
BOGIAo Due vA BAo TAO CQNG HOA xA HQI cnu NGHiA VIJ~TNAM
TRirONG DAI HOC cAN THO DQcl,p - TV do - H~nh Phuc

DE CUONG CHI TIET HQC PHA.N

1. Ten hoc phAn: Ky nang m~m (Transferable Skills)
- Ma sBhoc phAn: KN001
- s6 tin chi hoc phAn: 02 tin chi
- s6 ti~t hoc phdn : 20 ti~t ly thuyet, 20 ti~t thirc hanh va 60 ti~t tu hoc.

2. Don vi phu trach hoc phAn:
- BQmon: Trung HimTu vin, H6 tro va Khoi nghiep Sinh vien
- Khoa/Vien: Trung tam Tu van, H6 tro va Khoi nghiep Sinh vien

3. Di~u ki~n tien quy~t: khong
4 M fA ? h h"uc leu cua oc pi an:
Muc tieu NQidung muc tieu CDR

CTDT
4.1 Trang bi kien thirc co ban ve ky nang giao ti~p va lam viec 2.1.1a;

nhom; quan, ly cam xuc ca nhan; tu duy sang tao va giai 2.1.2d
quyet van de; cac phirong phap quan ly thai gian ca nhan
trong moi truang lam viec nang dong

4.2 Xay dung kha nang hra chon cac phirong phap giao tiep phil 2.2.2.1;
hQ'Pvoi cac ngu canh giao ti~p; nh~n di~n, phan tich va l~p 2.2.l.c
k~ ho~ch thai gian ca nhan phil hQ'Pv6i nhung m\lc dich
khac nhau.

4.3 PhM trien kha nang ket hQ'Pcac phuong phap giao tiep, 2.2.2d
quan ly thai gian, tu duy sang t~o dS nang cao hi~u qua lam
vi~c va d~t m\lc tieu ngh~ nghi~p; ap d\lng cac phuong phap
tl,fgiai toa ap ll,fc,cang th~ng trong moi truang hQc t~p va
ho~t dQngngh~ nghi~p.

4.4 Xay d\ffig duQ'cthai dQhQc t~p va tac phong lam vi~c chu 2.3b
dQng,khoa hQC,va hi~u qua hon;

?

5 Ch A d" ? h hA. uan au ra cua oc pi an
CDR NQidung chu§n dAu ra M1}c CDR
HP tieu CTDT

Ki~n thuc
COl T6m luQ'ccac kien thuc co ban ve ky nang giao ti~p, 4.1 2.1.1a;

lam vi~c nh6m, quan ly thai gian, tu duy sang t~o va 2.1.2d
guan ly cam xuc

CO2 Phan bi~t va kiSm chung duQ'chi~u qua cac phuong 4.1 2.1.1a;
phap tu duy khac nhau khi giai quy~t vin d~;Phan tich 2.1.2d
duQ'ccac y~u t6 anh huang d~n quan ly thai gian va
xac dinh duQ'ccac phuong phap quan ly thai gian phil
hqp v6i nhu cfrucua ban than

C03 Nh~n bi~t v~ thi truang lao dQngva xac dinh duQ'cmoi 4.1 2.1.1a;
truang lam vi~c phil hQ'Pv6i nang h,rc, sa truang va 2.1.2d
m\lc tieu ngh~ nghi~p cua ban than
Ky nang

C04 Xay d\ffig ke ho~ch ren luy~n ky nang giao tiep, lam 4.2 2.2.2.1;
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I . A ' WIn l' cam xuc trong hoc t~p va cong 2.2.1.c
VH;C nhom, q? h' tu duy sang tao va
viec va ap dung cae,phuong p ~p 'A'

quan ly thai gian, de quan ly ke hoach ca nhan trong
hoc t~p va cuoc song

4.3 2.2.2dCOS A'p d~ng cac' phirong phap gi~i t~a ap h,rc,~din b~ng
cam xuc, tam ly khi g~p cac van de" tinh huong khong
mong muon trong hoc t~p va cuoc song.

