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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

00o
PON XIN VIEC
Kinh giii:  BAN GIAM BPOC NGAN HANG VIETCOMBANK
Toi 1a : Nguyén Lé Minh
Sinh ngay  :21-05-1977
Dia chi : Tam Hiép - Yén Thé - Bac Giang
Trinh do : Tot nghiép Pai hoc Bach khoa Ha Noi - Khoa Toan Tin

Chuyén mon : Microsoft Word, Microsoft Excel, Microsoft Powerpoint;
Thiét ké Quang cdo vdi cdc phin mém CorelDraw, Photoshop, Illustrator,
QuarkPress; Thiét ké mang Lan, Wan..., IT (Qudn tri mang trén cdc hé diéu
hanh Windows 2003 Advanced Server, Win NT4, Linux,... Sta chita vao bdo
hanh toan bo hé thong mdy tinh, mdy In trong Cong ty).

Trude day toi cong tac tai Cong ty LG Meka tai Tang 14 - 44B Ly Thuong
Kiét - Hoan Kiém - Ha Noi v6i chiic vu Phé phong K§ thuat, sau do nhu ciu cong
viéc t0i chuyén sang Cong ty Thién Hy Long clia Trung Quéc tai 62 Ling Ha -
bong Pa - Ha Noi v6i chic vu Truong phong Thiét k& & IT, va cudi cung toi
chuyén vao Sai Gon cong tiac cho Cong ty Komax Han Quoéc dén nay véi chiic vu
Trudng phong IT tai Phuong Phudc Long B, Quan 9, TP. H6 Chi Minh.

Nay t0i dugc biét Ban Gidm d6c Vietcombank dang tuyén dung can bo vao vi
tri CNTT (IT MANAGER) va Thiét k&€ Quang cao (DESIGN) vi vay toi lam don
nay mong dugc Ban Gidm doc Vietcombank xét duyét cho toi dugc tuyén vao dung vi
tri: IT MANAGER).

Moi chi tiét xin lién hé: E-mail: chicilonhn@yahoo.com

Mobile: 09.12.12.02.99 - Tel: 0240.577.215 (Nhan cho Minh).

Xin chan thanh cam on Ban Giam déc Vietcombank.!.

Ha Noi, ngay 9 thang 9 nam 2006
Nguoi lam don

—_——

NGUYEN LE MINH
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HOP BONG PAO TAO TIN HOC

- Can ct hop dong vé du an xay dung cong nghé thong tin va thir nghiém ndéi
mang giita Téng Cong ty bao hiém dau khi Viét Nam va Vin phong nganh.

- Can cu vao nang luc, nhiém vu cua Trung tam Tin hoc MT.Com thudc Hoi
Tin hoc Viét Nam.

Hom nay, ngay 9 thdang 9 nam 2006 tai Ha Noi chiing toi gom:
BEN A: TONG CONG TY BAO HIEM DAU KHIi VIET NAM.

bia chi : 56 Nguyén Thai Hoc - Ba Dinh - Ha Noi.

bién thoai :04.8.513698.

Dai dién : Ong Nguyén Lan Viét - Téng Gidm doc Cong ty BHDKVN.

BEN B: TRUNG TAM TIN HOC MT.COM.

Dia chi : Pho Dé Nam - Thi trdn CAu Go6 - Yén Thé - Bac Giang.
Dién thoai  : 0240.876495.
Dai dién : Ong Nguyén Lé Minh - Gidm d6c Trung tam.

Diéu 1: Bén A tao diéu kién vé dia diém day va thanh toan ding thoi han nhu trong
hgp dong.

Diéu 2: Bén B dam bao gio gidc, day di chuong trinh nhu trong théa thuan dam bao
sau khoa hoc 90% hoc vién du trinh do dam nhiém cac cong viéc véi trinh
do str dung may tinh theo cong viéc.

Diéu 3: Néu c6 bat ky su thay déi ndo, ca hai bén déu phai c6 trach nhiém thong
bdo cho nhau trudc nita thang dé ciing thu x€p va gidi quyét.

Hop dong nay dugc 1ap thanh 02 ban, moi bén gitt 01 ban c6 gia tri vé phap
ly nhu nhau ké tir ngay ky két.

PAI DIEN BEN A PAI DIEN BEN B
| —
Nguyén Lé Minh Nguyén Lan Viét
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TRUNG TAM DAO TAO TIN HOC

L. MOT SO UU PIEM CUA GIAO TRINH.

@ Cling nhu nhiing nha truyén
gido, gido trinh nay s€ dita cic ban
dén th€ gidi cua Tin hoc véi bao diéu
kham pha moi.

& Nguoi nong dan cham chi can
man dao x6i nhitng luéng cay dé lam
nén hat lda vang. Nhitng nguoi hoc tin
muon tu nang cao kién thic ngoai viéc
hoc va hanh & 16p con phai thuong

xuyén dén Trung tam dé thuc hanh
nhitng k§ nang trinh bay, k¥ nang
danh 10 ngén tay.

