UBND TINH DPONG THAP CONG HOA XA HOI CHU NGHIA VIET NAM
SO TAI CHINH Déc lap - Tu do - Hanh phic

$6:1249 /STC-XTPT&HTDN Dong Thép, ngay 15 thdang 8 nam 2025

Vé viéc moi dang ky tham dy Khoa dao
tao K¥ nang tng dung tri tu¢ nhan tao
(A]) trong quan tr1 van phong.

Kinh gui:
- Cac s0, ban, nganh tinh;
- Uy ban nhan dan cic xa, phuong;

- Céc co so giao duc, y te.

Nam 2025 danh déu sy phat trién manh mé cua tri tué nhan tao (Al) voi
nhiéu xu hudng cong nghé dot pha gitp cho cong viéc quan tri van phong, quan
tri doanh nghiép tré nén ty dong hoéa, ting ning suét, chat lugng hiéu qua cong
viéc cao, phat trién tdi da tu duy sang tao, dac bi¢t phat trién ky nang s6 nham tiét
kiém thoi gian va t6i uu ngudn luc. Pé trang bi kién thirc vé tmg dung Al, Trung
tam Xuc tién dau tu va H) tro doanh nghiép t6 chirc khoa K§ ning éng dung tri

tu€ nhan tao trong quan tri van phong véi cac thong tin chinh nhu sau:

1. Thoi lwgng: 02 ngay/16p (khong hoc ngay chu nhat)

2. Hinh thirc dao tao: Truc tiép

3. Poi twong tham du: Can bo, cong chirc, vién chiic cac s, ban, nganh
tinh; can bd, cong churc, vién chirc cac phong ban xa, phuong; can bg, vién chic &
cac don vi gido duc, y té va cac ca nhan khac ¢ nhu cau.

4. Muc tiéu dao tao: Sau khi hoan thanh khéa hoc, hoc vién c6 thé:

- Nhan biét vai trd va tiém nang tng dung cta Al trong mdi truong lam viéc
van phong hién dai.

- Thanh thao viéc st dung tro 1y 4o (dac bi¢t 1a ChatGPT) dé hd tro cac cong
viéc thuong ngay nhu soan thao van ban, 1ap ké hoach, tao bang biéu va trinh bay.

- Ung dung hiéu qua cac cong cu Al trong viéc tim kiém thong tin, tao biéu
dd, so o, va thuyét trinh tu dong.

- Nang cao tu duy cong nghé va k¥ nang tu dong hoa cac tac vu hanh chinh

nham t61 uu thoi gian va nguodn luc.



5. Noi dung chwong trinh: Chi tiét theo Phu luc I dinh kém.
6. Giang vién: Chuyén gia hang dau trong cac tng dung Al.

(du kién moi giang vién: Ths. Nguyén Dinh Trung — Chuyén gia dao tao
chuyén doi s6 va Gen Al, giang vién tai FPT Edu/ cac chuyén gia dén tr B§ Khoa
hoc va Cong Nghé, giang vién cac trwong Dai hoc).

7. Thoi gian lich khai giang: Du kién tir thdng 9/2025.

8. Pia diém: Hoc truc tiép tai tinh Pong Thap (dia diém cu thé s& néu trong
thong bao nhap hoc, theo yéu cau dang ky cua hoc vién).

9. Hoc phi: 1.500.000 ddng/hoc vién (D3 bao gdom thué VAT, tai liéu,
teabreak gifra gio).

10. Yéu ciu ky thuit khéa dao tao:
- Hoc vién chuan bi may tinh x4ch tay dé tham gia khoa hoc

- Mdi hoc vién tham giq khéa hoc can chuin bi: 02 anh 3*4 lam ho so cép
chirng nhan dao tao sau khi két thuc khéa hoc.

Quy cO quan, don vi, ca nhan cé~nhu cau tham dy khoa dao tao, vui long
dang ky dén hét ngay 05/9/2025 theo mau tai Phu luc I1.

Thong tin chi tiét lién hé ba Nguyén Tuong Vy — SDT/Zalo: 0383.110300
Rit mong nhan dugc su quan tim tham du tir Quy co quan, don vi.

Tran trong./.

Noi nhin: KT. GIAM POC

- Nhu trén, GIAM POC
- Luu: VT, XTDT&HTDN (yy).




PHU LUCI
CHUONG TRINH KHUNG PAO TAO KY NANG UNG DUNG TRi TUE
NHAN TAO (AI) TRONG QUAN TRI VAN PHONG

Noi dung

Chuyén dé 1: Tong quan va cong cu Al phd bién
- Khai niém va vai tro cua Tri tu¢ nhan tao trong thoi dai sb
- Chc nhom cdng cu Al phd bién trong quén tri van phong, hanh chinh cong
- Giéi thiéu Chat GPT, Gemini, Notion Al, va cac tng dung tuong tu
- Trai nghiém thyc té: demo cac img dung
Chuyén dé 2: Tao va sir dung Tro 1y 40 c4 nhén
- Thuyc hanh khéi tao va huén luyén trg 1y 4o bing ChatGPT, Gemini,
Perplexity, ...
- KJ thuat prompt co ban va nang cao
- Cac mau lénh hitu ich trong quan 1y hanh chinh, soan thdo vin ban
Bai tap thuc hanh nhom: Viét thu moi hop, bién ban, email chuyén nghi¢p

Chuyén dé 3: Ung dung Chat GPT vao cong viéc hanh chinh - tim kiém - phan
tich
- Soan thao van ban nhanh va chuan (cong van, to trinh, thong bao...)
- H5 tro tim kiém thong tin va téng hop ndi dung tir nhidu ngudn, tong hop va
phan tich dir li¢u.
- Trich xuét dit liéu tir file vin ban, PDF, bang biéu
- Tao checklist, bang ké hoach, lich 1am viéc béng Al

Chuyén dé 4: Ty dong hoa quy trinh

- Xir Iy ho so truc tuyén (trich xuét thong tin va phan loai ho so dua trén noi
dung)

- Chatbot tra 101 tur dong (Chatbot co thé giai dap cac cau hoi thudng gip cua
ngudi dan, hudng dan thyc hién thi tuc hanh chinh, gidm tai cho dudng day
noéng va bo phan tiép nhan)

- Phan loai va xir 1y thu dién tir (tw dong phan loai thu, chuyén dén dung bod
phan xtr 1y)

- Dich thuan ngén ngix




PHU LUC I

PHIEU PANG PANG KY THAM DU KHOA PAO TAO KY NANG

UNG DUNG TRi TUE NHAN TAO (AI) TRONG QUAN TRI VAN PHONG

TEN CO qUAN, AOM VIt et e eare e e e eaneee s

Ho va tén nguoi dau moi HEN hé: ......oooviiiiiiiii e

SO GIEN thOQI: .eeeeiiiieiiee et e e e e

Dia diém dang ky hoc (Chon mét trong ba dia diém):

Phuong My Tho, tinh Pong Thap
Phuong Cao Lianh, tinh Dong Thap
Phuodng Sa Péc, tinh Pong Thap

Phuong Hong Ngu, tinh Pong Thap

TT Ho tén Ngay, thang, nam sinh DPién thoai
1
2
3
......... , ngay....thang....nam 2025

Thu truéng don vi
(Ky tén va dong ddu)
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