C06 Soan thao duoc bo ho so nang luc ca nhan; co the 4.3 2.2.2.1;
ph~n tich duoc vi' tri viec plm, nghe pghi~p ~ong 2.2.1.c
muon, co th~ sir dung mQt so ley nang can thiet de tra
lai phong vftn tuyen dung,
Thai dol Mt'fc do to' chu va trach nhiem

C07 Tham gia tich eire, hop tac va y thirc ve gia tri cua thai 4.4 2.3b
gian va lam viec thea k~ hoach trong cac hoat dQngt~p
the, hoat dong nhom; thl,fchi~n cac hfmh vi giao tiep
U'ngxu dung ml,fc, van minh, phil hqp khi hlm vi~c
trong nhom va tren lOphoc

6. Mo ta tom t~t nQi dung hQcph~n:
Hoc ph~n cung cftp cac ki€n thuc cO'ban va hu6ng d§n ren luy¢n cac ky nang

dn thi€t cho nguai hoc: ky nang giao ti€p, cac ley nang l~ng nghe va thuy~t trinh hi~u
qua; ley nang lam vi~c nhom dam bao Sl,fhqp tac t6t trong hoc t~p va lam vi~c; ky
nang tu duy sang tc;tOva giai quy~t vftnd~; ky nang quan ly thai gian; ley nang quan ly
cam xuc va ley nang tim vi~c va ky nang tham gia phong vftn tuy~n d\lng.
7. C~u truc nQidung hQcph~n:
7 1 L' th At.. :1'_ u_ye:

NQidung s6 ti~t CDR
HPChuyen d~ 1 Bai mo-d~u 01

1.1 Khai ni¢m ky nang mem
1.2 Sl,fcan thiet cua ley nang mem trong cUQcsong va 01 COl

trong cong vi~c
Chu_yend~ 2 Ky nang giao ti~p va lam viec nhom 032.1 Ky nang giao tiep

- Giao ti~p va ley nang giao ti€p la gi?
- Cac_y~ut6 anh huemg d~n qua trinh giao ti~ 012.2 Phan loc;tigiao tiep COl
- Giao ti€p b~ng ngon ill
- Giao ti€p phi n_g_ontil'

2.3 Ky nang lang nghe
- Phan bi~t giua nghe va l~ng nghe 01
- Cac y€u t6 anh huemg d€n qua trinh l~ng nghe
- MQt s6 phuong phap ren luy~n ley nang l~ng nghe
hi~u qua

2.4 Ky nang lam vi¢c nhom
- Cac phuong phap t6 chuc quan ly cong vi¢c trong 01nhom
- Xay dl,fllgtinh th~n hQ'Ptac lam vi~c nhom
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- Xu ly mot s6 tinh huong mau thu~n trong nhom
Chuyen d~ 3 Ky nang quan It cam xuc 04

3.1 Khai niem chung ve cam xuc 01
- Khai niem v€ cam xuc va cam xuc tri tu~
- Phan loai cam xuc
- Vai tro va chirc nang cua cac loai cam xuc Cal
- Tac hai cua viec thieu kiem soat cam xuc

3.2 Ky nang nhan thirc cam xuc xli hQi (SEL) 01
- KY nang nhan thirc ban than
- Ky nang lam chu ban than
- Ky nang nhan thirc xli hoi
- Ky nang lam chu m6i quan h~
- Ky nang ra qu_y_€tdinh co trach nhiem

3.3 Cac lieu phap de q~an ly cam xuc
- Lieu phap thay doi nhan thirc hanh vi (CBT) 02
- Lieu phap hit tho
- Lieu phap nu cuoi
- Lieu phap tro chuyen
- Lieu phap sinh thai
- Lieu phap thien va yoga
- Lieu phap t~p trung giai quyet v~n d€

Chuyen d~ 4 Ky nang quan It thiYi gian 04
4.1 Khai ni~m thai gian va quan ly thai gian

- Cae khai ni~m, d~e di€m eua thm gian 01
- Gia tri eua thai gian va y nghla eua quan ly thai
gian COl,

4.2 Cae yeu to anh hUCYn_g_den_9.uan!ythai _g_ian 01 CO2
4.3 Quy trinh quan !y thai _g_ian 01
4.4 MQt so phuang phap quan ly thai gian hi~u qua 01

- Thi€t l~p ml,le tieu SMART
- Quan ly thm gian b~ng mQt s6 ling dl,lng ph6 bi€n:
Google Calendar, Trello, Pomodoro, ..
- sip x€p eong vi~e thea rna tr~n Eisenhower

Chuyen d~ 5 Ky nang to' duy sang tao va giai quy~t v~n d~ 02
5.1 Ky nang tu duy sang t~o 01

- Nang h,reva phong each tu duy
- Ky thu~t nlio eong (Brainstorming) Cal,
- Tu duy dQt pha (Breakthrough) CO2

5.2 Ky nang giai quy€t v~n d€ 01
- Cae buae giai quy€t v~n d€
- Giai quy€t v~n d€ thea phuang phap sau ehi€e mil
tuduy
- Giai quy€t v~n d€ thea phuang phap 5W1H
- Giai quy€t v~n d€ thea phuang phap 5 Why

