UBND TINH THANH HOA ~ CONG HOA XA HOQI CHU NGHIA VIET NAM

HOIPONG THI NANG NGACH Déc 1ap - Tw do - Hanh phuc
CCHC NAM 2020
Sé: 2372 /QD-HDTNN Thanh Héa, ngay 23 thdng6 ndam 2020
QUYET PINH

Vé viéc phé duyét danh muc tai liéu on tap ky thi nang ngach
cong chirc hanh chinh tinh Thanh Héa nam 2020

HOQI PONG THI NANG NGACH CCHC NAM 2020

Can cit Nghi dinh s6 24/2010/NP-CP ngay 15/3/2010 ciia Chinh phii quy
dinh vé tuyén dung, sir dung va qudn 1y cong chire;

Can cir Nghi dinh s6 161/2018/ND-CP ngay 29/11/2018 ciia Chinh phi
sita doi, b6 sung mot s6 quy dinh vé tuyén dung céng chirc, vién chirc, ndng
ngach céng chirc, thing hang vién chirc va thuc hién ché dé hop dong mét sé
loai cong viéc trong co quan hanh chinh nha nuoc, don vi sy nghiép cong lap;

Can cir Théng tw s6 03/2019/TT-BNV ngay 14/5/2019 ciia BY truéng B
Néi vu vé viéc ban hanh Quy ché t6 chirc thi tuyén cong chirc, vién chirc, thi
ndng ngach céng chirc, thi thiang hang chirc danh nghé nghiép vién chirc;

Can cir Ké hoach s6 91/KH-UBND ngay 14/4/2020 ciia Chii tich UBND
tinh Thanh Hoa vé to chuc thi nang ngach cong chuc tuw ngach chuyén vién lén
chuyén vién chinh va tw ngach nhdn vién, can sw lén chuyén vién tinh Thanh
Hoéa nam 2020;

Can cit Quyet dinh s6 1861/QP-UBND ngay 25/5/2020 cia Chii tich
UBND tinh vé viéc thanh lap Hoi dong thi nang ngach cong chiec hanh chinh
tinh Thanh Hoa nam 2020,

Theo dé nghi ciia Gidm doc S¢ Néi vu tai To trinh s6 355/TTr-SNV ngay
12/6/2020.

QUYET PINH:

Piéu 1. Phé duyét danh muc tai liéu on tap ky thi nang ngach coéng chirc
hanh chinh nim 2020, cu thé nhu sau:

1. Ttr ngach nhan vién, can su 1én ngach chuyén vién (Phy luc I kém theo).
2. Ttrngach chuyén vién 1én ngach chuyén vién chinh (Phu luc II kém theo).

Piéu 2. Giao S¢ Noi vu chu tri, phdi hop véi cac co quan, don vi lién
quan t6 chirc hudng dan ndi dung 6n tap cac mon thi cho thi sinh theo quy dinh.
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Piéu 3. Cac Thanh vién Hoi déng thi nang ngach, Giam ddc S& Noi vy,
Ban Dé thi; Thu trudng cac co quan, don vi c6 li€n quan va thi sinh chiu trach
nhiém thi hanh Quyét dinh nay./.

Noi nhgn: TM. HQI PONG THI NANG NGACH
- Nhu biéu 3 Qb; [

- Chu tich UBND tinh (dé b/c); CHU TICH

- Ban Giam sat;

- Vién Khoa hoc TCNN - Bo Noi vu; —

- Luu: VT, CCVC, HDTT. w,

PHO CHU TICH UBND TINH
Pham Pang Quyén



Phu luc I

DANH MUC TAI LIEU ON TAP KY THI NANG NGACH CONG CHUC
HANH CHINH TU NGACH NHAN VIEN, CAN SU LEN NGACH
CHUYEN VIEN NAM 2020
(Ban hanh kém theo Quyét dinh s6 ~ /OP-HPTNN ngay — thdang  ndm 2020
ciia Hpi dong thi ndng ngach cong chirc hanh chinh tinh Thanh Héa nam 2020)

