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Té chire tp hua?'ln, huéng dan k¥ ning sir dung _may tinh, ing dung
cong nghé so va H¢ thong quan ly van ban, diéu hanh tac nghiép
cho can b cac t6 dan pho trén dia ban phwong Hoanh Son

Pé phat huy hiéu qua trang thiét bi d3 duoc trang cip, bao dam can bo to dan
pho co6 du kién thire, k¥ ndng khai thac, sir dung thiét bi, tirng budc dé1 mdi phuong
thirc 1am viéc, dap tng yéu cau chuyén doi s6 va nang cao hi¢u qua cong tac chi dao,
diéu hanh to phuong dén t6 dan pho, UBND phuong Hoanh Son ban hanh K¢ hoach
t6 chirc tap huan, huéng dan ky nang st dung may tinh, rng dung cong ngh¢ s6 va Hé
thong quan ly van ban, di€u hanh tac nghi¢p (HSCV) cho can b cac t6 dan pho trén
dia ban, cu thé nhu sau:

I. MUC PICH, YEU CAU

1. Muc dich

- Trang bi, ning cao kién thuc, k¥ ning str dung may tinh, may in, cac phan
mém van phong va ing dung cong ngh¢ s6 cho doi ngii can b t6 dan phd; bao dam
hé thong trang thiét bi da dwuoc UBND phuong trang cap dugc khai théac, st dung
thuong xuyén, dung muc dich, phuc vu thiét thuc cong tac quan ly, di€u hanh, tong
hop, b4o cdo va trién khai nhiém vu tai co sé.

- Huéng dan can b t6 dan phd str dung Hé théng quan 1y vin ban va diéu hanh
tac nghi¢p (HSCV), tirng budce hinh thanh phuong thirc ti€ép nhan, khai thac, trao doi
thong tin, xur 1y van ban va thuc hién nhiém vy trén moéi truong dién tir; bdo dam
thong tin chi dao, diéu hanh cua UBND phuong dugc chuyén tai kip thoi, thong sudt
dén cac to6 dan pho.

- Nang cao nhan thuce, trach nhiém va kha nang tmg dung cong nghé thong tin,
chuyén doi s6 cua doi ngti can bd t6 dan pho; ting budc gidm phuong thic 1am viéce
thi cong, nang cao chat lugng, hi¢u qua phoi hop gitta UBND phuong véi co sé, gop
phan thuc hi¢n hi€éu qua nhi€ém vu chuyén doi so trén dia ban.

2. Yéu ciu

- Thyc hién theo phuong cham “Cam tay chi viéc, huéng dan truc tiép, thuc
hanh 14 chinh™; t6 churc hudéng dan, thuc hanh truc tiép trén hé théng may tinh, may in
da duogc trang cép tai cac to dan phé, bdo dam can bo tham gia dugc truc tiép thao tac,
thue hanh va giai dap nhimg khé khin, vudng mic trong qua trinh sir dung.



- Phan du 100% can bd thudc thanh phﬁn tri¢u tap tham gia tap huén; sau tap
huan c6 kha nang thuc hién cac thao tac co ban trén may tinh, may in, soan thao van
ban, 1ap bang bicu, khai thac thong tin trén Internet va sit dung HSCV theo chirc
nang, quyén han duoc phan quyén. Két qua tap huan phai duoc danh gid thong qua
thuc hanh thuc té€, gan vo1 hiéu qua str dung thiét b1 va img dung vao cong viéc tai cac
t6 dan pho.

I1. NOI DUNG VA TIEN PQ THUC HIEN

1. K¥ niing sir dung co ban vé may tinh, may in va soan thao vin ban

- Hudng dan cac thao tac str dung mdy tinh: khai dong, tit may, st dung ban
phim, chudt; tao 1ap, quan 1y thu muc, tép tin; luu trit, sao chép, tim ki€ém, chia sé va
quan 1y tai li¢u dién tur.

- Huéng dan sir dung Microsoft Word: soan thao, chinh sira, dinh dang vin
ban; can 1€, thiét 1ap trang in, tao bang biu, luu trit va in van ban. Thuc hanh soan
thdo c4c van ban thong dung tai t6 dan phd nhu thong bao, gidy moi, bado cdo, bién
ban cudc hop va céc tai liéu phuc vu cong viéc tai co so.

- Hudng dan st dung Microsoft Excel: tao bang tinh, nhap va quan 1y dir licu;
dinh dang bang bicu, sap x€p, loc thong tin; thuc hanh 13p danh sach, bang thong ke,
tong hop so6 li¢u phuc vu cong tac quan ly va bao céo cua to dan pho.

