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LSi ndi dau

T6i sinh ra trong mét gia dinh binh thuong, 1on 1én
0 nong thon, gia canh ban han, lic tdm tu6i luu lac di
an may an xin, tinh cach huong noéi, nhut nhat tu ti. Co
mot nam hoc trung hoc co so toi di lam thue cho mot ctra
hang sach bao. Trong khi sap xép sach bao v6 tinh nhin
thay mot cudn sach, cuon sach do da khién cudc doi toi
c6 nhitrng thay doi triét dé. Cudn sach co twa dé “Con
duong thanh cong”, gioi thiéu qua trinh phat trién cua
nhiéu nha doanh nghiép danh tiéng, trong do6 c6 ca Ly
Gia Thanh, Konosuke Matsushita, Rockefeller, Andrew
Carnegie..., da s0 trong ho déu xuat than ban han, trai
qua nhiéu ndi truan chuyén, nhung dua vao quyét tam
va muc tiéu cua ban than, nén cudi cung da gianh dwoc
thanh twu huy hoang. Diéu nay da dan dat cho toi rat
nhiéu. Toi bat dau tin tudng rang tri thitc c6 thé gitup toi
thay do6i van ménh. Téi khong ngting hoc tap, doc that
nhiéu sach, dong thoi nghién ciru phuong phap thanh
cong cua nhtrtng nguoi thanh dat. Toi phat hién ra rf"ing
nhitng nguoi lanh dao thanh cong déu c6 nam pham
chat dac biét giong nhau: [1] quan ly thai d¢: ho biét
danh gia tam ly, hang ngay hang hai lac quan; [2] quan
ly muc tiéu: ho biét dat ra muc tiéu, phan chia muc tiéu,
dat toi muc tiéu; [3] quan ly thoi gian: ho biét nam ving
trong diém, nang cao hiéu suat; [4] quan ly hoc tap: ho
biét hoc tap hiéu qua, thuong xuyén trau doi, nang cao
nang lic canh tranh; [5] quan ly hanh déng: ho biét hanh
dong moi ngay, nudi dudng thanh théi quen hiéu qua

cao. Toi goi nam yéu té nay la “Nam nhan té vang cho
ngwoi thanh dat”, dong thoi tich cye thiee hanh hon niva.
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Pho cap trong dao tao tai doanh nghiép cua minh, sau
nay dé giup cac nhan vién rén luyén hang ngay, t6i lai
dem no sang tao thanh cong cu thao tac 365 ngay “Nam
yéu t& then chdt mot nhat ky hanh dong”, moi nhan vién
mot cudn so, kiém tra hang ngay, sit dung hang nam,
huan luyén nhan vién cua t6i thanh nhitng nha quan ly
gioi. Thoi gian tAm ndm ngan ngui, tai san cta cong ty
toi da tang 1én 1.500 lan, suat tai dau tw cua c¢6 dong cao
gap 292 lan, dén nay da phat trién thanh tap doan voi
trén 20 cong ty. Mwoi may nam lai day, toi da dao tao
nén 77 vi Tong giam dbc, xuat hién 56 triéu phu. Tat ca
nhiing diéu nay déu c6 nguon goc tir viéc quan ly nam
nhan t6. Nam yéu t0 then chét ciing da duoc cac nhan
vién, khach hang, hoc vién cua téi dwa vao rat nhiéu
doanh nghiép, cho toi nay, da co toi hon mot van doanh
nghiép, vuot qua 20 van nguoi, thong qua viéec hoc tap
van dung nam yéu to then chot, trén cac phuong dién
nang suat va chat lwong déu thu duoc hiéu qua ro rét.
Cudn sach nay thuc su 1a “sach cong cu quan ly c6 biéu
do minh hoa” hoan toan mai lan dau tién co mat trén
thi treong, hy vong sé dem dén cho cdc ban nhitng cam
nhan khac nhau va nhiing tac dung dich thuc. Dé chiing
ta cing nhau no luc, khong ngting vuron cao!

http://tieulun.hopto.org
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NAM NHAN TO VANG
CHO NGUOI THANH DPAT LA GI?

Trong doanh nghiép, mdi nhan vién déu hy vong 1ap nén
thanh tich cao trén ceong vi cua minh, nhan duoc lwong cao; moi
ong chu déu hy vong c6 dugc mot d6i ngti gioi, d€ dam bao cho
doanh nghiép phat trién bén viing.

Nhung nguoi ta ludn gip phai mét s6 nhiing tré ngai pho
bién nhu sau:

» Thai do tiéu cuc, bi quan chan nan, hoai nghi s¢ hai;

» Muc tieu khong ro rang, déo cay gitta duong, khong co

phuwong huong;

» Khong biét quan ly thoi gian, lan liva, hiéu suat thap;

» Khong duy tri viéc hoc tap lau dai, thiéu kha nang tng

bién;

» Khong du nang luc hanh dong, nghi nhiéu lam it.

Thong qua thuc tien 16 ndm cua doanh nghiép, t6i va doi
ngl cta minh da chitng minh, hang ngay tién hanh viéc quan ly
nam yéu to: thai do, muc tiéu, thoi gian, hoc tdp va hanh dong,
c6 thé giip moi nguoi thay doi tu duy, cai thién hanh vi, nudi
dudng thanh thoéi quen hiéu qua cao; cé thé timg bude khac phuc
nhiing tré ngai ké trén, tao nén hiéu suat cao, thyc hién muc tiéu,
thu duwoc thanh cong!

D6 chinh la quan ly nam nhan t6 nay:
Yéu t0 tht nhat: quan ly thai 0, day cho ta biét danh gia thai
d6 nhu thé nao, hang ngay tich cuc lac quan.

Yéu to thir hai: quan ly muc tiéu, day cho ta biét cach xac

dinh muc tiéu ra sao, phan chia muc tieu, dat toi muc tiéu.

11
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Yéu t6 thit ba: quan ly thoi gian, day cho ta biét cach nam bat
trong tam nhw thé nao, nang cao hiéu suat.

Yéu to thit tu: quan ly hoc tap, day cho ta lam thé nao
dé hoc tap c6 hiéu qua, duy tri cai tién, nang cao nang luc
canh tranh.

Yéu t6 thtt nam: quan ly hanh dong, day ta hang ngay hanh
dong ra sao, nuodi dudong thanh thoi quen hiéu qua cao.

16 nam lai day, toi va dﬁng doi, hoc vién va khach hang cua
toi, ¢ trén mot van nha doanh nghiép, vuot qua con s6 20 van
nguoi, thong qua hoc tap quan 1y nam yéu td, st dung nhat ky
hanh dong, trén cac mat hiéu suat va cong trang da thu duoc
thanh tuwu noi bat.

Nhiing tong két cho thay viéc quan ly nam yéu t6 ¢6 kha nang
khién cho thanh tich cua doanh nghiép nang cao 30% — 300%.
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DUGI DAY LA D BUGC DI MA BAN CAN HOC TAP

QUAN LY THAI PO
Danh gia thai d¢ ' Tich cuc
nhu thé nao lac quan

QUAN LY MUC TIEU
Xac dinh muc ' Pat dén
tiéu nhu thé nao muc tiéu

QUAN LY THOI GIAN

Nam bat trong ' Nang cao
diém nhu thé nao

hiéu suat

QUAN LY HOC TAP
Hoc tap nhu thé ) Duy tri
nao dé cé hiéu qua cai tién

QUAN LY HANH PONG
Hanh dong moi ' Nuoi duong
ngay nhu thé nao thanh thoi quen

Quan ly nam yéu td chinh 1a gitp ban khac phuc
nhitng tro ngai trén, thuwc hién muc tiéu cudc doi!
Gianh dwoc thanh cong!

13
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POC CUON SACH NAY NHU THE NAO?

Cau chuyén chia sé
“THAI DO CHEN RONG”

%MWA&}M%E&H&WM; m%g@pbﬁfﬁﬂ
stt, nguai dé ndi WWM&@W&M&@M@, uis thien
Ste f@'ﬁr@ﬂééﬁﬁngxmi{} lai nao, MWﬁLﬂ@i@&f@ﬁ@ﬁf@ﬂ
trarn cing wan %ng/ dffmf;/, e‘iaé'l;g/ tue ot vao chén. Mt nhin
nueée tuw dang chdy tan b w ngeai chéw, nquai khdcl sét
sw néi: “@ng gicng nhiw hét cdi: chén nay, ben trang dung
day nhitng cach nght cia ban than. “Véw nhue butée tién éng
éﬁxﬁ}wﬁﬁgf. )

Thai d6 chén rong

Trong qua trinh dang doc cudn sach nay, c6 1€ ban sé phat
hién co nhiing ly 1€ ban hiéu, c6 nhirng tri thirc ban biét, c6 nhiing
buwdc di ban thay ro, cé nhitng luyén tap qua don gian. Lac do6,
hay hoi ban than: “T6i hiéu, toi biét, toi thay rd nhiing viéc don
gian, toi da lam duoc roi u? Toi da dat duoc két qua mong mudn
roi sao?

Hiéu duoc khong bﬁng lam duoc, tir tri thirc toi hanh vi, tir
hanh vi dén két qua, thuc ra nhitng nha quan ly ¢é rat nhiéu kinh
nghiém giong nhau c6 thé dem ra 4p dung, nhung chi véi “chén
rﬁng” ban mai co thé thu nhan duoc.
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Tham gia luyén tap

Dé lam cho moi nguoi hiéu va ghi nho, trong cudn sach nay
lan dau tién t6i str dung phuong thire “10i van, cau chuyén, tranh
ve, biéu do6 tac dong qua lai”, dem nhtng tri thic trong diém cua
quan ly nam yéu t6 chuyén hoéa thanh cong cu c6 the thao tac,
dan dat moi nguwoi vira hoc tap vira luyén tap. Chi can ban tham
du nghiém tic, cung lac doc xong cudn sach nay, ban sé phat
hién minh da bat dau viét tac phdm cudc doi ctia chinh minh,
twong lai khong xa, ban sé la tac gia duy nhat cua tac pham nay,
cung la doc gia cua no.

Kién tri luyén tap ba thang, ban sé thay ky tich cla
ban than

Nguoi von co tinh y, cong cu co6 tot may, phuong phap co
hay may, néu nhu ban khong co6 long kién tri, déu la vo dung hét;
kién tri ren luyén nam nhan to trong moét thang, ban co6 thé nudi
dudng thanh thoi quen hiéu qua cao; kién tri ren luyén trong ba
thang, ban sé thay ky tich ctia ban than!

15
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POC CUON SACH NAY

THAI DO CHEN RONG

THAM GIA LUYEN TAP

F TRO THANH THOI QUEN

KIEN TRI REN LUYEN

I¢|I¢I¢|I

Bay gio, ching ta hay bat dau hoc tap
ndm nhan t6 vang cho nguai thanh dat.
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QUAN LY THAI DO
I.  Thai do cua ban la tich cue hay tiéu cuc?

Panh gia thai dé _’ Lac quan tich cuc
nhu thé nao? )

II. Thai d¢ tich cuc gitp ban thanh cong
IIl. Quanly thai do hang ngay

IV. Thai d¢ la c6 thé quan ly duoc

V. Thanh cong = Thai do x Nang luc

http://tieulun.hopto.org



18

http://sachviet.edu.vn

I-THAI DO CUA BAN LATICH CUCHAYTIEU CUC?

Gitta nguoi va nguoi chi c6 sy khac biét rat nho, nhung
st khac biét nay lai tao nén nhittng cudc doi khac nhau: su
khac biét rat nho chinh thai do tich cyc hay la tiéu cuc doi
voi cudc song, s khac nhau chinh la két cuc thanh cong hay
that bai!