Chuyen d~ 6 Ky nang tim vi~c va phong v~n tuy~n d1}ng 02
6.1 Thi truang lao dQng

- CO'hQi va thaeh thue eho ngu6n nhan h,re dli qua
dao t~o t~i thi truang trong nuae giai do~n hi~n n'!Y_
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- Cac xu hu6ng hra chon nghe nghiep trong thai dai C03
Cach mang cong nghiep 4.0 01

6.2 Ky nang tim viec
- Nhirng sai l~m thuong g~p khi tim kiem viec lam
- Phuong phap chuan bi h6 sa tim viec
- M9t s6 hru y khi viet h6 sa CV/ Resume ca nhan

6.3 Ky nang tra loi phong van tuyen dung 01 C03
- () ng vien c~n chuan bi gi khi tham gia phong vin
tuyen dung?
- M9t s6 l6i thuong g~p khi tham gia phong vin
tuyen dung?

7.2. ThU'c hanh:
NQi dung se ti~t CDR

HP
K_j nang giao ti~p va lam viec nhom 6
- Xay dung bai thuyet trinh 60 giay
- V~n dung mot so phirong phap phat trien y tuong thea

Chuyen chu dS (brainstorming) trong heat dong nh6m 02
dS 2 - Thirc hanh diSu chinh hanh vi, ngon ngtr hinh th€ qua C04,

cac tinh huong giao tiSp COS,
- Thirc hanh lira chon va quan ly ngon illgiao ti~p thea C06,
b6i canh, van h6a giao ti~p C07
- Phan tich va xu ly cac tinh hu6n_g_giaoti~ 01
V~n dl,lllg giao tiep trong hQc t~p:
- Th\!'c hanh thuy~t trinh nh6m 02
- Th\!'c hanh tranh bi~n nh6m
V~n dVng giao tiep trong cong vi~c:
- Ky nang tra lai phong vin tuy€n dVng 01
- Giao ti~p trong va n_goaicon_gsa

Chuyen Ky nang quan Iy cam xuc 06
dS 3 3.1. Khai ni~m chung v~ cam xuc

- Phan bi~t duQ'c cam xuc tich c\!'c va cam xuc tieu c\!'c. 01
- Nh~n bi~t duQ'c tac h?i clla vi~c thi~u ki€m soM cam COS,
xuc clla con nguai trong ho?t d9n_g_va_gjao tiS_Q C07
3.2. Ky nang nh~n thuc cam xuc xa hQi
Kham pha nhu du, cam xuc ban than va t\l' diSu chinh 01
mvc tieu, cam xuc clla ban than
3.3. Bai t~p thyc h~Dh qUaD Iy cam xuc
- Th\!'c hanh thau hieu cam xuc ban than 04
- Th\!'c hanh Thay d6i nh~n thuc hanh vi
- Th\!'c hanh diSu chinh cam xuc qua m9t s6 li~u phap
don gian
- Th\!'c hanh giai toa cam xuc cang th~ng qua tham vin
chuyen gia

Chuyen Ky nang quan Iy thOi giaD
dS 4 C04,

4.4. Th\!'c hanh C07
- Thi~t l~p mvc tieu SMART
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- Quan ly lich bien ca nhan b~ng cong ql Google
Calendar
- S~p x€p cong viec thea rna tr~n Eisenhower

Chuyen Ky nang to' duy sang tao va ghii quy~t vin d~ 2
d~ 5 5.1. Thirc hanh ky thuat nao cong va nr dllY_dQt_Qha 1 C04,

5.2. Thirc hanh xac dinh nguyen nhan cua van de cu the 1 C07
Chuyen Tim hi~u mdi truong lam vi~c chuyen nghisp vOi 4 C06
d~ 6. di~n giM nha tuy~n dung/ ngU'iri thanh dat

- Tham du giao luu doanh nghiep/ nguoi thanh dat/ HQi 2 C06,
cho viec lam C07
- Thuc hanh tao l~p ho sa ling vien 2

8. Phuong phap giang day:
- Thuyet trinh; Neu vfin d~; Thao luan nhom/bao cao k€t qua.
- Hu6ng d~n tim kiem thong tin; t6 chirc hoat dong.
- Hu6ng d~n each v~n dung tri thirc dS ren luyen ky nang.
- Bai t~p thirc hanh ren luy~n ky nang v~n d\lng ki€n thuc mon hoc vao thlJc tiSn
- K€t hgp giii'a phuang phap thuy€t trinh va phuang phap d6i tho~i. Trong gia thlJc

hanh, sinh vien t~p thao lu~n va ap d\illg ki€n thuc da hoc dS giai quy€t cac vin d~ giao
ti€p thea nh6m hay ca nhan. Giang vien hu6ng d~n cac nQi dung tlJ hoc cua sinh vien.

