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   I. General information
· Academic semester: 3
· Credits: Total credits: 3 (Theory 3 credits/45 hours – Practical 0 hours – Self study 9 credits/135 hours)
· Learning hours:
	Learning activities
	Standard hours 
(hrs)
	Actual hours
(hrs)

	Lecture on class (2 credits)
	30
	30

	Exercises on class (0.5 credit)
	7.5
	7.5

	Presentation and seminar (0.5 credit)
	7.5
	7.5

	On campus practice/Lab work
	0
	0

	Off-campus practice / Internship/Field trip
	0
	0

	….
	
	

	Assessment
	-
	

	Self – study hours
	135
	135

	Total learning hours
	Theory: 45 hours
Self study: 135 hours
	Theory: 45 hours
Self study: 135hours


· Responsible Unit:
Department: Hotel and Restaurant Management Department
Faculty: Tourism and Foreign Languages
· Kind of the course:
	General education □
	Major foundation □
	Specialized □

	
	
	(Option 1) □
	(Option…) □

	Compulsory
□
	Elective
□
	Compulsory
□
	Elective
□
	Compulsory
☑
	Elective
□
	Compulsory
□
	Elective
□


· [bookmark: _Hlk15306703]Corequisite course (s): No
· Prerequisite course (s): No
      Teaching language:  English    X                 Vietnamese
II. Program learning outcomes (PLO), course objectives and Learning Outcomes (CLO)
2.1. Program Learning Outcomes and Performance Indicators contributed by course
Table 1. Course contribution to Program Learning Outcomes
	Program Learning Outcomes (PLO)
	Program Performance
Indicators (PI)
	Level of course contribution to Program Learning Outcomes

	General knowledge

	
PLO1: Apply knowledge of science, society, law, and understanding of management to the field of office and administrative work in organization.
	PI 1.1. Identify and explain basic concepts of science, society, law, and management relevant to office administration.      
	Introduce basic concepts of science, society, law, and management relevant to office administration.  

	
	PI 1.2.Apply legal and socio-economic knowledge in handling administrative tasks in an organizational context.
	Introduce legal and socio-economic knowledge in handling administrative tasks in an organizational context.

	
PLO2: Applying knowledge of management principles, administration, and statistics to Office Management.
	PI 2.1. Apply management and administrative principles to organize and perform office tasks effectively.
PI 2.2. Use basic statistical tools to process and support decision-making in office management.
	Introduce, Apply and Analyze office management situations using management knowledge and statistical data.

	Specialized knowledge

	PLO3: Applying in-depth knowledge of office management.
	PI 3.1. Apply in-depth knowledge of office management to organize and operate administrative activities effectively.
PI 3.2. Analyze office management processes and propose appropriate improvements in organizational contexts.
	Reinforce and Master knowledge of office management.

	PLO4: Develop methods and techniques for office management.
	PI 4.1. Analyze requirements and contexts of office operations to determine appropriate management methods and techniques.
PI 4.2. Develop procedures and techniques to improve efficiency in office management activities.
	Reinforce and Master methods and techniques for office management.

	Generic skills

	PLO5: Effectively utilize knowledge, information technology, and foreign languages in the field of office management.
	PI 5.1. Use fundamental knowledge and information technology tools to perform basic office tasks.
PI 5.2. Use a foreign language for basic communication and documentation in office management contexts.
	Introduce,Reinforce and Practice, Master information technology, and foreign languages in the field of office management.

	PLO6: Teamwork and effective communication are essential in the workplace.
	PI 6.1. Explain principles and importance of teamwork and effective communication in office environments.
PI 6.2. Demonstrate basic communication skills in written and verbal forms in office contexts.
	Introduce,Practice, Reinforce and Master Teamwork and effective communication.

	Specialized skills

	PLO7: Utilize organizational and management skills in practical office management activities.
	PI 7.1. Describe principles of organization and management relevant to office management activities.
PI 7.2. Apply organizational skills to plan and arrange office tasks effectively.
	Reinforce and Master management skills in practical office management activities.

