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THONG BAO ,
Danh muc tai li€u 6n tap thi tuyén cong chirc cap xa nam 2021

Cian cir K& hoach s6 28/KH-UBND ngay 01/02/2021 cia UBND huyén vé
viéc thi tuyén cong chuc cip xa nam 2021; Cong vin s6 2302/UBND-NV ngay
06/7/2021 ctia UBND huyén vé viéc diéu chinh, bd sung chirc danh, sé luong cong
chuic cdp xi can tuyén dung tai Ké hoach s 28/KH-UBND ngay 01/02/2021 cia
UBND huyén; Cong vin sd 2469/UBND-NV ngay 19/7/2021 ctia UBND huyén
diéu chinh tiéu chuan vé trinh d6 chuyén mén, nghiép vu tuyén dung cong chirc
cép Xa;

Uy ban nhan dan huyén thong bao danh muc tai lidu 6n tap thi tuyén cong
chure cép x4 ndm 2021 trén dia ban huyén Bic Tra My, cu thé nhu sau:

A. THI KIEN THUC CHUNG

1. Luat, T ‘chl'rc chinh quyén dia phuong nam 2015; WDiéu 2 Luat stra qéi, bo
sung mot s6 diéu cua Luat T6 chirc chinh phu, Luat T6 chirc chinh quyén dia
phuong nam 2019.

‘ 2. Luat Cén bd, cong chic nam 2008; Piéu 1 Luat stra doi, bd sung mot )
diéu cua Luat Can bg, cong chirc va Luat Vién chirc ngay 25/11/2019.

3. Nghj dinh s6 92/2009/NDP-CP ngay 22/10/2009 cta Chinh phi vé chire
danh,, sO luong, mot s6 ché dd, chinh sach doi voi c,én b0, cong chirc ¢ xa, phuong,
thi tran va nguo1 hoat dong khong chuyén trach ¢ cap xa.

4. Nghi dinh ) 112/2011/ND-CP ngay 05/12/2011 ctua Chinh phu vé cong
chtrc xa, phuong, thi tran.

5. Nghi dinh s6 34/2019/ND-CP ngay 24/4/2019 cua Chinh phu vé sira doi,
b6 sung mot s6 quy dinh vé can by, cong chuc cap xd va ngudi hoat dong khong
chuyén trach & cip x4, & thon, t6 dan phd.

6. Thong tu s6 13/2019/TT-BNV ngay 06/11/2019 ctua Bo Noi vu hudng dan
mot s6 quy dinh vé vé can bo, cong chirc cap xi va nguoi hoat dong khong chuyén
trach & cap x4, ¢ thon, to dan phd.

7. Quyet dinh s6 03/2020/QD- UBND ngay 05/6/2020 cua UBND tinh Quang
Nam v€ viéc ban hanh Quy dinh vé tiéu chuan d6i véi can bg, cong chirc xa,
phuong, thi trin va tuyén dung cong chirc xa, phuong, thi tran trén dia ban tinh
Quang Nam; Quyet dinh s6 10/2020/QD UBND ngay 17/7/2020 cia UBND tinh
Quang Nam stra d6i, bo sung mot sO diéu cia Quy dinh vé tiéu chuan doi voi can
bo, cong chirc xa, phudng, thi tran va tuyén dung cong chirc xa, phuong, thi trin
trén dia ban tinh Quang Nam ban hanh kém theo Quyét dinh sé 03/2020/Qb-
UBND ngay 05/6/2020 cua UBND tinh Quang Nam.



B. THI TIN HQC

Kién thuc co ban, k¥ ning ung dung tin hoc van phong vao nhiém vy
chuyén mon.

1. Hiéu biét vé CNTT co ban

a. Kién thirc co bin vé mdy tinh va mang mdy tinh

- Phan climg: May vi tinh va thiét bj cam tay thong minh; cic thanh phan
phan ctrng; thiét bi trung tam; thiét bi nhap, xuat, luu trit; cac cong thong dung.