- T6 chuc ho~t dQng ngo~i kh6a: g~p go tflJc ti€p vai diSn giaJ nha tuySn d\mg/
nguai thanh d~t.
9. Nhi~m V\l clla sinh vien:

Sinh vien phai thlJc hi~n cac nhi~m V\l nhu sau:
- Tham dl,l't6i thiSu 80% s6 ti€t hoc ly thuy€t;
- ThlJc hi~n d~y du cac bai t~p nh6m, bai t~p ca nhan trong qua trinh hoc t~p tren

lap va tlJ hoc.
- Tham dlJ d~y du gia ho~t dQng ngo~i kh6a thea thi€t k€ chuang trinh.
- Chu dQng l~p k€ ho~ch va thlJc hi~n t6t 60 ti€t tlJ hoc.
- Tham dlJ kiSm tra k€t thuc cae chuyen d~ va thi k€t thuc hoc ph~n.

10. Danh gia k~t qua hQCt~p clla sinh vien:
10.1. each danh gia

S·nh ·A d d'nh"' r h 1- h h;' nhI vien uQ'c a gia IC llY_ OC_P_J an u sau:
TT Di~m thanh ph§n Qu_y_dinh Tron_g_sB CDR
1 Diem chuyen can Tham dl,Iday du so tiet ly thuyet 10-15%/ C07

thea qui dinh va c6 thai dQhoc t~p chuyen d~
tich ClJC.

2 Diem ho~t dQng - Hoan thanh tat ca bai t~p tren lap C04, C05,
thlJc hanh va bai t~p tlJ hoc duQ'c giao 40%/ C06

- Thao lu~n va lam bai t~p nh6m va chuyen d~
duQ'c nh6m xac nh~n

3 Diem thi ket thuc - Thiet ke thea bQcau hoi trac 50%/ COl, CO2,
hoc ph~n I!ghi~m ki€n thuc t6n_g_h_2'Q chu_yend~ C03

10.2. Cach tinh di~m
- Hoc ph~n g6m 05 chuyen d~, m6i chuyen d~ se danh gia diSm chuyen dn va

diSm ho~t dQng thl,Ic hanh thea trong s6 10% t6ng diSm cua hoc ph~n. DiSm chuyen d~
duQ'c chim thea thang diSm 10 (til 0 d€n 10), lam tron d€n mQt chii' s6 th~p ph~n va
khong qua 1 diSmI chuyen d~.
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- Diem hoc phan la diem t6ng cua cac chuyen d~ va diem thi k€t thuc hoc phan,
duoc tinh thea thang diem 10 lam tron d€n mot chtr s0 thap phan, sau d6 diroc quy d6i
sang diem chtr va diem s0 thea thang diem 4 theo quy dinh v~ cong tac hoc vu cua
Truong.
11 ruus h t". ai leu oe ap:

Thong tin v~ tal lifu s6 dang ky
ca biet

Tai lieu hoc tap: MOL.079565
[1] Giao trinh ky thuat dam phan / Huynh Truong Huy, Vo Hong MOL.079566

Phuong> Can Tho.Nxb. Dai hoc C~n ThO',2015. -132tr.:minh hoa; MOL.079567
24cm.-153.61H523 MON.050417

[2] 7 AHA! Khoi sang tinh than va giai toa stress = The 7 AHA!s of MOL.069691
hi~hly enlightened souls/ George, Mike; Thanh TUng (dich).-TP. MOL.069692
ne Chi Minh: r-e, 2012.- 141tr., 21 cm.-158.7/G347 MON.045787

Tai lieu tham khao khac:
[3] Du bat Icy di~u gi xay ra ... =What if.. .!A.I.Chevalier; H6ng DUng, MOL.084207

Vi Thao Nguyen (Bien dich).- Tp. H6 Chi Minh: T6ng hQ'P,2017.- MOL.084208
149 tr., 21 cm.-152.46/C527 MON.061007

[4]. Sir that cirng ve ky nang mem= The hard truth about soft skills/ MOL.069418
Peggy Klaus.- Ha N9i: Tre, 2012. - 272 tr., 21 cm. - 650.11K63

