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TRUONG DAI HOC VAN LANG
KHOA LUAT

DE THI, PAP AN/RUBRIC VA THANG DPIEM
THI KET THUC HQC PHAN
Hoc ky 2, nam hoc 2024-2025

I. Thong tin chung

Tén hoc phan: | K§ ning soan thao van ban

Mai hoc phan: | 7ILAWS40142 Sé tin chi: | 2
M3 nhom 16p hoc phén: | 242 71ILAWS40142 01, 02
Hinh thtrc thi: Tw luan Thot gian lam bai: | 75 | phat

[J P8 thi ¢6 stt dung phdn mém riéng | GV ghi cu thé tén phan mém: ............

Thi sinh dwoc tham khdo tai li¢u: Co [] Khong
(Chi str dung tai liu

Cau 1 va 2 tra 101 truc tiép trén CTE. giay)

Cau 3 sinh vién soan thao van ban

(file word) dinh kém.

ITI. N§i dung ciu héi thi
Phén tich tinh hudng sau day va tra 10i cac cau hoi lién quan:

Ngay 07/12/2024, cong ty TNHH Anh & Em (tru sé tai phuong An Khanh, thanh phd H6 Chi
Minh) ding tin tuyén dung chic vu trudng phong phép 1y trén vietnamwork va vieclam24h
véi yéu cau:

- T6t nghi¢p 01 trong cac chuyén nganh: luat kinh té, luat thuong mai, luat doanh nghiép hodc
luat dan su.

- C6 it nhat 05 ndm lam viéc trong linh vuc lién quan nhu nhén sy hodc doanh nghiép.

- Co kinh nghiém quan ly ¢ vi tri quan ly cép phong.

- Co6 kha nang dai dién cho quyen va loi ich cua cOng ty trong hoat dong t6 tung.

Hét thoi han nhan ho so tng tuyén, c6 02 g vién da ndp hd so cho vi tri nay, thong tin nhur
sau:

- Ung vién s 1: Tran Vin Minh tt nghiép trudong dai hoc X, vin bang 2, chuyén nganh luat
dan sy. Ba c¢6 chiing chi luat su. 10 ndm lam trong linh vyc nhan sy. Chirc vu cao nhét: truong
phong nhan sur.

- Ung vién s 2: Nguyén Ngoc Han tt nghiép thac si chuyén nganh luat thuong mai cua hoc
vién Y. Kinh nghiém 1am viéc 3 nim. Chtrc vu cao nhit: truéng nhom phap 1y mang mua ban
va sap nhdp (m&a).

Sau khi nghién ctru hd so cua tng vién, Nguyén Vian Binh (chuyén vién nhan su ciia cong ty)
soan thao vin ban dé trudng phong ky véi ndi dung:

- Trinh bay qua trinh tuyén dung.
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- Phan tich mtrc d6 dap Gmg yéu ciu cta 02 ng vién, tur do dé xuat giao phong nhén sy gui
email tir chdi tng vién sb 2, gui thu mo1 phong van (qua email) cho ing vién s6 1.

- Dy kién thoi gian va thanh phan tham gia budi phong van.

Vin ban phai kém theo hd so Gmg tuyén dé giam déc kiém tra thong tin.

Cau héi 1 (2,0 diém):

Cin ctr vao muc dich ban hanh van ban, anh Binh c6 thé lua chon soan thao nhirng loai van
ban nao? Vi sao?

D01 voi tirng loai van ban, nguoi soan thao can ctr theo hinh thirc tai mau s6 cia Nghi dinh
s0 30/2020/Nb-CP?

Cau héi 2 (3,0 diém):

Xéc dinh cac yéu t6 sau ddy cua vin ban:

- Co quan soan thao va co quan chu quan (néu co).

- Tham quyén ky van ban theo quy dinh.

- Hinh thtrc ky van ban.

- Noi nhan van ban.

Céu héi 3 (5,0 diém): Sinh vién soan thao vao file word, nop file dinh kém.

Can ct tinh hudng néu trén, sinh vién soan thao vin ban theo thé thirc va ndi dung phu hop.
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DAP AN VA THANG DIEM
Phin ciu héi \ Noi dung dap an Thang diém | Ghi cha
I. Tw luin
Caul 2.0
Loai vin ban Td trinh/Béo c40/Cong vin 0.5 C6  thé
chon 1
trong 3
loai
Giai thich - Vian ban cta cap dudi giri cap trén. 1.0 Mdbi ¥ 0.5
- Trinh bay tinh hinh trién khai 1 cong
viée duoc cép trén giao, dé xuit hudng
giai quyét.
Mau theo Nghi | Mau 1.5 (Cong vin) 0.5
dinh 30 Mau 1.4 (Td trinh, b4o céo)
Cau 2 3.0
Co quan ban | - Ban hanh: Phong Nhan su 0.75
hanh va co quan | - Chu quan: Cong ty TNHH Anh va Em
chu quan
Tham quyén ky | Truong phong Nhan su 0.75
Céch thuce ky Trudéng phong tryuc tiép ky 0.75
Nguoi nhan - Giam ddc (phan kinh gui), nhu trén 0.75
(phan noi nhan).
- Luu: van thu, Phong Nhan su, nguoi
soan thao la anh Binh.
Cau3l 5.0
Vé néi dung 2.0
Vin ban phai c6 du 03 phan: mé dau, 0.25 Thiéu 1
ndi dung, két luan phén
khong co
diém
Xac dinh duoc thoi gian va dia danh 0.25 C6 thé dé
ban hanh: tréng
- An Khanh hodc Thanh pho H6 Chi hoan toan
Minh; phan
- Thang 7/2024 (khong c6 ngay). ngay
thang
nam ban
hanh
Phai thé hién c6 ho so Gng tuyén dinh 0.25
kém
Phai néu dugc cac noi dung: 1.25 - Méi ¥
- Qua trinh dang tai thong tin va nhan 0.25
hd so; diém.
- Phén tich diém phu hop va khong phu - Phan
hop cua tung trng vién; thoi gian
- P& xuit ing vién phu hop; va thanh
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- Pé xuat hudng xir ly; phan phai
- Pé xuit thoi gian va thanh phan phong hop 1y.
van. - Téi da
0.5 diém
néu chi
chép lai
dé, khong
dién giai
theo van
phong ca
nhan.

Vé hinh thive | - Tuin thu thé thic cia Nghi dinh 3.0 Khéng
30/2020/ND-CP. tinh diém
- M&i 13i hinh thirc trir 0.25 diém (bao hinh thuc
gdm ca 15i chinh ta, 16i d4nh may). néu sai tir
12 18i tro
lén.

Piém tong 10.0

TP. H6 Chi Minh, ngady ..... thang 7 ndm 2025

Nguoi duyét dé Giang vién ra dé
TS. Nguyén Vin Vi ThS. Poan Kim Van Quynh
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