- Phan mém: Phén loai phdn mém; phian mém thuong mai va phin mém

nguon mo

- Hi€u nang may tinh

- Mang may tinh va truyén thong

b. Cdc irng dung ciia cong nghé thong tin — truyén thong (CNTT-TT)

- Mot s6 tmg dung cong va tng dung trong kinh doanh

- Mot s6 timg dung phd bién dé lién lac, truyén thong

¢. An toan lao dong va bdo vé moi truong trong sw dung CNTT-TT

d. Cdc vin dé an toan théng tin co ban khi lam vigc véi mdy tinh

- Kiém soat truy nhap, bao dam an toan cho dir li¢u

- Phan mém ddc hai (malware)

e. Mjt s6 vin dé co bdn lién quan dén phap ludt trong siv dung CNTT

- Ban quyén

- Bao vé dir liéu

2. Sir dung may tinh co ban

a. Cdc hiéu biét co ban dé bdt dau lam viéc véi mdy tinh

- Trinh ty va cac luu ¥ thuc hién cong viéc dung cach, an toan

- M6 may, dang nhap va st dung ban phim, chudt

b. Lam vi¢c véi H¢ diéu hanh Window

- Man hinh 1am viéc; Biéu tugng va cua s6; Quan 1y thu muc va tép; Str dung
tiéng Viét; Str dung mdy in; Mot s6 phan mém tién ich.

3. Xir Iy viin ban co ban, sit dung bang tinh co ban va sir dung trinh chiéu
co ban véi phan mém Microsoft office

a. Microsoft Word

- Khai dong, thoat khéi phan mém Microsoft Word.
- Thao tac luu van ban soan thao.

- Thiét 1ap cac ché do 1am viéc co ban.

- Céc thao tac dinh vi con tré danh may.

- Céc thao tac co ban trén khdi: Chon khdi, sao chép, di chuyén, X04, tim
kiém va thay the,...
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- Cac thao tic dinh dang: Phong chir - Font, doan - Paragraph, li¢t ké -
Bullets and Numbering, c0t - Columns, chir roi — Drop cap, dinh vi Tabs...

- Cheén: Ky ty dac biét — Symjbol, hinh anh — Picture, khung chit - Text box,
cl}fr nghé thuat — WordArt, ddnh s6 trang — Page numbers, tép tin, ky hi¢u-thua tu
dau dong, duong ke, cong thire toan hoc, biéu do,....

- Tao chu thich.

- Bang biéu — Table: Chén bang, xo4 coOt, xoa dong, tach bang, tron 6, tuy
chinh bang, sir dung thanh cong cu bang bi€éu Tables and Borders, st dung mdt
sO0 ham so trong bang,..

- Pinh dang trang in kho gidy, Tiéu dé trang — chan trang, In 4n...
b. Microsoft Excel
- Khéi niém dia chi : Tuong ddi, tuyét d6i, hdn hop.

- Mot s6 ham thong dung: SUM, AVERAGE, MAX, MIN, COUNT,
COUNTA, RANK, IF

- Ham, toan tir xr Iy chudi ky tv: LOWER, UPPER; Dau *”

- Ham logic: AND, OR

- Ham tim kiém: VLOOKUP, HLOOKUP

- Thao tac dé sép xép dir liéu, loc dir li€u tu dong.

- In 4n trong Excel: In modt ving cua bang tinh; in lip lai tiéu dé& bang tinh
tai cac trang sau.

c. Microsoft PowerPoint

- Thao tac dé tao mot ban trinh bay (Presentation) moi, sit dung thiét ké
mau Design Templates.

- Thao tac dé chon mau bd cuc Slides.

- Thao tac tao cac hiéu tng cho Slides.

- Thao tac x6a Slide, sao chép mdt Slide, thém Slide..

- Thao tac in ghi chu cho Slide.

- Thao tac chén: Phim, anh, biéu dd vao Slide.

4. Str dung Internet co ban

a. Kién thirc co bin vé Internet

- Cac khai niém, thuat nglt thuong gap: khai niém dich vu Internet va vai
tro cuia nha cung cap dich vu Internet (ISP); thuat nglr World Wide Web va web.
Hi€éu cac khai ni¢m: dia chi cia mot tai nguyén trén Internet (URL - Uniform
Resource Locator), cau tric va cac thanh phan cua no; si€u lién két (hyperlink);
khai niém trang thong tin dién tir (website), trang web (webpage), trang chu
(homepage); khai ni¢ém va chirc nang cua trinh duyét web (browser) va biét tén
mot sO trinh duyét web hay dung nhu Mozilla Firefox, Chromium, Internet
Explorer, Opera.



- Bao mat khi lam viéc vo1 Internet

b. Str dung web:

- ’Biéu mau va st dung mot sb6 dich vu cong; Tim kiém, bo tim kiém (may
tim kiém); Luu nd1 dung.

c. Swr dung thu dién tw

- Khai niém va nguy co khi sir dung thu dién tu; Viét va gui thu dién tu;
Nhén va tra 101 thu dién tr; Quan 1y va nang cao hi¢u qua sir dung thu dién tir.