Két qua nghién ctru d6i véi 1.000 nguoi thanh cong noi tiéng
thé gidi cia Hoc vién thanh cong Hoa Ky da chirng minh:

Thai d0 tich cuc da quyét dinh 85% thanh cong

Co thai do nhu thé nao, sé ¢é tw duy va hanh vi nhu vay,
sé c6 hoan canh va thé giéi nhu vay, sé ¢6 twong lai va cudc
doi nhu vay. Ban hay tht lam trac nghiém theo dé bai dudi
day dé xem minh thudc loai co thai do tich cuc hay thai do

tieéu cuc:

khdch san da dat tuede, MW@WW, liic ma ciia sé w
bl gD vom miniy oS thE ke A chnhisorgs
dang dao chai & dé.
C.VNhin thay é phuang xa mat hon ddo.

dé cé tvang cdc loai hoa div maw sde uee 1@.
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Cam giac vé cu li cac vat nhin thay trong cau tra 101, chitng té
du bdo cua ban d6i voi twong lai!

Lua chon A: C6 chit tiéu cuce. Bé boi ctia khach san, hau hét
déu o gan ctra so, cu li khong xa!

Lua chon B: Loai tich cuc. Cho rﬁng twong lai cia minh rat
lac quan.

Lwa chon C: Loai siéu tich cyc. C6 thé nhin thay o cu ly xa
nhu vay, ban co trién vong 1on vé tuong lai!

Lwa chon D: Loai siéu tiéu cuc, chi c6 thé nhin thady nhing
thir gan nhu vay, teong lai dich thuwe khong co sy lac quan!

19
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Thai do la cach nghi cua n6i tam
va biéu hién cua bén ngoai

Thai d6 chi co hai loai,
tich cuc va tiéu cuc

TiCH cuc . TIEU CUC

Co thai d6 nhu thé nao

sé quyet dinh: tw duy va
hanh vi nhw vay, hoan
canh va thé gioi nhw vay,
twong lai va cudc doi

nhu vay.
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II-THAI DO TICH CUC GIUP BAN THANH CONG

1. Hoc cach nhan ra mat tich cuc

Cau chuyén chia sé
“NOI BUON PHIEN CUA BA LAO”

Nagay xua ca mét ba laa, ba cé hai cé con gdi, mat g
cho nquai bdn miv wm, mét ga cha nquai bdan 6. Pa lao
hicieig bucir st Lo Ungs, WS i Wiy W chiso nilt: B

Bl Ui e gy v, o 16 Lo o o e
géi ban & khé ban duac & che mua, con ngay nuea, lai lo
cﬁ@dd@fmgd&&a}wm%mﬂéﬁpmf@nw-m,m&ngjﬁ
chang ngon ngd ching yén!”

Naueai héi chuyén nghe xang, cwdi ma wing: ~Dicw nay
it ki, Biihis wght nguanes tudoligh senm, iy ars i
cdv can gat ban 6 nhat dinh ﬂdmcﬁ@% W}/ﬁ% UL 10N CUar
@memmﬁﬁMWMﬁWmf, Vue the, bat leé
%W%WWHWHEHQ@ &&d&véﬁﬁngfpﬁd&ﬁué%u&wﬁ&
lamy dn cda e hai cé con gdi, ba con la lang néi gi?

%%ﬂsmmm&iwmy diew chinh thai da,
tiw da ve saw, qud nhién an ngon ngd say, b néw vui vé

hin wa!
5

2]

ttp://tieulun.hopto.org



22

http://sachviet.edu.vn

Hai ¢6 con gdi cua ba lao, cling giong nhu hai mat cta su
viec. Khi ban chi nhin mat tiéu cu, thi sé€ bi quan that vong, budn
rau lo lang, khi ban thay d6i géc do, nhin nguoc tro lai, sy viéc sé
lap tirc chuyén hudng sang mat tich cuwe. Khi trude mat ban da 16
ra mat tot cua sy viéc, thai do sé lap tirc thay doi, nguwoi tie nhién

sé vuil ve han len.

http://tieulun.hopto.org



http://sachviet.edu.vn

23

ttp://tieulun.hopto.org



24

http://sachviet.edu.vn

Cau chuyén chia sé
“HOC TRO DI THI”

Co mét caw hoe t vaa kinky di thi, tucce ngay thi ngi
ma lien @ﬂwbm mﬁ&ir@ﬁiﬂﬁ# u@m@ﬂ&mmm@
@M{fﬁf&m , ngay hém saw tim dén mét thay béi dé gidi méng.
%W%&ﬁm; Cé’ﬁwd@ngwm%ymﬁ?

Dac tua: Dom qua téi ma thay mink da trong mot cy
cai#bz&fng&z@mm&&ﬁﬁvmwxzﬁlm, ﬂﬁwm%ﬁynﬁ%dﬁv
m&wwfﬂz&émmsf@ﬁcﬁmcﬁ@ci&g iﬁbcﬁwm&%@
tiér givang.

Ohay béi: Lanw nay caw tai day lam gi?

QHac tva: Vi sao?

%Myﬂav%wm&@mm#&ﬁn@mnwmm
ﬂaﬁmg«“ pﬁab'f@m{y’“ cﬂhmc@a#ga#bmgxﬁ cﬁi{}bﬁr@m
tuang cao nao? “Caw doi néw giita teai muea ta lai con che é,
lung lai véi nhaw, that vé vi. théi hay di ve di.

%nﬁfv@:%&@ﬁb%n@%nﬁ&?

=
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Caw hoe tvv lai dem vide ngi ma téi hom tucie thuat lai

cao; c&wﬁbmwm&vﬁuﬁwm,wpﬁmﬂ@m,m

la khéng sa hé tf nao; caw va baw gdi ngai dua lung nhaw é

tién givang, khéng phadi la vé vi, ma la ngay déi doi da téi,
Caw hae triv nghe i, vui: mitng khén xiét, & lai di thi,

qud nhién dé cao! /fmﬁ_f

25
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e

HAI THAI PO, HAI KET QUA

o Ngdi tua lung vdi ban gai
Ngay doi doi : ; :

ois than yéu clia minh Vo vi
da tai J trén giudng
=)

n 2, \ A
Khong so ho Ddi nén giila troi Lam diéu
ty nao mua to lai che ca o thiia

Do cao Trén tudng cao Cong cﬁc

trong mot céy cai

trang %

HOCTRO

26

Moi viéc trén thé gian, déu cd hai mat tot xau. Co nglr da noi
“Téi 6ng that ma yén tri phi phtic” (Tai Ong mat ngua chac gi da
la khéng may), cling la dé cho chiing ta hoc cach nhin thay mat
tich cuce cta su viéc. Thai do tich cuc c6 thé kich thich cao d0 sw
hiing tht, gitp cho ban chiu dung khd dau, khic phuc so hai,
dong thoi tap trung stec manh khong gi lay chuyén noi; thai do
tiéu cuc nguoc lai khién nguoi ta tu ti, hoai nghi, chun budc, cudi
cung bo 16 mat co hoi.
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2- Thé giGi ndéi tam khéng ché thé gidi bén ngoai

Cau chuyén chia sé
“ANH EM SINH BOI”

>

‘:@fﬂw{iﬂ;(}%@, ca mat cdp andy env sang sink, ca‘};z;a,njp e
nghién ueaw, b& la mat tay e bac, ma tink khi can bt hung
bao, Wm&m%uﬁhgzm&m&@vmngﬁﬂw%
nao ban than. ‘ﬁmxﬁnfvﬁ@tﬁﬁﬁﬁ&téﬁ mnﬁg/fms}mﬁzﬁm
n&yd@-d&ﬁ%&ﬁa&mdu&nyﬁﬁ&nywﬁ@nﬁw, caw env
GWJ@ lam vide ac, »@@M@@}J &’WW"E&’M
I u&&pMu&hWW wir sao anh lai cé két cuce nhue
ngaty ﬁﬁ}wwuﬁg? C’erm ted levi: {%ﬂ&d@wcﬁnfp cua
nqudi andy cda edp song sinby, lic nay nquai ank da la mét
nhixdaank nghisp b thank cing, mi conthiing cib né think
s Bhéngalon b " Vysuoanhilpbehilliae honhta
&MWPWWW u&gp?” C}/Zgiﬁﬂﬂﬂﬁvwm ff‘ﬁbg&w

Nguoi anh ¢ trong mot gia dinh nhu thé, da tim dugc dong
lwe d€ cd gang manh mé, ngudi em tréi lai cling o trong cling
mot gia dinh, khong chiu cau tién, sa vao vong lao ly. Vi sao cung
mot hoan canh khach quan, ma lai tao nén cac cudc doi hoan
toan khac nhau? Diéu nay la do quyét dinh van ménh, khong
phai boi thé gidi bén ngoai, ma boi thé gidi ndi tam caa ban.

Khi ban dung thai dd khac nhau dé nhin nhan hoan canh bén
ngoai, sé€ san sinh ra nhitng két qua hoan toan khac nhau. Cho
nén, yéu to tao nén thanh cong cua mot nguoi khong phai hoan
canh bén ngoai, ma la niém tin bén trong con nguoi do!

27
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—

QUAN NIEM KHAC NHAU,
CUOC POI KHAC NHAU

BO GIA PINH ME
(ca bac) A (nghién ruou)
- Khéng cham s6c’ J N - Tinh tinh hung bao
gia dinh 2 - Ludn thém rugu
- Ng nan chong chat
NGUOIANH y NGUOI EM
NG luc gap boi l ’ Khong cau tien Ién
Thay doi hien trang Cam chiu roi xuong
N g N
TRO THANH NGHI SI XIENG XiCH TU TOI

Bai do gia dinh
cla t0i

Bdi do cha me

cua toi

28
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3- Thay d6i thai d6 nhu thé nao?

Vi sao nha quan ly thanh cong nhat lai c6 thé 1ay that bai lam
kinh nghiém, 1ay ap luwc lam dong luc, lay chudng ngai lam so
thich? B&i vi ho cho rang chudéng ngai khong phai dén dé ngén
tro hg, ma la dé gitup ho truwdong thanh.

Binh thuong va may man

Néu nhu ban di tham khach hang, khach hang khong tiép
ban, d6 la diéu rat binh thuong, nhung néu nhu khach hang don
tiép ban thi sao? D6 chinh la sy may man. Moi su viéc déu tuan
theo mach suy nghi nhw thé nay, khi da lam cho moi su viéc déu
tro thanh “Binh thuong” va “May man”, thi thai d6 ctia ban 1a
tich cuc.

That la hay

Khi ban gap phai su chong doi va chen ép trong nhay mat
nay, ban hay tu néi voi minh mot cau: That la hay! Ba chiv nay, ¢co
thé khién thai d¢ cta ban ttr tiéu cuc chuyén ngay sang tich cuc.

Vi nhu xe cua ban bi 1ay trém, ban ¢6 thé tu ndi véi minh:
That la hay, ta c6 thé di bo dé ren luyén co thé réi! Vi nhu ban bi
ong chu mé’mg mo, ban cd thé tu ndi véi minh: That la hay, cudi
cung ong chu cting da bat dau coi trong ta. Vi nhu khach hang con
chua ky hop dong, ban c6 thé ty ndi véi minh: That la hay, ta con
c6 mét khoang thoi gian du dai dé 6 thé lam duoc tot hon nira!