	PLO8: Utilizing professional skills in organizing and managing office operations.
PLO9: Conduct research in the field of office management using specialized research methods.
	PI 8.1. Apply professional office skills to perform administrative and operational tasks effectively.
PI 8.2. Evaluate and improve office operational processes based on professional standards.
PI 9.1. Apply appropriate research methods to collect and analyze data in office management.
PI 9.2. Present research findings and propose solutions for improving office management practices
	Reinforce and Master professional skills in organizing and managing office operations.


	Autonomy and Responsibility

	PLO 10: Demonstrating a commitment to lifelong learning and an entrepreneurial spirit.
	PI 10.1. Identify opportunities for innovation and entrepreneurial initiatives in office and administrative work.
PI 10.2. Propose ideas or solutions that reflect creativity and entrepreneurial thinking in office management contexts.
	Master 


2.2. Course objectives:
- The course provides basic knowledge of office management; analyze situations related to office management in practice; and understand and apply the learned knowledge to office management.
2.3. Course Learning Outcomes and Performance Indicators (CI)
Table 2. Course Learning Outcomes and Performance Indicators
	Course Learning Outcomes (CLO)
	Course Performance Indicators (CI)
	Program Performance Indicators (PI)

	Knowledge

	CLO1: Apply basic knowledge of science, society, law, and management in office administration.
	CI 1.1. Identify basic concepts of science, society, law, and management related to office work. 
	PI 1.1
PI 1.2

	
	CI 1.2. Explain the role of interdisciplinary knowledge in office administration. 
	

	
	CI 1.3. Apply basic knowledge to solve simple office administrative tasks. 
	

	CLO2: Apply management principles, administration, and basic statistics in office management activities.
	CI 2.1. Explain management principles, administrative processes, and basic statistical concepts. 
	PI 2.1
PI 2.2

	
	CI 2.2. Apply management and administrative knowledge to office task organization. 
	

	CLO3: Apply in-depth knowledge of office management in practical contexts.
	CI 3.1. Analyze office management processes in real situations. 
	PI 3.2
PI 3.3

	
	CI 3.2. Evaluate effectiveness of office operations. 
	

	Skills

	CLO4: Use information technology and foreign language skills in office management.
	CI 4.1. Use office software for document and data management. 
CI 4.2. Apply IT tools in administrative tasks. 
	PI 4.1
PI 4.2

	CLO5: Apply teamwork and communication skills effectively in office environments.
[bookmark: _GoBack]CLO6. Apply organizational and management skills in office operations.
	CI 5.1. Participate in group work to complete office tasks. 
CI 5.2. Demonstrate effective written and oral communication. 

	PI 6.2
PI 7.3

	Autonomy and Responsibility

	CLO 7: Demonstrate professional responsibility, ethical behavior, and lifelong learning attitude in office management
	CI 7.2. Demonstrate self-learning and improvement attitude. 
CI 7.3. Propose creative ideas for office improvement. 
	PI 10.2
PI 10.4



[bookmark: _Hlk225327397]III. Course description
DN94007 – Office Administration (Total credits: 03 -Theory: 03 - Practice: 0 - self-study hours: 90). This course aims to help students understand the basic principles of office management; analyze and control administrative activities effectively in a professional work environment; understand and apply the learned knowledge to office management.

[bookmark: _Hlk225327448]IV. Teaching and learning methods
4.1. Teaching methods
· Lecturing method
· Group-based learning
· Role-play method
· Teaching with videos
· Teaching through discussion
4.2. Learning methods
	- Attend lectures in class
	- Self-studied
	- Participate in class discussions
	- Read materials at home before class
	- Do homework
	- Prepare a PowerPoint presentation at home for class
- Pair work or group work
V. Student tasks

- Attendance: All students taking this course must attend classes in accordance with the regulations of VNUA, actively participate in classroom activities with lecturers and other students in class.
- Preparation for the lecture: All students taking this course must review the old lesson and prepare a new lesson before going to class at the request of the instructor.
	- Mid-term exam: All students must attend the midterm test
- Final exam: All students must attend the final test
VI. Assessment methods
[bookmark: _Hlk225327459]6.1. Grading: 10
6.2. Assessment methods
[bookmark: _Hlk225328269][bookmark: _Hlk34030832]Table 3. Assessment plan and grade weighting
	Assessment activities
	Assessed course learning outcomes
	Assessed Course Performance Indicators
	Scores allocation for each assessed CI
	Weighting of each CI in the overall grade (%)
	Weighting of Assessment activities
	Timeline/week