[5] Kheo an n6i se c6 duoc thien ha/ Trac Nhii (chu bien); Nguy~n MOL.089255
Phuang Thao (dich). - Ha N9i: van hQc,2018. - 403tr.; 21 cm.- MOL.089256
158.21Nhl00 MON. 062870

[6] Work - Life balance?: Khi nguai tre can cam h(mg va ke ho~ch de MOL.088496
thea du6i sv nghi~p = Pick three: you can have it all ( just not MOL.088497
everyday)! Randi Zuckerberg; Minh Nga Feehily (Dich).- Ha N9i: MON.062211
Lao d9ng, 2018.-359tr., 21 cm. -646.7/Z94

[7] Checklist thong minh cho mQidv an: 100+ checklist tuy~t dinh cong MOL.092063
pha mQi dv an= Brilliant Checklists for Project Managers/ R. MOL.092064
Newton; Lan Chi (dich).-Ha N9i: lao d9ng - Xii h9i, 2019. - 352tr., MON.062586
- 21 cm. - 658.4041N561

12H' dX • h'" h. O'O'Dg an SID vlen to' oe:
Ly Th1!e

Tu§n NQidung thuy~t hitnh Nhifm V\l ella sinh vien
(ti~t) (ti~t)

- Nim vi'i'ngcac ki€n thuc chung ve
Chuyen d~ 1:Biti mo- 0.5 mon hQc, phuang phap giang d~y va
d§u danh gia cua hQcph~n

1, - Nghien cuu tai li~u [1], [4]
Chuyen d~ 2: Ky nang ~iao ti~p va lam viee nhom2,3,4,

5 2.1 Ky nang giao tiep 1.5 03 - Nam vi'i'ngcac khai ni~m
2.2 Giao ti€p qua ngon - Thvc hanh cac ho~t d9ng ren luy~n
tir va giao ti€p phi ngon kY nang sir d\lng ngon tir va ngon ngu
tir hinh the thea tinh hu0ng

- Ng_hiencuu tai li~u1U, 121
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2.3 Ky nang lang nghe 01 0 Hi~u khai niem va cac y~u t6 anh
htrong d~n lang nghe, cac phuong
phap ren Iuyen Icy nang lang nghe
- Nghien CUutai lieu [1], [2]

2.4. Ky nang lam viec 01 03 Xu ly cac tinh huong rnau thufin
nh6m trong con~ viec nh6m; Thirc hien du an thuyet trinh
va trong cuoc song va tranh bien nh6m

- Nghien ciru tai lieu ru. r21, [6]
Chuyen d~ 3: Quan IV cam xuc
3.1. Khai niem chung 01 01 - ,Hi~u va phan biet duoc khai niern,

6,7 ve cam xuc ve cam xuc va cam xuc tri tue
- Nghien ciru tai lieu fll, f3],' [5]

3.2. Ky nang nhan thirc 01 01 - Phan biet duoc cam xuc tich C\ICva
cam xuc cam xuc tieu C\IC;Nhan thirc cam xuc

ban than; tv di€u chinh cam xuc cua
ban than
- Nghien ciru tai lieu fl1, f31, [5]

8,9 3.3. Cac bien phap de 02 04 - Th\Ic hanh cac tinh huong dieu
quan ly cam xuc chinh cam xuc/ xay dung cac ti~u

phfim v€ cac bi~n phap quan ly cam
xuc cua ban than va cua nguai khac
- Nghien cUu tai li~u [11, f3], [5]

10,11 Chuyen d~ 4: Ky 04 0 V~n d\mg kien thuc hoc duQ'c l~p ke
nang quan If thiYi ho~ch va th\Ic hi~n k~ ho~ch quan ly
gian thCrigian C\lth~ trong tUng ho~t dQng

- Nghien CUutai li~u [1], [7]
12,13, Chuyen d~ 5: Ky 02 04 - V~n d\lng kien thuc dll hoc de giai
14 nang tU' duy sang t~o quy8t cac v§.n d€ C\l th~ trong hoc t~p

va giai quy~t v§n d~ va cong vi~c
- Nghien CUutai li~u [1], r61, [7]

15 Chuyen d~ 6: Ky 02 04 - D\I 01 Buoi hQi thao ve nghe
nang tim vi~c nghi~pl dao t~o ki8n thuc! nghi~p V\l

lam viec thuc t8
- Nghi€n c~ tai li~u fl1, f61

TL. m:¢u TRUONG
~:::::=:::~GIAMD6c

Can ThO',ngay 27 thang 05 nom 2019

TRUONG BQMON

N~y€n Thi Phl1dng Thao
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