Trong hanh trinh cua cudc doi toi, moi khi gap phai bat loi,
khé khan va chudng ngai, toi déu ti noi véi minh: “That la hay”!
T6i dung mat tich cuc ctia thai do dé doi dién va tiép nhan thach
thirc, to1 khong khi nao noi nhting loi tieu cyc, khong hat nhting
bai ca tiéu cuc, khong qua lai voi nguoi tiéu cuc, cting khong bao
¢i0o chau may u ri. Trong cudc song cua t6i khong coé bi thwong,
khong c6 dau kho, khong co chong doi, khong co bat loi, cliing
khong c6 that bai, boi theo cach nhin nhan caa t6i, tat ca moi thie
trong cudc song déu that la tuyét!

29
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THAT LA CHAN!

30

Xe bi
_rr Lac quan
lay trom

Bi ong chu ]
T g’ Tich cuc
quo trach

Khach hang chua

Chinh die
ky hop dong e

Khong noéi 101 tieu cue
Khong hat bai ca tieu
cuc .
Khong qua lai vol
nguﬁ' i tieu cuc

Quyét khong chau
may u ru

THAT LA HAY!

C6 thé ren luyén
than thé

Cudi cung 6ng
chu cung da
co1 trong ta

Chung ta con co
thoi gian dai dé
lam tot hon niva
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4- Tam tu quan trong cua thai do tich cuc

Ban da hiéu thai d¢ tich cuc d6i voi thanh cong quan trong
dén muic nao. Tiép theo ching ta phai tim hiéu thai do tich cuc
bao gdm nhiing ndi dung gi, cai gi cd quan hé mat thiét véi cong
viéc va cudc song cua chung ta.

Qua nghién ctru cua chung t6i, thai dd tich cuwec c6 tam nhan
to quan trong:

e CHAM CHI, NGHIEM TUC la pham chat cao nhat doi
hoi phai lam cho t6t, khong mo ho, dau tw day du, khong sai sot.

e NHANH la hiéu suat cao, viéc ngay nao xong ngay do,
khong tri hoan, khong lam viéc vo ich, khong lang phi thoi gian.

e GIUDPUNG LOI HUA Ila tin nhiém, néi duoc lam duoc,
thanh thuc khong gia doi.

¢ BAO PAM HOAN THANH NHIEM VU Ia hoan thanh
100% muc tiéu, kién tri dén cung khong roi bo.

e LAC QUAN la vui ve, suy nghi tich cuc, khong bi quan
that vong, khong oan gian trach maoc.

e TU TIN Ia tin tuéng ban than, tiép nhan thach thirc hoai
nghi, khong so hai, khong noi “ Khong thé ”.

e YEU THUONG VA CONG HIEN la cho ting, gitip do
nguoi khac, khong doi hoi, khong tu loi.

¢ KHONG VIEN LY DO la ddm nhan trach nhiém, khong
vien co, khong tim ly do, dirng noi toi la nguoi bi hai.

Tam nhan t6 quan trong nay xem ra rat don gian, nhung néu
nhu that sw lam duwoc thi bit bude phai ren luyén hang ngay,
thanh ra théi quen cta ban, cudi cung nudi dudng thanh thai dd
tich curc.

31
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TAM NHAN TO QUAN TRONG
CHAM CHI, .
NGHIEMTOC o

GIU DUNG LOI HUA

KHONG VIEN LY DO

BAO DAM HOAN THANH
NHIEM VU

LAC QUAN

YEU THUONG
VA CONG HIEN
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TR TIREE

l1l- QUAN LY THAI PO HANG NGAY

1- Cham chi, nghiém tuc

Cham chi la nhan t6 hang dau trong cac pham chat dang quy.
Con nguoi trong quan hé giao tiép c6 pham chat giao tiép, ban
[am mot viéc nao do déu co6 pham chat, ma pham chat chi co mot
thit c6 thé dam bao, d6 chinh la thai d¢ nghiém tuc.

Cau chuyén chia sé
“BAN KE HOACH TUYET HAO”

%ﬁ;w-ﬂgﬁw{mw- ﬂ{ﬂwc@uﬁbmymm
My, vt chii trang viée bai dudng cap duwdi lam viée nghiém
lic, cé théi quen dim bdo pham chat. Cé maot lan, tea U cria
dng ta cé tuink len mat ban ke haach, dang thai xin g kién
cia dng déi vai bdn ké haach nay. “‘Kissingerw minv cui hai:
" Day cé phéi la lbin ke hoack ma dng cé the lam tét nhat
khang? ~ Vi tra Uy do dw mét lat, td lai: ““Gai tin wing sia
chita mat sé chi tiét thi sé tot haw.”
mink. Kissingev lai an ton héi: “Day co phai la bin k&
haach duwae sdp xép tat nhat cia ng khang?” G by bii lai
chita, c&ﬁéc&ﬂmﬁésﬁ:cﬁ&fﬁfréﬁ&wwm”.” P

y
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gﬂw%mfmmmmmm?%@m&;
mem&&m%m% %Wf&}mpﬁ&omuﬂw
", Do vay, vitw b nay véi long nhiét tink tuan day da lam
vide ngay dém tiang ba tudn 1, cudi cing bin ke hoach da
haan thank. @ng ta vé cing sung swang séi bude vaa phang
e Uj khing heé do dw, wi cing tw tin ted lai: “Piing vy,
thua ngai Quée vw khank!”
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BAN KE HOACH HOAN HAO

Day c6 phai la ban
ké'hoach hoan my

cua ong khong?
T6i tin rang stra
chira lai mot so chi
tiét thi sé tot hon.
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2- Nhanh

Cau chuyén chia sé
“Al NHANH KE PO SE THANG”

Phi, méi mét busi sénv khi mat twi viea lé wang, mat can
bt i et e s Bl B e
ngay Lat viée: minh {Zlngir oﬁa% nhanh di, néw sw tie ma dén sé
iﬂWWW, cﬁan@%mbﬂdﬁy%nﬁé’%wm
duge wing, Mﬁ%%%@%ﬁw wﬂfm@i{hﬂv
&oﬁ@mcﬁ@mwwwwfﬁawmmm%

phi ti /

T6c d6 quyét dinh thang bai

Ngay nho khi toi tap vo, luon theo dudi tuyét chiéu, ludn
nghi dén “Ciru am bach co6t trao”, luon nghi dén “Quy hoa bao
dién”, luon nghi lam sao hoc dwoc tuyét chiéu Hiéu 1énh quan
hting, Hoa son luan kiém. Nhung c6 mot hom su phu cua toi noi
voi toi r%ng, tram chiéu déu sé co tram cach giai, khong can biét
nguoi co nhitng tuyét chiéu gi cling déu c6 thé hoa giai dugc hét,
nhung duy chi c6 mot thit khong thé giai dwge, do chinh 1a toc
d0, duy chi c6 nhanh la khong thé hoéa giai.

Nhanh 1a dan dau, nhanh 1a nam quyén chu dong, nhanh
la hiéu suat, d6i voi nhitng nha quan ly giéi hang dau ma noi,
nhanh ham y ho quan ly dwoc thoi gian, quy trong d6i voi cudc
song, nhanh ham y ho toan tam toan y dén noi dén chén, cho nén
ho c6 thoi quen hanh dong ngay, tuyét doi khong lan 1&ra, moi su
canh tranh déu la canh tranh vé toc d0.
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Al NHANH KE PO SE THANG

Ta phai chay that NHANH,
nﬁu‘nhu linh dudng chay mat
roi, thi ta sé bi chét doi.

Minh phai chay NHANH
di, néu su ti ma dén sé
an thit minh ngay.

HAI LOAI DONG VAT KHONG CUNG DANG CAP MA SUC LUC
KHAC XA NHAU. NHUNG CHUNG DUNG TRUGC SU SINH TON
VAN DE CHI CO MOT, DO LA Al NHANH KE DO SE THANG. MOl
SU CANH TRANH DEU LA CANH TRANH VE TOC D0,

KHONG TRI HOAN, LAP TUC HANH DONG

37
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3- Giif diing 16i hia

Cau chuyén chia sé
“LO1 HUA QUAN TRONG HON SINH MENH”

400 nam tucde, cé mt nqudai Ha Law tén la Willem
st e b esaes SV ihutng i s g this it
hovditnbizn phitb hign chite thibhy cBaho ki ihg sy Bong
& ngoai: bien, thuyén tuiing Varenst v 17 thiy thiy Do
%mﬁbwwﬁ%%dngxmwda%@dé&wm
kién bi ca lap khing ca sw tu gidp. o dat mat ca baong
mcﬁﬁhg/ et mu&ﬂxsﬁwﬁﬁmdégﬂébﬁwﬂrzﬁ{fm WW@?’
Wtﬁstﬁ@, ngzmcﬁnﬁﬁ&éfwwjxﬁyténﬁwtﬁé
tam nguci da bé mang.

MQQM%WWM%MWJW@
nquici Rhédc da vy thée, div che trang dé cé thé cé quan do: va
W’m&bﬂwnm&ifmmwm@ng/mﬁ& Maa déng rai
o.*},ngzwcﬁ}, Darenst @%nwa&vmwmw@
sat denv toan bé nquyén ven sé hang héa we Ha Lan, tid
i&wtc&g/ngﬂ&i}m “Vaao thai diem da, viée lam ciia W}b
tucdng Pdarenst v cde thuyén vién da gay chan déng cd chaw
the gici ve van tai hang héa duwang bicn. Ha da chuing té mat
cdcfixmgét» Wil ?ﬁ&bmwmﬁmw@ﬁ/ méni. /“de“

/
/

Nhiéu khi, nguoi khong thé gitt ding 1oi hita ¢6 hai
nguyén nhan:

(1) Coi nhe 101 hira, chwra bao gio cu x nghiém ttc d6i voi
101 hira, loai nguwoi nay rat kho thanh cong, khong ¢ ai tin tuong
ho, ho ciing khong tin twong chinh minh.

38
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(2) Nang lén ddt xudng, tim nguyén nhan khach quan, khong
thuc hiéen loi hira.

Gitr dtng 1o hita phai bat dau tir viéc nho, hom nay ban hita
vé nha tham cha me, may gio vé, kién quyét di dén noi da hen;
hém nay ban dinh sé ren luyén than thé, kién quyét noéi la lam;
hém nay ban htta sé di tham moét khach hang, kién quyét phai
di. Ngan van lan khong dwoc coi nhe 10i hita, d6i voi moi 1oi hira
ban déu phai cu xt nghiém ttc, néi duoc lam dwoc, quyét khong

doi Itra.
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Cti cho I3 chét rét, chét déi,
ciing quyet khong dong den
hang hoa cua ngudi gui.

LO1 HUA QUAN TRONG HON SINH MENH
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4- Bao dam hoan thanh nhiém vu

“Bao dam hoan thanh nhiém vu” 1a mét loai néng luwc chap
hanh quyét dinh van ménh ctia ca nhan tham chi ctia ca doanh
nghiép, bat ctt Itic nao nd cling c6 thé khién ban tran day phan
chan, hang hai. Trong xu thé canh tranh néng bong ctia xa hoi
thuwong mai, nguoi thiéu stiic chap hanh, hoan toan khong co
cach nao lam tron cong viéc cua minh, cting khong c6 kha nang
thanh cong trong sy nghiep.