I. MON KIEN THUC CHUNG

1. Hién phap nim 2013 (Chuong I, Chuong II, Chuong IV, Chuong V,
Chuong VI, Chuong VII, Chuong IX).

2. Luat Can b, cong chirc naim 2008 (Chwong I dén Chuong IV).

3. Luat T6 chirc Chinh quyén dia phuong (Chuong I, Chuong II).

4. Nghi quyét s6 30¢/NQ-CP ngay 08/11/2011 ctia Chinh phu ban hanh
Chuong trinh Tong thé cai cach hanh chinh nha nuéc giai doan 2011-2020.

II. MON CHUYEN MON, NGHIEP VU

1. Luat Can b, céng chirc ndm 2008 (Chuong I dén Chuong IV).

2. Vian ban hop nhat s6 02/NDHN-BNV ngay 21/5/2019 ciia Bo Noi vu.

3. Nghi dinh s6 34/2011/ND-CP ngay 17/5/2011 ctia Chinh pha quy dinh

veé xur 1y ky luat doi voi cong chuee.

4. Théng tu sb 11/2014/TT-BNV ngay 09/10/2014 cua B truong Bo Noi
vu quy dinh chirc danh, ma s6 ngach va tiéu chuan nghi¢p vu chuyén mon céc
ngach cong chirc chuyén nganh hanh chinh:

-Piéu 2, 3, 4; Khoan 1, 2, 3 Diéu 7.

5. Théng tu sd 05/2017/TT-BNV ngay 15/08/2017 stra d6i, bo sung mot
s6 diéu Thong tu sd 11/2014/TT-BNV ngay 09/10/2014 va Thong tu sb
13/2010/TT-BNV ngay 30/12/2010 cta Bo truong Bo Noi vu:

- Khoan 3 Diéu 1.

6. Quyét dinh s6 1847/QD-TTg ngay 27/12/2018 cta Thi tuéng Chinh
phu vé viéc phé duyét Bé an Van hoa cong vu.

I1I. MON NGOAI NGU - TIENG ANH

1. Phwong thirc lam bai:

- Thi sinh dugc kiém tra k¥ niang st dung Tiéng Anh, dang bai tric
nghiém khéach quan trén mdy vi tinh, moéi cau héi bao gom 04 phuong an tra 1o
va chi c6 duy nhat mdt phuong an ding.

N Pé thi gém 30 cau héi (15 cau héi tric nghiém; 05 cau doc hiéu va 10
cau dién ttr). Thot gian lam bai: 30 phat.



- Trinh d6 twong dwong Bac 2 trong Khung nang lyc ngoai ngir 6 bac
danh cho Viét Nam ban hanh kém theo Thong tu s6 01/2014/TT-BGDDPT ngay
24/01/2014 cua B6 Gido duc va Dao tao.

2. Noi dung on tap:

2.1. Category:

2.1.1. Verbs and verb forms (P9ng tir va dang ctia dong tir)
2.1.1.1 Verbs (D0ng tir):

- to be, to have, to do, to make...

2.1.1.2 Modal verbs (Pong tir khuyét thiéu):

- can (ability now, request)

- could (ability in the past, possibility; polite request)

- should, shouldn’t (advice)

- have to (must do smt)

2.1.1.3 Forms of verb (Cac dang ctiia djng tir):

- Imperatives

- Infinitives (with and without to) after verbs and adjectives
- Gerunds (-ing form) after verbs and prepositions

2.1.2. Nouns (Danh tir)

- Singular and plural (regular and irregular forms)

- Countable and uncountable nouns with some and any

- Compound nouns

- Possesive case with ‘s & s’

2.1.3. Adjectives (Tinh tir):

- Colors, size, shape, quality, nationality

- Cardinal and ordinal numbers

- Possessive: my, your, his, her, etc

- Quantitative: some, any, many, much, a few, a lot of, every.
- -ing/ -ed

- Comparative, equality and superlative (regular and irregular)
2.1.4. Adverbs (Trang tir):

- Regular and irregular forms

- Manner (quickly, carefully, etc.)