	(1)
	(2)
	(3)
	(4)
	(5) = (4) *(6)/10
	(6)
	(7)

	Attendance and participation assessment
	10
	

	Attendance and participation
	CLO5, CLO7
	CI 5.1
	5
	5
	10
	Whole semester

	
	
	CI 7.1
	5
	5
	
	

	Formative Assessment
	30
	

	Quiz on basic concepts
	CLO1
	CI 1.1
	5
	5
	
	Week 2–4

	
	CLO1
	CI 1.2
	5
	
5
	
	

	Group presentation: management principles
	CLO2
	CI 2.1
	10
	10
	
	Week 4–6

	Midterm test
	CLO3
	CI 3.1
	10
	
10
	
	Week 6–10

	Summative assessment 
	60
	

	Final exam
	CLO 3
	CI 3.2
	30
	30
	
	Week 10–12

	
	CLO 6
	CI 6.2
	30
	30
	
	

	Total
	
	
	
	100%
	100%
	


[bookmark: _Hlk225329464]6.3. Rubrics for Qualitative Assessment activities
Rubric 1. Observe
	Assessed Course Performance Indicators
	Assessment Criteria
	Criteria Coefficient
	Grading scale

	
	
	
	Excellent 8.5 – 10 points

	Good 
6.5 – 8.4 points

	Fair 
4.0 – 6.4 points

	Poor 
0 – 3.9 
points 

	CI 1.
	1. Time of attendance
	50
	91-100

	81-90

	70-80

	<70


	CI 2. 
	2. Attitude
	50
	Actively contributing ideas
	Contributing ideas
	Occasionally contributing ideas
	Not contributing ideas


Rubric 2. Exercise
[bookmark: _Hlk225329667]VII. Text books and references
7.1. Text books/ Lecture notes
7.2. References
[bookmark: _Hlk225329735]VIII. Course outline
	Week
	Content
	Teaching methods
	Assessment activities 
	Assessed Course Learning Outcomes

	1
	Chapter 1: Management Principles and Applications
	
	
	

	
	Lesson Learning Outcomes (LLO) for chapter 1: Introduction to Management
LLO1.1: Understand the concept and functions of management
LLO1.2: Identify management roles in office administration
LLO1.3: Apply management principles to real office situations
	
	
	

	
	Theoretical contents (03 hrs): 
1.1 Definition of management
1.2 Functions of management (Planning, Organizing, Leading, Controlling)
1.3 Managerial roles and skills
1.4 Application in office administration
	Lecture, case study, group discussion, LMS-based learning
	Participation, short quiz, group discussion evaluation
	CLO1

	
	Practical/lab contents (01 hrs)
Applying management functions in an office scenario
	
	
	

	
	Seminar/Discussion/Project Contents/Using VNUA-LMS (01 hrs)
Group discussion: “The role of managers in modern offices”
	
	
	

	
	Self-study contents (02 hrs)
Reading materials on management theories
Prepare answers to discussion questions
	
	
	

	2
	Chapter 2: Office Management
	
	
	

	
	Lesson Learning Outcomes for chapter 2:
LLO2.1: Understand office functions and structure
LLO2.2: Organize office workflow efficiently
LLO2.3: Apply office management techniques
	
	
	

	1 
	Theoretical contents (03 hrs):
2.1 Office concepts and roles
2.2 Office structure and layout
2.3 Document management
2.4 Workflow and time management
	Lecture, simulation, group work
	Assignment on office layout design
Class participation
	CLO2

	2 
	 Practical/lab contents (01 hrs)
Designing an office layout and workflow
	
	
	

	3 
	Seminar/Discussion/Project Contents/Using VNUA-LMS (01 hrs)
Discussion: “Improving office efficiency”
	
	
	

	2 
	Self-study contents (02 hrs)
Practice document organization
Study office management tools
	
	
	

	3
	Chapter 3: Information Technology for Management
	
	
	

	
	Lesson Learning Outcomes for chapter 3:
LLO3.1: Understand IT applications in office management
LLO3.2: Use office software tools effectively
LLO3.3: Apply digital systems in administrative work
	
