&i doanh nghiép bdo hiém dé mua bao hiém

Lap hop dong vacéc chirng tir bao hiém;

Lap ho so khiéu nai doanh nghiép bao hiém khi h ang héa bi ton that.

CAC TIEU CHI THUC HIEN

Thuc hién ding cac quy trinh nghiép vu bao hiém;

Nam chéc va hiéu rd cac nguyén tic va cac diéu kién bao hiém hang hoa
van chuyén ndi dia va hang héa xuét nhap khau;

Xac dinh duoc doi twong hang héavald trinh van chuyén, dy kién duoc
nhitng rui ro co thé xady ra va giao dich mua bao hiém véi mirc phi va
diéu kién bao hiém phu hop;

Biét sir dung cac phuong tién dién tr, may tinh, internet... dé phuc vu
cong viéc;

C6 tinh than trach nhiém cao, can than, nang dong v a linh hoat, c6 kha
nang x ly tinh hu6ng trong cong viéc.

CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K¥ nang giao dich, dam phan;
K¥ nang lap ching tur;
K¥ nang vé str dung cac phuwong tién dién ti, internet, ...

Biét van dung céc kién thirc vé luat, vé thuwong mai, xuat nhap khau, st
dung céac phuong tién dién tir dé thuc hién cong viéc;

Nghe, hiéu, néi vaviét tiéng Anh thwong mai tét.
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2. Kién thirc

- Kién thirc vé Luat Thuong mai, luat bao hiém... va céc luat quoc té lién

quan;

- Hiéu biét vé nghiép vu bao hiém, va céc diéu kién bao hiém ddi véi hang
héavan chuyén trong nwéc vahang héa xuat nhap khau;

- Trinh d6 tiéng Anh thwong mai.

CAC PIEU KIEN THUC HIEN CONG VIEC

- Céc phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang

internet...);

- MOi trvong hoat dong kinh doanh thwong mai, xuat nhap khau hang héa.

V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thire danh gia

- Thanh thao quy trinh cac buéc cua
nghiép vu bao hiém hang hoa

béanh gia quy trinh co trinh tv logic,
day du

- Lwa chon dwoc diéu kién bao hiém
phu hop véi tieng tinh hudng, doi twong
hang héa cu thé

Kiém tra kién thirc va phan tich tlrng
diéu kién bao hiém cu thé 4p dung
cho 16 hang cu thé

- Don bao hiém, hop dong, chirng nhan
bdo hiém phai chinh xac, day du cac
tiéu thirc, ndi dung can thiét, dap tng
dwoc yéu cau

Kiém tra, danh gia tinh chinh xac,
day dd vé ndi dung cac tiéu thic
trong cac chirng tir so vGi yéu cau dat
ra

- S dung t6t, thanh thao cac phuwong
tién dién ttr, may tinh... dé lamviéc

Kiém tra, danh gia cac thao tac, viéc
st dung cdc phuwong tién dién to,
may tinh, mang internet... khi lam
cong Vviéc cu thé
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Coéngviéc: THUWC HIEN QUY TRINH KHAI BAO HAI QUAN
PIEN TU
Ma s6 Cong viéc: C7

MO TA CONG VIEC
- Xac dinh ddi twong hang hoa;
- Xac dinh loai hinh d€ khai bao;
- Tractu cac loai thué suat clia mat hang can khai bao;
- S dung phan mém tién hanh khai bao hai quan.
1.  CACTIEUCHI THUC HIEN

- Thuc hién dang quy trinh khai béo va thud tuc hai quan doi véi cac loai
hinh xuét nhap khau;

- Sk dung ding mau t& khai, phan mém khai bao hai quan cho tirng loai
hinh xuét nhap khau;

- Xéc dinh ding ma sd hang hoa, thué suat (nhap khau, VAT, tiéu thu dac
biét) clia mat hang can khai bao;

- Biét str dung cac phuong tién dién tl, may tinh, internet... dé phuc vu
cong viéc;
- Tuén thi dang phap luat nha nwéc vé hai quan, can than, nang dong va
linh hoat, cé kha nang xtr ly tinh hudng trong céng viéc.
1.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- Ky nang lap chirng tu;

- Ky nang vé sir dung may tinh, phan mém, internet, st dung tin hoc (*ng
dung...

- Biét van dung cac kién thtrc vé luat, vé thuwong mai, xuat nhap khau va
phuong tién dién tir dé thuwc hién cong viéc;

- Doc hiéu, viét tiéng Anh thuvong mai.
2. Kiénthirc
- Kién thirc vé Luat luat hai quan, luat thué nhap khau, VAT, tiéu thu dac
biét... vacéac luat qudc té lién quan;
- Hiéu vanam chéc cac quy dinh, quy trinh nghiép vu khai bao valam thi
tuc hai quan déi voi hang héa xuat nhap khau;
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- Kién thirc co ban vé nghiép vu xuét nhap khau.

IV. CACPIEU KIEN THUC HIEN CONG VIEC

- Céac phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...), to khai hai quan, phan mém khai bao hai quan, cac biéu thué
nhap khau, xuét khau, VAT, tiéu thu dac biét, danh muc ma s6 HS cla
hang hoa;

- MOi trvong hoat dong kinh doanh xuat nhap khau h ang héa.

V. TIEU CHi VA CACH THUC BPANH GIA KY NANG

Tiéu chi danh gia Cach thirc danh gia

- Thanh thao quy trinh cac buwdc khai | Banh gia quy trinh co trinh tv logic,
béo to khai hai quan day du, dang theo quy dinh

- To khai hai quan phai ding, chinh x&c | Kiém tra, danh gia ndi dung cac tiéu
vé cac ndi dung khai bao thirc trong to khai hai quan so vi ho
so hang hoa kem theo

- S dung thanh thao cac phuong tién | Kiém tra, danh gia cac thao tac, viéc
dién ttr, may tinh... dé lamviéc st dung céc phuong tién dién to,
may tinh, mang internet... khi lam
cong viéc cu thé
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUC HIEN PHAN LOAI GIAO DICH
THUONG MAI BIEN TU
Ma sb Cong viéc: D1

MO TA CONG VIEC
Thuc hién xac dinh cac dac diém va phan loai cac hinh thirc cla giao

dich thvong mai dién ti.

CAC TIEU CHi THUC HIEN

Phan biét vahiéu dugc céc khéi niém chuan vé thuong mai dién t&r, phan
biét v&i mua ban hang hda co truyén;

Xac dinh dwgc dac diém cua thwong mai dién tl va phwong thirc trién
khai thwong mai dién ti trong tirng diéu kién;

Thuc hién phan loai dwgc cac hinh thirc giao dich thwong mai dién t
theo chii thé tham gia.

CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K¥ nang str dung may tinh va internet dé thuc hién hanh vi mua, ban
hang;
K¥ nang tim kiém vatong hop thong tin.

2. Kién thirc

Kién thirc co ban vé thwong mai dién ti;
Kién thirc vé internet;
Kién thirc vé tiéng Anh thuong mai.

CAC BIEU KIEN THUC HIEN CONG VIEC

Céc phuong tién phuc vu cho céng viéc (PC, dién thoai, fax, mang
internet...)

Tai liéu lién quan vé thuong mai dién to.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Phan biét dwoc thwong mai dién ti | - Kiém tra danh gia hiéu biét
voi thwong mai c0 truyén

- Xéc dinh ding dac diém cla céc giao | - Kiém tra thuc té tirng giao dich
dich thvong mai dién tir

- Phan loai ding cac hinh thic giao | - Kiém tra va danh gia nhan biét qua
dich thwong mai dién tir theo chi thé | cic hinh thirc giao dich
tham gia
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Coéngviéc: CHUAN BI CO SO HA TANG CHO GIAO DICH
THUONG MAIBDIEN TU
Ma s6 Cong viéc: D2

l. MO TA CONG VIEC

- Lap cac yéu cau vé co s¢ ha tang phuc vu cho giao dich thwong mai dién
tl.

. CAC TIEU CHiI THUC HIEN
- Xac dinh dwgc cac lgi ich vahan ché khi &p dung thvong mai dién to;

- Xac dinh day du cac yéu cau ha tang co s6 vé cong nghé, nhan luc, kinh
t€ va phdp ly, bdo mat vaan toan, san pham vadich vu;

- Xac dinh dwgc hé thong thanh toan cho thwong mai dién ti;

- Xéc dinh duwoc cac tiéu chuan bao vé so hitu tri tué vabao vé nguoi tiéu
dung khi tham gia giao dich thuong mai dién t.

1. CACKY NANG VA KIEN THUC THIET YEU
1. K¥ nang
- K¥ ndng str dung may tinh vainternet dé thuc hién hanh vi mua, ban
hang;
- K¥ ndng tim kiém vaténg hop thong tin.
2. Kiénthirc
- Kién thirc co ban vé thwong mai dién ti;
- Kién thirc vé phap luat thwong mai dién ti;
- Kién thirc V€ internet;
Kién thirc vé tiéng Anh throng mai.

IV. CACPIEU KIEN THUC HIEN CONG VIEC

- Céac phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...)

- Tai liéu lién quan vé thuong mai dién ti;
- Tai liéu vé phap ly cho thwong mai dién ti.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Xac dinh dwoc cac lgi ich va han ché | - Kiém tra danh gia theo thuc té
khi & dung thuvong mai dién t&r

- X&c dinh dung va day du cac yéu cau | - Xem xét tlrng tiéu chi yéu cau cua
ha tdng co s vé céng nghé, nhan lyc, |tling hang muc vakiém tra theo thuc
kinh té va phép ly, bdo mat va an toan, | té

san pham vadich vu

- Xéac dinh diing va day du cac hé thdng | - Kiém tra hoat dong thuc té cla
thanh toan cho thwong mai dién tr trng hé théng thanh toan theo cac
giao dich thwong mai dién t&r mau

- Xac dinh ding cac tiéu chuan bao vé | - Kiém tra va so sanh theo cac van
s& hiru tri tué vabdo vé nguoi tiéu ding | ban phap ly quy dinh

khi tham gia giao dich thuong mai dién
tr
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: LAP KE HOACH THUC HIEN CAC GIAO
DICH

THUONG MAI PIEN T THEO BDAC THU
DOANH NGHIEP
Ma sd Cong viéc: D3

l. MO TA CONG VIEC
- Lap ké hoach kinh doanh véi ctia doanh nghiép véi th vong mai dién ti.

Il.  CACTIEUCHI THUCHIEN
- Xéc dinh diéu kién can thiét dé doanh nghiép tham gia th wvong mai dién
tlr;
- Lap ké hoach kinh doanh v&i thwong mai dién ti;
- Quan tri giao dich trong thuong mai dién ti.

1. CACKY NANG VA KIEN THUC THIET YEU
1. K¥ nang
- Ky nang st dung may tinh va internet dé thuc hién hanh vi mua, ban
hang;
- K¥ ndng tim kiém vaténg hop thong tin.
2. Kién thirc
- Kién thirc co ban vé thwong mai dién ti;
- Kién thtrc quan tri doanh nghiép;
- Kién thtrc vé lap ké hoach s&n xuét — kinh doanh.

IV. CACPIEUKIEN THUC HIEN CONG VIEC

- Céc phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...);

- Tai liéu lién quan vé thuong mai dién ti;
- Tai liéu vé quan tri doanh nghiép.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Xac dinh dugc diéu kién vé ngudn
nhan luc, co s& vat chat ky thuat can
thiét dé doanh nghiép tham gia thwong
mai dién tr

- Kiém tra thyc té va so sanh véi yéu
cau thuc té clia thuong mai dién tr

- Lap duoc ké hoach kinh doanh chi tiét
tng dung thwong mai dién t¢ trong
doanh nghiép

- Xem xét va kiém tra tlrng chi tiét
ké hoach theo thuc té

- Lap dwoc danh muc can quan tri trong
giao dich trong thwong mai dién tir

- Kiém tra chi tiét tirng muc va két
qua trong tirng giao dich
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Coéngviéc: CHUAN Bl CO SO PHAP LY CHO GIAO DICH
THUONG MAI BIEN TU
Ma s6 Cong viéc: D4

l. MO TA CONG VIEC

- Xéc |ap chi tiét cac quy dinh cla phap luat Viét Nam cho hoat dong giao
dich thvong mai dién ti.

. CAC TIEU CHiI THUC HIEN
- Xéac dinh nguyén tic xay dung mdi truong phéap Iy cho thvong mai dién
tr & Viét Nam;
- Xac dinh cac nguon luat diéu chinh thuong mai dién ti trén thé gidi;
- Xac dinh cac ngudn luat diéu chinh thuong mai dién t& tai Viét Nam;
- Xé&c dinh cac quy dinh cla phéap luat Viét Nam vé Hop dong th wvong mai
dién to.
1. CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- Ky nang st dung may tinh vainternet;
- Ky nang tim kiém vatong hop thong tin;
- Ky nang van dung luat.
2. Kién thirc
- Kién thirc co ban vé thwong mai dién ti;
- Pao luat mau vé Thuong mai dién tir clia Lién Hiép Qudc vé lut thuong
mai dién ti;
- Luat giao dich dién tr va Dy thao Nghi dinh vé thuwong mai dién t.

IV. CACPBIEUKIEN THUC HIEN CONG VIEC

- Céc phuong tién phuc vu cho cong viéc (PC, dién thoai, fax, mang
internet...);

- Tai liéu lién quan vé thuong mai dién ti;
- Tailiéu lién quan vé luat.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- X&c dinh ding cac nguyén tac tuan | - Kiém tra thuc té vaso sanh vai yéu
theo chuan quéc té, han ché cac quy | cau thuc té cla thuong mai dién t
dinh qua chat ché, linh hoat va phai tinh | tai Viét Nam

dén ddc thu cha Viét Nam

- Pua dwoc ra cac ngudn luat tir TO |- Kiém tra xem xét cac ngudn luat
chi'c Lién Hop Qudc, MY, EU, |thucté
Singapore, Canada, APEC,ASEAN

- Xéc dinh ding céac diéu khoan trong | - Kiém tra cac diéu khoan thuc té
Luat giao dich dién ti - Luat thwong | trong cac bo luat

mai — Luat S& hiru tri tué - BO luat dan
sy - Luat Hai quan

- X&c lap danh muc cac Quy dinh cla | - Kiém tra cac diéu khoan quy dinh
phdp luat Viét Nam vé Hop dong | trong bd luat
thuwong mai dién tr
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUYC HIEN GIAO DICH THUONG MAI BANG
TIENG ANH
Ma sb Cong viéc: D5
l. MO TA CONG VIEC

- S dung tiéng Anh dé thuc hién giao dich th wong mai truyén thong va
giao dich dién t& theo ding cu phap, thuat ngl, van phong.

