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KY NANG QUAN LY THOI GIAN

Muc ti€u dao tao Gi¢i thiéu chuong trinh

- Hi€u dugc vai tro va quy trinh Cau néi “Thoi aian 1 vang bac”
clia C()ng tac quén tri thoi gian au no 9 g be THE BEST PRACTICE GLIDE

. AP tlr 1au da trd nén quen thudc voi LULSULENN 11 AGERS & LEADERS
- Biét dugc cac nguyén tac cot Ioi
va quan trong trong viéc quan tri tat cA moi nguoi. Strc ép tr cudce
thoi gian hiéu quéa . ~ . i . .
sdng, cbng viéc, trach nhiém voi
- Nam dugc quy trinh va phuong

phap quan tri thoi gian trong céng gia dinh, dung hoa cac moi quan

viéc hé trong mot quy thoi gian khéng cok e

- Hiéu va biét cach van dung cac thay d6i dang lam cho bao ngudi

cong cu, ky thuat quan tri thoi gian . _ o

dé t6i wu héa hiéu qua trong cong “thwc sw khon khd” vai thoi gian T et e o ot

ViéC i S e S bttt - S S} 14 S S

biu ctia minh. “wéc gi moi ngay

c6 48h”, “gid nhw minh c6 thém thdi gian”, “bi€t thé minh nén lam

cong viéc nay trugc”... dang trd thanh nhirng van dé thach thirc

Phrong phap dao tao clia nhiéu nguoi.

Vay dau sé 1a bi quyét dé ban c6 thé quan ly thoi gian cia minh
- Chuyén gia str dung cac phwvong

phép dao tao sau day dé chuyén mot cach hiéu qua? Cac chuyén gia cia MasterSkills da nghién

tai ndi dung khoa hoc: clru, thiét ké va trién khai chwong trinh dao tao "Ky nang quan ly

- Thao luan mo (Open discussion) | thoi gian" danh cho ban. Qua chuong trinh nay, hoc vién sé& duoc
- ién ctru tinh huéng (Case N e . L
Nghien ctrut 9( trang bi nhirng kién thirc va ky nang can thiét dé thuc sw tro thanh
study)
~ e > N . \Inh
- Bai tap tv danh gia (Self- 6ng chd cda doi minh,
assessment)
- Thuyét giang ngén deé @i thuc té

(Mini-lecture)

Tai liéu

- Tai liéu lvu hanh ndi bo
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NOi Dung Chuwong Trinh

Phan I: Tai sao phai quan tri thoi gian

- Liéu thoi gian c6 la “kim cwong, vang, bac™?

- Ban dang “lam chd” thoi gian hay dang la “né 186"?
- Ban lam gi v&i thoi gian mot ngay 24 tiéng

- Tai sao phai quan tri thoi gian

Phan Il. Nam nguyén tac vang trong qu an ly thoi gian
- Nguyén tac 1: Hiru han - khéng thé thay doi

D46i twgng hoc vién - Nguyeén téc 2: Bt dau

- Nguyén tac 3: Uu tién

- Nguyén tac 4: T6i wu hoa

- Céc cap lanh dao va quan

ly doanh nghiép - Nguyén tac 5: Ké danh cap
- Céc Giam ddc chie nang, Phan Ill. Quy trinh & Phwong phap quén tri th&i gian hiéu
trwdng / pho cac phong / gua

ban /b6 phan trong doanh - Quy trinh quan tri thoi gian

nghiép - Phwong phap quan tri thoi gian hiéu quéa
. . i - Xac lap muc tiéu (S.M.A.R.T) va quan tri theo muc tiéu
- Nhirng ai mong mudn phat (M.B.O)
trién va hoan thién k§ nang - Xac dinh va phan tich cac nguon luc

- Phuong phéap 1én ké hoach nam, quy, thang va tuan
- Trién khai thyc hién va danh gia két qua
- M&u biéu van dung vao thuc té

quéan ly thoi gian

Phan IV: Cac coéng cu & ky thuat quan tri thi gian nham
Chtrng nhan dat hiéu qua téi wu

- Sédo ViénAMas'EerSkiﬂs cap, co gia - Ma tran quan ly thoi gian
trl e 19 GLOG - Goc phan tu thi I: Quan trong va khan cap
- G6c phan tu thix II: Quan trong va khong khan cép
- G6c phan tv thi 11l: Khéng quan trong va khan cap
- G6c phan tuv thir IV: Khéng quan trong va khong khan cap
- Phuong phap Pareto (nguyén téc 80/20) trong quan tri thoi
gian
- Céac cbng cu hd tro va cac phan mém tién ich phé bién

Xem thém chi ti€t tai Website Masterskills.org:

http://masterskills.org/Time-management-skills-training.htm
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