C. THI MON NGHIEP VU CHUYEN NGANH

I. Chirc danh Vin phong — Thong ké

1. Luat, TH ‘chl'rc chinh quyén dia phuong nam 2015; WDiéu 2 Luat stra d‘cx)i, bo
sung mot s6 diéu cua Luat T6 chirc chinh phu, Luat T6 chirc chinh quyén dia
phuong nam 2019.

2. Luat Thong ké ndm 2015.

3. Luat Tiép cong dan nam 2013.

4. Luat Luu trit nam 2011.

5. Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 cta Chinh phil vé cong tac
van thu.
6. Nghi dinh 5O 94/2016/ND-CP ngay 01/7/2016 ctua Chinh phu quy dinh chi
ti€t va hudng dan thi hanh mdt s6 diéu cuia Luat Thong ké.
7. Nghi dinh §6 64/2014/ND-CP ngay 26/6/2014 ctua Chinh phu quy dinh chi
ti€t thi hanh mot s6 di€u cua Luat Tiép cong dan.
8. Nghi quyét s0 76/NQ-CP ngay 15/7/2021 cua Chinh phii ban hanh Chuong
trinh tong thé cai cach hanh chinh nha nude giai doan 2021 — 2030.
9. Nghi dinh §6 91/2017/ND-CP ngay 31/7/2017 cta Chinh phu quy dinh chi
tiet thi hanh mdt so diéu cua Luat Thi dua, khen thudng.

10. Thong tu so 13/2019/TT-BNV ngay 06/11/2019 cua B No6i vu huong dan
mot sd quy dinh vé vé can b, cong chure cap xa va nguoi hoat dong khong chuyén
trach & cap xa, & thon, t6 dan phd.

I1. Chirc danh Tw phap — H9 tich
1. Luat Ho tich nam 2014: Gém cac Piéu 5, 7, 71, 72, 73, 74.
2. Nghi dinh sO 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pha: Gom cac
Diéu 21, 22, 24, 25, 26, 27.
3. Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia B Tu phép: Gom cac
Piéu 2, 3, 6, 14, 15, 16.
4. Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu: Gom céc
Piéu 3, 5,9, 10, 18, 20, 22, 25, 35, 36.

5. Thong tu s0 01/2020/TT-BTP ngay 03/3/2020 cta Bo Tu phap: Gom céc
Diéu 4, 7, 14, 15.
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6. Luat Pho bién, gido duc phap luat: Gom cac Diéu 5, 9, 10, 11.
7. Nghi dinh s6 28/2013/ND-CP ngay 04/4/2013 cua Chinh phu: Gom cac
Diéu 5, 6, 7.
8. Ludt Ban hanh van ban quy pham phap luat nam 2015; Luét sta doi, bd
sung mot s diéu cua Ludt Ban hanh van ban quy pham phép luat nam 2019:
- Piéu 30 Lut Ban hanh vin ban quy pham phap luat nam 2015, dugc sira

ddi, bo sung Khoan 4 Piéu 1 Luat stra doi, bo sung mot s6 diéu cua Luat Ban hanh
van ban quy pham phap luat nam 2019.

- Piéu 151 Luat Ban hanh vin ban quy pham phap ludt nam 2015, duoc sira
d6i, bd sung Khoan 48 Diéu 1 Luat stra do6i, b sung mot sé diéu cua Luat Ban
hanh van ban quy pham phap luat nam 2019.

- Cac Piéu 152, 154, 156 Luat Ban hanh vin ban quy pham phap luat nim
2015.

9. Luat Xt 1y vi pham hanh chinh nim 2012: Gém céc Diéu 3, 4, 5, 6, 7, 8,
11, 12.

10. Thong tu so 13/2019/TT-BNV ngay 06/11/2019 ctia Bo Noi vu hudng dan

mot sd quy dinh veé vé can bg, cong chure cap xa va nguoi hoat dong khong chuyén
trach & cap x4, ¢ thon, to dan phd.

II1. Chirc danh Dja chinh - nong nghiép - xay dung va méi trudng
1. Nghi dinh Sf:) 43/2014/ND-CP ngay 15/5/2014 cua Chinh phu quy dinh chi
ti€t thi hanh mot s6 diéu cua Lgét E?ét dai; Nghi, dinh s6 01/2017/ND-CP pgély
06/01/2017 c@a Chinh phu stra d@i, b6 sung mot s6 nghi dinh quy dinh chi tiét thi
hanh Luélg Dé‘g dai; Nghi q‘jnh sO 148/2020//ND-CP,ng21y 18/ 12/2020’ cua Chinh
phu stra doi, bé sung mot s6 nghi dinh quy dinh chi tiét thi hanh Luat Dat dai.