1.  CACTIEUCHI THUC HIEN
- First Contact;
- Commondity-Market-Price;
- Quotation-Offers-Orders;
- Company organization;
- Trade Technique;
- International payment;
- Transport, forwarding and insurance;
- Trade mission and workshops;

- Tradeliberation and WTO.
1. CACKY NANG VA KIEN THU'C THIET YEU
1. Ky nang

- Ky nang giao ti€p tiéng Anh;

- Ky nang st dung céu tric vangtr phap tiéng Anh.
2. Kién thirc

- Kién thirc giao tiép tiéng Anh co ban;

- Cau truc vangtr phap tiéng Anh;

- Kién thirc co ban vé thwong mai dién ti.
IV. CACPIEU KIEN THUC HIEN CONG VIEC

- Gidy, but;

- Tai liéu tiéng Anh thuong mai.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Thue hién dang cach str dung van - Kiém tra theo tlrng chd dé
phong, cu phap, thuét ngir trong giao
dich throng mai truyén théng béang
tiéng Anh

- Thue hién dang cach str dung van - Kiém tra theo tlrng chd dé
phong, cti phap, thuat ngit trong giao
dich thwong mai dién tt bang tiéng Anh

- Thyc hién dugc viéc giao tiép thong - Kiémtra theo tirng tinh hudng giao
thuong trong giao dich hang héabang | tiép mau
tiéng Anh theo dung quy dinh
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUC HIEN GIAO DICH BANG THU TIN
THUONG MAI
Ma sb Cong viéc: D6
I MO TA CONG VIEC
- Viét mot 14 thu thwong mai dé giao dich theo diing quy trinh.
1.  CACTIEUCHI THUCHIEN
- Nam duwoc ndi dung, nguyén tac va céch trinh bay mot la thu thuong
mai;
- Thuc hién viét thr chao hang dat quan hé giao dich;
- Thuc hién viét thr hdi hang vatrd oi thu héi hang;
- Thuc hién viét thr bao gié;
- Thuc hién viét thr chao gia;
- Thuc hién viét thu trd gia vatrd 101 thu tra gia;
- Thuc hién viét thv chap nhan gié;
- Thuec hién viét thv dat hang;
- Thuec hién viét thu ti€p nhan don hang;
- Thuc hién viét thu tlr ch6i don hang;
- Thuc hién viét thr khiéu nai vagiai quyét khiéu nai;
- Thyc hién viét thu moi va dap I€;
- Thuec hién viét thu hdi nghi vahdi thao;
- Thuc hién viét thu gi¢i thiéu tham quan du lich;
- Thuc hién viét thw FAX, TELEX, dién tin.
1. CACKY NANG VA KIEN THUC THIET YEU
1. K§ nang
- KV nang viét thu;
- Ky nang st dung cau trdc vangir phap tiéng Anh thwong mai.
2. Kiénthirc
- Cau truc vangtr phap tiéng Anh thuong mai;
- Kién thirc co ban vé thvong mai dién ti.
IV. CACPBIEUKIEN THUC HIEN CONG VIEC
- Gidy, but;
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- Tai liéu tiéng Anh thwong mai;
- Céc mau viét thu thuong mai.
V. TIEU CHi VA CACH THUC BDANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Thye hién viét duoc 1 1a thu thuong - Kiém tra theo ding trinh tw, quy tic
mai theo dung trinh ty, quy tac trinh va van phong
bay 1 l& thu thwong mai
- Thuc hién viét ding 1 14 thu thwong - Xem xeét thu theo tirng chu dé dat ra
mai theo tirng chul dé vakiém tra theo diing mau
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Cong viéc: THUC HIEN GIAO DICH B2B
Ma s6 Cong viéc: D7
I MO TA CONG VIEC
- Thyec hién giao dich B2B theo ding trinh tw vanguyén tac.
1.  CACTIEUCHI THUC HIEN
- Thuc hién dang ky va cap phat chiing chi so;
- Thuc hién cap lai ching chi sb;
- Thuc hién hay bé chirng chi so;
- Thuc hién mahoéafile;
- Lamhgp dong dién t;
- Lamching tir dién ti;
- Thuc hién trao ddi di liéu dién t& gitra cac doanh nghiép ;
- Thuc hién giao dich dién t&r gilra cac doanh nghiép théng qua dich vu
ngan hang.
1. CACKY NANG VA KIEN THU'C THIET YEU
1. K§¥ nang
- KV nang st dung internet;
- Ky nang giao dich dién ti.
2. Kién thirc
- Anninh, an toan mang;
- Kién thirc co ban vé thwong mai dién ti.
IV. CACBIEUKIEN THUC HIEN CONG VIEC
- May tinh ndi mang internet;
- Sangiao dich B2B;
- Cac cbng cu ma héa.
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V.

TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Chirng chi s6 duoc dang ky, cap phat
vahuy bo thep dung quy trinh

- Kiém tra quy trinh dang ky vacép
phét, kiém tra chirng chi sd

- Thuc hién ma hoafile theo dung quy
trinh

- Kiém tra quy trinh va két qua ma
hoa

- Hop dong dién t&r dwoc lam theo dung
mau vaquy trinh

- Xem xét trng n6i dung va hinh
thirc ctia hop déng dién t&r

- Chtrng tir dién tlr dwoc lam theo dang
mau vaquy trinh

- Xem xét tirng n6i dung va hinh
thirc clia chirng tir dién tir

- Thuc hién trao do6i di liéu dién tt
gilra cac doanh nghiép ding quy trinh

- Kiém tra quy trinh vakét qua trao
doi

- Thue hién giao dich dién ti gilra cac
doanh nghiép thong qua dich vu ngéan
hang dung quy trinh

- Kiém tra quy trinh vakét qua giao
dich
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Cong viéc: THUC HIEN GIAO DICH B2C

Ma sb Cong viéc: D8
MO TA CONG VIEC

Thuc hién giao dich B2C theo ddng trinh tu vanguyén téc.

CAC TIEU CHI THUC HIEN

Xay dung website thuong mai cho doanh nghiép;

Quan tri website thwong mai cho doanh nghiép;
Tién hanh marketing dién tt;

Thuc hién ho tro khach hang;

Giai quyét cac khiéu nai.

CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K§ nang st dung internet;

K¥ nang giao dich dién tu;

K¥ nang marketing trén mang;
K¥ nang giao tiép.

2. Kién thirc

Kién thirc co ban vé thwong mai dién ti;
Kién thirc co ban vé marketing;

Kién thirc vé website.

CAC BIEU KIEN THYC HIEN CONG VIEC
May tinh ndi mang internet;

San giao dich B2C.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Thue hién xay dung va quan tri - Kiém tra quy trinh thuc hién vakét
website thwong mai cho doanh nghiép | qua san pham
theo dung quy trinh

- Tién hanh marketing dién ttr theo - Kiém tra phwong phap va két qua
dung quy trinh va phuong phap thire hién
- Dam bao ho tro khach hang day du - Theo ddi quy trinh ho tro va

phuong phap thic hién
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Cong viéc: THU'C HIEN GIAO DICH C2C

Ma sb Cong viéc: D9
MO TA CONG VIEC

Thuc hién giao dich B2C theo ddng trinh tu vanguyén téc.

CAC TIEU CHI THUCHIEN

Thuc hién giao dich dién tir khong hoan chinh;
Thuc hién thanh toan quathé;

Thuc hién thanh toan quatai khoan;

DPau gia truc tuyén;

Quang céo truc tuyén.

CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K§ nang st dung internet;

K¥ nang giao dich dién tu;

K¥ nang marketing trén mang;
K¥ nang giao tiép.

2. Kién thirc

Kién thircc co ban vé thwong mai dién ti;
Kién thirc co ban vé marketing;

Kién thirc vé website.

CAC BIEU KIEN THYC HIEN CONG VIEC
May tinh ndi mang internet;

San giao dich B2C.

67

i i \SOLID <]
This document was created using EDNVERTER PDF L 7

To remove this message, purchase the
product at www.SolidPDF.com




V.

TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Giao dich dién tir khdng hoan chinh
duoc thyc hién theo dung quy trinh

- Kiém tra quy trinh thic hién vakét
qua

- Thuee hién thanh toan qua thé vaqua
tai khoan theo ding quy trinh

- Kiém tra quy trinh va két qua thuc
hién

- Thuc hién dau gia truc tuyén theo
dung quy trinh

- Theo dGi quy trinh vakiém tra két
qua dau gia

- Thuc hién quang céo truc tuyén theo
dung quy trinh

- Kiém tra trinh tw, thi tuc vakét qua
guang céo
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUC HIEN THANH TOAN TRONG THUONG
MAI

PIEN TU
Ma s6 Cong viéc: D10
[ MO TA CONG VIEC

- Thuc hién thanh toén trong giao dich thuong mai dién tlr theo dung trinh
tw vanguyén tac.

1.  CACTIEUCHI THUC HIEN
- Quan ly hé théng thanh toan thé tin dung;
- Thuc hién chuyén khoan dién tir vathé ghi no trén internet;
- Quan ly vi tién sd hoa;
- Quan ly tién mat so hoa;
- Quan ly thé théng minh;
- Quan ly hé théng thanh toan séc dién ti;
- Quan ly hé théng xuat trinh va thanh toan hoi phiéu.
l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- KV nang st dung internet;
- KV nang st dung thé thanh toan.
2. Kién thirc
- Kién thirc co ban vé thwong mai dién ti;
- Kién thitrc vé thanh toan dién ttr.
IV. CACPIEU KIEN THUC HIEN CONG VIEC
- Méy tinh ndi mang internet;
- San giao dich B2C.
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V.

TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Quan ly hé thdng thanh toan thé tin
dung theo dung quy trinh

- Kiém tra quy trinh quan ly vathuc
hién

- Thue hién chuyén khodan dién tl va
thé ghi no trén internet theo dung quy
trinh

- Kiém tra quy trinh va két qua thuc
hién

- Quan ly vi tién s6 héa theo ding quy
trinh

- Kiém tra quy trinh vakét qua thuc
hién

- Quan ly tién mat s6 hoa theo ding quy
trinh

- Kiém tra quy trinh vakét qua thuc
hién

- Quan ly thé théng minh theo ding quy
trinh

- Kiém tra quy trinh vakét qua thuc
hién

- Quan ly hé thdng thanh toan séc dién
tlr theo dung quy trinh

- Kiém tra quy trinh vakét qua thuc
hién

- Quan ly hé thdng xuat trinh vathanh
toan hdi phiéu theo dung quy trinh

- Kiém tra quy trinh va két qua thuc
hién
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Cong viéc: THYC HIEN CHU KY SO TRONG THUONG MAI
PIENTU

Ma sb Cong viéc: D11
l. MO TA CONG VIEC

- Sk dung nguyén ly, quy trinh cap phat chir ky s6 trong giao dich thuong
mai dién t& dé thuc hién dang ky ch & ky so.

1.  CACTIEUCHI THUCHIEN
- N&m duoc nguyén Iy mat ma déi xding;
- N&m duoc nguyén |y clia hé théng mat ma cong khai;
- N&m duoc céc yéu cau veé chir ky so;
- Bang ky chii ky s6 truc tiép;
- Nam duoc chir ky s6 clia thanh vién thir ba — thanh vién trong tai;
- Dbang ky ching chi dién tt.
l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. K§ nang
- KV nang s dung may tinh;
- KV nang béo mat.
2. Kién thirc
- Hop dong trong TMBT;
- Mahobadi liéu;
- Thanh toan dién tc.
IV. CACPIEU KIEN THUC HIEN CONG VIEC
- May tinh ndi mang;
- Heé thdng cédp phat chirng chi s6.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Thue hién ding quy trinh dang ky chir | - Kiém tra cac budc dang ky theo
ky sb dung trinh tu tha tuc
- Thue hién ding quy trinh dang ky - Kiém tra cac budc dang ky theo
chirng chi dién tir dung trinh tu tha tuc
- Theo d&i duwogc chiirc nang chit ky s6 - Xem xét, kiém tra hop dong thuc té
clia thanh vién thi ba — thanh vién
trong tai
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUCHIEN MOT GIAO DICH THUONG MAI
PIEN TU HOAN CHINH
Ma sd Cong viéc: D12
I MO TA CONG VIEC
- Thuec hién theo cac budc dé hoan thanh mot giao dich thuong mai dién
ter.
1.  CACTIEUCHI THUC HIEN
- Timkiém thong tin sdn pham;
- Timkiém thong tin dbi tac;
- Timkiém thong tin dich vu;
- Timkiém théng tin khach hang;
- Timkiém théng tin nha cung cép hang hoa trong va ngoai nu éc;
- Cap phat vaquan ly ching chi s6;
- Cai dat vastr dung email dung giao thirc POP3;
- Thué chirng chi s6 ca nhan tlr mot nha ching chi sé cong cong;
- X&c nhan dién ttr cho email;
- Mé&hoaemail;
- Mahoéafile;
- Thuc hién giao dich dién t&r gita cadc doanh nghiép thdng qua 1 dich vu
ngan hang;
- Thuc hién mua hang héatrén 1 website ban hang ctia 1 doanh nghiép;
- Thuc hién mua, ban hang hda trén 1 website thwong mai;
- Thuc hién 1 phién dau gia truc tuyén;
- Bbang ky vathuc hién mdt quang céo truc tuyén.
1.  CACKY NANG VA KIEN THUC THIET YEU
1. K¥ nang
- K¥ nang st dung may tinh;
- KV nang st dung internet.
2. Kién thirc
- Kién thirc giao dich thwong mai dién ti;
- Kién thirc vé cac dich vu internet.
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IV. CACPBIEUKIEN THUC HIEN CONG VIEC
- May tinh ndi mang;
- Phan mém mahéda;
- Sangiao dich B2B, B2C, C2C.
V.  TIEUCHI VA CACH THUC BANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Thue hién viéc tim kiém thong tin trén | - Kiém tra quy trinh thao téac thuc
mang cho tlrng chu dé theo dung quy hién vakét qua
trinh

- Thue hién cdp phat vaquan ly chiing | - Kiém tra quy trinh
chi s6 theo dung quy trinh

- Thué duogc chirng chi s6 ca nhan tir - Kiém tra két qua
mot nha ching chi s6 cong cong

- Thue hién dwoc cac giao dich diéntr | - Kiém tra quy trinh vakét qua tirng

vamua ban hang hda giao dich mua ban
- Thue hién dwoc 1 phién dau gia truc | - Kiém tra két qua dau gia
tuyén

- Bang ky vathuec hién dwoc moét quang | - Kiém tra két qua quang céo
cao truc tuyén
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Cong viéc: LAP CAU HINH SWITCH/HUB
Ma s6 Cong viéc: E1
I MO TA CONG VIEC
- Thuc hién cau hinh Switch/Hub.
1.  CACTIEUCHI THUC HIEN
- Két nbi dwgc may Console vai Switch/Hub;
- Khi mét Password phai thuc hién duoc Password Recovery;
- Thiét lap dia chi IP cho Switch/Hub;

- Thiét 1ap duoc cac théng s6: mode clia tirng cong, Spanning, Tree
protocol .

1.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang

- Sk dung dwogc cac thiét bi mang;

- K ndng thuc hién cac thao tac khai bao dia chi.
2. Kién thirc

- Kién thirc vé phan cling may tinh;

- KIlién thirc vé hé thdng mang.
IV. CACPBIEUKIEN THUC HIEN CONG VIEC

- Hé théng mang ndi bo;

- B0 dfa cai dit va hudng dan cai dat;

- Switch/Hub.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- K&t ndi thong may Console véi - Quan sét thuc t€ vakiém tra tin
Switch/Hub hiéu
- Thuc hién dwoc cac buwéc Password - Lay lai dwoc Password
Recovery
- Thiét 1ap duoc dia chi IP - Kiém tra tin hiéu thong su6t tir cac

may tram
- Thiét lap dwoc céc théng s6: mode - Kiém tra céc thong sb cu thé
clia tirng cong, Spanning, Tree protocol
- Thue hién ding céac thao tac lvu cdu | - Kiém tra hoat dong ctia hé thdng
hinh va thoéat mang va Switch/Hub
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CAIDAT HE PIEU HANH VA PHAN MEM QUAN
TRI TREN FILE SERVER

Ma s6 Cong viéc: E2

MO TA CONG VIEC

Cai dat, cau hinh mang, cac thanh phan, phan mém hé théng, dich vu,

phan mém quan tri vagiam sat trén may chi clia mang.

CAC TIEU CHI THUC HIEN

Dinh dang duoc 6 dia mang;

Cai dat dwoc cau hinh mang cho may cha;

Cai dat dwoc cac thanh phan (Components);

Cai dat duoc cac dich vu mang;

Cai dat dwgc phan mém quan tri file server.

