UBND THANH PHO HAIDUONG  CQNG HOA XA HQI CHU NGHIA VIET NAM
HOI DPONG THI TUYEN _ Doc lap - Tu do - Hanh phic
CONG CHUC PHUONG, XA

S6: 44 /TB-HDTT TP. Hai Duong, ngay 04 thdng 5 ndm 2023

THONG BAO
Danh muc tai li€u 6n tap phan thi trac nghiém (Vong 1),
ky thi tuyén cong chirc phuwdng, xi thugc thanh pho Hai Dwong nim 2023

Can ctr Quyét dinh s6 1312/QD-UBND ngay 04/5/2023 ctia Chu tich UBND
thinh phb Hai Duong vé viéc phé duyét Danh muc tai liéu 6n tap phin thi tric
nghiém (Vong 1), ky thi tuyén cong chirc phudng, xa thudc thanh phé Hai Duong
nam 2023.

Hoi dong thi tuyén cong chirc phudng, x3 thudc thanh phd Hai Duong nam
2023 thong béo danh muyc tai liéu 6n tap phan thi tric nghiém (Vong 1), ky thi
tuyén céng chirc phudng, x3 thudc thanh phd Hai Duong nim 2023 (c6 danh
sdach kem theo).

Luweu p: Thi sinh ty tai danh muyc tai liéu 6n tap trén Cong théng tin dién ti
thanh phé Hai Duong dé on tap (Link: http://tphaiduong. haiduong.gov.vn).

Hoi dong thi tuyén cong chirc phudng, x4 thudc thanh phé Hai Duong nim
2023 thong béo dé céc thi sinh biét, thuc hién./!

Noi nhin:

- Thanh vién HDTT;

- Ban Giam sat;

- CT, PCT.UBND thanh phé;

- Cong thong tin dién tir thanh phé;
- Luu: HDTT.

CHU TICH UBND THANH PHO
Tran Ho Ding
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DANH MUC TAI LIEU ON:
(Kem theo Thong bdo §6
ciia Hi dong'th

AP‘PHAN THI TRAC NGHIEM (VONG 1)
+)%/TB-HBT T,\ngay 04 thdng 5 nam 2023
fic:ongfchu’c phuong, xd)

I. MON KIEN THUC CHUNG
1. Hién phap Viét Nam nim 2013.

2. Luat Té chirc chinh quyen dia phuong s& 77/2015/QH13 nidm 2015;
Luat stra d01 b6 sung mot s6 didu ciia Luat T chirc Chinh phti va Luat T chirc
chinh quyén dia phuong s6 47/2019/QH14 ngay 22/11/2019.

3. Luat Can bd cdng chirc s6 22/2008/QH12 ngay 13/11/2008; Lu4t stra
d6i, bd sung mot sb didu cua Luat Can b0, céng chirc va Luét Vién chic sb
52/2019/QH14 ngay 25/11/2019.

4. Luat phong chéng tham nhiing s6: 36/2018/QH14 ngay 20/11/2018.

5. Nghi dinh so 92/2009/ND-CP ngay 22 thang 10 ndm 2009 cta Chinh
phit v& chirc danh, so lwong, mdt sb ché do, chinh sach dbi véi can b0, cong chirc
& x4, phuong, thi trin va nhiing ngudi hoat dong khéng chuyén trach & cap x4.

6. Nghi dinh s6 112/201 1/ND-CP ngay 05 thdng 12 ndm 2011 cua Chinh
phti vé cong chuc x4, phuong, thi trén;

7. Nghi dinh sd 34/2019/ND- CP ngdy 24 thang 4 nam 2019 cua Chinh
phi stra d6i, bd sung mot sb quy dinh vé can b9, cong chire cap x3 va nguoi hoat
dong khong chuyén trach & cép x4, & thon, t6 dan phd;

8. Nghi dinh s6 90/2020/ND-CP ngay 13 thang 8 nim 2020 cia Chinh
phti vé dénh gi4 xép loai chét lugng can bd, céng chirc, vién chirc.

9. Nghi dinh s6 112/2020/ND-CP ngay 18 thang 9 ndm 2020 cia Chinh
phit quy dinh v& xir 1y ky luét cén b, cong chuc, vién chirc.

10. Nghi quyet sd 76/NQ-CP ngay 15/7/2021 cuia Chinh phu ban hanh
Chuong trinh tong thé cai cach hanh chinh nha nuéc giai doan 2021 - 2030.

11. Quyét dinh sb 1847/QP- -TTg ngay 17 thang 12 ndm 2018 cua Thu
tuéng chinh phi vé viéc phé duyét d& 4n vin héa cong vu.