- Huong dan van hanh may in, két ndi may in v41 may tinh, thiét 1ap ché dd in,
in van ban, bang bi€u; xir ly mdt s6 161 thong thuong trong qua trinh st dung; hudng
dan bdo quan, v¢ sinh, str dung thi€t bi an toan, tiét kiém, dang muc dich.

2. K§ ning truy cip, tim kiém va khai thac thong tin trén Internet

- Huéng dan két ndi Internet, st dung trinh duyét web; k¥ nang tim kiém, lya
chon, khai thac, tai xuéng va luu trir thong tin, tai liéu phuc vu cong viéc.

- Huéng dan truy cap, khai thac thong tin tai Cong thong tin dién tir Chinh phu,
Cong thong tin dién tir tinh Ha Tinh, Trang thong tin dién tr phuong Hoanh Son va
cac trang thong tin chinh thong ctia co quan nha nudc; tra ctru cac chu truong, chinh
sach, van ban phap luat, thong bao va ndi dung chi dao, diéu hanh c6 lién quan.

- Huéng dan k§ ning nhan dién, phan biét ngudn thong tin chinh thong véi
thong tin chua dugc kiém ching; bdo ddm an toan thong tin, bdo mat tai khodn, dix
liéu cd nhan va phong tranh cac hinh thirc Itra dao trén khong gian mang.

3. Hwéng din sir dung cac &ng dung tri tu¢ nhén tao (AI) hd trg cong viée

- Huéng dan k¥ niang str dung Al dé hd trg tim kiém, tong hop thong tin, xay
dung dé cuong, duy thao thong bdo, bdo cdo, ndi dung tuyén truyén; chinh stra cau
chir, tong hop cac ndi dung phuc vu cong tac tai to dan pho.

- Hudng dan cach dit cau hoi, xdy dung yéu cau phu hop; thuc hanh st dung



Al hd tro giai quyét mot sd cong viée thudng xuyén tai co so.

- Huéng dan nguyén tac st dung AI an toan, c6 trach nhiém; kiém tra, d6i
chiéu, xdc minh thong tin trudc khi st dung; khong cung cap thong tin thudc bi mat
nha nudc, tai liéu ndi bd khong dugc phép chia sé va dir li¢u ca nhan 1én cac nén tang
Al cong cong trai quy dinh.

4. Huémg dén sir dung Hé thong quén Iy vin ban va diéu hanh tac nghiép (HSCV)

- Huéng dan diang nhap, quan 1y tai khoan, thay ddi mat khau; thuc hién cac
bién phap bdo dam an toan, bado mat trong qua trinh st dung h¢ thong.

- Huéng dan thyc hanh cac thao tac tiép nhan, tra ctru, doc, tai va luu trir van
ban; theo do1 thong bao, nd1 dung chi dao, di€u hanh va cac nhi€ém vu dugce giao trén
hé thong.

- Huéng dan thuc hién cac thao tac trao doi, phan hoi thong tin, cap nhat tién
dd, bdo cdo két qua thuc hién nhiém vu theo chlrc nang, quyén han dugc phan quyén
trén hé thong.

- Thuc hanh tryc tiép trén tai khoan dugc cip; hudng dan xir Iy cac tinh hudng
thuong gap, giai dap kho khan, vuéng mac, bao dam can bd t6 dan pho cé kha nang
chu dong khai thac, st dung h¢ thong phuc vu cong viéce sau tap huan.

I11. THOI GIAN, PIA PIEM, THANH PHAN VA HINH THUC

1. Thoi gian: T6 chic tip huin tir ngay 15/10/2026 dén ngay 25/10/2026.
Lich tap huan cu thé tai tung t6 dan pho do Van phong HDND va UBND phuong chu
tri, phbi hop véi Phong Vin hoa - Xa hoi va cac to dan phd thdng nhat, thong bao
trudce khi to chuec.

2. Dia diém: Thuc hién truc tiép tai cac nha vin hoa cac to dan phé trén dia
ban phuong. Riéng t6 dan pho Pong Yén 1 va Bong Yén 4 chua c6 nha van hoa, viéc
tap huan dugc to6 chirc tai nha riéng cia To truong td6 dan pho.