Céau chuyén chia se
“HAY CHUYEN THU TGI GARCIA”

Gllent Hubdard, M&Mmmm%ﬁw vaa nam 1899

... Saw khi chién trank My - Cay Pan Vha bang
né, mude My nhat dink phéi lap tic lien hé cho duge véi
Garcia thii link quin ching déi Gay Ban Nha. Garcia
& trong maot vung wing nii @nv wagp, %’Mg/r:ﬂsnw o biét dich
nﬁﬂ/nﬂcﬁw’ ﬁgfzrtd{:fu{i:.tlﬁng/ma

“Ca nqueaio néi vdi tang thang: “€a mat nquai tén goi
Rowan, cé cich tim duae cﬁﬂ{{-’x{:ﬂf} e cing chii cé anby ta

uiét cha fé?;a,mf. Ve uiee nqueai tern la “Rowan nhan ﬂéi?g/ E_
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the, dem cho né vao mét céi tii vii daw, bac kij, deo tuvéc
nguee, cheo mt chiée thuyén nha, bénw ngay saw vae mat dém
téi, lén bo é Culba, ﬂuﬁlﬁ’mbmngzdmg/zﬁm, biél}z/ﬁﬁeaxmwéw
tuan lé, dymmm&@w&mm@@fm, fipﬁﬁzwmﬁb
quéc gia hiénv nquy dnh g khap nai, dem luée thie giao cha
UG nai 1.

héi: “@ng ta ¢ nai naa? @ng ta laail €é can sing Fhang?
Di bing cich naa? Vi saa phéi tim dng ta? Dé la vise cia
téi saa’? “Gha lao the naoe?” “Rawan chi cé mat caw: “Vdda
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TINH THAN ROWAN

TRUNG THAN@ VOl GIAO PHO
CUA CAP TREN

NHANH CHONG HANH Bri’)NG

——

HET suc DEN NOI DEN CHON

CHUYEN THU TO1 GARCIA

Bao dam hoan
thanh nhiém vu

43
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5-Lac quan

Ludon nghi ty¢ minh sé lam dugc, khong nén nghi minh

that bai.

Cau chuyén chia se
“TOI LA TA KHON SON”

‘Eaf%nSmﬁmmammW 9&#%0&@,(1@@@
nhue sinky w da luén khéng may mén.
{’iﬂg/ﬁﬁfm nén Ga Khanw San da sém théi hee. Sung/cu@cf
séng khon khé da khién dng sém tuedng thank, can wat nhd
da hiéw duwace sw lao khé va vat vd cia cha me. Vi the, bdt
daw tiv 12 tuéi ng da mdi‘b@wﬂf@ﬂ&mbﬁ’u@ ding déi vai
now nét dé gan vie cd gia dink. “Ghe’ ma sé ménly thién vi
da khang ww ai dia tié hiéw biét, ludn gidng xuing daw né
hét tai naw nay déw tai nan khdc. 16 tuéi do v g cham vao
dién cao the, mﬁ@i&ﬁaﬁaﬁnﬁ/ta% v mat chaw; nanv 23 tuéi,
Hlﬁ#ﬂﬁﬂﬁﬂgﬂ&i}?ﬂm, ﬂ@i}w}m’iﬁgxmﬁlﬁmﬁ&mm.
Déi mat véi sw céng kich dan dap cia sé phan, Ta
Khan Sen tuyet khang adn than, cing khing vi the ma
daw khé. Vlhueng vi khing muén lien luy dén cha me ding
e chinis Wk mundio By 05 e i Sl o WAy
Dem thea mat tam than tan tat len
dicng; chi b may mink, b8t déw choi
udﬂc&uﬁsﬁpu&:ffﬁpﬁé‘m i«wng/ﬂ%lg/
ngay tha ng b lac, “Ga Khén
San view mai lam thue
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rguwn@, dan dan tié nén say mé héi hoa, éng muén
dem lai maw sde twai mai cha cude dai xamv xit cda minh.
Vuéi ban daw, “Ga Khéan San hoan toan khang bict gi vé
hoi hoa. ‘Khiong cé tay, éng da ding mitng dé vé, tucée hel
da “Kim ke doe lap” d& vé, thuang méi lan ding vé la vai
danmv may den van viv tink 8, thitdng thie cam gide ve ting
me, dﬁé@vw‘dﬁ vae cude dai clia dng, cd dwae diem tua
Wrﬁnﬁ, abﬁd%ﬂgfmgmﬂf@wm&ﬁmnﬁ,
tién lam trank khdp nai, cde tic phanv cang khéng ngitng

Saw nay, cudi-cing dng da thing trang vdn ek cude dai.
@ng lhing chi giank dicac tink yéw, cé mét gia dink hanh
phuic: ma gianhy duac thing lai trong sw nghiép, tié thanh
mét hoa st 1at cé danh tiéng; dong thai cung gianh duge sw
MW@C&@M@%@% (@WWM&@MW, ¢ Dai
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Néu ban chi con mot con mat, cd khoc thiit thit khong?
Neéu ban thiéu di mot cai chan, c6 bi thuwong khong?

Néu ban mat di hai canh tay, c6 dau khong muon
song?

Phai nhu cuing mot ltic ban mat di mot con mat,
mot cai chan, hai canh tay.

Ban c6 con song nodi khong?

Vi sao mot nguwoi bat hanh nhat trén doi,

Lai song thanh cong nhu vay, tu tin nhu vay,
Vui ve va hanh phuc nhu vay?

Trong cai hinh mau trai ngwoc cua doi nguoi,
T6i chua tung nghi — minh da danh

mat cai gi,

Chi nghi xem minh con

dung dwoc cai gi.

Toi tw ndi voi minh phai

ding cam ma duing len!

To6i tin rang t6i co thé, toi nhat

dinh co the,

Tuy nhién cing con chua biét
rang “cé thé” dén muirc nao,

Nhung, chi it t6i da co dwoc su
quyeét tam khoi dau.

— Ta Khon Son
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6- Tu tin

Tw tin la s dam bao cho thanh cong, tu tin la tin teong ban
than, tin twong nguoi khac, dam nghi dam lam, moi viéc déu
o thé.

Cau chuyén chia sé
“THU NGHIEM THIEN TAI”

Mot nha nghién ciw tii luee & nuece N, da lam mét thie
Wu ho da ﬂc’i‘? w 20 emv twong sé 10.000 hoe sink cia
mét tucang hoe, saw dé triéw tap tat cd moi nqudi tap tung
tai: san tutang, thay hidw tucing tuyen & day la mat nha
%ﬂ;ﬁp@@ﬁwﬁﬂmﬂmn@ﬁ@ﬁmu@mi&hﬁ&@ﬁwm
nuede M, gua mat thei gian dai tude nghiém va nghién ciw
da phat hién é tutang hae cia chuing ta cé 20 thién tai, dang
thai céng bé dantk sdch, saw dé mai 20 hoe sink nay diing
lén, dé tat cd cdc ban hae déw cé the nhin thay. 20 hae sink
thién tai, ma con la dieae tréic nWm w d{i%p”,

20 nam saw, nhitng ngudi nay déw da tucdng thant, 20
W@MW;&?WW@W@%@WWW&PM
cang phat hién két qud, 20 nquai thiéw tai dé cé mét sé
tnd thank nhing nha deanh nghiép hang daw, mét s& da tvé
menﬁ&;w;@égwfm%m, maot sé td
thant chuyén gia ngantk nghé. “Cha div ho é bat i link vue
nao, dew lkhing phuw sw mong mdi, thanh tich luén weat trgi
tudc viét nhat trang 10.000 ban cing hoe, béi vi ho di dén
daw citng s& néi toi la thiéw tai. Vlhung ching ta déw biét
wang ho thue chét khéng phéi dige chow w tiv gud tink tic

Wwﬁi@mﬁfsmmmmﬂ%mm#%ww?
Wi vi- ho tin tiudng wing bin than la thien tai. 7
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e —

HAI THAI DO, HAI KET QUA

CUOC THU NGHIEM
20 NAM TRUGC

Bai vi toi la thién tai, cho
nén t6i ¢d the hoan thanh
nhifng nhiém wvu ma
ngudi thuting khong the
hoan thanh dudc.

Nha doanh nghiép
U td

Nha nghé thuat
e
nai tieng

Chuyén gia
nganh nghe

THANH TUU CUA 20 NAM SAU

48

¢

AMTHITAM LY

Bui vi ti 1a thién tai, cho
nén toi khac phuc dudc

Chon ngau nhién ra 20 hoc sinh
NGi rang ho c tiém an pham
chat Thién tai.

Bai vi toi la thién tai,
cho nén ti co thé dat

nhiing khé khan ma dugc nhiing thanh
ngudi thudng khong the  tyu ma ngudi thuding
khéc phuc dudc. khong the dat dugc. |
|
=
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7- Yéu thuong va hién dang

Cho va nhan ¢ trén mot mic do nhat dinh c6 gia tri nhu
nhau, nguoi cho nhiéu yéu thuong sé nhan dwoc cang nhiéu sy
quan tam cham soc. Chung ta phai hoc duoc yéu nguoi khac,
nhu thé moi co co hdi duoc huong tinh yéu cua nguoi. Nguoi
giau long yéu thuwong, cé thé lam cho nguoi khac va ban than
cung hwong vui vé. Boi vi, tinh yéu thiong c6 sttc manh than ky,
doi bén cung co 19i, khi cho hai bén cung duoc.

Cau chuyén chia sé
“THIEN PUONG VA PIA NGUC”

%ﬂﬁb@mﬁim&ﬂmmwmw&
m&wmmyuﬁfm}ﬁaswmm, M@ﬁ%ﬂm
ta xudng dén dia nque vita thadng nhin, da thay maoi nquai
dusii i nguc aisciing Ao déh n8i da vang, bing beo gauy cam
nhom lubn mém kéw oa oa, da at law ho khéng duge an thue
gi, nhueng méi nqudi déw dang an cam. “Vi sao @ cam ma lai
chéing an diwae thie gi? %ﬁ”;mfﬁwmm-ny@}ﬁiﬁi{%mﬁ&
bl i clahpesnii e lyelantid, oy bl
nai, cﬁ&nﬁ&tmm%i’e@pmm, Ea@ﬁ&bﬂmww lén,
nhung khéng vang lai duac, moi nquai déw vés civng hung de,
ant ta len thiéw duang, Wwwmﬁfﬂwﬂmﬁé&
stée phaw khdi, cudi néi wom 1d, mfngx/md&f/nﬂfdwﬁé@
Mngf. WM%%GM&%&&MWQ u@c&ng/ﬁ&,
Wﬁﬁmfﬁﬁwm@ %am@cﬁm%@yﬁud&ad&#i&v
et ety i Lo ke ks Wb s U hisi, b mich
W/Cﬁfﬂ%’%ﬁiﬂ&ﬁé&vﬁdmaﬁaw}%@. 7

/
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cho ban, %&awmﬂmc&wmw 10 ngueai, 10 ngeeci
s& bén cha ban, khi ban hiw dwae chia xé cang 100 ngudi,
100 ngueaic sé bin cho ban, dé chinh la thien duang.

hoaw tean & trong i niénv cia ching ta, ngudi hiéw dige siw
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THIEN DUONG VA PIA NGUC HOAN TOAN
O TRONG Y NIEM CUA CHUNG TA

THIEN
DUONG

D

YEU THUONG
VA
DANG HIEN

THAI DO
CHEN RONG

THAI DO
CHEN RONG
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8- Quyét khéng kiém cé

Cau chuyén chia sé
“TRUYEN THONG CUA TRUONG QUAN SU WEST POINT”

(@; tueang quan suw “West Paint cria “Mg/, cav mat Wﬂ
sﬂwﬁd&, chi cé the ca ban laai caw tvd Lai: “Pdo cao chi
huy, khéng biét”, “Pdo cdo chi huy, khéng cé bat ci cé
gi". “Ngoai w khing dieac phép néi thém mét chiv. “Khong
ca bat cio c@ g la chuan tic hank vie quan trang nhat ma
tucang quan sw West Point cia M da theo duéi suit 200
nanv qua, la g niém daw tién ma tucang quan sw " West Paint
tuwgbn thiw cha mét hae vién méi, né cing cé cha méi mat
hae vién tim maoi cach dé haan thanh bat ci mét nhiém ww
c& dé vin vaa, cha div la cé dé hap lg. “Chica nhan 4 niém
”&‘é" mbnﬁx&#ﬁa&m&%é&#n&ﬁw&%%&b Paint da g,mnfv

dicae nhiing thank tuw phi pham, | 4

/

Nguoi ta khi nao thi kiém c6? D6 la khi phat sinh van de, d6
la khi chua lam tot cong viéc. Mot khi chwa dat duwgc muc tiéu
cua minh, mot khi xuat hién tro ngai, sai sot, nguoi ta lap tirc sé
noi rﬁng: dola vi..., &6 la vi dong nghiép, ban be, con vi... lai bat
dau tim ly do, tim c¢, tim nguyén nhan, bat dau tir thoi diém nay
bat dau khong mudén dam nhan trach nhiém. Nhung néu ban
cang khong muon dam nhan trach nhiém thi cang khong thé tién
lén, cang khong thé tu kiém diém ban than, mai mot vong tuan
hoan tai hai. Mot ngwoi khong mudén dam nhan trach nhiém sé
khong ngung luan quan trong vong tuan hoan tai hai, khong

http://tieulun.hopto.o
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ngung tron tranh trach nhiém, khong ngting chi trich, khong
ngurng oan han, khong ng trng bién ban than thanh ke bi hai.