II. MON TIN HQC

1. Hiéu biét vé CNTT co ban

a. Kién thirc co' bén vé mady tinh va mang mady tinh

- Phén cimg: Mdy vi tinh va thiét bi cAm tay thong minh; _cac thanh phin
phén cing; thlet bi trung tAm; thiét bi nhap, Xuét, lu'u trit; cac cong thong dung

- Phan mém: Phan loai phan mém; phin mém thuong mai va phdn mém
ngudn mé

- Hiéu nang may tinh

- Mang mdy tinh va truyén thong

b. Cac wng dung ciia cong nghé théong tin — truyén thong (CNTT-TT)

- Mot so ung dung va u‘ng dung trong kinh doanh

- M6t sb tmg dung phd bién dé lién lac, truyén thoéng

c. An toan lao dong va bio vé moi truong trong sir dung CNTT-TT

d. Cdc vin dé an toin thong tin co bin khi lam viéc vdi mdy tinh

- Kiém soat truy nhép, bdo dam an toan cho dit liéu

- Phén mem doc hai (malware)

e. Mt sé van dé co ban lién quan dén phap ludt trong sir dung CNTT

- Ban quyén

- Bao vé dit liéu

2. Sir dung may tinh co ban

a. Cic hiéu biét co bin dé bit diu lim viée véi mdy tinh

- Trinh ty va c4c luu y thuc hién cong viéc ding céach, an toan

- M6 may, ding nhép va sir dung ban phim, chudt

b. Lam vi¢c véi HE diéu hanh Window

- Man hinh 1am viéc; Biéu tugng va ctra so Quén ly thu muc va tép; St
dung tiéng Viét; St dung may in; Mt s6 phdn mém tién ich

3. Xir ly van ban co ban, sit dung bang tinh co bin va si dung trinh
chiéu co' ban véi phian mém Microsoft office

a. Microsoft Word

- Khéi dong, thoat khoi phdn mém Microsoft Word.

- Thao t4c luu vén ban soan thao.

- Thiét lap céc ché d6 1am viéc co ban.

- Cac thao tdc dinh vi con tré danh may.

- Céc thao tdc co ban trén khéi: Chon khéi, sao chép, di chuyén, xo4, tim
kiém va thay thé,.

- Céc thao tac dmh dang: Phong chit - Font, doan - Paragraph liét ké -
Bullets and Numbering, ¢t - Columns, chit roi — Drop cap, dinh vi Tabs..

- Chen: Ky tu dac biét — Symbol, hinh anh — Picture, khung chir - Text
box, chit nghé thuat — WordArt, d4nh sb trang — Page numbers, t€p tin, ky hiéu-
thir ty ddu dong, duong ké, cong thirc toan hoc, biéu dj,..
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.-Tao chi thich.

- Bang bieu — Table: Chén bang, x4 cdt, x04 dong, tich bang, tron 0, tuy
chinh bang, sir dung thanh céng cu bang biéu Tables and Borders, sir dung mot
s0 ham so trong bang,..

- Dinh dang trang in khd gidy, Tiéu dé trang — chén trang, In 4n...

b. Microsoft Excel

- Khai ni¢m dia chi : Tuong d6i, tuyét dbi, hdn hop.

- M6t s6 ham théng dung: SUM, AVERAGE, MAX, MIN, COUNT,
COUNTA, RANK, IF

- Ham, todn tir xtr ly chudi ky tw: LOWER, UPPER; Déu

- - Ham logic: AND, OR

- Ham tim kiém: VLOOKUP, HLOOKUP

- Thao tac dé sép Xép dit liéu, loc dit liéu tw dong.

- In 4n trong Excel: In mot ving ctia bang tinh; in I3p lai tiéu dé bang tinh
tai cac trang sau.

¢. Microsoft PowerPoint

_ -Thao tac d tao mét ban trinh bay (Presentation) méi, str dung thiét ké
mau Design Templates.

- Thao tic dé chon mau bd cuc Slides.

- Thao téc tao cac hiéu tng cho Slides.

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

- Thao tac in ghi chi cho Slide.

- Thao tdc chén: Phim, 4nh, biéu db vao Slide.

4. Sir dung Internet co ban

a. Kién thitc co bin vé Internet

- Cac khai niém, thuat ngit thuong gip: khéi niém dich vu Internet va vai
tro ctia nha cung cap dich vu Internet (ISP); thuat ngtt World Wide Web va web.
Hiéu céac khai niém: d"ia chi ctia mot tai nguyén trén Internet (URL - Uniform
Resource Locator), cau triic va c4c thanh phan cta no; siéu lién ket (hyperlink);
khéi niém trang thong tin dién ti (website), trang web (webpage), trang chi
(homepage); khai niém va chirc ning cia 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 véi Internet

b. Str dung web:

. Biéu miu va st dung mét s6 dich vu coéng; Tim kiém, bd tim kiém (may
tim ki€ém); Luu ndi dung.

c. Swr dung thu dién tir

- Khdi niém va nguy co khi str dung thu dién tir; Viét va gui thu dién tir;
Nhén va trd 16i thu dién tir; Quan Iy va nang cao hiéu qua st dung thu dién tir.