2. Thong tu sb 30/2014/TT-BTNMT ngay 02/6/2014 cua B¢ Tai nguyén va
Moi truong Quy dinh v€ ho so giao dat, cho thu¢ dat, chuyén myc dich st dung
dat, thu ho1 dat.

3. Thong tu s6 27/2018/TT-BTNMT ngay 14/12/2018 cua Bo Tai nguyén va
M6i truong Quy dinh vé thong ké, kiém ké dat dai va 1ap ban d6 hién trang sur
dung dat.

4. Nghi dinh s 19/2015/ND-CP ngay 14/02/2015 cua Chinh phu Quy dinh
chi tiét thi hanh mot sé diéu cua Luat Bao vé moi ‘truong; Thong tu sO
40/2019/ND-CP ngay 13/5/2019 cta Chinh phu sua d6i, bo sung mot sd diéu cua
cac nghi dinh quy dinh chi tiét, huéng din thi hanh Luat bao vé mdi truong.

5. Nghi dinh sO 158/2016/ND-CP ngay 29/11/2016 cua Chinh phu quy dinh
chi tiét thi hanh mdt s6 diéu cua Luat khoang san.

6. Nghi dinh sO 156/2018/ND-CP ngay 16/11/2018 cua Chinh phu quy dinh

chi tiét thi hanh mot sb diéu cua Luat Lam nghi¢p; Nghi dinh s6 83/2020/ND- Cp
ngay 15/07/2020 caa Chinh phu stra d6i, bd sung mot sd diéu cua Nghi dinh s6
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156/2018/ND-CP ngay 16 thang 11 nam 2018 cua Chinh phu quy dinh chi tiét thi
hanh mot s6 diéu ctia Luat Lam nghiép.

7. Nghi dinh sO 98/2018/ND-CP ngay 05/7/2018 cua Chinh phu vé chinh
sach khuyén khich phat trién hop tac, lién két trong san xuat va tiéu thy san pham
nong nghiép.

8. Ludt Xay dyng ndm 2014 (tir Dicu 89 dén Piéu 107); Tir Khoan 30 dén
Kl}oém 39 Diéu‘ 1 Luaflt,Sﬁ:a Q6i, bd sung mdt s6 dieu Luat xay dung nam 2020 (swa
doi cac cac Diéu 89 den Diéu 107 Ludt Xay dung nam 2014).

9. Thong tu sO 10/2016/TT-BXD ngay 15/3/2016 cua B Xay dung quy dinh
cam mdc giGi va quan Iy mdc gidi theo quy hoach xay dung (Piéu 18, 19, 21, 22).

10. Nghi dinh s 139/2017/ND-CP ngay 27/11/2017 caa Chinh phu Quy dinh
xtr phat vi pham hanh chinh trong hoat dong dau tu xdy dung; khai thac, ché bién,
kinh doanh khodng san lam yat liéu xay dung, san Xua‘g kinh doanh vat hgu xay
dung; quan ly cong trinh ha tang k§ thuat; kinh doanh bat dong san, phat trién nha
0, quan ly st dung nha va cong s¢ (Piéu 69, 70, 76, 77, 78).

11. Thong tu so 13/2019/TT-BNV ngay 06/11/2019 cua B Noi vu huong dan

mot sd quy dinh veé vé can b, cong chure cap xa va nguoi hoat dong khong chuyén
trach & cap xa, & thon, t6 dan phd.

IV. Chirc danh Tai chinh — Ké toan

1. Luat Ngan sach nha nudc nam 2015.

2. Nghi dinh §6 163/2016/ND-CP ngay 21/12/2016 ctua Chinh phu quy dinh
chi tiét va huong dan mot s6 di€u cia Luat Ngan sach nha nudc.

3. Thong tu sO 342/2016/TT-BTC ngay 30/12/2016 cua Bo Tai chinh quy
dinh chi ti€t va huéng dan thi hanh mdt s6 di¢u c@a Nghi dinh s§) 163/2016/I\‘ID-CP
ngay 21/12/2016 cia Chinh phu quy dinh chi ti€t va huéng dan mdt s6 diéu cua
Luat Ngan sach nha nudc.