CAC KY NANG VA KIEN THUC THIET YEU

1. K§ nang

C6 k¥ nang dinh dang 6 dia mang;

Co k¥ nang cai dat hé diéu hanh cho may ch;

Co k¥ nang cai dat cac dich vu mang;

CO k¥ nang cai dat cdng cu giam sat, quan tri mang trén file server.

2. Kién thirc

Kén thirc vé phan cirng may tinh;

Kén thirc vé hé diéu hanh mang;

Kén thirc vé cai dat dich vu mang.

CAC DPIEU KIEN THUC HIEN CONG VIEC
Hé thong mang;

B dia cai dit hé diéu hanh may chu, céc dich vu mang va hwdng dan cai
dat;

Méy chu.

77

. q L {PoF] To remove this message, purchase the
This document was created using gg'N';}ERTER PDF L 7 product at www.SolidPDF.com




V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Binh dang chuén xac 6 dia mang - Kiém tra thuc té cic théng s6 0 dia
sau khi dadinh dang

- Cai dat duwoc hé diéu hanh, cau hinh - Kiém tra hoat dong cla hé diéu

may chu hanh may chu

cha

- Cai dat duoc cac thanh phan ciia may | - Kiém tra hoat dong cla céac thanh

phan trén may chd

- Cai dat duoc cac dich vu mang - Kiém tra cac thong so cu thé

- Cai dat dwoc phan mém quan tri, giam | - Kiém tra hoat dong clia cong cu
sat trén server

quan tri, giam sat trén server
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CAIDAT MAY TRAM
Ma sb Cong viéc: E3
l. MO TA CONG VIEC

- Cai dat giao thic, cau hinh va thiét 1ap ch€ do chia xé file va may in tai
cic may tram.

1.  CACTIEUCHI THUC HIEN
- Nhan dang duoc cac thiét bi mang dacai dat trén may tram;
- Cai dat duoc card mang khéng ho trg ché do Plug Play;
- Kiém tra xung dot gitra cac thiét bi;
- Cai dat duoc giao thirc mang, cau hinh client;
- Dbinh danh dwoc cho may tram;
- Thiét lap duoc ché do chia sé file vamay in.
l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- K¥ nang nhan dang cac thiét bi mang;
- C6 kY nang cai dat hé thdng mang;
- Ky nang cai dat card mang vagiao thi*c mang.
2. Kién thirc
- Kén thitc vé phan ctrng may tinh;
- Kién thirc vé hé thdng mang.
IV. CACDBIEU KIEN THUC HIEN CONG VIEC
- Hé théng mang ndi bo;
- BO dfa cai dit va hwdng dan cai dat.
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V.

TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Céc thiét bi mang dwgc nhan dang day
dd trén may tram

- Kiém tra xac dinh dung cac thiét bi
mang trén may tram

- Cai dét bang tay duoc ddi véi card
mang khong ho trg ché do Plug Play

- Kiém tra xac dinh may tram da
nhan dang dwoc card mang

- Kiém tra duoc xung dot gitra céac thiét
bi

- Kiém tra xéac dinh khong c6 xung
dot nao gilra cac thiét bi @ may tram

- Cai dat duoc giao thirc mang, cau
hinh client

- Kiém tra cac thong so cu thé

- May tram duoc dinh danh

- Kiém tra dinh danh ctia may tram

- Ché dd chia sé file vamay in ctia may
tram da duoc thiét 1ap

- Kiém tra hoat dong chia sé file va
may in cla may tram
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: LAP CAU HINH CARD MANG

Ma sb Cong viéc: E4
MO TA CONG VIEC

Cai dat cau hinh card mang vao may tinh.
CAC TIEU CHI THUC HIEN
Kiém tra dwoc cac ngét vacong da sk dung trong CMOS;

bat duoc tham sb cho card mang trén file server;

bt duoc tham s6 cho card mang trén cac may tram;

Truyén nhan tin hiéu ctia card mang théng su6t .

CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang
K¥ nang kiém tra va cai dat cdu hinh mdy tinh;

K¥ nang cai dat card m

2. Kién thirc
Kién thirc vé phan clrng may tinh;

ang.

Kién thirc vé cai dat mang.
CAC PIEU KIEN THUC HIEN CONG VIEC

Hé thong mang ndi bo;

B0 dfa cai dit va hwdng dan cai dat.
TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Dam bao st dung dung cng, ngat

CMOS

- Kiém tra cac ngat, c6ng trong

- Céc tham sb cho card mang trén file
server dwoc dat dang

- Kiém tra xac dinh ding cac tham s

- Céc tham sb cho card mang trén may
tram duoc dat dung

- Kiém tra xéac dinh diing céac tham so

- Truyén nhan tin hiéu ctia card mang
thong su6t

- Kiém tra x&c nhan tin hiéu tir server
dén may tram
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: LAP CAU HINH ROUTER/BRIDGE
Ma sb Cong viéc: E5
I MO TA CONG VIEC
- Thuc hién 1ap cau hinh Router/Bridge.
1.  CACTIEUCHI THUC HIEN
- K&t néi may Console v&i Router/Bridge;
- Khéi déng duvgc Router/Bridge;
- Khi mat Password phai thuc hién duoc Password Recovery;
- Kiém tra cdu hinh clia Router/Bridge;
- Thiét lap duoc cac tham s6 co ban vanang cao cho Router/Bridge.
l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- Ky nang st dung phan ctrng may tinh;
- K¥ ndng s dung thiét bi mang.
2. Kién thirc
- Kién thirc vé phan clng may tinh;
- Kién thirc vé cai dat mang.
IV. CACPDIEU KIEN THUC HIEN CONG VIEC
- Hé théng mang ndi bo;
- B0 dfa cai dit va hudng dan cai dat;

- Router/Bridge.
V.  TIEU CHI VA CACH THUC BANH GIA KY NANG
Tiéu chi danh gia Céch thirc danh gia
- Bam bao két ndi dwgc may Console - Kiém tra tin hiéu két noi
V@i Router/Bridge
- Router/Bridge dugc khai dong - Kiém tra tin hiéu cta Router/Bridge
- Thuc hién dugc cac bwdc Password - Lay lai dwgc Password
Recovery
- Céc tham sO co ban vanang cao cho | - Kiém tra xac nhan cac tham so tir
Router/Bridge duoc thiét 1ap Router/Bridge
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: KIEM TRA THONG MANG CUC BO
Ma sb Cong viéc: E6
I MO TA CONG VIEC
- Kiémtraviéc truyén vanhan thong tin ctia hé thong mang.
1.  CACTIEUCHI THUC HIEN
- Khai dong may tinh vakiém tra cac den tin hiéu trén Hub;

- Khéi ddng dwoc chuong trinh 1ap cdu hinh card mang & ché do may chu
tai mot may;

- Khoi ddng dwoc chuong trinh [ap cdu hinh card mang & ché do may
tram;

- Kiémtraviéc truyén vanhan dir liéu gira cac may tinh.
1. CACKY NANG VA KIEN THUC THIET YEU
1. K¥ nang

- Ky nang khéi dong may tinh;

- Ky nang st dung thiét bi mang.

2. Kiénthirc

- Kién thirc vé hé thong mang;

- Kién thirc vé cai dat mang.

IV. CACPBIEUKIEN THUC HIEN CONG VIEC

- Hé théng mang ndi bo;

- B0 dia cai dat.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Dam bdo tét ca cac may tinh trong hé | - Kiém tra tin hiéu tlrng may tinh va
thong dwoc bat va hub hoat dong tot cac dén tin hiéu trén Hub

- Chwong trinh 1ap cdu hinh card mang | - Kiém tra chuong trinh
& ché do may chu tai mot may duwoc

khdi dong
- Chuong trinh 1ap cdu hinh card mang | - Kiém tra chwong trinh trén tat ca
& ché dd may tram dwoc khéi dong cac may
- Bam bdo viéc truyén vanhan dir liéu | - Thwc hién truyén, nhan di liéu gitra
gilra cac may tinh thdong su6t cac may tinh vakiém tra két qua
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Cong viéc: CAIDAT DICH VU REMOTE ACCESSTREN RAS
Ma sb Cong viéc: E7
I MO TA CONG VIEC
- Thuc hién cai dat dich vu remote access trén RAS.
1.  CACTIEUCHI THUC HIEN
- Cai dat duoc dich vu Remote Access Service trén may ch;
- X&c dinh dvoc modem phuc vu dich vu;
- Quy dinh dwoc cdu hinh truy cap clia may tram;
- Quy dinh dwoc cdu hinh truy cap clliangudi St dung.
1. CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- Ky nang cai dat may tinh;
- Ky nang cai dat mang.
2. Kién thirc
- Kién thirc vé phan ctrng may tinh;
- Kién thirc vé hé théng mang.
IV. CACPIEU KIEN THUC HIEN CONG VIEC
- Hé théng mang ndi bo;
- B0 dia cai dat;
- Modem.
V.  TIEUCHI VA CACH THUC DANH GIA KY NANG

Tiéu chi danh gia Cach thirc danh gia
- Cai dat dang va dua dich vu Remote - Kiém tra céc chirc nang thuc té trén
Access Service trén may chu may chu
- Xéc dinh dung céc théng sb cai dat - Kiém tra cé4c thdng sb clia Modem
clia Modem

- X&c dinh dang cdu hinh truy cdp clia | - Kiém tra cac thong s trén tat ca

may tram va ngudi st dung cac may
- Theo ddi cac két ndi mang st dung - Kiém trakét n6i dich vu RAS ding
dich vu RAS yéu cau st dung
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CAIBAT VA QUAN TRI DICH VU REMOTE
BOOT

Ma sb Cong viéc: E8
I MO TA CONG VIEC
- Thuc hién cai dat dich vu remote boot.
1.  CACTIEUCHI THUC HIEN
- Cai dat duoc dich vu remote boot trén may ch;
- Cai dat duvoc cac tap tin khai dong may tram trén may chd;
- Khai béo dugc cau hinh clia may tram;
- Cai dat duoc hé diéu hanh tlr may tram dau tién;
- Cai dat dvgc phan mém (rng dung tir may tram.
1. CACKY NANG VA KIEN THU'C THIET YEU
1. Ky nang
- Ky nang cai dat chvong trinh;
- Ky nang cai dat mang.
2. Kién thirc
- Kién thirc vé phan ctrng may tinh;
- Kién thirc vé hé thdng mang.
IV. CACPBIEUKIEN THUC HIEN CONG VIEC
- Hé théng mang ndi bo;
- B0 dia cai dat.
V.  TIEUCHI VA CACH THUC DANH GIA KY NANG

Tiéu chi danh gia Céach thirc danh gia
- Cai dat dang va dua dich vu remote - Kiém tra cac chirc nang thuc té trén
boot trén may chu may chu
- Cai dat dang va da cac tap tin khoi - Kiém tra céc tap tin
dong may tram trén may cha
- Méy tram dau tién duwoc cai dat hé - Kiém tra hoat dong cla hé diéu
diéu hanh qua hanh trén may tram dau tién
- Céc phan mém tng dung duoc cai dat | - Kiém tra hoat dong clia cac phan
tlr may tram mém nay
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Cong viéc:

CAI BPAT VA QUAN TRI DICH VU TERMINAL

SERVICE CHO MAY CHU

Ma sb Cong viéc: E9
l. MO TA CONG VIEC

Thiét 1ap dwoc cac ché
I.
K¥ nang
Kién thirc

Hé thong mang ndi b ;
B6 dia cai dat.

Thuc hién dich vu terminal service cho may cha .
CAC TIEU CHI THUC HIEN
Khai bao duoc cai kiéu két noi;

dd khai bao.

CAC KY NANG VA KIEN THUC THIET YEU

K¥ nang cai dat chuong trinh;
K ¥ nang sir dung hé diéu hanh mang.

Kién thirc vé hé diéu hanh;

Kién thirc vé hé thdng mang.
CAC PIEU KIEN THUC HIEN CONG VIEC

TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Khai bao diing cac kiéu két

noi - Kiém tra céac két ndi trén may chi

béo

- Thiét Iap dang va du céac ché do khai

- Kiém tra hoat dong cla céc ché do
khai bao
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CAIDAT VA QUAN TRI TRINH KHAI THAC
TERMINAL SERVICE CHO MAY TRAM
Ma sd Cong viéc: E10

I MO TA CONG VIEC

- Thuc hién cai dat trinh khai thac terminal service cho may tram.
. CAC TIEU CHiI THUC HIEN

- Khai béo dugc céi kiéu két ndi;

- Thiét lap duoc dia client;

- Tao duoc biéu twong két ndi vi may chi trén may tram;

- Thiét lap duoc ché do khai bao trinh terminal service cho may tram.
1. CACKY NANG VA KIEN THU'C THIET YEU
1. Ky nang

- Ky nang cai dat chuvong trinh;

- KV nang st dung hé diéu hanh mang.
2. Kién thirc

- Kién thirc vé cdu tric may tinh;

- Kién thirc vé hé thdng mang.
IV. CACBIEUKIEN THUC HIEN CONG VIEC

- Hé théng mang ndi bo;

- B0 dia cai dat.
V.  TIEUCHI VA CACH THUC BANH GIA KY NANG

Tiéu chi danh gia Céach thirc danh gia
- Khai bao diing cac kiéu két noi - Kiém tra cac két n6i
- Thiét 1ap dung dia client - Kiém tra cdu hinh dfa client
- C6 biéu trong két ndi véi may chii - Kiém tra hoat dong clia bi€u tuong
trén may tram
- Thiét 1ap dang va du ché do khai bao | - Kiém tra hoat dong ctia thanh phan
trinh terminal service cho may tram trong terminal service
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: KIEM TRA HOAT BDONG HE THONG MA NG
Ma sb Cong viéc: E11
I MO TA CONG VIEC
- Thuc hién kiém tra hoat dong hé thdng mang.
[I. CACTIEUCHI THUCHIEN
- Kiém tra cau hinh cla céac thiét bi mang;

- Kiém tra viéc truyén, nhan dir lié u gitra cAc may tinh trong hé thdng
mang;

- Kiém tra hé diéu hanh ctia may cha;

- Kiém tra hoat dong cla cac dich vu;

- Kiém tra phan mém quan tri vagiam sat mang.
[1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang

- Ky nang sir dung thiét bi mang;

- Ky nang st dung hé diéu hanh mang;

- Ky nang kiém tra hoat dong cua thiét bi mang.
2. Kién thirc

- Kién thirc vé céu tric may tinh;

- Kién thirc vé hé théng mang.

IV. CACPBIEUKIEN THUC HIEN CONG VIEC

- Hé théng mang ndi bo;

- Phan mém.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Céu hinh clia cac thiét bi mang ding | - Kiém tra cac thdng so k¥ thuét
theo yéu cau
- Viéc truyén, nhan di liéu gilra cac - Kiém tra céc tin hiéu truyén, nhan
may tinh trong hé théng mang thdng
suét
- Hé diéu hanh ctia may chi hoat dong | - Kiém tra hoat ddng clia tét ca céac
tot tinh nang trong hé diéu hanh
- Cé&c dich vu hoat dong tot - Theo d6i hoat dong cua tat ca cac

dich vu

- Phan mém quan tri vagiam sat mang | - Kiém tra hoat dong thuc té
hoat dong tot
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THIET LAP TAI KHOAN NGUOI DUNG

Ma sb Cong viéc: E12

[ MO TA CONG VIEC

- Hoach dinh vatao tai khoan ngu¢i dung.
1.  CACTIEUCHI THUCHIEN

- Xé&c dinh dwoc tai khoan nguoi dung;

- Hoach dinh tai khodn nguoi dung;

- Tao ta khoan nguti dung;

- Tao b6 lwu trir tai khoan nguwoi dung.
[1l. CACKY NANG VA KIEN THUC THIET YEU

1. K§ nang

- Ky nang st dung hé diéu hanh mang;

- Ky ndng cai dat phan mém mang.