3. Thanh phin tham gia

- Bi thu chi bd, T trudng t6 dan phé;

- Truéng ban Cong tdc Mat tran va can b truc tiép thuc hién nhiém vu téng
hop, bao céo, trao doi thong tin cia t6 dan pho tham gia theo di€u kién thuec te.

- Can bo Van phong HDND va UBND phuong, Phong Van hoa - Xa hoi duoc
phan cong truc ti€p tap huan, huong dan, hd tro.

4. Hinh thirc tap huin

- T6 chirc tap huan truc tiép tai timg to dan phd; két hop huéng dan kién thic
co ban v&i thuc hanh tryc tiép trén hé thong may tinh, may in da dugc trang cap.

- Céan b dugc phan cong truc tiép huéng dan timg nodi dung, thao tic, hd trg
tirng nguoi, tap trung vao cac k¥ nang thiét yéu va nhirng kho khan, vudng mac thuc



té trong qua trinh sir dung.

- Két thac mbi budi tdp hudn, t6 chirc kiém tra, danh gia thong qua thao tac
thuc hanh trén may tinh, may in va HSCV; ghi nhan cac n6i dung da thuc hién duoc,
nhimg khé khin can tiép tuc hudng dan, hd tro.

5. Tién @9 trién khai

- Truwdc ngay 13/10/2026: Hoan thanh ra soat danh sach can bg tham gia, tinh
trang may tinh, mdy in, két noi Internet, tai khoan HSCV; chuan bi tai li€u, ndi dung
thuc hanh, phan cong can bo huéng dan va xay dung lich tap huan cu thé tai cac to
dan pho trén dia ban.

- Tir ngay 15/10/2026 dén ngay 25/10/2026: T chirc tdp huin, huéng dan
tryc tiép tai cac t6 dan pho theo lich; thuong xuyén cip nhat tien do, két qua, kip thoi
hudéng dan, hd tro, thao g0 kho khan, vudng mac phat sinh.

- Truéc ngay 28/10/2026: Hoan thanh tong hop, danh gia két qua tap huan,
tinh hinh van hanh thiét bi, cap va st dung tai khoan HSCV; dong thoi dé xuat cac
giai phap ti€p tuc ho tro, nang cao hiéu qua khai thac, str dung sau tap huan.

IV. KINH PHi THU'C HIEN

Kinh phi thyc hién dugc bao dam tir ngudn ngan sach nha nudc theo phan cip;
nguon kinh phi thuc hién chuyén doi s6 va cac nguon kinh phi hop phap khac theo
quy dinh cta phap luat. Viéc quan ly, st dung kinh phi bdo dam ding muc dich, tiét
kiém va hiéu qua.

V.TO CHUC THUC HIEN

1. Van phong HDND va UBND phuwong

- Chu tri, chju trach nhiém tham muu, t6 chirc trién khai thuc hién Ké hoach;
phéi hop v6i Phong Van hoa - Xa hoi1 xay dung lich tap huén, phan cong can bd co
chuyén mon, k¥ ning truc tiép hudng dan, hd tro tai cac t6 dan phd, bao dam hoan
thanh day du ndi dung, ding thoi gian va yéu cau dé ra.

- Chui tri chuan bi ndi dung, tai liéu, biéu mau thyc hanh; huéng din ky ning
soan thao, quan 1y van ban va st dung HSCV. Ra soat, phéi hop véi don vi quan tri
hé théng hd trg cip, quan 1y tai khoan, phan quyén sir dung theo quy dinh, bao dam
cac diéu kién dé can bo t6 dan phd thuc hanh, sir dung hé thong phuc vu cong viéc.

- Chu tri, phdi hop voi Phong Kinh té, Ha tang va D6 thi tham muu b tri kinh
phi va chuan bi cac diéu kién can thiét phuc vu tap huin; bao dam viéc td chire thuc
hién thiét thuc, tiét kiém, hiéu qua.

- Thuong xuyén theo doi, don ddc, cap nhat tién d6 va két qua trién khai tai
ting t6 dan phd; kip thoi bao cao Chu tich UBND phuodng nhitng kho khin, vudng
mic vuot thim quyén dé chi dao giai quyét. Két thuc dot tap huén, téng hop, danh gia



két qua thuc hién, bao cao UBND phuodng chim nhit ngay 28/10/2026.

- Tiép tuc theo dbi tinh hinh khai thac, st dung may tinh, may in va tai khoan
HSCV sau tap huan; chi tri, phoi hop voi cac don vi lién quan hudng dan, hd trg cac
t6 dan phd khic phuc nhitng han ché, khé khin trong qua trinh st dung.

