TRUONG CAO PANG VINH PHUC
HOQI PONG TUYEN DUNG VIEN CHU'C NAM 2021

HUONG DAN ON TAP THI TUYEN VIEN CHUC NAM 2021 (VONG 1)
MON THI: TIN HQC
(Ban hanh theo theo Théng bdo so: 02 | TB-HPID — ngay 20 thing 9 nim 2021 cia
Héi dong tuyén dung vién chire Truomg Cao ddng Vinh Phiic nam 2021)

1. HINH THU'C THI: Tréc nghiém trén gidy
I1. THOI GIAN LAM BALI: 30 phut
II1. SO CAU HOI: 30 cau
Theo chuan k¥ ning sir dung cong nghé thong tin co ban theo quy dinh tai Thong
tur 6 03/2014/TT-BTTTT ngay 11/3/2014 cua B6 Thong tin Truyén thong; tip trung vao
cac ndi dung sau:
Phin 1: An toan théng tin, mang may tinh va Internet
- Céc bo giao thirc chu yéu trén Internet
- Céc thiét bi mang co ban: Hub, Switch, router, modem. ..
- Cac khai niém co ban, cac dich vu trén Internet
- Cac thao tac co ban trén mang.
- Kién thirc va cach sir dung céc trinh duyét thdng dung: Firefox, Internet Explorer,
Chrome,...
- Strdung email va céc trinh email thong dung.
- Céc kién thirc co ban vé an ninh mang, proxy, tuong ltra; cach phat hién va phong
chdng céac dang virus, malware, ...
- Céc kién thirc vé sir dung Internet an toan
Phin 2: Microsoft Office Word 2013
- Céac thao tac co ban trong dinh dang van ban
- Céc thanh phan co ban trong giao dién Microsoft Word
- Cheén céc d6i twong trong vin ban: dinh dang bang biéu, tao cot, ...
- Cac thao tac can chinh trang in
- Tao chi muc tu dong trong Word
- Lam viéc véi Mail Merger
- Lam viéc véi cac ham trong bang biéu
- Tao, chinh sua va chay Macro trong Microsoft Word
Phin 3: Microsoft Office Excel 2013
- Céac thao tac co ban trong bang tinh: Binh dang dir liéu trong bang tinh; Dia chi
tuyét doi, twong ddi, hdn hop.
- Str dung cac ham trong Excel: Cac ham s6 hoc va tinh toan; Cac ham ngay thang;
Cac ham logic; Cac ham thong ké; Cac ham tim kiém; Cac ham co sé dir liéu.



- Tao biéu d6 va lam viéc voi Co sé dir liéu: Loc cac ban ghi nhd AutoFilter,
Advanced. Filter; Tao biéu do, dinh dang biéu dd; Subtotal, PivotTable.
- Tao, chinh sira va chay Macro trong Microsoft Excel
Phan 4: Microsoft Office PowerPoint 2013
- Cac thao tac co ban vai slide
- Céc thao téc thiét 1ap va chinh stra hiéu tng
- Chén thém cac ddi tuong trong slide
- Lam viéc véi Header, Footer trong PowerPoint
- Lam viéc vai Slide Master
- In 4n trong PowerPoint
- Tao, chinh sira va chay Macro trong PowerPoint