2. Kién thirc

- Kién thirc vé phan cirng may tinh;

- Kién thirc vé hé thng mang.
IV. CACPIEUKIEN THUC HIEN CONG VIEC

- Hé thong mang ndi bo;

- Phan mém cai dat mang.
V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Xac dinh dung tai khodn nguoi dung | - Kiém tra tai liéu xéac dinh nguoi

dung
- Hoach dinh dlng cac tai khodn nguoi | - Xem xét tai liéu hoach dinh
dung
- Tao ding tai khoan nguoi dungtheo | - Kiém tra tai khoan nguoi ding va
danh sach hoach dinh cac quyén hoat déng cuia tai khoan
- Tao ding b0 lwu trik tai khodn nguoi | - Kiém tra bo lwu trir tai khodn va
dung danh sach lwu tri
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THIET LAP TAI KHOAN NHOM
Ma sb Cong viéc: E13
l. MO TA CONG VIEC

- Hoach dinh, tao va s dung tai khoan nhém toan cuc va nhém cuc bd
cho hé théng mang.

1.  CACTIEUCHI THUC HIEN
- Xé&c dinh dwgc théng tin tai khodn nhom;
- Hoach dinh chién lwgc nhom;
- Tao dwgc nhdm toan cuc va nhdém cuc bo.
1. CACKY NANG VA KIEN THUC THIET YEU
1. K§ nang
- Ky nang st dung hé diéu hanh, hé diéu hanh mang;
- KV nang cai dat phan mém mang.
2. Kién thirc
- Kién thirc co ban vé hé diéu hanh, hé diéu hanh mang;
- Kién thirc vé quan tri vabdo vé tai nguyén dung chung trén mang;
- Kién thirc vé quan ly vung.
IV. CACPBIEUKIEN THUC HIEN CONG VIEC
- Hé théng mang ndi bo;
- B0 dia cai dat.
V.  TIEUCHI VA CACH THUC DANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Xé&c 1ap ding thong tin tai khoan - Kiém tra tai liéu khao sat
nhom
- Hoach dinh dang chién lwgc cho - Xem xét tai liéu hoach dinh
nhom

- Tao diing nhém toan cuc vanhom cuc | - Kiém tra viéc cap quyén truy cap
bd tai nguyén clia nhom
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Cobngviéc: QUAN TRI TAl KHOAN NHOM VA TAI KHOAN
NGUOI DUNG
Masb Cong viéc: E14
I MO TA CONG VIEC
- Duy tri c&c tai khoan da co vasip xép hop ly hda cong tac quan tri tai
khoan nhom vata khoan nguoi dung.
1.  CACTIEUCHI THUC HIEN
- Xéc dinh dwoc quyén cho cac tai khoan, tao duoc tai khoan mau;
- Ban hanh va ap dung dugc chinh sach tai khoan;
- Sla d6i duoc tai khodn nguoi dung;
- Duy tri dvgc may diéu khién vung.
1. CACKY NANG VA KIEN THU'C THIET YEU
1. Ky nang
- Ky nang st dung hé diéu hanh, hé diéu hanh mang;
- KV nang cai dat phan mém mang.
2. Kién thirc
- Kién thirc co ban vé hé diéu hanh, hé diéu hanh mang;
- Kién thirc vé quan tri vabdo vé tai nguyén dung chung trén mang;
- Kién thirc vé quan ly vung.
IV. CACPIEU KIEN THUC HIEN CONG VIEC
- Hé théng mang ndi bo;
- B0 dia cai dat.
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V.

TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Xé&c 1ap ding cbng tac quén tri tai
khoan

- Kiém tra tai liéu phan quyén cho
cac tai khoan vatai khoan mau

- Lap duoc chinh sach tai khoan, ban
hanh va ép dung dung

- Xem xét chinh sach, theo doi viéc
ban hanh va ap dung

- Thwc hién dwoc thao tac sra doi tai
khoan nguoi dung

- Kiém tra théng s0 tai khoan sau khi
stra doi

- May diéu khién vung luén duoc duy
tri

- Theo d&i hoat ddng clia may diéu
khién vung
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CHIA XE TAI NGUYEN FILE TREN MAY CHU
Ma sb Cong viéc: E15

I MO TA CONG VIEC

- Xéc1ap vatrién khai hé thdng tai nguyén trén mang (qua may cha).
1.  CACTIEUCHI THUC HIEN

- Khéo sat dugc trng nhdém cdng viéc;

- Phaén tich dwgc nhu cau cla déi twgng tham gia hé théng mang;

- Thiét lap duoc cdu hinh tai nguyén chia sé;

- Theo ddi, kiém tra vasira chira tinh chinh xac tai nguyén duvoc chia 2.
1. CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang

- Ky nang st dung hé diéu hanh mang;

- Ky nang diéu tra thong tin.
2. Kién thirc

- Kién thirc vé giao tiép;

- Kién thirc phan tich thong tin;

- Kién thirc vé quan tri mang.
IV. CACPDIEU KIEN THUC HIEN CONG VIEC

- Hé théng mang ndi bo;

- Gidy, bat, mau tai liéu khao sat;

- Phan mém.
V.  TIEUCHI VA CACH THUC BANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Hoan thanh duoc cong viéc khdo s&t | - Kiém tra tai liéu tai liéu khao sat va
so sanh thuce té

- Xem xét tai liéu phan tich vakiém

- Phéan tich ding nhu cau cla déi twong "
trathuyc té

tham gia hé thng mang

- Thiét Iap ddng cau hinh tai nguyén - Kiém tra thong s6 cau hinh tai
chiasé nguyén chia sé
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CHIA XE TAI NGUYEN FILE TREN MAY TRAM
Ma sb Cong viéc: E16
I MO TA CONG VIEC
- X&c1ap vatrién khai hé thong tai nguyén trén mang (qua may tram).
1.  CACTIEUCHI THUC HIEN
- Khéo sat duvgc trng nhédm file chia sé;
- Phan tich dwgc nhu cau cla tirng nhém file chia sg;
- Thiét lap duoc cdu hinh tai nguyén chia sé trén may tram;
- Theo ddi, kiém tra vastra chita file dwoc chia s2.
1. CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- Ky nang st dung hé diéu hanh mang;
- Ky nang diéu tra thong tin.
2. Kién thirc
- Kién thirc phan tich thong tin;
- Kién thtrc vé quan tri mang.
IV. CACDBIEU KIEN THUC HIEN CONG VIEC
- Gidy, bat, mau tai liéu khao sat;
- Hé théng mang ndi bo;
- Pham mém.
V.  TIEUCHI VA CACH THUC DANH GIA KY NANG

Tiéu chi danh gia Cach thirc danh gia

- Hoan thanh dugc cong viéc khdo sat | - Kiém tra tai liéu tai liéu khao sat

- Phan tich ding nhu cau cUa tirng - Xemxet tai lieu phan tich vakiém

nhém file chia s trathurc té
- Thiét 1ap ding cau hinh tai nguyén - Kiém tra théng s6 cdu hinh tai
chiasé nguyén chia sé
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CAIDAT MAY CHU IN
Ma sb Cong viéc: E17

MO TA CONG VIEC

Thiét 1ap va cai dat may in tai may cha.
CAC TIEU CHI THUC HIEN

Cai dat dwoc dich vu in;

Lap dwoc cdu hinh may in mang tir Add Printer;

Thiét 1ap dwgc pham vi may in;
Cai dat dugc may in.
CAC KY NANG VA KIEN THU'C THIET YEU

1. Ky nang

K§ nang st dung hé diéu hanh mang;
K§ nang cai dat phan mém.

2. Kién thirc

Kién thircc vé phan clrng may tinh;

Kién thirc vé quan tri mang.

CAC BIEU KIEN THUC HIEN CONG VIEC
Hé th6ng mang ndi bo;

B6 dia cai dat;

May in.

TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Dich vu in dwoc cai dat

- Kiém tra céc théng sd

- Lap ding cau hinh may in mang ttr
Add Printer

- Kiém tra loai may in

- Thiét Iap dang pham vi may in

- Kiém tra thong s Local Printer hay
Network Printer

- Xé&c dinh dung pham vi in an trén
mang, cau hinh may in may tinh

- Thuc hién in test thuc t€ trén céc
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: SU DUNG MAY IN MANG
Ma sb Cong viéc: E18

MO TA CONG VIEC

Thuc hién in an trén mang.

CAC TIEU CHI THUC HIEN

Khai dong server vamay in;

Chuan bi gidy in vakhéi dong dwoc giao dién in;
Thuc hién in.

CAC KY NANG VA KIEN THUC THIET YEU

K¥ nang

K¥ nang st dung may tinh;
K¥ nang s dung may in.

Kién thirc

Kién thic vé hé dieu hanh mang;

Kién thirc vé quan tri mang.

CAC PIEU KIEN THUC HIEN CONG VIEC

Hé th6ng mang ndi bo;

Giay in;

Méay in.

TIEU CHi VA CACH THUC BANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Server vamay in hoat déng

may in

- Kiém tra tin hiéu clia Server va

- Chuén bi gidy in

- Kiém tra gidy trén may in

- Khéi ddng duoc giao dién in

- Kiém tra giao dién in trén may tinh

- Thuc hién in dang

- Kiém tra két qua in trén gidy in
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: QUANLY MAY IN MANG

Ma sb Cong viéc: E19

MO TA CONG VIEC

Thuc hién céng téc quan ly may in mang.
CAC TIEU CHI THUC HIEN

Thiét 1ap cong tac quan tri may in;

Thiét 1ap cong tac quan ly tai liéu;

Thuc hién cdng tac quan ly giao dién in.
CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K¥ nang st dung may tinh;
K¥ nang st dung may in.

2. Kién thirc

Kién thirc vé hé diéu hanh mang;

Kién thirc vé quan tri mang.

CAC PIEU KIEN THUC HIEN CONG VIEC
Hé th6ng mang ndi bo;

Giay in;

May in.

TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Xac dinh ding céc tac vu vayéu cau
cdng tac quan tri may in mang

- Kiém tra thuc t€ yéu cau

- Xéc dinh ding céc tac vu chi phoi thoi
diém intai liéu cho nguoi dung

- Kiém tra céc thdng sb: thong béo
chotai liéu, an dinh gio in, hiy bo tai
liéu khoi giao dién in

- Thuc hién dang cac tac dong dén giao
diénin

quyén

- Kiém tra céc tac dong: chon giao
dién in khac, tam nglrng, ti€p tuc in,
x6ata liéu khoi giao dién in, gianh
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CAIDAT VA QUAN TRI DICH VU DNS
Ma sb Cong viéc: E20
l. MO TA CONG VIEC

- Thuc hién cai dat, quan ly tén vang trén mang LAN va xac dinh cau hinh
dich vu.

1.  CACTIEUCHI THUC HIEN
- Cai dat duoc dich vu DNS trén may chi Windows;
- Tao duoc vung;
- Tao duwoc domain;
- Tao duoc céc ban ghi;
- Tao dugc cdu hinh Reverse Lookup.
[1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- K¥ nang st dung may tinh;
- Ky nang cai dat internet.
2. Kién thirc
- Kién thtrc vé hé diéu hanh mang;
- Kién thirc vé internet.
IV. CACDBIEU KIEN THUC HIEN CONG VIEC
- Hé théng mang ndi bod;
- B0 dia cai dat.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Cai dat dung dich vu DNS trén may - }(iém tra xac dinh thong tén mién
chi Windows bang trinh tién ich NSLOOKUP
- Vung dugc tao theo dung quy trinh - Kiém tra cac thong s clia ving

- Domain dwoc tao theo ding quy trinh | - Kiém tra dia chi cac domain va hoat
dong cla cac domain nay

- Céc ban ghi dugc tao theo dlng quy | _ kjam tra céc thang s6 ciia cAc ban

trinh ghi
- Reverse Lookup dwoc cdu hinhtheo | _ Kiém tra cac thong s6 Reverse
dang tiéu chuan L ookup
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CAIDAT VA QUAN TRI DICH VU DHCP
Ma sb Cong viéc: E21
I MO TA CONG VIEC
- Thuc hién cai dat va quan tri dich vu cép phat dia chi IP dong.
1.  CACTIEUCHI THUC HIEN
- Cai dat duoc dich vu DHCP trén may chd Windows;
- Xac dinh duoc cau hinh DHCP Server;
- X&c dinh dwoc cdu hinh DHCP Client;
- Xac dinh dwgc cau hinh nhiéu DHCP trén 1 mang;
- Két hgp duoc dich vu DHCP véi dich vu DNS.
l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- KV nang s dung may tinh;
- KV nang cai dat internet.
2. Kién thirc
- Kién thtrc vé hé diéu hanh mang;
- Kién thirc vé internet.
IV. CACPDIEU KIEN THUC HIEN CONG VIEC
- Hé théng mang ndi bo;
- BO dia cai dat.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Cai dat dung dich vu DHCPtrén mdy | - Kiém tra céc tinh nang cla dich vu
chi Windows DHCP sau khi cai dat

- Xac dinh dugc cdu hinh DHCP Server | - Kiém tra cac thong s6 clia DHCP
Server, kiém tracéc 16i cia DHCP
Server

- Xac dinh ding céu hinh DHCP Client | - Kiém tra cac thong s6 clia DHCP
Client, kiém tra céac 16i ciia DHCP

Client
- Cau hinh nhiéu DHCP trén 1 mang - Kiém tra hoat dong cla tat ca cac
DHCP
- Két hop ding dich vu DHCP véi dich | - Kiém tra hoat dong ctia DHCP va
vu DNS DNS
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CAIDAT VA QUAN TRI DICH VU WINS
Ma sb Cong viéc: E22
I MO TA CONG VIEC
- Thuc hién cai dat vaquan tri dich vu WINS.
1.  CACTIEUCHI THUC HIEN
- Cai dat duoc dich vu WINS trén may chi Windows;
- Thiét lap duoc cdu hinh Static Mapping;
- X&c dinh dwoc cdu hinh WINS Client;
- Kiém tra céc 16i clia WINS Server;
- Dong bd dir lieu WINS;
- Giam sat vakiém tra dwoc cac hoat dong cua dich vu.
1. CACKY NANG VA KIEN THUC THIET YEU
1. K¥ nang
- Ky néng str dung may tinh;
- Ky nang cai dat internet.
2. Kiénthirc
- Kién thirc vé hé dieu hanh mang;
- Kién thirc V€ internet.
IV. CACPBIEUKIEN THUC HIEN CONG VIEC
- Hé théng mang ndi bo;
- B0 dia cai dat.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Cai dat dung dich vu WINStrén mdy | - Kiém tra cac tinh nang cla dich vu
chi Windows DHCP sau khi cai dat
- Cau hinh Static Mapping duoc thiét - Kiém tra cac thong sd ciu hinh
lap ding Static Mapping
- Xac dinh ding cau hinh WINS Client | - Kiém tracéc thong so clia WINS
Client
- Bong bd duoc dir lieu WINS - Kiém tra céc di¥ liéu sau khi dong
bo
- Gidm sét va kiém tra dugc cac hoat - Kiém tra lich trinh hoat dong
dong ctia dich vu
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CAIDAT VA QUAN TRI DICH VU WEB SERVER
Ma s6 Cong viéc: E23
I MO TA CONG VIEC
- Thuc hién cai dat vaquan tri dich vu WEB SERVER.
[I. CACTIEUCHI THUCHIEN
- Cai dat duoc dich vu WEB SERVER trén may chi Windows;
- Thiét lap duoc cdu hinh WEB SERVER,;
- Cai dat duwoc Frontpage Server Extension;
- Cai dat duoc cac Alias;
- Cai dat duoc ché do khéi dong dich vu.
1.  CACKY NANG VA KIEN THU'C THIET YEU
1. Ky nang
- KV nang s dung may tinh;
- KV nang cai dat internet.
2. Kién thirc
- Kién thtrc vé hé diéu hanh mang;
- Kién thirc vé internet.
IV. CACPDIEUKIEN THUC HIEN CONG VIEC
- Hé théng mang ndi bo;
- BO dia cai dat.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Cai dat dung dich vu WEB SERVER | - Kiém tra cac tinh nang hoat dong
trén may chd Windows cla dich vu WEB SERVER sau khi
cai dat
- Thiét 1ap dung cau hinh WEB - Kiém tra cac thong s cau hinh
SERVER WEB SERVER
- Cai dat dang Frontpage Server - Kiém tra céac tinh nang hoat dong
Extension cua Frontpage Server Extension
- Cai dat dang cac Alias - Kiém tra théng so cuia cac Alias
- Cai dat ding ché do khai dong dich - Kiém tra hoat dong ctia ché do khoi
vu déng dich vu
107