- Frequency (often, never, twice a day, etc.)

- Definite time (already, just, yet, etc.)

- Degree (very, too.)

- Place (here, there, etc)

2.1.5. Pronouns (Pai tir):

- Personal (subject, object)



- Impersonal: it, there
- Demonstrative: this, that, these, those
- Indefinite: something, everybody, some, any, etc.
2.1.6. Articles (Mao tir/Quan tir):
- a/an + countable nouns
- the + countable/ uncountable nouns
2.1.7. Prepositions (Gidi tir):
- Location: to, on, inside, next to, at (home), etc.
- Time: at, on, In, etc.
- Direction: to, into, out of, from, etc.
- Instrument: by, with
- Prepositions following:
* adjectives: afraid of, interested in...
* verbs: laugh at, ask for etc.
2.1.8. Connectors (Tir noi):
- and, but, although
- when, while, until, before, after, as soon as
- because, since, if
2.1.9. Interrogatives (Tir dé héi):
- What, What (+ noun)
- Where, When
- Who, Whose, Which
- How; How much; How many; How often; How long.
- Why
2.2. Tenses (Cac thi/thoi):
- Present simple: states, habits, truths
- Present continuous: actions that are happening at present
- Present perfect simple:
* recent past with just
* indefinite past with never, ever (experience with ever, never)
* unfinished past with for, since
- Past simple: past events/ finished actions in the past

- Past continuous: actions that were happening at a specific moment in
the past

- Future with going to: future plans

- Future with will

2.3. Conditional sentences (Cau diéu kién):
- Type 1: If + present simple, future simple



- Type 2: If + were/ V-ed, would/wouldn’t... + V
2.4. Relative clauses (Ménh dé quan hé):
- defining which, who, whom in relative clauses
2.5. Verb Patterns:
- Gerunds after prepositions
- Verbs followed by the gerund (common only)
- Verbs followed by an infinitive
2.6. Passive voice (Cau bi dong):
- Affarmative Passive of: Present Simple, Past Simple
2.7. Reading topics:
Cudc song, cong viéc hang ngdy, Cac hoat dong giai tri, Giao thong, Moi
truong, Cac thanh tyu khoa hoc.
2.8. Sentence- structrures for rewriting:
- What + be + the price of + noun?
- How much + be + noun?/ How much + do/does + noun cost?
- show the way to, how to get to
- have + noun, There + be + noun
-S+be +adj +pre. + V.
- S+ V + adverb.
- spend time + V-ing
- It takes/took smb + time + to-V
- remember to-V, don’t forget to-V
- like to-V/ V-ing
- be fond of/ keen on + V-ing
- To- V/ gerund + be + adj.
- It’s + adj + to-V.
- too + adj/adv + to-V
- S0 + adj/adv + that + negative/ possitive
- adj/adv + enough + to-V
- Combine sentences by using relatives: who, whom, which
- Conditional sentences.
- Present situation - Conditional sentence Type 2.
- Active - Passive
- Comparisons.




Phu luc IT

DANH MUC TAI LIEU ON TAP KY THI NANG NGACH CONG CHUC
HANH CHINH TU NGACH CHUYEN VIEN LEN NGACH
CHUYEN VIEN CHINH NAM 2020
(Ban hanh kém theo Quyét dinh s6 ~ /OP-HPTNN ngay — thdang  ndm 2020
ciia Hpi dong thi ndng ngach cong chirc hanh chinh tinh Thanh Héa nam 2020)

I. MON KIEN THUC CHUNG

1. Hién phap nim 2013 (Chuong I, Chuong II, Chuong IV, Chuong V,
Chuong VI, Chuong VII, Chuong IX).

2. Luat Can b, cong chirc naim 2008 (Chwong I dén Chuong IV).

3. Luat To chirc Chinh quyén dia phuong nim 2015.

4. Quyét dinh s6 1847/QD-TTg ngay 27/12/2018 cta Thi tuéng Chinh
phu vé viéc phé duyét Be an Van hoa cong vu.

5. Nghi quyet 5O 18-NQ/TW ngay 25/10/2017 cua Ban Chép hanh Trung

uong khoa XII vé mot s6 van dé tiép tuc d61 moi, sap xép t6 chirc bd mdy cta hé
thong chinh tri tinh gon, hoat dong hiéu luc, hi€éu qua.

