BO NONG NGHIEP MOI TRUONG CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG CAO DANG Péc 1ap — Tw do — Hanh phic
CONG NGHE VA KINH TE BAO LQC ‘
S8 43/TB-DTKHCN Ldam bong, ngay 13 thang 01 nam 2026

THONG BAO

Tuyén sinh cac khéa dao tao
“Nang cao nang lyc giang day va Hanh chinh vian phong véi AI” - nim 2026

Nham dap Gmg nhu cu dao tao, ning cao k¥ nang Al trong giang day va Hanh
chinh vin phong cho cac ddi teong ngudi hoc; trang bi cho hoc vién tu duy Al va kha
nang trng dung cac cong cu Al hién dai vao cong viéc hanh chinh van phong, quan tri
va sang tao ndi dung; qua d6 giup hoc vién t6i wu hiéu suat, tiét kiém thoi gian va
nang cao chat lugng cong viéc;

Truong Cao dang Cong nghé va Kinh té Bao Loc théng bao to chuc cac khoa
dao tao nhu sau:
I. THONG TIN CHUNG

- Poi twong: Can by, cong chirc, vién chure, nguoi lao dong lam viée tai cac S0,
ban nganh, xa, phuong, dac khu (goi chung la co quan, don vi).

- Thoi gian hoc tap: 10 budi (5 ngay); hoc cac budi tdi trong tuan (tir 18h00) va
Thr 7, Chu Nhét (Sang tir 8h00, Chiéu tir 14h00). Hoc tai Truong Cao dang Cong
ngh¢ va Kinh té Bao Loc hodc tai cac co quan don vi ¢6 nhu cau dao tao.

- Khai giang: Thuong xuyén, hang thang. Khoa dau tién dy kién khai giang ngay
26/01/2026.

- Hoc phi: 650.000 ddng/hoc vién (Lop hoc tir 15 dén 20 hoc vién).
Il. MUC TIEU
1. Kién thuc

- Trinh bay duoc khai niém, vai tro va tng dung cua Al trong gido duc va hanh
chinh.

- Hiéu nguyén tac viét Prompt hiéu qua.

- Nhan biét cac cong cu Al phuc vu giang day, quan 1y va vin phong.
2. Ky nang

- St dung Al dé soan gido an, ké hoach, bo céo, to trinh.

- Thiét ké slide va hinh anh minh hoa phuc vy giang day.

- Ung dung Al trong Excel va xtr Iy tai liéu.



- Tu dong hoa ghi chép va tém tat noi dung.
3. Thai d¢
- C6 y thuc sir dung Al dung muc dich, dang dao dic nghé nghiép.

- Chu dong, sang tao trong hoc tap va cong viéc.
I11. NOI DUNG CHI TIET

Ngay

>
A

Buoi

Noi dung

Budi 1: Téng quan vé Al

- Khéi niém Al, Generative Al
- Ung dung Al trong gido duc, quan ly,
hanh chinh

1 - Luu y dao dac va bao mat
- Cau trac prompt chuan
BUO;| 2: Prompt h|é‘u qud - Prompt cho glé.o vién va can b6
- Thuc hanh.
Budi 3: Thiét ké Slide bang Al - Tao noi dung bai giang
2 ' g - Chuén hoa slide phuc vu giang day
Buoi 4: Thiet ke hinh anh vai Al - Tao hinh anh minh hoa bai hoc.
Buoi 5: Ldp ke hogch — Bao cédo — - Soan théo van ban hanh chinh
To trinh - Tém tat cudc hop
3 —
o L - Ghi chu bai giang
Buol 6: Tur dong hoa ghi chep - T6m tht van ban, tai licu dai.
4o - Viét cong thirc
s Buai 7: Ung dung Al trong Excel - Phan tich bang dit liu
% 0. r o atsexs s A - Chuan héa van ban
Buoi 8: Soan thado va xu ly tai ligu - Binh dang chuyén nghicp
e O M AA e A . | - Gido vién: gido an, dé kiém tra
; Busi 9: M0 phong cong viéc thuc te | Can bo: ké hoach, béo céo
f oL A e s bs - Thuc hanh tong hop
Buoi 10: On tgp va kiéem tra - Panh gia cudi khoa,
PHU LUC: CONG CU Al PHU HQP THEO TUNG BUOI
Budi Néi dung Cong cu AI dé xuat Muc dich sir dung
2 ChatGPT, Copilot, Gemini, Tim hiéu Al, tra cau,
1 | Tong quan Al . .
Perplexity minh hoa
2 | Prompt hiéu qua ChatGPT, Notion Al Viét prompt chuan
3 | Thiét ké Slide Canva Al, PowerPoint Copilot | Tao bai giang, bao céo
4 | Thiét ké hinh anh Canva Al, Bing Image Creator | Minh hoa bai hoc




5 | Kéhoach — Bdo c4o | ChatGPT, Word Copilot Soan thao hanh chinh

6 | Ghichép—Témtat | ChatGPT, Otter.ai, Notion Al | Tém tat hop

7 | Bang tinh ChatGPT, Excel Copilot Viét cong thirc, théng ké
8 | Xu ly tai liéu ChatGPT, Word Copilot Chuan hoéa vin ban

9 | M6 phong thuc té ChatGPT, Canva, Excel Copilot | Dy &n tong hop

10 | Ontiap—Kiémtra | ChatGPT, Google Forms Danh gia cudi khoa

V. HO SO DANG KY

Phiéu dang ky tham gia khoa hoc (theo mau).

Can cude cong dan (ban scan).

VI. THONG TIN LIEN HE

Vin phong tuyén sinh - Truong Cao dang Cong nghé va Kinh té Bao Loc.

Dia chi: 454 Tran Pht, Phuong 2 Bao Loc, tinh Lim Ddng.

Dién thoai: 0898.923.636 (Hotline).

Khoa Cong nghé thong tin va Ngoai ngii: Thay Nam (0943.008.786) hoic CO

Thao (0352648880). «ﬁ@,

Noi nhan:

- Ban giam hiéu (dé blc);

- Khoa CNTT-NN;

- Phong TCKT;

- Luu VT; Phong DPTKHCN.

HIEU TRUONG

. Dao Duy Phwoc
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