Nhiing nguwoi thanh cong da hanh dong nhu thé nao? Khong
phai la oan han, ma la tiép thu, ho biét rﬁng do 1a van dé cua ban
than, cho nén noi rﬁng nguoi that bai déu tim kiém cd, con nguoi
thanh cong ludn tim kiém phuong phap.
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B nhiémﬁatﬁi

. *_-_-,?ikﬁﬁng eé naﬁg’*!m_; =

- 'khﬁ’ngﬁﬁ Eﬂ*’hﬁl

KE THAT BAI KIEM CG,
NGUOI THANH CONG TIM PHUONG PHAP

Ko 'Phﬁl -

lihﬁnmﬁ
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http://tieulun.hopto.ol

g



http://sachviet.edu.vn

RUANLVTORIOE

IV- CO THE QUAN LY PUCC THAI DO

1- Hang ngay cham diém thai d6 cta ban than

Viéc quan ly nam yéu to duoc nhan manh “Khong chi hiéu
dwoc con phai lam duoc”, tri thirc phai bién thanh hanh vi, hanh
vi phai bién thanh théi quen. Cho nén chung toi tao riéng ra bang
cong cu “Quan ly thai dd moi ngay”, dua day da tdm nhan t&
quan trong cta thai do tich cyre vao méi ngay, hang ngay danh
gia thai d, tu minh cho diém, tim thay thiéu sot, lién tuc cai tién,
huan luyén ban than, gitr thai do tich cuc, nudi dudng thanh thoi

quen tich cuec.

2-Tiéu chuan cho diém ctia viéc quan ly thai dé

Thai do chi c6 hai loai, hoac la tich cuc, cho diém 10; hoac la
tieu cue, cho diém 0.

Tiéu chuan cho diém theo bang sau:
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THAI DO TIEU crjufim CHO DIEM 0
DUGC DANH GIA CHO DIEM 10 CAC HIEN TUONG
Cham chi nghiém tic | Lam tot tu an dau Mo ho, thiéu tap trung,
0 sai sot
Nhanh ViEc ngay nao xong Day dua, 1ang phi thoi gian
ngay do
Gitf dung loi hua Noi dudc lam dudc Gia doi, khdng thanh thuc

Pam bao hoan thanh | Hoan thanh 100% Rii bd hodc khdng kién tri
nhiém vu muc tiéu

Lac quan Suy nghi tich cuc Bi quan that vong, oan than,
chi trich

Tu tin Chap nhan thach thiic | Hoai nghi, sg hai, thudng
xuyén ndi: “ Khong thé ”

Yéu thuong va Gitp do ngudi khac Doi hoi, tu tu tu loi

dang hién

Quyét khong kiem ¢d | Khong vin cd Vin ¢d, tim 1y do

Tham khao tiéu chuan cho diém ¢ bang trén, doi chiéu voi
tinh hinh thai d§ ctia ban hom nay, luyén tap mot lat, xem thu
hom nay viéc quan ly thai d¢ ctia ban c6 thé duoc may diém!

Luyén tap ngay lap tirc:

TONG KET QUAN LY THAI DO HANG NGAY

Cham chi nghiém tdc. .....diém Gilf ddng I8i hia. ... diem
Dam bao hoan thanh nhiém vu...... diém  Lacquan..... diém
Yéu thuang va dang hién. ... diém Quyét khong kiém cd..... .diém
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Tu xem xét thai d0 cua minh.
Néu nhu ¢6 muc bi diém 0, hay lap tac ty diéu chinh!
Cach tién hanh tu diéu chinh nhuw sau:

- OEm Ew B Em B EE EE BN EE BN BN EE B N SN B SR N ES B SN B S EE B BN EE B M EE B N B B N EE B EE B B N B S Em S e s E.
- O I O . O S S B S A BEE A O N G G I A S . G G A . R G A N I EEE . I I O A I S I . S G A S e  a
- - - S - O T - O T - O D - O D - O T - O T D S S S - - e S S e O S O e S O O e e e - e e

Mot ndm 365 ngay, moi ngay tw cho diém thai d6 cta ban
than, moi ngay tu diéu chinh, thang ngay tich lity, tu nhién sé co
thai do tich cuc.
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“RURN LYTRRBE"

V- THANH CONG =THAI PO x NANG LUC

Khi ban da hiéu duoc tdm nhan t6 quan trong cua viéc quan
ly thai do, co 1€ ban s€ noi, co thai do tich cuc that si quan trong
nhu vay sao? Toi chi can minh ¢6 nang lwc la duwoc rdi, c6 nang luc
la sé thanh cong! Thuc ra, thanh cong c6 dang thirc phuwong trinh,
do chinh la: Thanh cong = Thai do x Nang luc.

1- Nang luc khéng bao gi& la sé khéng

Nha khoa hoc hanh vi Pao-16 caa My da lam mot nghién cau,
thanh cong bang thai d6 nhan véi ndng lwc. Xin hdy chu y cong
thitc nay cua 6ng, thai d§ nhan voi nang luwc, nang lwc la cai gi?
Kinh nghiém, phuwong phap va tri thire. Mot con ngwoi cho du
anh ta lam nghé g1, cho du anh ta lam thay gido hay lam cong
nhan, lam can b hay lam nha doanh nghiép, cho du ¢ bat c
chitc trach nao, nang luc tuyét doi khong phai la s6 khong, boi vi
nang luc sé khong ngirng tich Ity tuy theo chttc trach cong viéc
trong cudc doi cua ban, cho nén trong qua trinh tich lay co thé
la 50 diém, c6 thé la 70 diém, tot nhat duwong nhién la 100 diém.

2- Thai do6 quyét dinh su thanh bai cta chting ta

Thai do chi co hai loai, hoac la tich cec duoc cho diém 10,
hodc la tiéu cuc duoc cho diém 0. Ap dung cong thiic trén dé xem
két qua. Néu nhu ban tiéu cuc duoce 0 diém, cho du nang luc cua
ban 1a 100 diém, 0 diém nhan véi 100 diém két qua van 1a 0 diém;
néu nhu thai d caa ban la tich cuc, cho du nang luc ctia ban chi

c6 20 diém, nhan voi 10 diém thai do két qua cing duwoc 200 diém.

Cho nén thanh bai khéng phai do nang lwc quyét dinh, ma
do thai do quyét dinh. Thai do tich cuc lam thay d6i cudc doi.
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ﬁ
|

THANH CONG =THAI PO x NANG LUC

w THAI DO @ NANG LUC
, ) Ki .

Tich cuc hay inh nghiém,
tiéu cuc phuadng phap, tri thuc
THAI DO NANG LUC KET QUA

E 0 :' E; 100
THAI DO TIEU CUC 0 DIEM, NHAN VO

100 DIEM, CHO DU NANG LUC CUA BAN CO TOT
PEN MAY, KET QUA VAN LA 0.

@ X@O —200

NEU THAI DO CUA TOI LA TICH CUC HANG HAJ,
CHO DU NANG LUC CHi €O 20 BIEM, NHAN VG110 DIEM
THAI DO VAN BUOCC 200 BDIEM.

59



http://sachviet.edu.vn

http://tieulun.hopto.org



http://sachviet.edu.vn

2

QUAN LY MUCTIEU

.'r
-

- fﬁfﬂfl | THANH CONG » kﬂe'ﬁ‘-‘n"h -

'L—'— _ gy 1._..'.,'

| RS ik ETT
THAI [ MUC TH(‘Jl | HOC | HANH;,
PO TIEU | GIAN | TAP | DONG
La ta | a | a || 1La
Co Phuong| Qua | < Ngon | = Bao
S& | Huéng| Trinh | Nguén| Dam

Cha | | Cha |  Cha |  Cda |  Cho |

‘Thanh | Thanh | Thanh | Thanh h h

|
:
‘ !
- Coéng | | Céng | i
| F

QUAN LY MUCTIEU
2 Thiét lap muc tiéu _} Pat dugc muc tiéu

nhu thé nao?

- - _

I.  Visao phai thiét lap muc tiéu?

[I. Pham vi thiét 1ap muc tiéu

III. Xay dung muc tiéu nhw thé' nao?

IV. Sau buoc co ban cua viéc phan chia muc tiéu
V. Hai phuong phap co ban dé dat duwoc muc tiéu

VI. Tu twong ¢ phuong xa, duong 0 duoi chan
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TRTUIETED

I- Vi SAO PHAI THIET LAP MUC TIEU?

1- Muc tiéu la phuong huéng cua thanh cong
Trén thé gioi chi co6 3% s6 nguoi tiing dinh ra muc tiéu cudc
doi ro rang va lau dai, day cting chinh la nguyén nhan can ban vi

sao sO nguoi thanh cong ludn la rat it!