6. Van ban hop nhat s6 02/NDHN-BNV ngay 09/11/2017 ciia B Noi vu
vé danh giad va phan loai can bg, cong chitrc, vién churc.
7. Nghi dinh s6 101/2017/ND-CP ngay 01/9/2017 ctia Chinh phu vé dao
tao, boi dudng can bg, cong chirc, vién chuec.
8. Nghi dinh s6 34/2011/ND-CP ngay 17/5/2011 ctia Chinh phu quy dinh
veé xur 1y ky luat doéi voi cong chuece.
II. MON CHUYEN MON, NGHIEP VU

1. Chi thi s6 05-CT/TW ngay 15/5/2016 ctia BO Chinh tri vé diy manh
hoc tap va lam theo tu tudng, dao durc, phong cach H6 Chi Minh.

2. Nghj quyét s6 30c/NQ-CP ngdy 08/11/2011 ctia Chinh phi ban hanh
Chuong trinh tong thé cai cach hanh chinh nha nudc giai doan 2011-2020.

3. Nghi quyet s6 76/NQ- -CP ngay 13/6/2013 cua Chinh phu vé sira doi, bo
sung mot sd diéu cua Nghi quyet s0 30c/NQ-CP ngay 08/11/2011 ctia Chinh phu
ban hanh Chuong trinh tong thé cai cach hanh chinh nha nuéc giai doan 2011-
2020.

4. Nghi quyet s6 39-NQ/TW ngay 17/4/2015 ctia B6 Chinh trj vé tinh gian
bién ché va co ciu lai doi ngii can bo, cong chirc, vién chirc.

5. Nghi quyet sO 18-NQ/TW ngay 25/10/2017 cta Ban Chép hanh Trung
uong khoa XII vé mot sO van dé tiép tuc d6i mai, sap xép to chirc bd may cua hé
thong chinh tri tinh gon, hoat dong hiéu luc, hiéu qua.



6. Hién phap nam 2013.
7. Luat Can bg, cong chirc nam 2008.
8. Luat T chirc chinh quyén dia phwong nam 2015.
9. Luat Phong, Chong tham nhiing nim 2018.
10. Nghi dinh s6 108/2014/ND-CP ngay 20/11/2014 cua Chinh phu vé
chinh sach tinh gian bién ché.
~I1. Nghi dinh sé 113/2018/ND-CP ngay 31/8/2018 cua Chinh phu sira
do1, bo sung mot sO diéu Nghi dinh s6 108/2014/ND-CP ngay 20/11/2014 cua
Chinh phu vé chinh séach tinh gidn bién ché.
12. Van ban hop nhat s6 02/NDHN-BNV ngay 21/5/2019 ctia B6 Noi vu
quy dinh vé tuyén dung, st dung va quan ly cong chirc.
‘ 13. Nghi dinh s0 34/2011/NB-CP ngay 17/5/2011 cua Chinh phul quy dinh
vé xur 1y ky luat doéi voi cong chuc.
14. Nghi dinh s6 24/2014/ND-CP ngay 04/04/2014 cua Chinh phu quy

dinh t6 chuc cac co quan chuyén mén thuéc UBND tinh, thanh phé truc thudc
Trung vwong.

15. Nghi dinh s6 37/2014/NB-CP ngay 05/5/2014 ctia Chinh phii quy dinh
t6 chirc cac co quan chuyén mon thuoc UBND huyén, quén, thi xa, thanh pho
thudc tinh.

‘ 16. Vin ban hop nhat s6 02/NDHN-BNV ngay 09/11/2017 caa B6 Noi vu
vé danh giad va phan loai can bg, cong chirc, vién churc.
17. Nghi dinh s6 101/2017/ND-CP ngay 01/9/2017 cta Chinh pha vé dao
tao, boi dudng can bg, cong chirc, vién chuec.