2. Phong Van héa - Xa hi

- Phéi hop véi Vian phong HDND va UBND phudng xay dung noi dung, chuong
trinh tdp huan; phan cong can bo c6 chuyén mon, ky nang truc ti€p tham gia tap huan,
huéng dan thuc hanh va hd tro tai cac to dan pho, tap trung vao k¥ ning sir dung may
tinh, Word, Excel, khai thac Internet, mg dung Al va cac k¥ nang so thiét yéu.

- Tang cudng cong tac thong tin, tuyén truyén vé muc dich, ¥ nghia va yéu cau
cta chuyén doi sb, tmg dung cong nghé thong tin trong hoat dong tai co s¢; hudng
dan can bo t6 dan phd khai thac thong tin tir cac ngudn chinh thong, st dung cong
nghé sb an toan, dung quy dinh va hiéu qua.

- Phéi hop kiém tra, danh gia két qua tap huén; tiép tuc ho tro, hudéng dan can
bo t6 dan phd con han ché vé k§ ning, bao dam nhimg kién thirc dd duogc trang bi
dugc van dung vao thuc tién cong viéc.

3. Phong Kinh té, Ha tang va D6 thi

Phéi hop véi Van phong HDND va UBND phudng ra soat nhu cau, tham muu
b tri kinh phi phuc vu t6 chic tap huan theo chirc ning, nhiém vu duoc giao; hudng
dan viéc quan ly, sir dung, thanh quyét toan kinh phi theo quy dinh, bao dam cac diéu
kién can thiét dé trién khai thuc hién Ké hoach.

4. Cép iy, Ban can sw, Ban cdng tac mit trin cac to6 dan phd

- Chu dong ph01 hop vo1 Véan phong HDND va UBND phuong thong nhat thcn
gian, dia dlem tap huan; chuan bj hé thong may tinh, may in da duoc trang cap, nguon
dién, két ndi Internet va cac diéu kién can thiét; thong bao, bd tri can bod tham gia day
du, nghi€ém tac theo chuong trinh, ké hoach deé ra.

- T6 truéng to dan phd co trach nhiém to chirc quan 1y, bao quan va khai thc,
st dung hi¢u qua h¢ thong may tinh, may in dugc trang cap theo quy dinh; bd tri
nguoi truc tiép su dung, bao dam trang thiét bi duoc van hanh thuong xuyén, ding
muc dich, phuc vu thiét thuc cong tac quan ly, diéu hanh, tong hop, bao cdo va trién
khai nhiém vu tai to dan ph.

- Céan bo tham gia tap huin phai néu cao tinh than trach nhiém, tich cuc hoc tap,
thuc hanh, chi dong tiép thu, st dung thanh thao cac k§ ning dugc hudng dan; tiép
nhan, quan 1y va st dung hiéu qua tai khoan HSCV duoc cap; duy tri vi¢c dang nhap,
khai thac van ban, thong tin chi dao, di€u hanh cia UBND phuong.

- Kip thoi phan anh nhimg khé khin, vuéng méc trong qué trinh sir dung méy
tinh, may in, cac phan mém va HSCV vé Van phong HDND va UBND phuong dé



duoc hudéng dan, hod tro, xir 1y; ting budc dua viéc ung dung cong nghé thong tin,
chuyén d6i sd trd thanh phuong thirc 1am viée thudng xuyén, hiéu qua tai té dan phd.

Trén day 1a K& hoach to chtrc tip huan, huéng dan k¥ ning sir dung mady tinh,
g dung cong nghé s va Hé théng quan 1y vin ban, diéu hanh tac nghiép cho can bo
cac to dan phd trén dia ban phuong Hoanh Son. UBND phudng yéu ciu cac phong,
don vi co lién quan va cic t6 dan phd nghiém tic phdi hop trién khai thuc hién, bao
dam ding tién do, chat luong va hiéu qua. Giao Van phong HPND va UBND phuong
chiu trach nhiém theo doi, don ddc, téng hop két qua, bado cdo Chu tich UBND
phuong dé chi dao thuc hién./.

Noi nhn: 7 TM. UY BAN NHAN DAN
- TTr: Pang iy, HDND phuong (d@é bdo cdo); KT. CHU TICH
- Chu tich, cac PCT UBND phuong; PHO CHU 'I:ICH

- Cac phong, don vi chuyén moén UBND;
- Ban can su cac TDP;
- Luu: VT, VP awo.

Tran Quang Hanh
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