Cau chuyén chia sé
“VIEC SAP THANH LAl HONG”

cgdng/.ﬁfi:ﬂvng,&g/# M? nam 1952, &E}?M;F%MOW&
nuece Mg bao phi trong swang miv day déc. “Gwén hon déo
“Catalina cach b bien vé phiatay 21 dam Anh, mét phw nie
34 tudi nﬁafymﬁﬂ@ niede Gien “Ghai Pinh @wmmg/ bét daw
bair vé phia be bicn “Calilowmia. Neéw nbue thanty céng, cé sé
la nquecic phue nie daw tién boi qua eo bién nay. “Vlgueai phu née
nay tén lo Flarence. Cuede dé, o da la nguai phuw niv daw
tien bai qua eo bien Manche. Vubi sang hém ay, nuée bicn
ﬂaﬂﬁmm&m%}-cﬁﬁw Smmg/ﬂuwfiimfﬁa cé haw
jihia Rksigy whin e chibh. thiiighi Ao 68, T hite guis
e titng gior titng: gir mat qua dis hang ngan van ngudi thea
dai qua mdy tuwen hink. Ca vai lan, ca mdyp dén gan cé, da
bir nquediis ta né sting dudéi di

15 t»tié:ng/m, ed wita mét wita wot, cé biét z&’ng/éﬁ&zg/%éj
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o déw néi ving cé can cdch bév 1t gan, kéw cé ditng bé
mivday dic w khéng thay gi cd. K tiv lhi cd xuat phat cing
da dwge 15 tieng 55 phit, vai muai phib moi ngudi kéa: cé
ﬂé‘“ﬂtﬁwén gg@#m@yﬁgmf@, c&a‘l’idﬁwﬁwtﬁ@mﬂi’p
han nhiéw, lic nay bat daw cam thay sw cang kich cia that
tai cé the nhin théy dat lién, cé lé téi da cé the kién td wwat
Waﬁf},”

Nai maic nquaic kéa cé len thuyéen, cich b bicn
(gaébfdﬂ/‘l/mﬂs chi cé nmiea dam HAnh! Cﬁmg/ ca cube dai
Flarence chi ca mat law da khéng kién ti déw cang nhue

udsy. %fMMéﬁ,@ﬁMMﬂWW.rWE&

Nguyén nhan that bai cua Florence la do ¢6 boi trong swong

mu khong nhin thay dich dén. Néu nhu hom d6 khong c6 suong
mu, cd sé khong bi mat long tin ma virt di no luce cudi cung. Cau
chuyén nay noi voi chung ta rfing: Muon thu duoc thanh cong,
thi nhat thiét phai xac dinh mot muc tiéu rd rang c6 thé nhin thay
dwoc, boi vi muc tiéu la ngudn dong luc dé ngwoi ta diing cam
tien lén.
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THE GIGI CONG NHAN BINH NGHIA POI V3 THANH CONG:

THANH CONG CHINH LA THUC HIEN

CO Y NGHIA MUC TIEU DINH TRUGC

Trén thé qgidi chi co 3% ss ngudi tung dinh ra
muc tiéu cudc ddi ro rang va lau dai

10% s6 nguai |
O muc tiéu ro rang
nhung ngan han

60% s6 nguai
cé muc tiéu mo ho

Piéu tra tai truong
Pai hoc Yale (My)

64

27% s6 nquoi khong
c6 muc tiéu

'
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2- Vi sao ngugi ta khong xac dinh muc tiéu?

Ttr nho dén lon, thay gido va cha me déu day bao ching ta
phai xac dinh muc tiéu, ¢6 1€ ban ciing mudn xac dinh muc tiéu
cho twong lai ciia minh, nhung vi sao van con rat nhiéu nguoi
chi nghi thoi, ma lai khong lam, ct song cudc doi khéng c6 muc
tiéu nhu thé? Chung t6i da tim ra nam nguyén nhan chu yéu

dudi day:

Lo so that bai
Boi vi da c6 muc tiéu, thi sé c6 nguoi so sanh, kiém nghiém,
néu nhu khéng c6 muc tiéu thi sé khong co ngroi danh gia that

bai va bat loi cua ban.

S¢ bi nguwoi khac ché nhao

Boi vi trén thé gidi nay qua nhiéu nguoi khong cé muc tiéu,
cho nén khi ban c6 muc tiéu, vi nhu ban mudn tré thanh mot nha
l[anh dao, rat nhiéu nguoi sé ché nhao ban, noi rﬁng ban la nguoi
ngdc n6i mé, ndi rang néu ban cé thé trd thanh nha lanh dao, toi
thi ra sao, boi vi rot cudc trén thé gidi nay co 97% so nguoi khong
cO muc tieu.

Khong hiéu tam quan trong ctia muc tiéu

Rat nhiéu nguoi khéng biét trong tam cua cudc doi, khong
biét rang gia tri quan trong ctia cudc doi dén tir viéc thuc hién

muc tiéu, khong biét rang muc tiéu la budc ngoat cua cude doi.

Khong biét phuwong phap xiy dung muc tiéu

Nguoi ta khong biét cach lam thé nao dé xac dinh muc tiéu,
khong biét [am thé nao dé chon loc nhitng muc tiéu c6 gia tri,
va sau khi da c6 muc tiéu khong biét dung bién phap gi dé thuc
hién, phai mat bao nhiéu thoi gian dé thwce hién?
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Con rat nhiéu nguoi khong biét muc tiéu cia minh c6 chinh

xac khong, phai chang c6 thé thuc hién theo dugc, thire hién muc

tiéu nay sé gap phai nhirng tro ngai gi? Lam thé nao khi muc tiéu

thay do6i?
NAM LY DO CO BAN
KHONG XAC PINH MUC TIEU
&
E;'i:éf; o)
&)
g THAT B SRS B
KHIYAG PINK S Bl
MUC TIEY NGUOI KHAC
CHE NHAO
A
)
= 13_//
KHO
g Uiy
C ?UAN I UIVG r’Tf"
O \ET
> s
KHONG BIET My
TIEU CUA MiNH ¢6
CHINH XAC KHONG
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3- 10 diéu cé lgi cta viéc xac dinh muc tiéu
MUC TIEU SAN SINH THAI PO TICH CUC

Muc tiéu cho ban nhin thay bo bén kia. Tuy theo viéc ban
thirc hién cac muc tiéu nay, ban sé co thanh cong. Phuong phap
suy nghi hoac thai do cua ban sé chuyén bién theo hudng cang
tich cuc chu dong hon.

MUC TIEU LAM CHO CHUNG TA NHAN RO SU MANG,
SAN SINH DONG LUC

Co6 muc tiéu rdi, doi voi sy thire tinh trong long ban sé c6 mot
btic tranh rd nét, ban sé dem hét tinh lwc va tai nguyén vao con
dwong da chon.

MUC TIEU KHIEN CHUNG TA CAM THAY Y NGHIA VA
GIA TRI CUA SU TON TAI

Nguoi ta xtt ly cong viéc chu yéu quyét dinh ¢ viéc nhin
nhan muc tiéu ctia ban than nhu thé nao, néu nhu muc tiéu rat
quan trong, sé biét hét sttc co gﬁng.

MUC TIEU KHIEN CHUNG TA DEM TRONG DIEM TU
QUA TRINH CHUYEN DEN KET QUA

Thuoc do cuia thanh cong khong phai la da lam bao nhieu
cong viéc, ma la da thu dwoc bao nhiéu két qua.

MUC TIEU CO THE GIUP CHUNG TA PHAN RO NANG
NHE, HOAN GAP, NAM VUNG TRONG DIEM

Khong c6 muc tiéu, chung ta rat dé sa vao nhtrng su vu vo
b, tro thanh no lé ctia nhirng viéc vun vat.

MUC TIEU LAM CHO CHUNG TA TAP TRUNG TINH
LUC, NAM BAT HIEN TAI

Muc tiéu do6i vdi cong viée tredc mat ¢o tac dung chi dao. Vi
vay ma giup nguoi ta coi trong hién tai, nam viang hien tai.
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MUC TIEU CO KHA NANG PE CAO CAM XUC MANH
LIET GIUP CHO PANH GIA TIEN TRIEN

Muc tiéu lam cho suy nghi trong long chung ta duoc cu the
hoa, nang cao long nhiét tinh; muc tiéu dong thoi cung cap mot
loai tiéu chuan dé danh gia ban than, ban c6 thé can c khoang
cach ty minh téi muc tiéu bao xa dé danh gia tién bg, biét duoc

hiéu suat ciia minh.
MUC TIEU KHIEN MINH TRO NEN HOAN THIEN

Qua trinh hoan thién ban than, thuc ra la qua trinh phat huy
khong ngtrng cac tiém nang. Ma dé phat huy tiém nang, ban bit
budc phai hét strc cham cht vao nhitng wu thé ctia ban than ma
con sé co kha nang dén dap cao. Nhitng wu thé nay can thiét phai
dwoc phat trién théem mot budc.

MUC TIEU SAN SINH LONG DUNG CAM VA GAN DA

Long tin, dting khi va su gan da dén tir “Biét minh biét ta”.
Do6i voi muc tiéu va qua trinh thuc hién c6 nhan thic ro rang
thau dao, tat sé lam cho ban ung dung chféng voi vang, khong s¢

bién dong.

MUC TIEU LAM CHO BAN TRO THANH MOT CON
NGUOI THANH CONG

Nha triét hoc, nha tho My thé ky 19, Emerson ndi rang:
“Nguoi mot long tién lén theo hudng muc tiéu cia minh, ca thé

gioi déu nhuong 16i cho anh ta!”
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MUC TIEU SAN SINH THAI B0 TICH CUC

MUC TIEU LAM CHO CHUNG TA NHAN RO SU MANG,
SAN SINH DONG LUC

LL

MUC TIEU KHIEN CHUNG TA CAM THAY Y NGHIA
VA GIA TRI CUA SU TON TAl

MUC TIEU KHIEN CHUNG TA CHU TRONG DEN KET QUA

L.L

MUC TIEU CO THE GiUP CHUNG TA PHAN RD NANG NHE
HOAN GAP NAM VNG TRONG DIEM

N

MUC TIEU LAM CHO CHUNG TA TAP TRUNG TINH LUC,
NAM BAT HIEN TAI

il

MUC TIEU CO KHA NANG NANG CAO CAM XUC GIUP
DANH GIA KHA NANG PHAT TRIEN

"

MUC TIEU KHIEN MINH TRO NEN HOAN THIEN

MUC TIEU SAN SINH LONG TIN, DUNG CAM VA GAN DA

N N
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MUC TIEU LAM CHO BAN TRO THANH MOT CON NGUOI
THANH CONG

.
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g w

II- PHAM VI CUA VIEC XAY DUNG MUC TIEU

1- Sau linh vuc muc tiéu Ién
Su nghiep

Ban c6 wéc mo nhu thé nao, ban mudn lam nhiing viéc g,
dat dén két qua nhu thé nao, muc dich lam viéc cua ban la gj,
két qua nhu thé' nao, lam viéc gi c6 thé dem lai cho ban niém vui

khong gi so sanh...

Tai chinh

Néu nhu dung tién bac dé dong dém, 20 nam, 10 nam, nam
nam, ba nam, t6i c6 thé dat dén thu nhap ctia minh la bao nhiéu?
C6 sO du tai khoan ¢ ngan hang la bao nhiéu? Thu lai tir dau tu

la bao nhiéu? Con sO cang ro rang chinh xac cang tot.

Gia dinh

Gia dinh la cang vinh am ap ctia long nguoi, la su gitip d6 tng
ho co hiéu qua cua viéc chung ta thuc hién muc tiéu sy nghiép,
tién tai. Chung ta khong thé chi mot mye theo dudi sy nghiép ma
quén di gia dinh cta chung ta, su nghiép gia dinh phat trién hai
hoa la su theo dudi hoan hao ctia cude doi chung ta.

Hoc tap treong thanh

Giai doan hoc tap trong truong nhirtng tri thirc trong trueong
hoc chi dap tng duoc 10% yéu cau cho doi mot nguoi, con trén
90% tri thitc déu thu nhan dwoc o viéc hoc tap khong ngting
trong qua trinh truwong thanh sau nay, trong mot xa hoi canh
tranh quyét liét khac thuong nhu hién tai, muc tiéu hoc tap
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treong thanh la ngon ngudn cua sy nghiép thanh cong, cua sy
tich lay cua cai.

Méi quan hé

Trong mang lwdi lién lac gan nhu da chita dung tat ca nhirng
gi ban mudn c6, nguoi xdy dung va duy tri bao vé tét ngudn
mach lién lac, tren mot y nghia nao do la dang duy tri bao ve
duong tiép vién cua viéc con nguoi ta khong ngting tién budc
manh mé huwong toi muc tiéu.