18. Nghi quyet s6 26-NQ/TW ngay 19/5/2018 clia Ban Chap hanh Trung
uong khoa XII vé tap trung xay dung ddi ngii can bo cac cap, nhat 1a cap chién
lugc, di pham chat, nang luc va uy tin, ngang tim nhiém vu.

19. Nghi quyet s6 56/2017/QH14 ngay 24/11/2017 ciia Qudc hdi vé viée
tiép tuc cai cach to chirc bd may hanh chinh nha nudc tinh gon, hoat dong hiéu
luc, hi¢u qua.

20. Quyét dinh s6 105-QD/TW ngay 19/12/2017 ciia Ban Chép hanh
Trung wong khoa XII vé phan cap quan 1y can bo va bé nhiém, gidi thi¢u can bd
ung cu. ) , )

21. Quyeét dinh s6 225/QB-TTg ngay 04/02/2016 Phé duyét ke hoach cai
cach hanh chinh nha nudc giai doan 2016-2020.

I1I. MON NGOAI NGU - TIENG ANH

1. Phwong thirc lam bai:
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- Thi sinh duogc kiém tra k§ ning st dung ngén ngir Tleng Anh, dang bai
tric nghiém khach quan trén may vi tinh, moi cau hoi bao gom 04 phuong an tra
101 va chi c6 duy nhat mot phuong an dung.

N Dé thi gdm 30 cau hoi (15 cau hoi trac nghiém; 05 cau doc hiéu va 10
cau dién tir). Thoi gian lam bai: 30 phat.

- Trinh d6 tuong dwong Béc 3 trong Khung nang luc ngoai ngir 6 béac
danh cho Vi¢t Nam ban hanh kém theo Thong tu s6 01/2014/TT-BGDDT ngay
24/01/2014 cua Bo Giao duc va Pao tao.

2. No§i dung on tap:

2.1. Category:

2.1.1. Verbs and verb forms (P0ng tir va dang cua dyng tir)
2.1.1.1 Verbs (D0ng tir):

- To be, to have, to do, to make...

- Separable phrasal verbs

- Inseparable phrasal verbs

- Prepositional phrasal verbs

2.1.1.2. Modal verbs (Pong tir khuyét thiéu):

- Possibility: Might, may, will, probably; Must/can’t (deduction)
- Obligation & necessity: Must/have to; Ought to; Need to
- Modals (past): Should have, might have/etc.

- can (ability now, request)

- could (ability in the past, possibility; polite request)

- should, shouldn’t (advice)

- have to (must do smt)

2.1.1.3 Forms of verb (Cac dang cua dong tir):

- Imperatives

- Infinitives (with and without to) after verbs and adjectives
- Gerunds (-ing form) after verbs and prepositions

2.1.2. Nouns (Danh tir)

- Singular and plural (regular and irregular forms)

- Countable and uncountable nouns with some and any

- Compound nouns

- Possesive case with s & s’

- Noun formation



2.1.3. Adjectives (Tinh tir):

- Colors, size, shape, quality, nationality

- Cardinal and ordinal numbers

- Possessive: my, your, his, her, etc

- Quantitative: some, any, many, much, a few, a lot of every.
- -ing/ -ed

- Comparative, equality and superlative (regular and irregular)
- Distributive adjectives

- Order of adjectives

2.1.4. Adverbs (Trang tir):

- Regular and irregular forms

- Manner (quickly, carefully, etc.)

- -Frequency (often, never, twice a day, etc.)

- Definite time (already, just, yet, etc.)

- Degree (very, too.)