. . {PoF] To remove this message, purchase the
This document was created using  [Eciriul- TN =) product at www.SolldPDF.com




TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CAIDAT VA QUAN TRI DICH VU MAIL SERVER
Ma sb Cong viéc: E24
I MO TA CONG VIEC
- Thuc hién cai dat vaquan tri dich vu MAIL SERVER.
1.  CACTIEUCHI THUC HIEN
- Cai dat duoc dich vu MAIL SERVER trén may chu Windows;
- Thiét lap duoc cdu hinh MAIL SERVER;
- Cai dat duvoc danh sach ngudi sir dung;
- Cai dat dugc danh sach thu tin (Mailing List);
- Cai dat duoc ché do khai dong dich vu;
- Cai dat duoc giao dién Web truy cap Mail Server;
- Cai dat duvgc cdu hinh Mail Client tai may tram.
l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- K¥ nang st dung may tinh;
- Ky néng cai dat internet.
2. Kién thirc
- Kién thtrc vé hé diéu hanh mang;
- Kién thirc vé internet.
IV. CACPDIEUKIEN THUC HIEN CONG VIEC
- Hé théng mang ndi bod;
- BO dia cai dat.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Cai dat dung dich vu MAIL SERVER | - Kiém tra cac tinh nang hoat dong
trén may chd Windows cla dich vu MAIL SERVER sau khi
cai dat
- Thiét 1ap dung cdu hinh MAIL - Kiém tra cac thong s cau hinh
SERVER MAIL SERVER

- Cai dat dung danh sach nguoi st dung | - Kiém tra danh séch thuc té

- Cai dat dang danh sach thu tin - Kiém tra thong s6 va hoat dong clia
(Mailing List) Mailing List

- Cai dat ding ché do khai dong dich - Kiém tra hoat dong cla ché do khai
vu déng dich vu

- Cai ddt dung giao dién Web truy cap | - Kiém tra hoat dong cla giao dién
Mail Server

- Cai dat duoc cau hinh Mail Clienttai | - Kiém trathéng s6 va hoat dong clia
may tram Mail Client tai may tram
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CAIDAT VA QUAN TRI DICH VU FTP
Ma sb Cong viéc: E25
I MO TA CONG VIEC
- Thuc hién cai dat vaquan tri dich vu FTP.
1.  CACTIEUCHI THUC HIEN
- Cai dat duoc dich vu FTP trén may chi Windows;
- Thiét lap duoc cau hinh FTP SERVER,;
- Cai dat va dinh quyén duoc danh sach nguoi str dung;
- Hiéu chinh dwoc quyén truy cap dia cirng may chd;
- Cai dat duoc ché do khai dong dich vu;
- Cai dat duvgc chuwong trinh FTP Client tai may tram.
1. CACKY NANG VA KIEN THUC THIET YEU
1. K¥ nang
- Ky nang st dung may tinh;
- Ky nang cai dat internet.
2. Kiénthirc
- Kién thirc vé hé dieu hanh mang;
- Kién thirc V€ internet.
IV. CACPBIEUKIEN THUC HIEN CONG VIEC
- Hé théng mang ndi bo;
- B0 dia cai dat.
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V.

TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Cai dat dang dich vu FTP SERVER
trén may chi Windows

- Kiém tra céac tinh nang hoat dong
cla dich vu FTP SERVER sau khi
cai dat

- Thiét 1ap dung cau hinh FTP
SERVER

- Kiém tra cac thong so cau hinh FTP
SERVER

- Cai dat va dinh quyén ding danh sach

nguoi str dung

- Kiém tra danh sach vaquyén truy
cap cla tirng nguoi str dung

- Quyén truy cap dia cirng may chu
duoc dinh dung

- Kiém tra thong s6 quyén truy cap

- Cai dat dang ché do khai dong dich
vu

- Kiém tra hoat dong cla ché do khai
déng dich vu

- Cai dat ding cdu hinh chuong trinh
FTP Client tai may tram

- Kiém tra thong sd vahoat dong clia
chuong trinh FTP Client tai may
tram
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CAIDAT PROXY

Ma sb Cong viéc: E26

MO TA CONG VIEC

Thuc hién cai dat Proxy.

CAC TIEU CHI THUC HIEN

Cai dat duvoc chwong trinh Proxy trén may chi Windows;
Thiét 1ap dwoc cau hinh dich vu cua Proxy;

Cai dat cau hinh may va nguoi st dung;

Thiét 1ap dwoc ché do loc tin vao, ra;

Cai dat dwoc cac dich vu, cac dia chi cadm truy cap;
Thiét 1ap dwoc ché do Log;

Khai bao dwgc cdu hinh Proxy tai may tram.

CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K§ nang st dung may tinh;
K¥ nang cai dat internet.

2. Kién thirc
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Kién thirc vé hé diéu hanh mang;

Kién thirc vé internet.

CAC BIEU KIEN THUC HIEN CONG VIEC
Hé théng mang ndi bo;

B0 dia cai dat.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Cai dat dang dich vu PROXY trén - Kiém tra céc tinh nang hoat dong

may chd Windows cla dich vu FTP SERVER sau khi
cai dat

- Thiét 1ap dung cdu hinh PROXY - Kiém tra cac thong s cau hinh
PROXY

- Cai dat dung cau hinh may vanguoi | - Kiém tra théng s cau hinh méy va

sir dung quyeén cla nguoi st dung

- Thiét 1ap dang ché do loc tinvao, ra | - Kiém tra hoat dong clia ché do loc
tin

- Cai dat dung céc dich vu, cac diachi | - Kiém tra hoat dong cla tirng dich

cam truy cap vu, dia chi bi cam

- Thiét 1ap dung ché do6 Log - Kiém tra cac bién ban duoc ghi cla
dich vu

- Khai bao duroc cau hinh Proxy tai may | - Kiém tra thong sd proxy va hoat

tram dong cla may tram
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CHIA XE DUONG TRUYEN INTERNET
Ma sb Cong viéc: E27

I MO TA CONG VIEC

- Xac dinh quyén truy cap internet tai cic may tram.
1.  CACTIEUCHI THUC HIEN

- Cai dat két ndi internet tai 1 may tram;

- Cai dat proxy tai may tram;

- Xac dinh dugc chinh sach quay s6 tir may tram;

- Xéc dinh dwoc quyén diéu khién proxy tir may tram;

- Cai dat chuong trinh Proxy Client tai may tram;

- Khai bao dwgc cau hinh str dung Proxy tai may tram.
1. CACKY NANG VA KIEN THUC THIET YEU
1. K¥ nang

- Ky nang st dung may tinh;

- Ky nang cai dat internet.
2. Kiénthirc

- Kién thirc vé hé dieu hanh mang;

- Kién thirc V€ internet.
IV. CACPBIEUKIEN THUC HIEN CONG VIEC

- Hé théng mang ndi bo;

- B0 dia cai dat.
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V.

TIEU CHI VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- May tram truy cap dugc internet

- Kiém tra cac tinh nang internet cla
may tram

- Thiét 1ap dung cdu hinh proxy tai may
tram

- Kiém tra cac thong so cau hinh
proxy tai may tram

- Xéc dinh ding chinh sach quay s tir
may tram

- Kiém tra chinh sach, quyén han cta
trng may tram

- Xac dinh dung quyén diéu khién
proxy tir may tram

- Kiém tra hoat dong diéu khién
proxy tir may tram

- Cai dat duvgc chuong trinh Proxy
Client tai may tram

- Kiém tra cac tinh nang ctia chuong
trinh

- Khai bao dwoc cau hinh s dung
Proxy tai may tram

- Kiém tra hoat dong clia proxy tai
may tram
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUC HIEN XAY DUNG MOT HE THONG MANG
VA QUAN TRI HE THONG MANG
Ma sb Cong viéc: E28
l. MO TA CONG VIEC

- Thuwc hién cac buwéc xay dwng mot hé théng mang vaquan tri hé théng
mang.

1.  CACTIEUCHIi THUCHIEN
- Céc bwdc chuan bi 1ap dit hé théng mang;
- Cai dat card mang;
- Cai dat vagd bo giao thirc mang;
- Cai dat vachiasé may in mang;
- Cai dat hé diéu hanh may chu;
- Troubleshooting;
- Deployment Tool;
- Quan ly may tinh vaquan ly card man hinh;
- Driver Signing;

- Quan ly tai khoan nguoi dung - Quan ly nhom tai khoan trong Active
Directory;

- Thiét lap céac thong s6 bado mat; Cac chinh sach ta khoan; Chinh sach
may cuc bd va céc chinh sach hé thong;

- Quan ly phuwong tién luu tri Storage management;
- Quan ly mang vacéc tai nguyén;
- Giam sat hiéu nang hoat dong;
- Sao lwu va phuc hoi di liéu.
1. CACKY NANG VA KIEN THUC THIET YEU
1. K¥ nang
- KV nang st dung may tinh;
- Ky nang st dung hé diéu hanh mang.
2. Kién thirc
- Kién thirc vé hé théng mang;
- Kién thirc vE cai dat mang.
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IV. CACBIEUKIEN THUC HIEN CONG VIEC
- Hé théng mang may tinh;
- B0 dia cai dat;
- May in mang.
V.  TIEUCHI VA CACH THUC BANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Théng ke, chudn bi day du trang thiét | - Kiém tra trng hang muc vachi tiét
bi phuc vu lap dat va cai dat mang thiét bi
- Cai dat ding theo quy trinhvahudéng | - Kiém tra két qua cai dat
dan cai dat
- Thuc hién dang cac buéc véi tirng - Theo d6i quy trinh vakiém tra két
tiéu chi thic hién cong viéc qué thyc té
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CAI DAT PHAN MEM XU LY ANH
Ma s6 Cong viéc: F1
I MO TA CONG VIEC
- Thuc hién cai dat phan mém xt ly anh, khéi dong vakiém tra hoat dong
clia phan mém x& ly anh.
1.  CACTIEUCHI THUC HIEN
- Kiém tra cdu hinh may tinh;
- Cai dat phan mém xt ly anh;
- Khoi ddng valam quen v¢i giao dién ctia phan mém x& ly anh.
l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- KV nang st dung may tinh;
- Ky ndng s dung phan mém.
2. Kién thirc
- Kién thirc vé hé diéu hanh;
- Kién thirc vé cai dat phan mém.
IV. CACDBIEU KIEN THUC HIEN CONG VIEC
- Maéy tinh;
- B0 dia cai dat phan mém xt ly anh.
V.  TIEUCHI VA CACH THUC DANH GIA KY NANG

Tiéu chi danh gia Céach thirc danh gia
- Pam bao cdu hinh may tinh di dé cai | - Kiém tra cac thong s cdu hinh va
dat vachay phan mém xt ly anh so sanh vi yéu cau ctia phan mém
- Cai dat ding phan mém xt ly anh - Thue hién khéi dong phan mém va

kiém tra céc tinh nang

- Khéi dong vakiém tra hoat dong clia | - Thao tac thuan thuc, ndm rd cac
phan mém xt ly anh thanh phan clia giao dién
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: LAM VIEC VOI ANH BITMAP VA ANH VECTOR
Ma s6 Cong viéc: F2
l. MO TA CONG VIEC

- Thuc hién thao tac, quy trinh va cac | énh lam viéc véi anh Bitmap va
anh Vector.

1.  CACTIEUCHI THUC HIEN
- Xé&c dinh ¢ anh va do phan giai cia anh;
- Thuc hién nhap, tao, lvu va xuét anh;
- Thay ddi kich thuéc Canvas;
- Quay valat toan hinh anh;
- Xén hinh anh;
- Bién anh dbi twvong trong khdng gian hai chiéu vaba chiéu;
- Sira bang ban sao hinh anh.
1.  CACKY NANG VA KIEN THU'C THIET YEU
1. Ky nang
- K¥ nang st dung may tinh;
- Ky nang st dung phan mém.
2. Kiénthirc
- Kién thirc vé hé diéu hanh;
- Kién thirc vé phan mém xu ly anh.
IV. CACDBIEU KIEN THUC HIEN CONG VIEC
- May tinh;
- Phan mém x& ly anh.
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V.

TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Xac dinh ding c® anh va dd phan giai
cla anh

- Kiém tra cac thong s kich c& va
d6 phan giai theo dung yéu cau

- Thuc hién dwoc viéc nhap, tao, lvu va
Xuat anh

- Kiém tra quy trinh thao tac diing
theo yéu cau

- Thay ddi ding kich thuwéc Canvas

- Kiém tra thong so thay doi

- Quay valat toan hinh anh ding quy
trinh

- Kiém tra két qua theo yéu cau

- Xén dang hinh &nh can lay

- Kiém tra két qua theo yéu cau

- Thuc hién dang quy trinh bién anh déi
twong trong khong gian hai chiéu vaba
chiéu

- Kiém tra quy trinh vathao tac

- Stra dugc anh bang ban sao hinh anh

- Kiém tra két qua vaquy trinh sira
bang ban sao hinh anh
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: XU LY VUNG CHON
Ma sb Cong viéc: F3
I MO TA CONG VIEC
- Thuc hién thao tac, quy trinh vacéc Iénh x Iy ving chon.
1.  CACTIEUCHI THUC HIEN
- Tao vung chon pixel st dung menu Select;
- Tao vung chon pixel sir dung cac cong cu Marquee;
- Tao vung chon pixel st dung cac cong cu Lasso;
- Tao vung chon pixel sir dung céng cu Magic Wand;
- Tao vung chon pixel st dung l1énh Color Range;
- Dich chuyén, che khuat, nghich dao v ung chon;
- Diéu chinh vung chon theo céch thi cong;
- Luwu, tai, x0a, sao chép vung chon.
1. CACKY NANG VA KIEN THU'C THIET YEU
1. K§ nang
- Ky nang st dung may tinh;
- Ky nang st dung phan mém.
2. Kién thirc
- Kién thirc vé hé diéu hanh;
- Kién thtrc vé phan mém xi ly anh.
IV. CACPBIEUKIEN THUC HIEN CONG VIEC
- Maéy tinh;
- Phan mém x@ ly anh.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Tao vung chon pixel st dung menu - Kiém tra cac thong sO ving chon
Select dung quy trinh

- Tao vung chon pixel st dung cong cu | - Kiém tra cac théng s6 vung chon
Marquee dung quy trinh

- Tao vung chon pixel st dung cong cu | - Kiém tra cac théng s6 vung chon
Lasso ding quy trinh

- Tao vung chon pixel str dung cong cu | - Kiém tra cac théng s6 vung chon
Magic Wand dung quy trinh

- Tao vung chon pixel st dung Iénh - Kiém tra cac thong so ving chon
Color Range dung quy trinh

- Dich chuyén, che khuét, nghich dao - Kiém tra quy trinh thao tac ding

vung chon dung thao tac theo yéu cau
- Biéu chinh vung chon theo cach thi - Kiém tra quy trinh thao tac duing
cbng dung quy trinh theo yéu cau
- Luu, tai, xda, sao chép vung chon - Kiém tra két qua
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: LAM VIEC VOI MAU SAC
Ma s Cong viéc: F4
MO TA CONG VIEC

Thuc hién thao tac, quy trinh vacéc 1énh x& Iy mau sac.

