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NOI DUNG BAI HOC NGHE THVP _ TUAN 1
Phan 1: MO PAU

Bai 1: LAM QUEN VOI NGHE TIN HQC VAN PHONG
I. GIOI THIEU.

1. Tin hoc va ing dung caa tin hgc trong doi song. i
Cong ngh¢ thong tin phat trién kéo theo su ra doi clia cac cong cu lao dong maoi trong d6 c6 nhiing thay doi to
16n cia cong tac van phong

2. Tin hgc v6i cong tac vin phong

- Trudc day cong viéc van phong lam mot cach thu cong do d6 phai lam viéc vat va, mat nhiéu thoi
gian va hiéu qua khong cao.

- May tinh ra doi da tao ra mot cach thirc hoan toan moéi trong hoat dong van phong giup cho cong viéce
cta van phong tré nén don gian va hi¢u qua.

- May tinh ni mang cho phép sir dung chung tai nguyén, md ra kha nang hop tac va truy cap vao kho
thong tin khong 16 cua nhan loai.

3. Vai tro va vi tri cia tin hgc trong sin xuat va doi song.

- Ngay nay hau hét cac hoat dong trong van phong déu lién quan dén may vi tinh,
Hang ngay hang triéu nguoi lam cong tac van phong trén khap thé gidi sit dung cong ngh¢ thong tin de giai
quyeét cong viéc mot cach hi€u qua, kinh te hon.

II. CHUONG TRINH NGHE TIN HQC VAN PHONG.

1. Mo dau.

2. Hé diéu hanh Windows.

3. He¢ soan thao van ban Word

4. Chuong trinh bang tinh Excell.

5. Lam viéc trong mang cuc bd.

6. Tim hiéu nghé.
III. PHUONG PHAP HQC TAP NGHE.

- Két hop li thuyét v6i thyc hanh, tan dung tot cac gid thuc hanh.

- Chu trong phuong phap tu hoc va hoc tir nhidu ngudn khac nhau.

- Tang cuong y thic lam viéc cong tac.

- Trudc khi thyc hanh can nghién ctru ki cac yéu cau ctia bai thuc hanh.
IV. AN TOAN VE SINH LAO PONG.

- Muc tiéu an toan vé sinh lao dong 13 bao vé sirc khoé ngudi lao dong, nang cao ning xuat lao dong.

- Tu thé ngdi thoai mai sao cho khong phai ngang c6, ngudc mét nhin man hinh. Khoang cach tir mét
den man hinh tr 50-80°"

- Vi tri dat may tinh sao cho 4nh sang khong chiéu thing vao man hinh va khong chiéu thang vao mit.
Khong lam viéc qua lau véi may tinh.
- Hé thong day dién, cac cap ndi may tinh phai gon gang va dam bao cach dién tét.
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