. CONGTYCOPHAN CONG HOA XA HQI CHU NGHIA VIET NAM
PAO TAO VA TU VAN PAU TU HA NOI Poc 1ap-Ty do-Hanh phuc

S6: 058/TBCT Ha Ngi, ngay 12 thang 02 nam 2019
THONG BAO
Kinh giri: THU TRUONG CAC CO QUAN, DOANH NGHIEP, CONG TY, CAC PHONG BAN,
CA NHAN TREN BIA BAN CAC TiNH TREN TOAN QUOC

Vin phong 13 b phan khong thé thiéu trong co cu td chirc ciia bat ky Co quan, doanh nghiép nao. Trong
moi hoat dong ctia doanh nghiép, vin phong ludn giit vai trd dic biét quan trong, 1a ddu mbi trong viéc xay dung,
quan ly, kiém tra, dén ddc viéc thuc hién chuong trinh cong tac, tham muu téng hop, diéu phéi hoat dong, truc tiép
phuc vu lanh dao. Noi cach khéc, van phong 1a trung tam cua hé théng ndi bo trong mdi Co quan, doanh nghiép, 1a
dau mdi két ndi cac khau trong hé théng bé may. D6i méi hoat dong ciia cic doanh nghiép khong thé khong cha ¥
dén bo phén van phong.

Nham gbép phan ning cao nghiép vu chuyén mén cho doi ngii can b, nhan vién lam cong tac Hanh chinh
van phong, van thu - luu trir va can b lam cong tac soan thao van ban, Quan ly vé lao dong, tién lvong va Bao
hiém Xa hi cho co quan, t6 chirc va cac doanh nghiép, Cong ty chiing Toi thdng béo t6 chirc chwong trinh tap
huén vao thoi gian dia diém cu thé nhu sau:
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NOI DUNG CHUONG TRINH HOC:

* Khoa Hanh chinh van phong

- Vai tro, vi tri va pham chét cia nguoi Thu ky van phong.

- Thé thirc, k¥ thuét trinh bay véan ban va thu tin giao dich thuong mai.

- K¥ nang giao tiép trong van phong doanh nghiép; Ky nang tham muru, tong hop;

- K¥ ning to chirc chuyén di cong tac cho lanh dao; K§ ning sap xép, quan 1y vin ban trong hd so cong viée

- K§ nang thu thap va xtr 1y thong tin; K§ nang t6 chirc hdi nghi, hoi thao.

- Nghiép vu luu trit van ban trong Co quan,doanh nghiép.

* Khoa_Quin ly lao djng, tién hrong va BHXH

- Tong quan vé tién luong; Céc hinh thirc tra luong trong Co quan, doanh nghiép

- Tong quan vé chinh sach BHXH _va nhiing van de can luu y khi cac Co quan, doanh nghi¢p thuc hién

- Cap nhét nhimg ndi dung moi vé chinh sach tién lwong, hop dong lao dong, BHXH

- Trao d6i nhitng vudng méc vé phap luat bao hiém xa hoi cho cac Co quan, doanh nghiép

* Pbi twong tham du: Cac can bd 1am cong tac vin phong, vin thu, luu trit, hanh chinh, cac can bd lam cong tac
lao dong, tién lwong va BHXH, Ké toan tai cac Co quan, don vi tir cdp xa dén cap tinh va cac Co quan Trung
wong; Céc ca nhan khac ¢6 nhu cau bb tic kién thirc

* Giang vien: C4c chuyén gia giau kinh nghiém thudc Bo Lao dong thuong binh va x4 hoi truc tiép giang day.

* Cac hoc vién sau khi két thiic khod, hoc sé dwoc cap chieng chi hoan thanh khéa hoc theo quy dinh, kinh dé nghi
cac don vi, c& nhan c6 nhu cdu hoc tdp giri cdng van, dién thoai hodc Fax danh sach hoc vién vé Pon Vi trudc
ngay khai gidng theo mau dwéi day.

Mau phiéu diang ky tham dy khoa hoc
| SOTT | Hocvatén | Ngaysinh | Chacvu | Noisinh | Téndonvicongtic | S6PT:CQ,DP, Fax |

* Hotline: 0976.464688 ~(“I" A MPC
Email: phongdaotao88@gmail.com // "'ré‘.\‘l)l‘-‘i} o c
Noi nhdn: - Van phong /. \// o
- Thu truéng don vi 0
- Phong hanh chinh, té chirc, Phong lao dong tién luong \ * Enea i PR
- Luu VT

Ngt‘ly@n Kiny hong