Strc khoe
Néu nhw muc tiéu cta cai thém vao cho chiing ta vo so chiv

s “ 0", khong cd s6 “ 1” ding ¢ dau tién chiing ta cling chang
6 gi ca. Muc tiéu nghi ngoi sttc khoe chinh la cai s6 “ 1 ” nay.
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2- Nhin vé tuong lai, nhan ré khéi diém

Trong thuong truong, thanh cong vi dai nhat luén ludn bit
dau tir mét sé muc tiéu khong phu hop thye té. Khi dan chung
lan dau tién nghe noi ¢c6 mot thiét bi tinh xao c6 thé dwa con nguoi
bay trong khong trung giéng nhu chim, rat nhiéu nguoi cho rang
do la dieu khong thuc t€, cang khoi phai ban ¢é thé hay khong
ntta. Khi Fred Smith dua ra suy nghi cua 6ng vé dich vu chuyén
phat nhanh cach dém dén noi vdi giao su treong dai hoc Yale, 6ng
chi duwoc cho diém dat tiéu chuan mét cach mien cedong. Nhung
qua viéc khong duwoc moi nguoi nhin nhan dung tiép tuc khong
ngung no lwe trén con duwong nay, cudi cung 6ng da thanh lap nén
cong ty phat chuyén nhanh toan lién bang (Federal Express).

Tro lai thuec tai, khoi diém cta ban 0 dau, wu thé' va cac diém
yéu cua ban la gi, biét dugc ban than da nam ving nhiing khai
niém quan ly nao, co ky thuat chuyén mon gi? S¢ trieong ctia ban
than o dau, lam thé nao dé phat huy tot hon; so doan ctia ban
than ¢ dau, lam thé nao dé hoc tap nang cao? Ban du dinh sé st
dung nhitng hanh dong cu thé nao dé dat toi muc tiéu ctia ban?
Mat thoi gian may nam? Can bao nhiéu nhan lwc, vat luc... dé
dat duoc muc tiéu? Trude mat c6 thé sit dung nhitng cach thirc
cu thé la gi? Tra 10i nghiém tac cac cau hoi dudi day, dé tim thay
diém twa cho muc tiéu 1on lao ctia ban.

1- Tt hién tai nhin téi twong lai, ban mudn bay cao, bay xa bao
nhiéu? Ghi nho, phai dam nhu nga mo.

N S N S S G S S N S - S S S S G N - - S N (N S . N - N N o G G R R [ [ < R N N N A (R G N G o S N G S S I A o o S G N S S

2- Tro lai thuc tai, khoi diém cta ban ¢ dau, wu thé va diém yéu
cua ban la gi?

3- Ban phai hoc tap nhitng gi, ban phai nang cao nhting gi?

4- Ban phai dung phuong phap gi mai co thé dat duoc muc tiéu
cua ban?
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NHIN VE TUONG LAI,
NHAN RO KHOI1 PIEM

TU hién tai nhin vé tuong lai, ban mudn bay cao bay xa bao nhiéu?
Ghi nhd, phai dam nhu ngd ma.

Trd lai thuc tai, khdi diém cta ban 6 dau, uu thé va diém yéu cla
ban la gi’

Ban phai hoc tap nhiing gi, ban phai nang cao nhiing gi?

Ban phai dung phudng phap g mdi co thé dat dugc muc tiéu
ctia ban?
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3- Xay dung muc tiéu lay két thic dé bat dau

Xay dung muc tiéu, tir trén ma xudng, tir muc tiéu cuodi cung
ltui nguoc tro lai, lam cho muc tiéu beén dwdi thanh ra sy phan
giai cua muc tieéu bén trén. Muc tiéu thuc tién, tir dwdi ma 1én lai
lam cho muc tiéu bén dudi tro thanh su tro gitp doi voi muc tiéu
bén trén. Hoc cach phan chia muc tiéu ra, thanh titng muc tiéu
nho mot dé dé dang thuec hién trong titng giai doan khac nhau,
sau do tirng buoc giai quyét gon tirng cai mot, do la phuong
phap hiru hiéu dé thuc hién muyc tiéu cudi cluing.

%nu’i&tﬁ{,mngﬁw‘m @Mﬂﬁwtﬁé/’n&%
%&nﬁ&wn@c&&d&é@t&&ﬂwtﬁﬁw%ﬁd&nﬁmu&&@ﬁw
Vhénv thie nhat khang it tén than tang, cing khéng
G nqudi gan nhue phan né i, tham chi ngai bén vé duang
khéng muén di nita. Ma con cang nhin vé phia saw tink than
Vhém thie hai bict tén thén tang v quing diong,
kinb nghien wie dadn hank tinh, thai gian. Saw khi di diae
nqudic lai dic vé phia tudée. Khi di duace 3 /4 ci quing duang.
MWW@MH;WQ/W c&#&bﬁ@m@&ﬂm’{}%@
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Vham Hue ba khang chi bicl ten then tang. quang
duing, ma bén duding cit méi cay sé lai cé bien bdo, moi
ngudis vita di vita xenv et cdy s&, méi khi uit ngdn diae mat

y
i

Thuc nghiém nay noi voi ching ta, khong c6 muc tiéu, sé
[am cho mat phuong hudng; muc tiéu qua xa sé lam cho nguoi ta
cam thay xa voi khong véi téi duoce, cing nhu vay khién nguoi
ta cam thay mét moi mat di dong Iwe, vi thé, véi muc tiéu 16n lao
ciing phai hoa giai thanh muc tiéu giai doan cu thé co thé thyc
hién duoc.
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XAY DUNG MUC TIEU
LAY KET THUC PE BAT PAU

XAY DUNG
MUC TIEU

: MUC TIEU CUOI CUNG (60 NAM SAU)

(5 NAM)

v MUC TIEU NGAN HAN

N (1-3 NAM)
b MUG TIEU NAM NAY
&  MUCTIEU

THANG
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4- Nam nguyén tac clia viéc xac dinh muc tiéu
Cu thé 1o rang

Bi quyét cua xac dinh muc tiéu la hai chtt “ré rang”, muc
tiéu dé thanh cong, nhat thiét phai ro rang. Ciing c6 nghia la,
khong phai la hinh thttc nao d6 ctia cudc séng, vi nhu: cudc
song tot dep, nhitng ngay thang hanh phtic..., ma phai la tung
viéc ting viéc cu thé moét. Lon chiing nao, bao 1au, s luong,
thoi gian.

Cu thé héa bang con s6

Khong thé luong hoa thi khong phai la xac dinh muc tiéu. Vi
nhu thu nhap, muc tiéu lwvong thang la mot ngan té hay la mot
ngan nam tram t¢; mudn mua maot chiéc xe, loai xe gi, bao nhiéu
tién, mau gi, khi nao mua? Chi ¢6 lwong hda, mdi co the do dinh,
mai c6 thé tich lay.

C6 thw thach

Rat nhiéu nguoi bao thu, ho s¢ khi du dinh muc tiéu qua
[6n; néu nhu khong thuc hién duoc, ho sé tré thanh ké that
bai. Cho nén, khong muon tro thanh ké that bai, ho dat muc
tiéu rat thap, khong c6 chut thach thitc nao. Nhung su that
A néu ban ngam ding ngdi sao, thi chi it ban ciing c6 thé
ban trang c6t dién, néu nhu ban ngém dung cot dién, ban
¢ thé sé ban xudng dat, ban vao cot dién con tot hon la ban

xudng dat.

Két hop dai ngan

Can phai c6 muc tiéu dai han, cing can phai c6 muc tiéu
trung han, ngé’in han. Tham chi 12 muc tiéu nho moi tuan, moi
ngay, cac muc tieu nho déu duoc chia ra tir muc tiéu lon, cac muc
tiéu 16n déu la sy tich Ity tir cac muc tiéu nho, chi c6 két hop 16n
nho, dai ngan, méi c6 thé du thoi gian dé tiéh hanh thuc hién

muc tiéu cudi cung cua cudc doi.
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Gidi han thoi gian hoan thanh

Tat ca cac muc tiéu da c6 deéu phai duwoc hoan thanh trong
mot thoi gian nhat dinh thi méi c6 y nghia, néu khong thi co muc
tieu cting nhuw khong co6 muc tieu vay. Vi nhu “Toi phai dat toi
murc luong 500 triéu mot nam” thi khong phai la muc tiéu co han
dinh vé thoi gian, ban c6 thé dat dwoc tai thoi diém mot nam sau,
cting c6 thé dat duoc tai thoi diém 10 nam sau, ma 10 nam sau
“luong 500 triéu mot nam” do6i voi ban chac sé chﬁng con y nghia
gl. “Toi phai dat duoc lwong 500 trieu mot nam, vao ngay nay
hai ndam sau”, day moi la mot muc tiéu ¢6 han dinh vé thoi gian.
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“BURN LY MUCTIED,

I1I- XAY DUNG MUC TIEU NHU THE NAO?

1- Chuan bi muc tiéu

Gia nhu khong that bai:

Ban mudn mot cudc doi nhu thé nao?

Ban mudn mot gia dinh va s nghiép nhw thé nao?

Ban mudn co tai san nhw thé nao?

Ban mudn tré thainh mét nguwoi nhw thé nao?

Mac strc ma mo wdc, moi nguoi déu co quyén mo udc. Pem

udc mo ghi lai, sé bién thanh muc tiéu cta ban, sé bién thanh

Nnguoi dan duong cta cugc doi. Pirng lay diéu kién hién tai cua

ban dé xay dung muc tiéu. Ma la ban mudn c6 diéu kién gi, tir

diém cudi cung cua cudc doi ban twdng twong lai. Ban sau 60

tudi, trong sau linh viec 16n cua cudc doi, sw nghiép, tai san, cudc

song gia dinh, treong thanh hoc tap, moi quan hé, strc khoe, ban

uwdc mudn vé cac mat nay nhu thé nao?

vOI MOI MUC TIEU, HAY TU HOI LONG MINH:

Pay co that sy la muc tiéu
cua toi khong?

Toi 6 that su hy vong thiét
tha khong?

Muc tiéu nay co trai luong

tam khong?

Co lam cho toi vui ve
khong?
Co lam cho toi khoe hon
khong?
Co lam cho tdi sung tuc
khong?
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Cé mau thuan va xung
dot voi cac muc tieu khac
khong?

T6i cO nén toan tam toan y
dau tu vao khong?

Co thé tuwong tuong duoc
tinh hinh cua viéc dat dwoc
mulc tieu nay khong?

Co lam cho téi quen
biét nhiéu ban be hon
khong?

Co lam cho t6i cam thay
an toan khong?

Co lam cho toi va nguoi
khac gap go thoai mai
hon khong?
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Vi SAQ PHAI THUC HIEN
MUC TIEU NAY?

VIET RA MUC TIEU

MUC TIEU NHAT DINH PHA CHUAN BI
RO RANG, CO THE BO BEM BUQC MUCTIEU

MONG BOI VA HAM MUON
THA THIET
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2- Phan tich muc tiéu

Ky han cuaa viéc xac dinh muc tiéu

Khong c6 ky han sé khong c6 muc tiéu, sé vinh vién khong
toi dugc bo bén kia ctia thanh c¢ong. Ky han do dwoc sy tién
trién ctia muc tiéu, kich thich dong luc khong ngiing tién dén
muc tieu.

