PAO TAO KY NANG NGHE VAN PHONG
pOI HOI BUC BACH CUA THUC TIEN

Do Trong Hing™

1. Nhu cau that cia thuc tién déi méi

Sau hai muoi nam déi mdi, nhiéu thi trudbng bo phan di hinh
thanh va phat trién. Hom nay cdc thi truong bit dong san, thi truong
cong nghé, thi truong lao dong dang dugc khai dong manh. Nén kinh
té thi truomg chita dung diéu kién cdn va da dé nay sinh nhiéu quan hé
mdi, trong d6 ¢6 nghé van phong.

Theo ngon ngir truyén théng, van phong l1a su hoa quyén cia cédc
chiic nang téng hop thoéng tin, tham muu, hau cin. Theo ngoén ngir cha
diéu khién hoc, 1¥ thuyét thong tin, van phong tua nhu “bo xir 1™ néi
gitta ngudri diéu khién va déi tuong bi diéu khién:

Ngudi diéu khién - bo xir 1y - d6i tuong

Gia thiét nguoi diéu khién l1a A, déi tuong bi diéu khién la B thi
trong co ché thi trudng, A va B ¢c6 muon hinh wan dang biéu hién.
Trong mot cong ty, A la ban giam déc, B la cac don vi cdu thanh cong
ty. Trong mét té6 chidc (mot bo, mot s¢, mot hoi...), A la co quan lanh
dao, B la cdc don vi cau thanh t6 chic dé, lai ¢6 thé quan niém A va B
la hai ngo6i trong mot tro choi (theo 1y thuyét tro choi) thi van phong
con la “bo xu 1y thong tin, quan hé giita mét don vi, 16 chic véi cdc
déi tac hitu quan Bi (i = 1, 2, ... n). Ching han A la lanh dao ctia mot
truomg dai hoc, mot vién nghién ciu & trung wong, thi Bi ¢6 thé la céc
trudng dai hoc, cdc vién nghién ciru ciia mot s6 nude cé quan hé véi A.

“'TS. Bo6 Lao dong - Thuong binh - Xa hoi
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_ “Thi trudng ctia nghé van phong” nudc ta that rong 16n. O bit cir mot
cong ty, doanh nghiép nao (trong khu vuc nha nudc hay tu nhan, cong ty
c¢6 phdn hay tu nhan, doanh nghiép FDI, ...); & bat ky mot cdp chinh
quyén nao (Chinh phu, Uy ban nhan dan cap tinh, huyén, xi), & bat ci
mot NGO (T6 chic quéc t€ phi chinh phit) nao, ... déu c6 hoat dong van
- phong. Xem nhu thé di thay nhu cdu trén loai thi trudng nay rat 16n.

Khao sit nhiéu dang van phong trong thuc t€ cho thiy hang loat
nghé nhu sau:

- Chanh van phong.

- Trg ly tha trudng.

- Thu ky lanh dao.

- Nhan vién thong tin, téng hop.

- Tiép dan (khéch, déi tic...).

- K€ toan, tai chinh, van thu, luu trir, xay dung, bao vé, li xe,
dién - nudc, y té...

Trong d6, c6 moét s6 nghé khong noi nao dao tao bai ban, hé
thong, nhat la cac hoat dong thudc khéi hanh chinh ctia van phong
(cac hoat dong con lai thudc khoi quan tri cia Van phong). Pang luu y
hon cé la cdac chic danh (cdc nghé) Chanh van phong, thu ky, trg ly,
nhan vién van phong téng hop. Thuc ra, cdc nghé nay con la nhimg
cong viéc, k¥ nang can co cua giam doc, tha truong.

2. Cung thé nao

Cau la ¢6 that. Con Cung thi qua bat ciap. Hé thong gido duc - dao
tao cta ta da dat dugc biét bao thanh tuu. Song, dao tao bai ban doi
ngii Chanh van phong, thu ky, tro 1y, gidm doc cdc cong ty, chu cdc
trang trai, chi Kinh t€ ho... duong nhu con manh nha. C6 can cu do
khdach quan ctia né: méi vao kinh té thi truong.

B6i canh bay gid da khdac nhau. Thé ché kinh t€ thi truong dang
dugc thiét lap, hoan chinh dan. Ngudng clira WTO da xuat 16. Dang —
Nha nuédc ta khuyén khich nha nha, ngudi nguoi lam giau hop phép.
Hoat dong van phong (véi nghia rong) da duoc dat vao vi thé xing
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tdim. Nhirng ai tham gia vao loai hoat déng nay, di dén lic can duoc
hoc mot cach chinh tic.

Ai hoc?

Tat ca nhimg ai can “diéu khién” mot t6 chiic, don vi, cong ty,
trang trai, ngay ca mot ho gia dinh.

Hoc cai gi?

Nhiéu thi, song it ra ciing hoc vé 16 chic, quan 1y, hoat dong van
phong, k¥ nang nghé van phong.

Hoc o dau?

O mot s6 truong dai hoc — cao dang — vién hoac trung tam, & dé
cO khoa van phong.

Ai day va day nhu thé nao?

Céc thay o cdc truong, co so dao tao noi trén, va cic thiy tir thuc
tién hoat dong van phong dudi du ciac dang hinh.

Diéu cot ur 1a day ky nang nghé van phong, néu thudt ngir nay
duoc thira nhan vé phuong dién hoc thudt (con vé phuong dién thuc
tién da qua hién nhién).

Ky nang dé cap d day du dé xay dung mot bo gido trinh. Song chi
it cling cén co:

- K¥ nang giao ti€p, ung xu; -

- K¥ nang thu thap, téng hop, phan tich thong tin (s6 va phi s6);

- Ky nang tham muu, chuin bi cic quyét dinh diéu khién;

- K¥ nang dam bao su van hanh lién tuc, nhip nhang, hiéu qua cta
mot don vi, 16 chiic, cong ty...

- K¥ nang sir dung cic loai may van phong.

3. bot pha khau

Va1 tam huyét 40 nam hoat dong trong linh vuc van phong, ching
161 rat vui mimg duge biét Truong Pai hoc Khoa hoc Xa hoi va Nhan
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van da thanh lap Khoa Luu trir hoc va Quan tri Van phong tir nam
1996. Song, trong qud trinh dao tao, viéc xay dung chuong trinh, gido
trinh cdn 1am c4n trong timg budc, xem thuc tién chap nhan téi dau, sira,
bé sung, hoan thién dan. Trudng Pai hoc Dan lap Phuong Dong ciing di
thir nghiém mot nganh van phong trong mot Khoa. Kinh nghiém budc
diu ¢ nhitng co s¢ dao tao nay cho thay da ti€p can ding cai mach cta
thuc tién nudc ta. Tran trong timg “dém Itra nho™ doé, c6 thé “lam chay
ca mot canh dong c6” — nhu Puskin da viét.
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