CAC TIEU CHI THUC HIEN

Xac dinh md hinh mau vaché dd mau;

Xac dinh cung bac mau;

Xéc dinh kénh vachiéu sau bit;

Thuc hién chuyén déi gilra cac ché d6 mau;
Thuc hién chinh stra hinh anh co ban;

Xac dinh céc hiéu irng mau dac biét;

Thuc hién 1am sic nét hinh anh.

CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K§ nang st dung may tinh;
K¥ nang st dung phan mém.

2. Kién thirc

Kién thirc vé hé diéu hanh;

Kién thirc vé phan mém x& ly anh.

CAC PIEU KIEN THUC HIEN CONG VIEC
May tinh;

Phan mém xt ly anh.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Xac dinh ding mé hinh mau vaché - Kiém tra cac thong so
ddo mau
- Xac dinh ding cung bac mau - Kiém tra cac thong s6
- X4ac dinh ding kénh vachiéu sau bit | - Kiém tra cac théng so

- Thuc hién dang thao tac vaquy trinh | - Kiém tra két qua chuyén doi
chuyén ddi gilra cac ché dé mau

- Thue hién ding thao tac va quy trinh | - Kiém tra két qua anh duoc chinh
chinh stra hinh dnh co ban Stra

- Xac dinh ding cac hiéu ting mau dac | - Kiém tra két qua céac hiéu (rng
biét xtr ly &nh theo yéu cau

- Hinh &nh duoc 1am sic nét theo yéu - Kiém tra két qua hinh anh
cau
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: SU DUNG VA QUANLY LOP

Ma s6 Cong viéc: F5
MO TA CONG VIEC

Thuc hién thao tac, quy trinh s dung vaquan ly l6p.

CAC TIEU CHI THUC HIEN
Tao I6p vatoé hop l6p;

Chon lop;

Hién thi ndi dung 16p;

Sao chép 16p;

Thay doi trat tw xép chdng 16p;
Lién két 16p;

Khoalop;

Tron 16p vaép phang moi 16p;
Quan ly 16p;

St dung Style khuén mau;
Hiéu chinh Style 16p;

Tao mat na l6p.

CAC KY NANG VA KIEN THUC THIET YEU

1. K¥ nang

K§ nang st dung may tinh;
K¥ nang sir dung phan mém.

2. Kién thirc

Kién thirc vé hé diéu hanh;

Kién thirc vé phan mém x& ly anh.

CAC BIEU KIEN THUC HIEN CONG VIEC
May tinh;

Phan mém x@ ly anh.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Lép vato hop 16p duoc tao theo ding | - Kiém tra két qua
quy trinh
- L&p dugc chon theo ddng quy trinh - Kiém tra két qua chon 16p
- Hién thi n6i dung ctia I¢p can chon - Kiém tra két qua
- Sao chép duoc 16p - Kiém tra két qua sao chép
- Thay doi trat tw xép chong l6p - Kiém tra két qua thay doi trat tw 16p
- Lién két cac lop - Kiém tra két qua lién két
- Khéalép - Kiém tra két qua khoa
- Tron 16p va ép phang moi 16p - Kiém tra két qua

- Thuc hién quan ly 16p dang quy trinh | - Kiém tra quy trinh quan ly

- S dung duoc Style khuén mau - Kiém tra két qua

- Hiéu chinh duwoc Stylelép - Kiém tra két qua

- Tao duwgc mat na lép - Kiém tra két qua
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: LAM VIEC VOI CHU
Ma s6 Cong viéc: F6

MO TA CONG VIEC

Thuc hién thao tac, quy trinh lam viéc véi chir.
CAC TIEU CHI THUC HIEN

S dung cong cu Type dé tao chir;

Nhap chir nghé thuat;

Nhép chir dang doan;

Hiéu chinh chii trong 16p chir;

Manh hoaldp chit;

Doi huwdng 16p chir;

Hiéu (*ng khi¥ rang cua;

Udn cong l6p chit;

Bién chir thanh hinh dang;

Binh dang ky tu.

CAC KY NANG VA KIEN THUC THIET YEU

1. K§ nang

K§ nang st dung may tinh;
K§ nang st dung phan mém.

2. Kién thirc

Kién thirc vé hé diéu hanh;

Kién thirc vé& phan mém xt ly anh.

CAC BIEU KIEN THUC HIEN CONG VIEC
May tinh;

Phan mém x@ ly anh.
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V.

TIEU CHI VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Sir dung ding quy trinh cdng cu Type

dé tao chir

- Kiém tra két qua

- Nhap duoc chir nghé thuéat

- Kiém tra két qua

- Nhap duoc chir dang doan

- Kiém tra két qua

- Hiéu chinh dwgc chi trong 16p chi

- Kiém tra két qua hiéu chinh

- Manh hoéaldp chi

- Kiém tra két qua

- Poi hudng duoc 16p chir

- Kiém tra két qua theo tlrng hudng
doi

- Thuee hién hiéu tng khir rang cua
dung quy trinh

- Kiém tra két qua

- Thye hién udn cong l6p chir

- Kiém tra két qua

- Thuc hién duoc thao tac bién chi
thanh hinh dang

- Kiém tra quy trinh quan ly

- Binh dang ky tv theo dung quy trinh

- Kiém tra théng so dinh dang
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: LAM VIECVOI CACBO LOC TAO HIEU UNG

PDAC BIET
Ma sb Cong viéc: F7
MO TA CONG VIEC

Thuc hién thao tac, quy trinh lam viéc véi cac b loc tao hiéu rng dac

biét.

CAC TIEU CHI THUC HIEN

S dung nhém bd loc Artistic;

St dung nhém bd loc Blur;

S dung nhom bd loc Brush Stroke;
St dung nhém bd loc Distort;

S dung nhom bd loc Noise;

S dung nhom bd loc Pixelate;

St dung nhém bd loc Render;

S dung nhom bd loc Sharpen;

St dung nhém bd loc Sketch;

S dung nhom bd loc Stylize;

St dung nhém bd loc Texture;

St dung bd loc Lighting Effects.
CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K¥ nang st dung may tinh;
K¥ nang st dung phan mém.

2. Kién thirc

Kién thirc vé hé diéu hanh;

Kién thircc vé phan mém x& ly anh.

CAC BIEU KIEN THUC HIEN CONG VIEC
May tinh;

Phan mém xt ly anh.
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V.

TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Sir dung nhdm bd loc Avrtistic theo
dung quy trinh

- Kiém tra két qua

- Sir dung nhém bd loc Blur theo ding
guy trinh

- Kiém tra két qua

- Si dung nhém bd loc Brush Stroke
theo ding quy trinh

- Kiém tra két qua

- Sir dung nhom bd loc Distort theo
dung quy trinh

- Kiém tra két qua

- Si dung nhom bd loc Noise theo dlng
guy trinh

- Kiém tra két qua

- Sir dung nhom bd loc Pixelate theo
dang quy trinh

- Kiém tra két qua

- Si dung nhom bd loc Render theo
dang quy trinh

- Kiém tra két qua

- Si dung nhém bd loc Sharpen theo
dung quy trinh

- Kiém tra két qua

- S dung nhdm bo loc Sketchtheo ding
quy trinh

- Kiém tra két qua

- Si dung nhém bd loc Stylize theo
dung quy trinh

- Kiém tra két qua

- Sir dung nhém bo loc Texture theo
dung quy trinh

- Kiém tra két qua

- St dung b6 loc Lighting Effects theo
dung quy trinh

- Kiém tra két qua
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUC HIEN XU LY ANH TREN WEB
Ma s6 Cong viéc: F8

MO TA CONG VIEC

Thuc hién thao tac, quy trinh x& ly anh trén web.

CAC TIEU CHI THUC HIEN

TG6i wu hoa anh st dung hop thoai Save for WEB;;

Tao cac thw vién anh cho WEB.

CAC KY NANG VA KIEN THUC THIET YEU

K¥ nang

K¥ nang st dung may tinh;
K ¥ nang st dung phan mém.

Kién thirc

Kién thirc vé hé diéu hanh;

Kién thirc vé thiét ké web;

Kién thic vé phan mém x& ly anh.

CAC PIEU KIEN THUC HIEN CONG VIEC

May tinh;

Trinh duyét web;

Phan mém x ly anh.

TIEU CHi VA CACH THUC BANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Thuc hién ding quy trinh t6i vu hoa

anh s dung hop thoai Save for WEB wu hoa

- Thuc hién tao cac thuv vién anh cho - Kiém tra két qua

WEB dung quy trinh
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CAIDAT PHAN MEM XU LY DO HOA
Ma s6 Cong viéc: F9
l. MO TA CONG VIEC

- Thuc hién cai dat phan mém xt ly anh, khéi dong vakiém tra hoat dong
clia phan mém do hoa.

1. CACTIEUCHI THUCHIEN
- Kiém tra cdu hinh may tinh;
- Cai dat phan mém do6 hoa;
- Khéi dong valam quen voi giao dién ctia phan mém do hoa.
1. CACKY NANG VA KIEN THU'C THIET YEU
1. Ky nang
- KV nang st dung may tinh;
- Ky ndng s dung phan mém.
2. Kién thirc
- Kién thirc vé hé diéu hanh;
- Kién thirc vé cai dat phan mém.
IV. CACPBIEU KIEN THUC HIEN CONG VIEC
- Maéy tinh;
- B0 dia cai dat phan mém do hoa.
V.  TIEU CHI VA CACH THUC BPANH GIA KY NANG

Tiéu chi danh gia Céach thirc danh gia
- Pam bao cdu hinh may tinh di dé cai | - Kiém tra cac thong so cau hinh va
dat vachay phan mém do hoa so sanh v&i yéu cau clia phan mém
- Cai dat ding phan mém do hoa - Thuc hién khéi dong phan mém va

kiém tra céc tinh nang

- Khéi dong valam quen véi giao dién | - Thao tac thuan thuc, ndm rd cac
clia phan mém do hoa thanh phan clia giao dién
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUC HIEN VOl CAC CONG CU VE

Ma s6 Cong viéc: F10
MO TA CONG VIEC

Thuc hién thao tac, quy trinh lam viéc véi cac cong cu VE.

CAC TIEU CHI THUC HIEN

Vé hinh chit nhat;

V& hinh Elip;

V& hinh da giac va hinh sao;

V& hinh xo&n &c;

Tao gidy ké 6 (Graph Paper);

St dung céng cu FreeHand;

Sk dung cong cu Bezier;

St dung cbéng cu Artistic Media;

V& cac duong kich thwdc va duong noi;
St dung cbéng cu Knife;

St dung cbng cu Eraser;

Quan ly d6i tuong.

CAC KY NANG VA KIEN THUC THIET YEU

1. K¥ nang

K§ nang st dung may tinh;
K¥ nang st dung phan mém.

2. Kién thirc

Kién thirc vé hé diéu hanh;

Kién thirc vé phan mém do hoa.

CAC BIEU KIEN THUC HIEN CONG VIEC
May tinh;

Phan mém do hoa.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- V& hinh chit nhét theo dung phuong - Kiém tra két qua
phap

- V& hinh Elip theo ding phuvong phap | - Kiém tra két qua

- V& hinh da giac va hinh sao theo ding | - Kiém tra két qua
phuong phap

- V& hinh xo&n 6c theo ddng phuong - Kiém tra két qua
phap

- Tao gidy ké 6 (Graph Paper) theo - Kiém trakét qua
dung phuong phap

- Sir dung cong cu FreeHand theo ding | - Kiém tra két qua
quy trinh

- Sir dung cong cu Bezier theo ding - Kiém tra két qua
guy trinh

- Sir dung cong cu Artistic Media theo | - Kiém tra két qua
dung quy trinh

- V& céac duong kich thudc va dwong - Kiém tra két qua
noi

- Sir dung cong cu Knife theo ding quy | - Kiém tra két qua

trinh

- Sir dung cong cu Eraser theo ding quy | - Kiém tra két qua

trinh

- Thuc hién quan ly ddi twong theo - Kiém tra quy trinh quan ly

dung quy trinh
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: XU LY MAUSAC
Ma s6 Cong viéc: F11
l. MO TA CONG VIEC

- Thuec hién thao tac, quy trinh [am viéc v&i mau sic trong phan mém do
hoa.

1.  CACTIEUCHIi THUCHIEN

- T mau dong nhat (Uniform Fill);

- To mau kiéu phun (Fountain Fill);

- T6 mau theo mau (Pattern Fill);

- T6 mau bang két cdu (Texture Fill);

- T06 mau kiéu PostScript;

- T6 mau bang cong cu Interactive Mesh Fill ;

- T6 mau dwdng vién;

- Chuyén duong vién thanh mot doi tuong.
1. CACKY NANG VA KIEN THU'C THIET YEU
1. K¥ nang

- K¥ nang st dung may tinh;

- Ky nang st dung phan mém.

2. Kién thirc

- Kién thirc vé hé diéu hanh;

- Kién thic vé phan mém do hoa.

IV. CACPIEU KIEN THUC HIEN CONG VIEC

- Maéy tinh;

- Phan mém do6 hoa.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Thie hién t& mau dong nhat (Uniform | - Kiém tra két qua
Fill) theo ding phuong phap

- Thue hién t6 mau kiéu phun - Kiém tra két qua
(Fountain Fill) theo dung phuong phap

- Thie hién t6 mau theo mau (Pattern - Kiém tra két qua
Fill) theo dung phuong phap

- Thie hién t6 mau bang két ciu - Kiém tra két qua
(Texture Fill) theo dung phuong phap

- Thue hién t6 mau kiéu PostScript theo | - Kiém tra két qua

dung phuong phap

- Thye hién t6 mau bang cong cu - Kiém tra két qua
Interactive Mesh Fill theo ding phuong

phap

- Thuc hién chuyén duong vién thanh | - Kiém tra két qua

mot doi twongtheo ding phwong phap
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: LAM VIEC VOI VAN BAN TRONG MOI TRUONG
PO HOA
Ma sb Cong viéc: F12
l. MO TA CONG VIEC

- Thuc hién thao tac, quy trinh lam viéc vGi véi van ban trong phan mém
do hoa.

1.  CACTIEUCHI THUC HIEN
- Tao cac van ban Aristic Text va van ban Paragraph Text;
- Thuc hién chuyén doi gitra 2 loai van ban;
- Thém cac Symbol;
- Binh dang van ban nghé thuat (Aristic Text);
- Dbinh dang van ban doan (Paragraph Text);
- Dinh ché do kiém tra chinh ta vangl phap tw dong;
- Thuec hién kiém tra 16i chinh ta;
- Thyc hién kiém tra 16i van pham;
- Daét van ban 1én dwong dan.
l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. K§ nang
- KV nang s dung may tinh;
- Ky nang st dung phan mém.
2. Kién thirc
- Kién thirc vé hé diéu hanh;
- Kién thirc vé phan mém do hoa.
IV. CACPIEU KIEN THUC HIEN CONG VIEC
- Maéy tinh;
- Phan mém do hoa.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Tao cac van ban Aristic Text va van - Kiém tra két qua
ban Paragraph Text

- Thue hién viéc chuyén doi gitra 2 loai | - Kiém tra két qua chuyén doi
van ban theo ding quy trinh

- Thuc hién thém cac Symbol - Kiém tra két qua

- Thie hién dinh dang van ban nghé - Kiém tra két qua
thuat (Aristic Text) theo dung phuong
phap

- Thue hién dinh dang van ban nghé - Kiém tra két qua
thuat (Paragraph Text) theo ding
phuong phap

- Dinh ché do kiém tra chinh tavanglr | - Kiém tra két qua hoat dong ctia ché
phép ty déng theo dang quy trinh doé nay

- Thyc hién viéc kiém tra 16i chinh ta va | - Kiém tra két qua 10i tra vé
|61 van pham theo dung phuong phap

- Thiee hién dat van ban 1én duong dan | - Kiém tra két qua
ding véi yéu cau
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: LAM VIEC VOI CACHIEU UNG PACBIET
TRONG DO HOA
Ma sb Cong viéc: F13
l. MO TA CONG VIEC

- Thyec hién thao tac, quy trinh lam viéc voi cac hiéu irng dac biét trong
moi trredng do hoa.

