DAO TAO TAI DOANH NGHIEP | THOI LUQNG : 2 NGAY

QUAN LY THO'l GIAN

NANG CAO HIEU SUAT CONG VIEC
~T6i wu héa thei gian va téi da hoa nang suat lam viéc
bang k§ ndng quan ly thoi gian vwot troi~

+ Ban c6 dang trong tinh trang qué tai va stress véi chi thi va danh séch céc viéc cén
lam dai vé tan néi tiép nhau?

+ Cébng viéc cla ban c6 thuong xuyén bi kéo dai va tré thoi han, dnh hudng dén danh
gia clia cép trén véi ban?

+ Ban co6 bj gian doan céng viéc lién tuc béi email, dién thoai, va cac yéu céu phat
sinh ttr cap trén, ddng nghiép va cép dwdéi méi ngay... Iam ban khéng thé tap trung
dat duwoc ké hoach va muc tiéu dé ra?

Néu céu tra Ioi 1a “c6” thi khéa hoc nay giai phap hoan hdo cho ban. Hay cung

tham gia khéa hoc dé nam bat cdc nguyén tic, cong cu hivu ich gitp ban c6 thé

thanh thoi lam viéc, giam stress nhung dong thoi dat dwoc muc tiéu cua minh ca
trong céng viéc va cuéc séng.

Thoi gian la thie céng bdng nhat, cho méi nguwoi 24 tiéng méi ngay. Ai lam cha "
thoi gian, ngudi 4y sé lam chua dwoc chét lwong cubc séng. MUC TIEU

NOQI DUNG CHU'ONG TRINH

= Nang cao nhan thirc vé vai trd va tm

Phan 1 : Hiéu dung vé thi gian va quan ly thoi gian quan trong clia viéc quan ly thoi gian
+ Dinh nghia thoi gian va Quan ly thoi gian trong céng viéc.
+ Tam quan trong va lgi ich ctia quan ly thdi gian déi véi ban than/cong ty = N&m vitng dwoc cac nguyén tic, va
+ Tim hiéu mé hinh “Tw duy — Hanh déng — Két qua” ap dung duoc cac cong cy de o the

Céc cAp do a1 quan ly thoi gian hiéu qua hon, nang
¢ a(? cap d? quan, ly thoi gian cao thanh cdng va hiéu suét trong x
+ 5yéu to cot 16i dé quan ly thoi gian hiéu qua ly céng viéc.
¢ Thuwc hién bai test Vé kha néng quén |y thoi gian clia ban than = Tbi da hoa téc d6 va dat hiéu qua lam
viéc vuot troi trong 8 gid vang méi
Phan 2 : Cac bwéc quan ly thei gian hiéu qua theo mé hinh 5A ngay.
(Aware, Analysis, Attack, Assign, Arrangement)

1. Bwéc 1 (Aware): Nhan dién tat ca c‘e'lc hang muc céng viéc can thwe hién 'B()l TUGNG P
+ Thiét |ap muc tiéu cho cdng viéc can thwc hién :
¢ Phan biét muc dich va muc tiéu
+ Nguyén tic 3P trong thiét 1ap muc tiéu (Positive, Personal, Possible)
+ Thuwc hanh thiét Iap muc tiéu theo - Nguyén tdc SMART

2. Bworc 2 (Analysis): Phan tich va phan loai cong viéc theo quan trong & khan ; 24
cap, xac dinh thi tw wu tién cong viéc PHUONG PHAP 9
+ Nguyén ly 20/80 =
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R 2 e 30% ly thuyét, 70% thwe hanh thong qua
¢ Matran quan Iy thoi gian EISENHOWER -~ thao Iuan nhom, trinh bay, bai tap tinh
3. Bwére 3 (Attack): Loai bé cac yeu to gay mat thei gian hudng, déng vai, trd choi v.v.

~ Xéac dinh 8 ké cép thoi gian thudng gép~
4. Bwoc 4 (Assign): Giao viéc, phan cong cong viéc, nho sw hé tro tir nguei
khac (néeu co)

~ Ky thuat giao viéc, phan cong va theo d&i cong viéc~
5. Bwée 5 (Arrangement): Lap ke hoach thwc hién cong viéc

+ Lap ké hoach thuc hién cong viéc

+ Nguyén tic tri&n khai thuc hién ké& hoach
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Phan 3 : T6i da hoéa hiéu suat cong viéc méi ngay

¢ Phwong phéap lap ké hoach va thuwc hién cbng viéc trong 8h vang
+ Ky thuat thiét Iap to-do list trong ngay AiMPDEXT
+ Cac gidi phap vuot qua s tri hoan ional Training & Consuiting
+ M6 hinh THE 5 CHOICES dé dat hiéu suét vuot troi o o
’ A o a 2l TRU SO’ CHINH HO CHI MINH
¢ Ung dung céng nghé trong viéc quan ly thi gian Toa nha Nam Giao, 261 - 263 Phan Xich
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Phan 4: Tém tat va lap ké hoach hanh déng

* Trinh tw chi tiét va néi dung co thé thay déi
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