4. Thong tu sO 344/2016/TT-BTC ngay 30/12/2016 ctia Bo Tai chinh quy dinh
v€ quan ly ngan sach xa va cac hoat dong tai chinh khac ctia xa, phuong, thi tran.

5. Thong tu s 70/2019/TT-BTC ngay 03/10/2019 cua Bo Tai chinh hudng
dan ché do ké toan ngén sach va tai chinh xa.

6. Thong tu so 13/2019/TT-BNV ngay 06/11/2019 cua B Noi vy huong dan
mot sd quy dinh veé vé can bg, cong chirc cap xa va nguoi hoat dong khong chuyén
trach & cap x4, ¢ thon, to dan phd.

V. Chirc danh Van héoa — Xa hoi

1. Nghi dinh s6 122/2018/ND-CP ngay 17/9/2018 cta Chinh phu quy dinh vé
x¢t tang danh hi€u “Gia §Iinh Vén’h(')a”; “Thon van héa”, “Lang van hoa”, “Ap vian
hoa”, “Ban van hoa”, “To6 dan phd van hoa”.

2. Thong tu sb: 12/2010/TT-BVHTTDL ngay 22/12/2010 ctia B Vin hoa,
Thé thao va Pu lich Quy dinh mau vé t6 chuc, hoat dong va ti€u chi cua Trung tdm
Van hoa-Thé thao xa.
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3. Thong tu s 17/2011/TT-BVHTTDL ngay 02/12/2011 ctia B6 Vian hoa,
Thé thao va Du lich quy dinh chi tiét vé tiéu chuan, trinh ty, tha tuc xét va cong
nhén “X4 dat chuan vin hoa nong thon mo1”.

4. Thong tu s6 06/2011/TT-BVHTTDL ngay 08/3/2011 ctia B6 Vin hoa, Thé
thao va Du lich ban hanh Théong tu quy dinh miu vé t6 chirc, hoat dong va tiéu chi
ctia Nha vin héa - Khu thé thao thon.

5. Quyét dinh s6 2768/QD-UBND ngay 09/10/2020 cia UBND tinh Quéng
Nam vé phé duyét DE an “Phat trién ung dung cong ngh¢ thong tin, xay dung
chinh quyén s6 tinh Quang Nam giai doan 2021 - 2025”

6. Nghi dinh s0: 31/2013/ND-CP ngay 09/4/2013 cua Chinh phu quy dinh chi
tiét, hudng dan thi hanh mét s6 di€u cua Phap 1€nh uu dai nguoi cé cong véi cach
mang.

7. Nghi quyét s0 13/2017/NQ-HDND ngay 19/4/2017 ciia HDND tinh Quéng
Nam vé Chinh sach khuyén khich thoat ngheéo bén viing tinh Quang Nam, giai
dona 2017 —20221.

8. Nghi quyét s6 06-NQ/TU ngay 04/5/2021 cua Tinh uy Quang Nam Nghi
quyet Hoi nghi lan thir ba, khoa XXII vé tiép tuc ddy manh cong tac giam nghéo
bén viing trén dia ban tinh giai doan 2021 — 2025.

9. Nghi dinh s 20/2021/ND-CP ngay 15/3/2021 cua Chinh phu quy dinh
chinh sach trg gitp xa hoi doi véi doi tugng bao trg xa hoi.

10. Thong tu s6 02/2021/TT-BLDTBXH ngay 24/6/2021 cua B¢ Lao dong,
Thuong binh va X3 hoi Huéng dan thuc hién mot so diéu cua Nghi dinh so
20/2021/ND-CP ngay 15/3/2021 cua Chinh phu quy dinh chinh sach tro giip xa
hoi do1 voi doi tuong bao tro xa hoi.

11. Thong tu so 13/2019/TT-BNV ngay 06/11/2019 ctua B¢ Noi vu hudng dan
mot sd quy dinh veé vé can b, cong chirc cap xa va nguoi hoat dong khong chuyén
trach & cip x4, & thon, t6 dan phd.

Uy ban nhan dan huyén Béc Tra My thong bao danh muc tai liéu 6n tép thi tuyén
cong chirc cap xa nam 2021 de cac co quan, don vi, dia phuong va ca nhan lién quan
duoc biét, thuc hién./.

Noi nhin: TM. UY BAN NHAN DAN
- Cac PCT UBND huyén; CH{J TICH

- UBND céc x4, thi tran; :
- Trang thong tin dién tur huyén;

- Trung tdim VH - TT va TT - TH huyén;
- Luu: VT, NV.

Thai Hoang Vi
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