Hay toi wu hoa thoi gian va toi da héa nang suat lam viéc
bang ky nang quan ly th&i gian vwot troi

by =

M Ban c6 dang trong tinh trang qua tai va stress véi chi thi va danh sach cac viéc can lam dai vé tan ndi tiép nhau?

M Coéng viéc clia ban co thuwdng xuyén bj kéo dai va tré thdi han, anh hudng dén danh gia ctia cap trén véi ban?

M Ban c6 bi gian doan cong viéc lién tuc bai email, dién thoai, va cac yéu cau phét sinh tir cép trén, dong nghiép va cap duoi moi
ngay... lam ban khoéng thé tap trung dat dwgc ké hoach va muc tiéu de ra?

Néu cau tra 10 1a “c6” thi khéa hoc “Quan Iy thoi gian dé nang cao hiéu sudt cong viéc* clia Aimnext Vietnam la giai phap hoan héo
cho ban. Hay cung tham gia khoa hoc d& ndm bét cac nguyén tic, céng cu hiru ich gitp ban cé thé thanh thoi lam viéc, gidm stress
nhwng dong thoi dat dwgc muc tiéu ctia minh ca trong céng viéc va cudc song.

QUAN LY THOI GIAN BE NANG CAO HIEU SUAT CONG VIEC (2 NGAY)

% Theoi gian la thir cong bang nhat, cho méi ngwei 24 tiéng madi ngay.
Ai lam chu thoi gian, ngwoi dy sé lam chu dwoc chat lwong cudc séng. *

Thoi gian — Dia diém

H6 Chi Minh  16-17/10/2023 (Thir 2 - Thir 3)
= Thoigian: 8:30 ~16:30
= Dijadiém: Tang T, Toa nha Nam Giao 1
261-263 Phan Xich Long, P.2, Quan Phi Nhuan
Ha Noi 24-25/10/2023 (Thir 3 - Thir 4)
= Thoigian: 8:30 ~ 16:30
» Pjadiém: 12F, Indochina Plaza Hanoi
241 Xuan Thay, P. Dich Vong, Q. Cau Gidy
Khéa hoc

[Ng6n ngi¥] Tiéng Vit

[Hoc phi] 5,000,000 VNB/ nguoi (Bao gom tién an trwa 2
ngay, chwa bao gom thué GTGT.)
¥ Cong ty dang ky tlr 2 ngwei giam 5%, tr 5
ngu’b’i giam 10% hoc phi. .

(Ap dung riéng biét cho khoéa hoc tai Tp. H6 Chi
Minh va tai Ha No6i).

[Hinh thire]  Khoa hoc sé dwoc }6 chtrc dudi hinh thirc trwe
tiép. Néu khong thé t6 chire trirc tiép doi sang trwe
tuyen

[Hoc vién] HCM: 28 ngwdi — HN: 30 nguwoi
(Dtpng nhan don dang ky khi da sé lwong hoc
vién.)

[Pang ky] Dién vao lApplication form | va gt dén:

training-vn@aimnext.com

Giang vién — Ms. T. T. N. HANH

= MBA - Thac si Quan tri Kinh doanh — BH Kinh Té & Tai Chinh
HCM; Mini MBA — The Oxford Centre For Leadership — United
Kingdom

= Master Train The Trainer International - GV Quéc té thudc td chirc
WISC — Ascendo Academy - Singapore.

= 19 n&m kinh nghiém v&i cac vi tri Giam dbc diéu hanh, quan ly
cép cao, chuyén gia tw van & dao tao.

= Linh vyc chuyén sau: Tw van — huén luyén & dao tao Quan tri &
Van hanh doanh nghiép; Xay dwng va phat trién hé théng dao tao
— phaét trién & huén luyén ndi bd; Nang cao néng lwc Lanh dao;
Tw vén ban hang & Cham séc khach hang.

Muc dich

= Nang cao nhan thirc vé& vai trd va tdm quan trong cua viéc
quan ly thoi gian trong cong viéc.

= N&m virng cac nguyén tac va cac cong cu dé& quan Iy thdi gian
hiéu qua hon, nang cao hiéu suét xt ly cong viéc.

= Téi da hoa tdéc dd va dat hiéu qua lam viéc vuot trodi trong 8
gi& vang méi ngay.

DP6i twong

Nhan vién, trwdng nhém

No6i dung

Phan 1: Hiéu dang vé thoi gian va quan ly thei gian

« Dinh nghia thoi gian & quan ly théi gian

« Tam quan trong & lgi ich cGa quan ly thdi gian déi véi ban than/
cong ty

+  Tim hiéu mé hinh “Tw duy — Hanh déng — Két qua”

+ Céc cap do quan ly thdi gian

«  5yéu tb cbt I5i dé quan ly thdi gian hiéu qua

+  Thuc hién bai test v& kha néng quan ly thdi gian ban than

Phan 2: C4ac bwéc quan ly thei gian hiéu qua theo mé hinh 5A

(5A: Aware, Analysis, Attack, Assign, Arrangement)

2.1 Buéc 1 (Aware): Nhan dién tit c& cac hang muc cong viéc can

thwe hién

2.2 Buée 2 (Analysis): Phan tich va phan loai cong viéc theo quan

trong & khan cp, xac dinh thir tw wu tién cong viéc

2.3 Buéc 3 (Attack): Loai bé cac yéu té gay mat thoi gian )

2.4 Budc 4 (Assign): Giao viéc, phan cong cong viéc, nh¢ sy ho trg

tir ngudi khac (néu co) )

2.5 Bwée 5 (Arrangement): Lap ké hoach thwe hién coéng viéc

Phan 3: Téi da héa hiéu suat cong viec méi ngay

« Phwong phap lap ké hoach va thwc hién cong viéc trong 8h vang

« Ky thuat thiét Iap to-do list trong ngay

+ Cac giai phap vuwot qua sy tri hoan

+ M6 hinh THE 5 CHOICES dé dat hiéu suét vwot troi

+ Png dung céng nghé trong viéc quan ly thoi gian

Phan 4: Ké hoach hanh dong

3 Trinh tw chi tiét va ndi dung c6 thé thay déi.

Khach hang c6 nhu cau té chirc khéa hoc tai céng ty vui long lién hé theo dia chi bén dwéi.
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