1.  CACTIEUCHI THUC HIEN
- Tao hiéu rng Blend;
- Tao hiéu rng Contour;
- Tao hiéu ing Extrude;
- Tao hiéu rng Envelope;
- Tao hiéu ing Transparent;
- Tao hiéu ing Drop Shadow;
- Tao hiéu tng Len;
- Tao hiéu ing PowerClip;
- Tao hiéu trng Distortion;
- Tao anh Doutone;
- Tao hiéu ing Bipmap Color Mask;
- Tao hiéu ing Page Curl;
- Tao hiéu ng Gaussian Blur;
- Tao hiéu 'ng Edge Detect;
- Tao hiéu ng Terrazzo;
- Tao hiéu ing Squizz 1.5
l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- KV nang st dung may tinh;
- Ky nang st dung phan mém.
2. Kiénthirc
- Kién thirc vé hé diéu hanh;
- Kién thic vé phan mém do hoa.
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IV. CACBIEUKIEN THUC HIEN CONG VIEC
- Maéy tinh;
- Phan mém d6 hoa.
V.  TIEUCHI VA CACH THUC DANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Thuc hién tao hiéu (rng Blend theo
dung quy trinh

- Kiém tra két qua

- Thuc hién tao hiéu trng Contour theo
dung quy trinh

- Kiém tra két qua

- Thuc hién tao hiéu trng Extrude theo
dung quy trinh

- Kiém tra két qua

- Thuc hién tao hiéu ting Envelope theo
dung quy trinh

- Kiém tra két qua

- Thuc hién tao hiéu trng Transparent
theo ding quy trinh

- Kiém tra két qua

- Thiee hién tao hiéu (’ng Drop Shadow
theo dung quy trinh

- Kiém tra két qua

- Thuc hién tao hiéu trng Len theo dlng
guy trinh

- Kiém tra két qua

- Thuc hién tao hiéu trng PowerClip
theo dung quy trinh

- Kiém tra két qua

- Thuc hién tao hiéu trng Distortion
theo dung quy trinh

- Kiém tra két qua

- Thuee hién tao 4&nh Doutone theo dulng
phuong phap

- Kiém tra két qua

- Thuc hién tao hiéu trng Bipmap Color
Mask theo dung quy trinh

- Kiém tra két qua

- Thuc hién tao hiéu trng Page Curl theo
dung quy trinh

- Kiém tra két qua

- Thuc hién tao hiéu trng Contour theo
dung quy trinh

- Kiém tra két qua
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- Thue hién tao hiéu (’ng Gaussian Blur | - Kiém tra két qua
theo dung quy trinh

- Thuc hién tao hiéu (rng Edge Detect - Kiém tra két qua
theo ding quy trinh

- Thue hién tao hiéu (ng Terrazzo theo | - Kiém tra két qua
dung quy trinh

- Thuc hién tao hiéu 'ng Squizz 1.5 - Kiém tra két qua
theo dung quy trinh
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: XUAT BAN RA WEB VA IN AN

Ma sb Cong viéc: F14
MO TA CONG VIEC

Thuc hién thao tac, quy trinh xuat ban ra web vain an clia phan mém do

hoa.

CAC TIEU CHI THUC HIEN

DPinh dang trang in;

Thiét 1ap théng s6 vain an;

Quaén ly I6p vatrangin;

Xudt ban vé ra WEB vacéc (ing dung khac.
CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K¥ nang st dung may tinh;
K¥ nang st dung phan mém.

2. Kién thirc

Kién thirc vé hé diéu hanh;

Kién thirc vé web;

Kién thirc vé phan mém xt ly anh.

CAC BIEU KIEN THUC HIEN CONG VIEC
May tinh;

Trinh duyét web;

Phan mém xt ly anh;

May in, gidy in.

142

i i \SOLID <]
This document was created using EDNVERTER PDF L 7

To remove this message, purchase the
product at www.SolidPDF.com




V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Binh dang duoc trang in - Kiém tra cac thong so trangin
- Thiét lap duwoc cac thdng sé vathuc - Kiém tra thong s6 va két qua gidy
hiénin an in

- Thuc hién quan ly I6p vatrang in theo | - Kiém tra két qua
dung quy trinh

- Thie hién xudt ban vé ra WEB vacéc | - Kiém tra két qua sau khi xuat
trng dung khac theo dang quy trinh
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUC HIEN XAY DUNG VA THIET KE MAU
PO HOA VA XU LY MAU ANH
Ma sb Cong viéc: F15
l. MO TA CONG VIEC

- Thuc hién xay dung vathiét ké 1 mau do hoa vax® Iy 1 mau anh theo
dung quy trinh.

1.  CACTIEUCHI THUC HIEN
- Sk dung cac cong cu co ban, cac Iénh vé dwdng nét trong CorelDraw;
- S dung cac cong cu hiéu chinh d6i twong trong CorelDraw;
- Sk dung cac cong cu quan ly déi twong trong CorelDraw;
- S dung cac cong cu td mau nén, dwdng vién;
- Lamviéc v&i van ban trong ban vé;
- Sk dung cac hiéu rng trén ddi twong trong CorelDraw;
- Lamyviéc v6i &nh Bitmap trong CorelDraw;
- Thuc hién in dn vacéc (rng dung ctia CorelDraw;;
- S dung mau va cac thao tédc chon mau trong PhotoShop;
- Sk dung cac cng cu to vé hinh anh trong PhotoShop;
- S dung céac thao tac hiéu chinh anh;
- Sk dung cac thao tac diéu chinh mau, tdbng mau trong PhotoShop;
- Sk dung lép, hiéu tng trén 1&p, kénh, mat na;
- Tao vahiéu chinh chi trong PhotoShop;
- Sk dung cac hiéu tring dac biét trén anh;
- S dung cac Plug-in.
l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- KV nang st dung may tinh;
- Ky nang st dung phan mém.
2. Kiénthirc
- Kién thirc vé phan mém do6 hoa CorelDraw;
- Kién thirc vé phan mém xir ly dnh PhotoShop .
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IV. CACPBIEUKIEN THUC HIEN CONG VIEC
- Maéy tinh;
- Phan mém CorelDraw;
- Phan mém PhotoShop.
V.  TIEUCHI VA CACH THUC BANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Thie hién duoc 1 mau thiét ké do hoa | - Kiém tra quy trinh thao téc thuc
trong CorelDraw hién vakét qua
- Thuc hién dwoc cac budc xtr ly anh - Kiém tra quy trinh thao tac thuc
trong PhotoShop hién vakét qua
- In &n ra két qua dalam - Kiém tra két qua in
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: KHAO SAT NHU CAU XAY DUNG HE THONG
WEBSITE

Masd Cong viéc: G1

MO TA CONG VIEC

Xac dinh muc dich, yéu cau xay dung hé théng website ttr ngwoi str

dung.

CAC TIEU CHI THUC HIEN

Lay thong tin khach hang;

Tiép xuc voi nguoi st dung va xac dinh cac quy trinh thuc hién;

Xac dinh yéu cau chinh cla hé théng website;

Lap mo hinh luan chuyén thong tin;

Thiét 1ap so bo hé théng website;

X&c dinh chi phi tong thé cta hé théng website ;

Lap tai liéu yéu cau hé théng website.

CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K¥ nang st dung may tinh;
K¥ nang giao tiép;
K¥ nang khao sat théng tin.

2. Kién thirc

Kién thirc vé phan tich vathiét ké hé thong thong tin;
Kién thirc vé web.

CAC BIEU KIEN THUC HIEN CONG VIEC

May tinh;

Giay, bat;

Tai liéu khao sat.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Théng tin khach hang dwoc xac lap - Kiém tra cac thong tin
day dd
- Xay dyng dugc quy trinh thuc hién - Kiém tra quy trinh va so sanh véi

nhu cau thuc té

- Xac dinh duoc cac yéu cau chinh clia | - Kiém tra tai liéu phan tich
hé thong website

- Lap dwgc mo hinh luan chuyén thong | - Kiém tra tai liéu phan tich m6 hinh
tin

- Thiét 1ap duogc so bo hé thong website | - Xem xét cac chiic nang co ban

- Xac dinh duoc chi phi tong thé ctia hé | - Kiém tra cac hang muc va so sanh

thdng website giaca
- Lap duoc tai liéu yéu cau hé thong - Xem xét tai liéu vakiém tra cac
website chirc nang
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THIET KE DU LIEU (CHUAN HOA)

Ma sb Cong viéc: G2

MO TA CONG VIEC

Chuyén biéu do & mtc logic sang mirc vat ly .
CAC TIEU CHI THUC HIEN

Xac dinh cac kiéu thuc thé vakiéu lién két;
Thiét ké cac file di¥ liéu vao, ra;

Cai dat cac co so dir liéu;

Kiém tra lai theo céc biéu do ciu truc;

B0 sung thém thuc thé valién két.

CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K§ nang phan tich, tim kiém thong tin;
K¥ nang thiét ké co s& dir liéu.

2. Kién thirc

Kién thirc vé cdbng nghé phan mém;

Kién thic vé lap trinh web;

Kién thirc vé co so dif liéu.

CAC BIEU KIEN THUC HIEN CONG VIEC
May tinh;

Giay, but;

B0 diacai dat;

Phan mém thiét ké CSDL;

Tai liéu hé thong.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Xac dinh duwoc céac kiéu thuc thé va - Kiém tra céc tai liéu xac dinh
kiéu lién két

- Thiét ké duoc céc filedir liéu vao, ra | - Kiém tra tai liéu thiét ké

- Cai dat dugc céac co s¢ dir liéu - Kiém tra hoat déng ctia cac phan
mém sau khi cai dat

- Kiém tra lai theo céc biéu do cau tric | - So sanh tlrng chirc nang vai cac
biéu d6 cdu tric dathiét ké

- BO sung thém thuc thé valién két néu | - Kiém tra so sanh lai
thiéu
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: KHOI TAO CACBANG DU LIEU
Ma sb Cong viéc: G3

I MO TA CONG VIEC

- Tao dii liéu cho céac bang di liéu trong co s& dii liéu.
1.  CACTIEUCHI THUC HIEN

- Céap nhat dir liéu cho cac bang;

- Kiém tra tinh chinh xé&c, twong thich ctia di¥ liéu vira nhap.
l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang

- Ky nang nhép di liéu;

- Ky nang thiét ké co s& dir liéu.
2. Kién thirc

- Kién thirc vé cong nghé phan mém;

- Kién thirc vé lap trinh web;

- Kién thirc vé co s@ dif liéu.
IV. CACDBIEU KIEN THUC HIEN CONG VIEC

- Maéy tinh;

- Gidy, but;

- Phan mém CSDL;

- Tai liéu hé thong.
V.  TIEUCHI VA CACH THUC DANH GIA KY NANG

Tiéu chi danh gia Cach thirc danh gia
- Cép nhat di liéu cho céc bang - Kiém tra céc tai liéu xéc dinh
- Kiém tra tinh chinh xac, tvong thich | - Kiém tra tai liéu thiét ké
cta dir liéu vlra nhap
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: KET NOI CAC BANG DU LIEU
Ma s6 Cong viéc: G4

MO TA CONG VIEC

Thuc hién lién két cac bang di liéu véi nhau.

CAC TIEU CHI THUC HIEN

Lién két cac bang di liéu v6i nhau;

Kiém tra an toan di¥ liéu khi két noi;

Test truy van dit liéu tir nhiéu bang.

CAC KY NANG VA KIEN THUC THIET YEU

K¥ nang

K¥ nang sir dung phan mém;
K¥ nang thiét ké co s¢ dir liéu.

Kién thirc

Kién thirc vé cdng nghé phan mém;

Kién thirc vé lap trinh web;

Kién thirc vé co s& di liéu.

CAC PIEU KIEN THUC HIEN CONG VIEC

May tinh;

Giay, bat;

Phan mém CSDL;

Tai liéu hé thdng.

TIEU CHIi VA CACH THUC BANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Lién két chinh xac cac bang di liéu - Kiém tra céc tai liéu thiét ké hé
vGi nhau thong

- Thuc hién kiém tra an toan dit liéu khi | - Kiém tra cac lién két vadi liéu clia
két noi tat ca cac bang

- Thuc hién test truy van di liéu tir - Kiém tra dir liéu test trén phan
nhiéu bang mém
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CAI BAT PHAN MEM QUAN TRI CSDL
Ma sb Cdng viéc: G5
l. MO TA CONG VIEC

- Thuc hién cai dat phan mém quén tri CSDL thich hop véi hé théng
CSDL.

1.  CACTIEUCHIi THUCHIEN

- Xem xét tai liéu thiét ké CSDL;

- Khao sat yéu cau phan cting cla hé thong;

- Lya chon phan mém CSDL phu hgp;

- Cai dat hé quén tri CSDL;

- Kiém tra tinh twong thich va 6n dinh cla phan mém.
l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang

- Ky nang cai dat phan mém;

- K¥ ndng thiét ké co s¢ dir liéu.

2. Kién thirc

- Kién thirc vé cong nghé phan mém;

- Kién thirc vé lap trinh web;

- Kién thirc vé co s@ dif liéu.

IV. CACPIEU KIEN THUC HIEN CONG VIEC

- Maéy tinh;

- Giay, but;

- B0 dia cai dat phan mém CSDL;

- Tai liéu hé thong.
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V.

TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Xem xét tai liéu thiét ké CSDL

- Kiém tra day du cac thong so thiét
ké

- Khdo sat yéu cau phan ctrng ctia hé
thong

- Kiém tra cac thdng sb clia may tinh
vayéu cau ctia phan mém

- Lua chon phan mém CSDL phu hop

- Dwa trén céc thong sb clia tai liéu
thiét ké vayéu cau phan clrng dap
(rng duwoc

- Thuc hién cai dat hé quan tri CSDL
theo ding quy trinh

- Kiém tra quy trinh theo tai liéu
hwéng dan cai dat

- Kiém tra tinh twong thich va on dinh
clia phan mém

- Theo d&i quatrinh hoat dong cla
phan mém
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Cobngviéc: THIET KE CHU'C NANG CUA CAC MODULE

Ma sb Cdng viéc: G6

MO TA CONG VIEC

Thuc hién xay dung cac mudule.

CAC TIEU CHI THUC HIEN

Xay dung cac module chirc nang déi thoai;

X8y dung cac module chirc ndng xt 1y 16i;

Xay dwng cac module chirc nang xt ly v aolra;
X&y dung cac module chirc nang tra clru div liéu;
Xa&y dung cac module chtrc nang hién hanh.
CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K¥ nang phan tich thong tin;
K¥ nang thiét ké module.

2. Kién thirc

Kién thirc vé cdng nghé phan mém;

Kién thic vé Iap trinh web;

Kién thirc vé co so dif liéu.

