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Ha N¢i, ngay 08 thdang 3 nam 2021

PE CUONG ON TAP CAC MON THI VONG 1
KY THI TUYEN DUNG VIEN CHUC PQT 2 NAM 2020

I. MON KIEN THUC CHUNG
1.1. Phap luat ve vién chirc

+ Vén ban Ludt

- Luat Vién chire s6 58/2010/QH12 ngay 15 thang 11 nam 2010 ctia Qudc
hoi, c6 hiéu luc ké tir ngay 01 thang 01 nam 2012;

- Luat sb 52/2019/QH14 ngay 25 thang 11 nam 2019 cua Qubc hoi sira
ddi, bd sung mot s6 diéu cua Luat Céan bd, cong chuc va Luéat Vién chtc, co
hiéu luc ké tir ngay 01 thang 7 nam 2020.

+ Cdc Nghi dinh huong dan thi hanh:

- Nghi dinh 101/2017/NB-CP Vé dao tao, boi dudng can bd, cong chuec,
vién chuc

- Nghi dinh 112/2020/ND-CP quy dinh xtr ly can b, cong churc, vién churc,
c6 hiéu luc ké tir ngay 20 thang 9 nim 2020.

- Nghi dinh 115/2020/ND-CP quy dinh vé tuyén dung, sir dung va quéan ly
vién chirc, c6 hiéu luc ké tir ngay 2 thang 9 nam 2020.

+ Cdc théng tw hudng dan:

- Théng tur s6 08/2013/TT-BNV ngay 31/7/2013 ctia B6 Noi Vu hudng dén
thuc hién ché do nang bac luong thuong xuyén va nang bac luong trudc thoi
han ddi véi cén bd, vién churc va nguoi lao dong.

- Théng tu s6 01/2018/TT-BNV ngay 08/01/2018 ctia B6 Noi Vu, huéng
dan vé dao tao, boi dudng can bg, cong churc, vién chuec.

- Thong tu s6 03/2019/TT-BNV ngay 14 thang 5 nim 2019 ctua Bo Nbi

Vuy, Stua doéi, bd sung mot s6 quy dinh vé tuyén dung cong chuc, vién chuec,
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nang ngach cong chue, thang hang chirc danh nghé nghiép vién chirc va thuc
hién ché d6 hop doéng mot s6 loai cong viéc trong co quan hanh chinh Nha
nudce, don vi su nghiép cong 14p.

Thoéng tu 6/2020/TT-BNV ngay 02 thang 12 ndm 2020 cua B Noi vu, Ban
hanh Quy ché t6 chuc thi tuyén, xét tuyén cong chirc, vién chirc, thi ning ngach
céng chire, thi hodc xét thang hang chirc danh nghé nghiép vién chirc; Noi quy
thi tuyén, xét tuyén cong chirc, vién chuc, thi ning ngach cong chire, thi hodc
xét thang hang chtc danh nghé nghiép vién chiic.

1.2. Chu trwong, chinh sach cia Dang vé khoa hoc cong nghé, gido duc
dao tao, tai nguyén moi trweong va nhirng hiéu biét chung vé Vién Khoa hoc
Khi twgng Thiy vin va Bién dbi khi hiu

+ Cdc vdn ban cua Dang vé khoa hoc cong nghé, gido duc dao tqo, tai
nguyén moi truong.

- Nghi quyét s6 20-NQ/TW, ngay 01 thang 11 nam 2012 cla Ban Chép
hanh Trung wong Pang vé phat trién khoa hoc va cong nghé phuc vu sy nghiép
cdng nghiép héa, hién dai hoa trong didu kién kinh té thi truong dinh hudng xa
héi chi nghia va hoi nhap quéc té;

- Nghi quyét s6 29-NQ/TW, ngay 04 thang 11 nim 2013 cia Ban Chép
hanh Trung wong Dang vé d6i méi can ban, toan dién gido duc va dao tao, dap
ng yéu ciu cbng nghiép hoéa, hién dai hoa trong diéu kién kinh té thi truong
dinh hudng x4 hdi cht nghia va hoi nhap quéc té;

- Nghi quyét s6 24-NQ/TW ngay 13 thang 6 nam 2013 ciia Ban chip hanh
Trung wong Pang v& chi dong ing phé vai bién ddi khi hau, ting cudng quan
ly tai nguyén va bao vé moi truong.

+ Chure nang, nhiém vy, lich sw hinh thanh va phadt trién cua Vién Khoa

hoc Khi twong Thuy van va Bién déi khi hdu/



I1. MON TIN HQC VAN PHONG
2.1. Dai cuong vé tin hoc
- M6t s6 khéi niém co ban: thong tin, dit liéu, xir ly thong tin, don vi do
- So lugce vé cAu triic may tinh: phan ctng, phin mém
-Hé @ém: hé 2,8, 10va 16
2.2. Hé diéu hanh windows
- M6t sb khai niém, chirc ning ctia hé diéu hanh, phan loai hé diéu hanh;

- Céch str dung hé diéu hanh Win7, Winl0: Quan ly, Thao tac trén tép
tin/thu muc;

- Thiét 14p méi trudng Windows (Control Panel), cai dit/gd bd phan mém
ung dung trén Hé diéu hanh.