	
	

	
	Theoretical contents (03 hrs):
3.1 Role of IT in management
3.2 Office software (Word, Excel, PowerPoint)
3.3 Information systems in offices
3.4 Data management and security
	Demonstration, hands-on practice, e-learning
	IT skills test
Assignment submission
	CLO3

	
	Practical/lab contents (01 hrs)
Practice using office software tools
	
	
	

	
	Seminar/Discussion/Project Contents/Using VNUA-LMS (02 hrs)
Topic: “Digital transformation in office administration”
	
	
	

	
	Self-study contents (02 hrs)
Practice IT tools
Online tutorials
	
	
	

	4
	Chapter 4: Communication and Soft Skill
	
	
	

	
	Lesson Learning Outcomes for chapter 4:
LLO4.1: Understand communication processes
LLO4.2: Develop professional communication skills
LLO4.3: Apply soft skills in office settings
	
	
	

	
	Theoretical contents (03 hrs):
4.1 Communication models
4.2 Verbal and non-verbal communication
4.3 Workplace communication
4.4 Soft skills (teamwork, problem-solving, leadership)
	Role-play, group discussion, presentatio
	Presentation
Communication skill evaluation
	CLO4

	
	Practical/lab contents (01 hrs)
Role-play communication scenarios
	
	
	

	
	Seminar/Discussion/Project Contents/Using VNUA-LMS (02 hrs)
Topic: “Effective workplace communication”
	
	
	

	
	Self-study contents (02 hrs)
Practice communication exercises
Watch communication skill videos
	
	
	

	5
	Chapter 5: Human Resource Management & Organisational Behaviour
	
	
	

	
	Lesson Learning Outcomes for chapter 5:
LLO5.1: Understand the key functions of human resource management
LLO5.2: Explain fundamental concepts of organisational behaviour
LLO5.3: Analyze employee behavior in organizational settings
LLO5.4: Apply HRM practices to improve employee performance and motivation
	
	
	

	
	Theoretical contents (03 hrs):
5.1 Human Resource Management (HRM): concepts and importance
5.2 HRM functions: recruitment, selection, training, performance appraisal
5.3 Introduction to Organisational Behaviour (OB)
5.4 Individual behaviour: personality, perception, motivation
5.5 Group behaviour and teamwork in organizations
5.6 Organizational culture and its impact on performance
	Lecture, case study, group discussion, role-play, LMS-based learning
	Case study analysis
Group presentation
Participation in discussion
	CLO5

	
	Practical/lab contents (01 hrs)
Designing a simple recruitment or performance evaluation plan
	
	
	

	
	Seminar/Discussion/Project Contents/Using VNUA-LMS (02 hrs)
Group discussion and presentation on organizational culture
	
	
	

	
	Self-study contents (02 hrs)
Reading materials on HRM and OB theories (e.g., Maslow, Herzberg)
Prepare a short report on workplace behavior observation
	
	
	


[bookmark: _Hlk225330230]IX. Infrastructure and Facilities for teaching and learning:
-  Classrooms, laboratory: All seats are available, tables and chairs are undamaged, and the lighting is good.
- Teaching aids include: chalkboard and a working projector.
- VNUA - LMS: E- learning
	
HEAD OF DEPARTMENT
(Signature and Full Name)



	Hanoi, date 26 month 04 year 2026
LECTURER IN CHARGE
 (Signature and Full Name)



Mai Thi Phuong
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APPENDIX
LIST OF LECTURERS AND ASSISSTANTS FOR THE COURSE 

Lecturer in charge
	Full name: Mai Thi Phuong
	Academic Title & Degree: Doctor

	Office address: Hotel & Restaurant Management Department - Vietnam National university of Agriculture
	Phone number: 0977944133

	Email: mtphuong@vnua.edu.vn
	Website: vnua.edu.vn

	Contact with lecturers:
- Location: Hotel & Restaurant Management Department - Vietnam National university of Agriculture
- Time: Call ahead to schedule an appointment: 0977944133



Lecturer
	Full name: Trần Thị Hải
	Academic Title & Degree:

	Office address:
Vietnam National university of Agriculture
	Phone number:

	Email:
	Website: …

	Contact with lecturers:
- Location:
- Time:
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