- Place (here, there, etc)

- Describing verbs

- Degree (almost, much, nearly, quite, really, so)
2.1.5. Pronouns (Pai tir):

- Personal (subject, object)

- Impersonal: it, there

- Demonstrative: this, that, these, those

- Indefinite: something, everybody, some, any, etc.
- Reciprocal Pronouns: one another, each other

- Reflexive Pronouns: myself, yourself, herself, himself, itself, ourselves,
yourselves, themselves

2.1.6. Articles (Mao tir/Quan tir):

- a/an + countable nouns

- the + countable/ uncountable nouns

2.1.7. Prepositions (Gidi tir):

- Location: to, on, inside, next to, at (home), etc.
- Time: at, on, in, etc.

- Direction: to, into, out of, from, etc.



- Instrument: by, with
- Prepositions following:
* adjectives: afraid of, interested in...
* verbs: laugh at, askforetc.
- Prepositional phrases
2.1.8. Connectors (Tir ndi):
- and, but, although
- when, while, until, before, after, as soon as
- because, since, if
- Connecting words expressing cause and effect, contrast, etc...
2.1.9. Interrogatives (Tir dé hoi):
- What, What (+ noun)
- Where, When
- Who, Whose, Which
- How; How much; How many; How often; How long.
- Why
- Embedded questions
- Question tags
2.2. Tenses (Cac thi/thoi);
- Present simple: states, habits, truths
- Present continuous: actions that are happening at present
- Present perfect simple:
* recent past with just
* indefinite past with never, ever (experience with ever, never)
* unfinished past with for, since
- Past simple: past events/finished actions in the past

- Past continuous: actions that were happening at a specific moment in the
past

- Future with going to: future plans
- Future with will

- Past perfect

- Past tense responses

- Present perfect continous



- Present perfect/past simple

2.3. Conditional sentences (CAu diéu kién):

- Type O: If + present simple, present simple

- Type 1: If+ present simple, future simple

- Type 2: If + were/ V-ed, would/wouldn’t... + V

- Type 3: If + past perfect, wouldwouldn’t....... + have + past participle
2.4. Relative clauses (Ménh dé quan hé):

- defining which, who, whom in relative clauses

- non defining which, who in relative clauses

- Whose, where

2.5. Verb Patterns:

- Gerunds after prepositions

- Verbs followed by the gerund (common only)
- Verbs followed by an infinitive

2.6. Passive voice (Cau bi djng):

- Affarmative Passive of: Present Simple, Past Simple

- Simple passive

2.7. Reported speech

- Reported statement (common only)
- Reported questions

- Reported orders, requests

2.8. Reading topics:

Cudc song, cong vi¢c hang ngay, cac hoat dong giai tri, giao thong, moi
truong, cac thanh tuu khoa hoc, khoa hoc va cong nghé, y t€ va bao vé suc khoe,
ngdn ngtr, quan di€m, kinh nghiém va tinh cam céa nhan.

2.9. Sentence- structrures for rewriting:

- What + be + the price of + noun?

- How much + be + noun?/ How much + do/does + noun cost?
- show the way to, how to get to

- have + noun, There + be + noun

-s+be +adj+pre. +V.

-s+V + adverb.

- spend time + V-ing
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- It takes/took smb + time + to-V - remember to-V, don’t forget to-V
- like to-V/ V-ing

- be fond OI/ keen on + V-ing

- To- V/ gerund 4- be + adj.

- It’s 4- adj 4- to-V.

- too 4- adj/adv 4- to-V

- S0 4- adj/adv 4- that + negative/ possitive

- adj/adv 4- enough 4- to-V

- Combine sentences by using relatives: who, whom, which, where, whose...
- Conditional sentences.

- Past situation -> Conditional sentence Type 3

- Zero conditional type

- Present situation -> Conditional sentence Type 2.

- Active -> Passive

- Comparisons.

- Embedded questions

- Reported speech

- neither .. ..nor/ either... .or

- it/this/that 4- be 4- superlative 4- s 4- have/ has 4- ever 4- past participle
- 5 4- have/has 4- never 4- past participle 4- such 4- N.

- If not -> Unless

- wish: present -> past subjuntive

- wich: future -> would if

- It’s time since 4-clause (past simple)

- remember V-ing, forgetV-ing

- Superlatives

- suggest that clause

- verb -> noun

- adj ->verb
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