% Nhitng hoc vién cao tudi, diéu
hay gap nhat 1a ngai hoc hoac Iinh hoi
kién thic tién hoc cham. Quyén gido
trinh Tin hoc cua Trung tam MT.COM
s& 1a cdm nang gidp hoc vién vuot qua
duoc nhitng mac cam trong hoc tap.

oan thao va xu 1y cac loai van ban, tai liéu, van ban phap quy, hanh

chinh, 1ap va ky cdc hgp dong kinh t€, hop dong dan su la cong tic

thudng xuyén trong céc co quan xi nghiép, t6 chic xa hoi. Day 1a mot

cong viéc mang tinh sdng tao doi hoi ching ta phéi c6 con mat thim m§, di nhién
dicu dau tién 1a phai c¢6 cuon gido trinh "Tin hoc van phong". Hay doc va lam theo
st huéng dan tan tinh clia cudn sach nay.

II. HAY PEN PANG KY HOC TAI TRUNG TAM TIN HOC MT.COM.

Trung tam s€ gitp ban thanh thao céc thao tic soan thao van ban va trau doi
kién thirc Tin hoc.

HO va tén hOC VIEN (INAMIE): c.ccoeeeeeeeeeee et

NOi 1am VIEC (COMPANY): cconveeeiieeeiieeieeeeite ettt e svre s are e e

Dia Chi NOT G (AdAres):...ocueeeeeeeeeeeeeeeeeeeeeeeeeee et

DiIeN thOAl (PAONE): cccconeeeviiieeiiiii ettt va e s e

% Voi doi ngu gido vién co trinh do sw pham day ddn kinh nghiém sé
truyén dat cho ban cdch hoc tin mét cach nhanh va hiéu qud nhiit.

& Hoc phi sé giam cho nhitng hoc vién nao hoc tir 02 chuong trinh tro lén.

& Muon an tam, cdc ban hdy hoc thit 2 buoi sau dé méi dong hoc phi.!.
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Dén du bubi: LEé khai giang khéa hoc mdi.
Tai: Trung tam Tin hoc MT.COM

Vo lic: 20"09.

Su hién dién ctia Quy vi 1a niém vinh hanh
cho Trung tam ching toi.

Yén Thé, ngay .... thang .... nam 2006

CO MOT THCT NHU THE:

Nhu vita mdi budc ra

Muia xubn da goi masi trude cda
Cl'\c‘gng ngodi lai v&t chan'¥én &3,
Vudn hoa néo ciing & phia minh di
Pudng chdng xa, nui khéng may cdély
chia

Trong ddy mé&t trdi xanh 1& vinhovidn.,
Trang nhat ky xé trdm 1an lai vids
Noao ciing tha thiét nhu nhau.

Ngay céa ndi dau.

Ciing manh ma 3n do khéng giéfu nai.
Mo udc vién véng nidm vuiytho dai
Tudi xudn minh fusng maianEntugi
xanh

Va khéng ai khde ngoai anh

Ngudi trai mdi vai [&n thodng ngap
Ludn hi vong d& v8i ludn thét vong

Téi da cudi da khde hhimag khéngrdan
M8t v8ng trang nigwthicu 3 trén déu
Mst vat d8t ¢S xanh ko trude mét...
Mdi t3c xanh bétdan pl'\a soi bac.

N3&i vui budn ciing khéc nhitng ngay
Xua

Chi chit thsi gion tiing phut fiing gis
Nhu ké khd tnh ting hoa keo kiét

TLéi bigt maa xudn rSi ciing het
Hémway non, mai cd s& ua gia

Tsi d& di mdy chdang dusng xa

Vuot mdyindi, mdy ritng qua m8y bién
Nidinm mo udc gt vao trang vidt

NSi vui budn dén xué’ng cTéy tam tu
Em yéuanh hon cé thdi xua

Cai thai chét vi Hinh i

Em cl'\cgng chét vi anh, em cl'\gng dsi
Emicdng anh vao cudc dsi em

Em bBigt\quén nhitng chuyén ddéng
quién

Em bidt nhd nhitng diéu em phdi nhd
Hoa cic tim trong bai hét cii

DAu vanla cung bac clia ngay xua
Qiia khirddang yéu, qué khit déng t6n the
Nhung déu phdéi la didu em luyén tide.

B



TRUNG TAM TIN HOC MT.COM |

Phi D& Ném - Thi Trén G 66 - Yén Thé - Bac Giang

BAI 4

DAY THON Vi DA

Sao anh khéng vé choi thén vi? +
Nhin ndn hang cau ndng mdi l&n, +

Vudn ai mudt quaé xanh nhu ngoc, +

L4 tric che ngang mat chix dign. +

% Gi6 theo [5t gié may attdng may;

¢ %cing nude budn thiu hoa 5d'p gay,

& U/Zuy.‘fn ai dau bén s6nq trang ds?