CAC BIEU KIEN THUC HIEN CONG VIEC
May tinh;

Giay, but;

Phan mém 1ap trinh;

Tai liéu hé thong.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Xay dung dwoc cdc module chirc nang | - Kiém tra vaso sanh vai tai liéu
déi thoai thiét ké hé thdng

- Xéy dung dwgc cac module chirc nang | - Kiém tra vaso sanh voi tai liéu

Xt ly 10i thiét ké hé thdng
- Xéy dung dwgc cac module chiic nang | - Kiém tra vaso sanh voi tai liéu
Xt ly vaolra thiét ké hé thdng
- Xé&y dung dwgc cac module chirc nang | - Kiém tra vaso sanh voi tai liéu
tractru dit liéu thiét ké hé théng
- Xé&y dung dwgc cac module chirc nang | - Kiém tra vaso sanh voi tai liéu
hién hanh thiét ké hé thdng
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THIET KE GIAODIEN WEBSITE
Ma sb Congviéc: G7
I MO TA CONG VIEC
- Thuc hién thiét ké céc giao dién v&i ngudi st dung.
1.  CACTIEUCHI THUC HIEN
- Xéy dwng cac chirc nang tha cong;
- Thiét ké cac di¥ liéu xuat;
- Thiét ké cac man hinh giao tiép va don Iénh (chon);
- Thiét ké dir liéu vao.
1. CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- K¥ nang phan tich théng tin;
- Ky nang thiét ké do hoa.
2. Kién thirc
- Kién thirc vé do hoa;
- Kién thirc vé lap trinh web;
- Kién thirc vé co s& dir liéu.
IV. CACPDIEU KIEN THUC HIEN CONG VIEC
- May tinh;
- Gidy, but;
- Phan mém do6 hoa;
- Tai liéu hé thong.
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V. TIEU CHI VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- X&y dung céc chirc nang thu cong - Kiém tra vaso sanh céc chirc nang
phu hop véi yéu cau st dung

- Thiét ké duoc cac dit liéu xuat - Kiém tra vaso sanh véi tai liéu
thiét ké hé thdng

- Thiét ké cac man hinh giao ti€p va - Kiém tra vaso sanh véi tai liéu

don Iénh (chon) thiét ké hé théng, danh gia vé mat
thadm my

- Thiét ké di¥ liéu vao - Kiém tra vaso sanh véi tai liéu
thiét ké hé théng
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THIET KE CAC BOI TUONG, LOP
Ma sb Cong viéc: G8
I MO TA CONG VIEC
- Thuc hién xay dung cac lop va ddi tvong.
1.  CACTIEUCHI THUC HIEN
- Xy dung cac thanh phan chung ctia md hinh thiét ké;
- Xac dinh cac dbi tuvong;
- Xy dung thuat toan thiét ké vacau truc di liéu;
- Xac dinh thanh phan cla chuong trinh vagiao dién;
- Xay dung cac mau thiét ké.
l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang
- Ky nang phan tich théng tin;
- K¥ ndng thiét ké chwong trinh.
2. Kién thirc
- Kién thirc vé lap trinh web;
- Kién thtrc vé co s& dir liéu
IV. CACPDIEU KIEN THUC HIEN CONG VIEC
- May tinh;
- Gidy, but;
- Phan mém do6 hoa;
- Tai liéu hé thong.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Xéay dung day du cac thanh phan - Kiém tra vaso sanh véi tai liéu
chung ctia mé hinh thiét ké thiét ké hé thdng

- Xac dinh cac ddi tvong chuadn xac va | - Kiém tra vaso sanh voi tai liéu
day dd thiét ké hé théng

- Xay dung dwoc thuat todn thiét ké va | - Kiém tra thuét toan va so sanh voi
cau trac dir liéu thuc té

- Xac dinh thanh phan cla chwong trinh | - Kiém tra vaso sanh voi tai liéu
vagiao dién thiét ké hé théng

- X8y dung cac mau thiét ké - Kiém tra vaso sanh véi tai liéu
thiét ké hé thong, ch( y mat tham my
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THIET KE CAC FORM NHAP LIEU

Ma sb Cong viéc: G9
MO TA CONG VIEC

Thuc hién thiét ké form nhap liéu giao dién v&i ngudi st dung.

CAC TIEU CHI THUC HIEN

Xay dung cac chtrc nang thu cong;

Thu thap cac forrm nhap liéu c6 sén;

Xay dung giao dién form;

Xa&y dung cac form nhap liéu.

CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

Ky nang phén tich thong tin;
K§ nang thiét ké form;
K¥ nang vé do hoa.

2. Kién thirc

Kién thic vé Iap trinh web;

Kién thirc vé co s& di liéu.

CAC BIEU KIEN THUC HIEN CONG VIEC
May tinh;

Giay, bat;

Phan mém d6 hoa;

Phan mém 1ap trinh;

Tai liéu hé thong.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Xay dung cac chirc nang thi cong - Kiém tra vaso sanh véi yéu cau
nguoi str dung

- Thu thap day du cac form nhap liéu co | - Kiém tra, thong ké vakhao séat don
san vi khéach hang

- Xéay dung giao dién form - Phu hop véi yéu cau thuc té clia
nguoi st dung va so sanh véi cac
form dathu thap

- X&y dwng cac form nhép liéu - Kiém tra vaso sanh véi tai liéu
thiét ké hé théng, phu hop véi noi
dung
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THIET KE CAC FORM BAO CAO

Ma sb Cdng viéc: G10

MO TA CONG VIEC

Thuc hién thiét ké cac form béo céo.

CAC TIEU CHI THUC HIEN

Thu thap cac forrm béo céo co san;

Thiét ké giao dién cac mau form;

Xay dung cac form bao cao.

CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K¥ nang phan tich théng tin;
K¥ nang thiét ké form;
K§ nang vé do hoa.

2. Kién thirc

Kién thirc vé lap trinh web;

Kién thirc vé co s& dir liéu.

CAC BIEU KIEN THUC HIEN CONG VIEC
May tinh;

Giay, bat;

May in, gidy in;

Phan mém do6 hoa;

Phan mém lap trinh;

Tai liéu hé thong.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Thu thap day da céc forrm béo céo c6 | - Kiém tra, théng ké vakhéao sat don
san vi khach hang
- Thiét ké duoc giao dién cac mau form | - Kiém tra theo tai liéu thiét ké hé
thong
- X8y ding day du cac form béo céo - Kiém tra két qua vaso sanh véi céac

béo cao theo yéu cau
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUC HIEN LAP TRINH
Ma s Cong viéc: G11
I MO TA CONG VIEC
- Thuc hién 1ap trinh theo dung yéu cau.
1.  CACTIEUCHI THUC HIEN
- Khai béo bién vakiéu dit liéu;
- Sk dung toan t&r, ham, 16p va ke thira;
- Sk dung vong lap;
- S dung Iénh ré nhanh;
- Thiét ké vaphan tich gidi thuat;
- S dung mang mét chiéu, mang nhiéu chiéu;
- S dung phuong phap sap xép;
- S dung thuat toan tim kiém.
1. CACKY NANG VA KIEN THU'C THIET YEU
1. K§ nang
- Ky nang st dung may tinh;
- K¥ nang lap trinh.
2. Kién thirc
- Kién thirc vé phan tich thiét ké va gidi thuat;
- Kién thirc vé co s& 1ap trinh.
IV. CACPBIEUKIEN THUC HIEN CONG VIEC
- Maéy tinh;
- Phan mém lap trinh.
V.  TIEUCHI VA CACH THUC BANH GIA KY NANG

Tiéu chi danh gia Cach thirc danh gia

- Phan tich duoc thuat toan can st dung | - Kiém tra thuat toan
dé lap trinh bai toan

- Phén tich dwoc phwong phap can siv - Kiém tra phwong phéap
dung dé lap trinh bai toan

- Thuc hién lap trinh duoc bai toan - Kiém tra két qua chuong trinh
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: CAI BDAT VA QUAN TRI MAY CHU WEB

Ma s6 Cong viéc: G12

MO TA CONG VIEC

Thuc hién cai dat vaquan tri web server.
CAC TIEU CHI THUC HIEN

Xac dinh duoc phan mém web server;

Cai dat phan mém web server;

Cau hinh web server;

Thuc hién quan tri may cha web.

CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K¥ nang phan tich théng tin;
K§ nang cai dat phan mém;
K ¥ nang sir dung hé diéu hanh may cha.

2. Kién thirc

Kién thirc vé cong nghé 1ap trinh web;
Kién thirc vé co so di liéu;

Kién thirc vé hé thdng mang.

CAC BIEU KIEN THUC HIEN CONG VIEC
Hé thng mang may tinh;

May chl web;

B6 dia cai dat;

Tai liéu hé thong.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Xéc dinh ding phan mém quan tri - Kiém tra, so sanh vai tai liéu phan
web server tich cong nghé lap trinh web va
CSDL
- Phan mém quan tri web server duvoc | - Kiém tra hoat dong clia phan mém
cai dat dang

- Céau hinh web server ding céac tham s6 | - Kiém tra tat ca cac tham s6 clia
web server

- Thue hién quan tri may cht web ding | - Kiém tra quy trinh quan tri
guy trinh
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: BAO MAT DU LIEU, AN NINH AN TOAN M ANG

Ma sb Cong viéc: G13

MO TA CONG VIEC

Xa&y duwng cac cach bdo mat di liéu va mang.
CAC TIEU CHI THUC HIEN

Kiém tra cac thong tin nhap hay xuét;

Xac dinh céc diém ho trong hé thdng;

Xac dinh cac kiéu de doa tir chd hé';

DBéanh gia céc de doa;

Xac dinh tinh trang de doa;

Thiét ké cac kiém soat can thiét.

CAC KY NANG VA KIEN THUC THIET YEU

1. K¥ nang

Ky nang phan tich thong tin;
K ¥ nang thiét ké CSDL;

K{ nang bado mat;

K{ nang mahodavagiai ma

2. Kién thirc

Kién thic vé Iap trinh web;

Kién thirc vé co so di liéu;

Kién thirc vé hé thng mang;

Kién thirc vé an ninh mang.

CAC BIEU KIEN THUC HIEN CONG VIEC
Hé thng mang may tinh;

Phan mém lap trinh web;

Hé thdng bao mat;

Tai liéu hé thdng.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Kiém soat dwoc céc thdng tin nhap - Kiém tra, so sénh v@i tai liéu hé
hay xuét thong
- Xac dinh dung va di cac diém hé - Kiém tra hé théng

trong hé thdng

- X&c dinh dung céc kiéu de doa tlr chd | - Tham khéo thong tin, kiém tra tirng

hd kiéu

- Bénh gia dung céc de doa - Kiém tra tai liéu danh gia, tham
khado y kién chuyén gia

- X&c dinh dung tinh trang de doa - Kiém tra tai liéu danh gia, tham
khao y kién chuyén gia

- Thiét ké duoc cac kiém soat can thiét | - Kiém tra, chay thir theo tinh hudng
gia dinh
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: NGHI EM THU WEBSITE
Ma sb Cong viéc: G14

I MO TA CONG VIEC

- Thuc hién nghiém thu website theo ding quy trinh.
1.  CACTIEUCHI THUC HIEN

- Kiém tra hé thong;

- L&p bién ban nghiém thu.
l1l.  CACKY NANG VA KIEN THUC THIET YEU
1. Ky nang

- K¥ nang phan tich théng tin;

- K¥ nang kiém tra phan mém (ng dung.
2. Kién thirc

- Kién thtrc vé lap trinh web;

- Kién thic vé co s& dir liéu;

- Kién thirc vé hé thdng mang.
IV. CACDBIEU KIEN THUC HIEN CONG VIEC

- Céc phan mém test sn pham;

- Tai liéu hé thong;

- HO6 so nghiém thu.
V.  TIEUCHI VA CACH THUC DANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia
- Kiém tra day dd hé thong - Chay thtr tirng chirc nang vaso
sanh véi yéu cau hé théng
- L&p bién ban nghiém thu - Kiém tra tai liéu nghiém thu
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: THUWC HIEN QUAN TRI VA CAP NHAT DU
LIEU LEN WEBSITE
Ma s6 Cong viéc: G15

I MO TA CONG VIEC

- Thuec hién thao tac, quy trinh quan tri va cap nhat dir liéu |én website.
1.  CACTIEUCHI THUCHIEN

- Thuwc hién cai dat IIS;

- Thuc hién cai dat PWS;

- Pit cau hinh 1ISvaPWS;

- Thuyc hién dwa 1 website Ién hosting;

- Cép nhat vaquén tri dir liéu theo mé hinh hé quan tri ndi dung (CMS).
1. CACKY NANG VA KIEN THUC THIET YEU
1. K¥ nang

- Ky néng st sung may tinh;

- Ky nang cai dat phan mém.
2. Kiénthirc

- Kién thirc vé hé diéu hanh;

- Kién thirc vé web;

- Kién thirc vé hé théng mang.
IV. CACDBIEUKIEN THUC HIEN CONG VIEC

- B0 dia cai dat;

- Phan mém FTP;

- Trinh duyét web.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Céch thirc danh gia

- Cai dat IS dang theo quy trinh - Chay thtr tirng chirc nang cla IS

- Cai dat PWS dung theo quy trinh _ Chay thit titng chitc nang clia PWS

- Cai dat ddng cdu hinh 1SvaPWS - Kiém tra cac thong so cai dat
- PBura 1 website daxay dung 1én - Kiém tra website chay trén trinh
hosting duyét thuc té
- Cap nhat vaquan tri di¥ liéu theo mé | - Kiém tra quy trinh cap nhat va quan
hinh hé quan tri néi dung (CMS) tri theo dung mé hinh CMS
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Congviéc: XAY DUNG VA QUAN TRI 1 WEBSITE

THUONG MAI
Ma sb Cdng viéc: G16
MO TA CONG VIEC

Thuc hién x8y dung vaquan tri 1 website thwong mai theo ding quy

trinh.
CAC TIEU CHi THUC HIEN
St dung céc |énh HTML co ban;

Tao, dinh dang, chén hinh anh, tao lién két trong trang web;

Tao FORM nhép liéu;

Chén cac Java Applets, Java Scripts va VB Script s vao trang web;

St dung Style Sheets;

Thiét ké website bang Front Page;

Cai dat vaviét cac doan ASP don gian;

Cai dat vaviét cac doan PHP don gian;
Khai bao, sir dung dir liéu tr CSDL trong ASP;
Cai dat vacau hinh server;

Tao trao d6i server bang cac trang ASP;
Tao trao d6i server bang cac trang PHP;
Thuc hién quan tri trén mé hinh CMS;
Thuc hién quan tri trén mé hinh Portal .
CAC KY NANG VA KIEN THUC THIET YEU

1. Ky nang

K¥ nang st dung may tinh;
K¥ nang lap trinh web.

2. Kién thirc

Kién thirc vé co s& dir liéu;
Kién thirc ngdn ngii 1ap trinh ASP, PHP.
CAC BIEU KIEN THUC HIEN CONG VIEC
May tinh;
Phan mém thiét ké;
Phan mém hé thdng;
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- Phan mém Iap trinh.
V.

TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

- Thyc hién thiét k& web tinh bang
HTML vaphan mém lap trinh

- Kiém tra quy trinh thao tac thuc
hién vakét qua

- Thuc hién xay dvng dugc cac web
doéng bang ASP c6 CSDL

- Kiém tra két qua bang céc trinh
duyét

- Thuc hién xay dwng dugc cac web
dong bang PHP c6 CSDL

- Kiém tra két qua bang cac trinh
duyét

- Thue hién cap nhat dir liéu va quan tri
trén md hinh CMS

- Kiém tra quy trinh va két qua dir
liéu

- Thuee hién cép nhat dir liéu va quan tri
trén md hinh Portal

- Kiém tra quy trinh va két qua dir
liéu
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