2.3. Soan thio van ban sit dung MS Word 2016
a) Cac thao tdac co ban

- Tao van ban mdi, luu van ban vao dia cung, nhap ndi dung van ban (st
dung Font Unicode), dat 1€ va kho gidy cho van ban.

b) Dinh dang va trang tri van bdn
- Pinh dang ky tu (Font).
- Dinh dang doan van ban (Paragraph).
- Pinh dang khung va nén (Borders and shading...).
- Dinh dang Tab;
- Pinh dang (chia) c6t (Columns);
- Tao chit 16n dau doan van (Drop Cap);
- Tao Bullets va sb tht ty (Numbering)...
¢) Ky thudt bang biéu (Table)
- Tao bang biéu;
- Nhép ndi dung vao bang;
- Thay ddi kich thude clia dong va cot, tron va chia céc 0;
- Pinh dang Font chit va cin chinh 1& vin ban trong 6;
- Tao dudng vién va mau nén cho bang.
d) Chén cdc doi twong (chén/dinh dang)
- Cheén ky tu dac biét (Symbol);
- Chen Clip Art;
- Chén chit nghé thuat (WordArt);



- Chen Shapes;
- Chén Text Box;
- Cheén cong thirc toan hoc (Equation).
e) In dn
2.4. Lam viéc voi MS Excel 2016
a) Cdc thao tdc co ban

- Tao méi tép‘ tin, ghi tap tin 1én dia, thao tic trén Workbook va
Worksheet

b) Xt ly dir liéu trong bang tinh
- Nhép liéu dif liéu va hiéu chinh;
- Cac thao tac véi 6 va khoi;
- C4c thao tac trén dong, cot (chén, x06a, thay dbi kich thudc dong va cot);

- Cac thao tac trén 6 (chén, x6a 0, dinh dang dir liu dang sb, can 18, dinh
dang font, dudng vién, t6 mau cho 9,...);

- Pién dit liéu tu dong.
¢) Ham thong dung trong MS Excel 2016
- Mt s6 ham thong dung nhu:
+ Ham vé s8: Mod, Int, Value, Round, Sqrt
+ Ham logic: And, Or, Not
+ Ham x@ 1y chudi: Left, Right, Mid, Upper, Lower, Proper
+ Ham diéu kién: If
+ Ham théng ké: Sum, Average, Count, CountA, Max, Min, Rank
+ Ham tim kiém: Vlookup, Hlookup, Match, Index
+ Ham vé CSDL: Dsum, Dmax, Dmin, Dcount
d) Loc dit liéu
- Loc nang cao/rut trich dit liéu
e) Sdp xép dit liéu trong béng tinh
2) In dn
2.5. Trinh chiéu véi MS Powerpoint 2016
- Tao céc trang Slides

- Tao va thay d6i hinh nén cua slide, hiéu Ung trang Transitions, hiéu Gng
chit Animations

- Chay céc trinh chiéu Slide Show,...



2.6. Mang may tinh va Internet
a) Cdu triic ciia mang mdy tinh
- Cac loai mang may tinh
- Cac ing dung cia mang may tinh
b) Internet
- Gi6i thiéu vé Internet
- Lo1 ich cua Internet

- Mét s6 ung dung

- An toan va Bao mét thong tiy/



III. MON TIENG ANH

3.1.Ngir phap:
Theo céc chi diém ngit phép sau:
1. All Tenses and The sequence of tenses
2. Comparison (adv, adj)
. Possessive, Personal and Reflexive Pronouns
. Articles, quantifiers and determiners.
. Prepositions and prepositional phrases
. Infinitive and gerund patterns.
. Modals
8. Word order: basic sentence pattern: S + V + others, positions of nouns,
adjectives, adverbs etc. and inversions.
9. Active voice and Passive voice
10. Causative Forms
11. Reported speech.
12. Participles
13. Commands, requests, invitations, advice and suggestions.
14. Conjunctions
15. Adverb Clauses: of reason, result, time, concession...
16. Relative clauses
17. Noun clauses
18. Conditional Sentences
19. Subjunctive mood
20. Phrasal verbs.

3.2. Tir vung

Thi sinh can ¢6 vén tir khoang tir 2000 dén 2500 tir tiéng Anh vé céc chu
dé lién quan dén van hoa, xa hoi, kinh té, khoa hoc, gido duc, mdi truong.
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3.3. Cac k¥ nang
a) Poc hiéu

Yéu cdu thi sinh nim viing nhitng k¥ ning doc hiéu co ban nhu: scanning,
skimming va c6 thé tra 10i cac cau héi dya trén cac doan van ngén véi dang thic
khac nhau nhu: mo ta (descriptions), tuong thuét (narratives), bao céo (reports),
théng bao (notices), thu tin (letters/emails), biéu bang (charts/ tables/ forms),
bai bao (newspaper/ magazine articles) hay cac quang cao (advertisements).

b) Viét

N&m ving céc cdu triic cdu tiéng Anh, ngit phap va ngit canh dé (i) két nbi
cac tir va cac cum tir thanh mét cau va sau d6 hgp thanh mét cau hoan chinh; va
(i1) dién dat mot y kién, mét phat biéu theo mot hinh thire khac (transformation)
nhung van giit nguyén y chinh.



3.4. CAu triic bai thi

Pé gdm 3 phan véi 30 cau hoi, mdi cu 1 diém. Tong diém cia bai thi 1a 30
diém. Thi sinh nao dat 15 diém tong trd 18n 14 dat yéu cau.

Phan 1: SECTION I: VOCABULARY AND GRAMMAR

Phan 2: READING COMPREHENSION

Bai doc A: cac cdu héi tir 11-15 (chon dap an dung dé dién vao chd tréng)

Bai doc B: cic cau hoi tir 16-20 (chon dép 4n dung dé tra 101 ciu héi)

Phén 3: WRITING

Gom 2 bai tap

Tir cau 21 -25: viét lal ciu (chon dén an c¢6 ¥ nghia gan nhat véi cau goc)

Tir cdu 26-30: Sp xép tir theo dung thr tw (Chon phuong 4n sip xép dung trat
tu cho cac tir da bi d4o 10n trong cauy