& 6 cho tudng vé ﬁcp tot nay?

Mo khich dudng xa, khdach dudong xa,
Ao em tring qia nhin khing ra,

MUA XUAN CHiIN

TWW%M&WWLMW,"
Dt ks i osrd L. i i @

@\/
4@
e

$S61 1041 gl Wi Ta do Lite &

Then gidn Wien Lj bong wuim 1oy &
&o6ng ¢ xanh tusi goi téi tedi Tiéng ca vat véo lung chiing nui,
Bao ¢6 thon nit hat trén doi. Hon hén nhu 165 clia nuéc may
Ngay mai trong dam xuén xanh &y, Tham thi véi ai ngdi dudi trie,
Co ke theo chong bo cude choi. Xem ra y vi va tho ngay.

Khach xa, gAp luc mua xuaN chin
Long Tri bAng khuang suc nhé LANG.
Chi Ay NAm Nay con gAnh Thoc

Doc bo sonG TRANG NANG chang chang.
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BAI 5

CHUGNG TRINH MICROSOFT WORD

Microsoft Word 1a chuong trinh phdn mém nam trong Microsoft Office dugc
dung trong Iinh vuc van phong. Cung cap day du nhat cac k§ nang soan va dinh
dang cac mau vian ban nhu: Cong van, lam béo cédo, bang dit liéu v.v... Ngoai ra kha
nang két hop do hoa va cong nghé Web trén mang gidp ban c6 thé chén nhing cac
doi tugng hinh dnh, am thanh, biéu do... va dé dang chuyén déi tir dit liéu cia minh

sang cac dang khac nhu HTML, chia sé dit liéu trén mang ndi bo hay mang Internet.

NOI DUNG CHUONG TRINH

Gi6i thiéu vé giao dién va mot s6 phim tat co ban trong Microsoft Word.
Céch trinh bay, t6 chiic man hinh soan thao trong Microsoft Word.
Céc thao tac khoi dong, dong, luu va mo tép van ban.

K§ nang nhap van ban (Tiéng Anh - Tiéng Viét).

N s

Phuong phap dinh dang trang in trong Microsoft Word.

» Dinh dang van ban bang cong cu Formating.

» Dinh dang vin ban bing cac hop thoai trong thuc don Menu.
» Copy khoi, x6a khoi, dinh dang khoi.

» Phuong phép go toc ky bang (Auto Text va Auto Corect).

o Chen ky tu dic biét va dat phim tat cho ky tu dac biét.
o Cach thiét 1ap va hiéu tng ctia Tab.
o Chen chi thich va ngay thang trong trang van ban.

0 Chia doan van ban thanh nhiéu cot.

Tao chit to dau doan van ban.
Tim ki€m va thay thé tr trong van ban.

Cach tao s6 thi tu tu dong va cach dinh dang ching.

Y229 = en

Cach thiét 1ap bi€u bang trong van bang.
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BAI 6A

DANH SACH HOC VIEN THI CAP CHUNG CHi

STT HQAVA PIEM T(iEJG XEP
TEN WINDOWS | EXCEL | WORD | PIEM | LOAI
1 | Nguyén Lé Minh 8 8 7
2 | Gidp Thi Hue 9 8 5
3 | Nguyén Thu Thao 5 9 6
4 | Nguyén Van Manh 9 9 8
5 | Nguyén Vian Hoang 9 8 9
BANG THONG KE
cip NGHIEP VU TIN HOC THOI GIAN CONG TAC
QUAN STED Ol LY HUONG DUGI TU 3 NAM
LY TRUNG bIA THUYET DAN 3NAM TRG LEN
UONG | PHUONG
1 64 399 363 100 352 46
2 43 245 287 101 458 699
3 12 153 118 47 55 566
Tong so6

BANG KET QUA THI TIN HOC VAN PHONG THANG 12

STT HO LOT TEN | PHAI | NOISINH | PLT | PTH | TONG
1 Lé Minh Tung | Nam | Yén Thé 8 9 17
2 Nguyén Lé Minh | Nam | HaNoi 9 10 19
3 Nguyén Hong Nhung | Nt | Yén Thé 2 7 9
4 Bui Thi Phuong | Nhung | Nt Hué 8 9 17
5 | Gidp Thi Hue | N | HaNoi | 6 8 14
6 Nguyén Viét Son | Nam | Sai Gon 4 8 12
7 Nguyén Tuan Anh | Nam | Viing Tau 8 6 14
8 Hoang Ngoc Bich N Ha Noi 9 5 14
9 Luu Hong Nhung | N&t | Nam DPinh | 10 2 12
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