Phan tich diém khéi dau cta ban

Khoéng c6 ly tuong, sé khong c¢6 phuong huodng tién lén.
Khéng c6 diém khoi dau, sé khong biét bat dau tir dau dé quy
hoach hanh trinh ctia minh. P4 cé ban d6 va la ban, van danh
chiu lac mat phuwong huwdng, chi khi ban biét r6 rang vi tri hién tai
cua minh ¢ dau, ban do va la ban mai c6 thé phat huy tac dung.
Hoi ban than minh nhiing cau hoi dwdi day, dong thoi viét ra,
tién hanh do6i chiéu véoi muc tiéu cua ban, dé tim ra su khac biét.

- Toi co kha nang va thien phu gi?

- Uu thé& chu yéu cua toi 1a gi?

- Khuyét diém va diém yéu nhat cua t6i la gi?

- Toi da ting co thanh cong duoc ghi nhan?

- Thoi dai va hoan canh cua t6i cé nhirng co héi gi cho t6i?

- Téi giao tiép voi nhitng nhan vat nhu thé nao?

- Vi su hop tac t6i muon thu dwoc két qua gi?

- Tri thitc va k§ nang cua t6i, da theo kip tién b ctua thoi dai?

Xac nhan tro ngai cua viéc thuc hién muc tiéu

Nguoi ta khong phai vi kho dau ma séng, la vi hanh phtc
madi song, thé nhung dau kho lai di kem voéi cudc doi con nguoi.
Xac nhan chuong ngai, la vi lo truede khoi hoa, thong dong khong
vOi vang. Pong thoi phai nho ky: chudng ngai dén dé giup chiung
ta hoc tap truong thanh, ma khong phai dén dé ngan tro chung
ta, qua trinh dat toi muc tiéu, thuc ra chinh la qua trinh khic

phuc tro ngai.
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KY HAN CUA VIEC CHE BINH
THUC HIEN MUC TIEU

PHAN TIiCH
DIEM KHGI DAU CUA BAN

ROt cudc i ¢d kha nang va thién phi gi?
Uu thé chi yéu cla toi 12 gi?

Khuyét diém va diém yéu nhat cla ti 13 gi?
T6i da ting co thanh cong dudc ghi nhan?
Thdi dai va hoan canh hién tai c¢o nhiing cd hoi
gi cho toi? F
Toi giao tiép vdi nhiing nhan vat nhu thé nao?
Vi sit hap tac t6i mudn thu dudc ket qua gi?
Tri thiic va ki nang cla t0i, da theo kip tién b
clia thai dai.

-

XAC NHAN NHUNG CHUONG NGAI
CUA VIEC THUC HIEN MUC TIEU

CHUAN B
MUC TIEU
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3- Tim kiém giup do

Xac dinh nhitng tri thirc va ky nang can thiét dé dat tGi
muc tieu

Phai phan tich diém khoi dau caa ban than ban, véi hoan
canh va diéu kién hién tai cua ban & dau, dé dat duoc muc tiéu
nay can phai cé nhitng tri thirc chuyén moén nao? Ban da chuan bi
nhiing tri thirc g1? Ban con can nhiing tri thitc chuyén mon nao?
Lam thé nao dé gianh duoc nhiing tri thiic nay? Dong thoi xay
dung ké& hoach hoc tap tuong ting, mdi 1an hoc xong, déu phai
lam tong két, ban da hoc duoc nhiing gi? Lam thé nao dé ung
dung vao trong cong tac hién nay. Khéng ngirng hoan thién ban
than, dé dat t6i muc tiéu cua ban hay lam cong tac chuan bi mot

cach day du.

Xac dinh muc tiéu nao cin c6 su gitp d6 cta moi nguoi

va doan thé

Phai xac nhan nhitng nguoi hoac doan thé cé gitip d6 minh
thue hién muc tiéu, diéu dong hét murc tat ca nhimng luc luong
va nhan to c6 thé diéu dong duoc, dé giap do ban than thuc hién
muc tiéu, vi nhu hiép hdi chuyén moéon, hiép hoi nghé nghiép,
thay giao, chuyén gia, nhitng nguoi thanh cong trong nghe nay.
Tim cach moi nhitng nha chuyén mon tuong doi thanh cong
trong linh vie nay dén giup do ban. Dong thoi, c6 duoc s tng
ho ctia nhitng nguwoi than trong gia dinh cting la dong luc httu

hiéu dé nhanh chong dat toi muc tiéu.

Cach tién hanh va phwong phéap tim ra cach giai quyét
chuwéng ngai ctia viéc ché dinh thwe hién muc tiéu

Phai ttr viéc thuce hién muc tiéu ma xay dung chi tiét cach
tiéen hanh va phuong phap tim ra cach giai quyét chudng ngai.
Néu chudng ngai rat 1on thi phai tim ra toi thiéu nam phuong an

giai quyeét.
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Nhiing tri thiic va ky nang can
thibt dé dat dugc muc fiéu.
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4- Truc quan héa muc tiéu
Ké hoach xdy dung muc tiéu

Phai xay dung ké hoach thuc hién muc tiéu, ké hoach nay
tot nhat c6 thé phan chia dén ting nam, tirng thang, ting tuan,
tham chi la tirng ngay.

Hanh dong ngay bay gio

Can ctr vao muc tiéu cua ban than ma hanh dong ngay lap
tirc. Khong c6 hanh dong, ké hoach c6 hay dén may cang chi la
nam mo gitta ban ngay. Pung nén tri hoan, dung co “ dé sau”,

lam ngay lap tuirc, lam ngay bay gio.

Hinh anh hoa muc tiéu

Tuong tuong cam giac sau khi hoan thanh muc tiéu, dé ban
than dam chim trong niém vui suéng tuyét voi nay. Trong long
hay phac hoa nén mot birc tranh r6 nét ciia ban quy hoach cudc
doi, tr d6 nay sinh dong luc thuc hién muc tiéu va long quyét
tdm khac phuc tré ngai. M6i sém ban thitc day ra khoi givong
la c6 thé nhin thay muc tiéu ctia minh, hiéu biét rd nét muc tiéu
cua minh, ngay ca dén toi khi di ngua cting sé luu lai trong oc
nhitng thit nhw vay, nhac lai méi ngay, dui chuwa dén thanh cong,
tin tuong chac chan rfing minh chﬁng con cach thanh cong bao xa
ntta. Puong nhién khong phai chi viéc dé nhitng biéu ngtt nhuw
thé nay thi sé cé cong hiéu than ky nhu thé, thanh cdng khong
phai sy ngau nhién, nhat dinh phai thyc sy nod luc, khong thé
la dau co truc loi! Hoat dong caa tiém thuc dén tir nhivng hinh
twong noi bat. Gia du ban mong uwdc vao nam nao, thang d6 mua
mot chiéc xe, ban hay miéu ta that rd rang mau sac kiéu dang...
cua chiéc xe nay, dong thoi tim nhiing birc anh cu thé, dan 6 trén
“ bang mong udc ” ctia ban, d€ dan duong cho tu duy cua ban
suy xet tr phuwong dién nay:.
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KE HOACH XAY DUNG MUC TIEU
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IV- SAU BUGC CO BAN

CUA VIEC PHAN CHIA MUCTIEU

Cau chuyén chia sé
“LAM THE NAO QUYEN GOP BAY TRIEU PO LA MY”

Mat vi tien st My tén la “Kabewt Shule, trong hoan
nawy duo tadn gid xay dung la bdy tiéw dé la Mg,

Gien st Shule tuede ticn viet mat ke haach tén mat to
éﬁmﬁé&w@“ﬂgdy é&fgp triw do faﬂ%t}; L M@Mmﬂﬁv
quyén gép mét triéw da la Mip; tim 14 khadn tien quyén gép
50 van di la C)’?/Zg/; tim 28 %ﬁwt&ﬁf@ww25 van di
&J/W’“&}; tim 70 %ﬁﬂnﬁ}bwémw 10 van dé la W@}; tim
100 khodn ticn quyén gép by van dé la “Mi: tim 140 khodn
H&ng&pﬂﬁ}wuﬂwd&%{H@; tim 280 M@MW
Wﬁm} van weai dé la LW; tim 700 &M@%Wﬂgﬁp
mat van dé ﬁaf(?%(;p.

@ng ta da dem mue tiw lan by tidw da la M nay,
chia cdt thank mue tiéw ngay cang nhd, cudi cing chia tdi
mat méﬁfﬂat}?/&; Wi %@?WWW!W u&wtﬁifﬂxc}w
mmwfeﬁvtﬁuw%wmﬂﬂ%dgxdcmg/z&%m o6, Cip
nhue vay, Gng quyén gop titng khadn maét van dé la My mét,
titng cham tiong giot ma: gam gép, tidi qua 12 ném, mét toa
théanh ducng thiy tink lan cé: sie chuta trén mat van ngudi véi
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gid thanh xay dung cudi cing la 20 triéw da la Mg da hoan
thanh. “Goa dai thank dudng thiy tinh nay da té thanh kiy
tich u@%ﬂﬁdféh&w Mm&ﬁ@mmﬂ%m cing da

s thank thilng cinb du lich cia Califownia: !

/
/

Mot con s6 lon duong nhu khoé thuce hién, nhung dem no
chia cit ra thanh vé s6 muc tiéu nho, khi thuc hién sé khong
con la viéc qua kho. Moi ngay thuwc hién mot muc tiéu nho,
ngay thang tich Ily, ban sé c6 thé thu dugc thanh cong 16n cua
doi nguoi.

Thé'thi, lam thé' nao dé phan tach muc tiéu day? Co6 thé dung
sau budc co ban tién hanh: qui hoach ban ké hoach cudc doi cua
ban; thiét lap muc tiéu trung han ngﬁn han; xac dinh muc tiéu
theo nam; dem muc tiéu nam phan chia dén thang; dem muc
tiéu thang phan chia dén tuan; dem muc tiéu tuan phan chia

dén ngay.
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e

BUGC 1. QUY HOACH BAN KE HOACH cudc O

]

BUGC 2: XAC DINH MUC TIEU TRUNG HAN VA NGAN HAN

BUQC 3: XAC DINH MUC TIEU THEQ NAM

BUGC 4: DEM MUC TIEU NAM PHAN CHIA THEQ THANG

BUGC 5: DEM MUC TIEU THANG PHAN CHIA THEO TUAN

BUGC 6: DEM MUC TIEU TUAN PHAN CHIA THEO NGAY
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1- Buéc 1: Quy hoach ban ké hoach cuéc d&i ctia ban

Bay gio ban da hiéu nam qua trinh 16n cta viéc xac dinh muc
tiéu, tiép theo sau day ching ta bat dau phan tich cu thé muc
tiéu, trude khi ban bat tay vao quy hoach ban k& hoach cudc doi
cua minh, hay tham khao mot phuong an mau. Chta nhan clua
no6 la Triéu Phong, nam, ndm nay 32 tu6i, tudi tré co trién vong,
[a Pho tong giam doc kinh doanh cua mét tap doan giao duc, dé
chung ta xem, Triéu Phong da quy hoach ban ké hoach cudc doi
minh nhw thé nao.

PHUONG AN MAU

Muc tiéu dai han
(trong 10 nam)

Muc tiéu cuoi ciing ciia
cudc doi (sau 60 tudi)

hoi han
Muc

SU

NGHIEP

1. Trd thanh nha doanh
nghip hang dau thé gidi.

2. Dat dudc giai thudng vinh
danh nghé nghiép cao nhét
clia nha nudc.

3. Dua cong ty trd thanh tap
doan gido duc co slc anh
huéing trén thé gidi,

1. Thiic day cong ty trd thanh
mot trong cic co cAu gido
duc ni tiéng nhat chau A.

2. Thuc hién san lugng nam
clia cong ty dat dén mot ty
nhan dan te.

3. Tro thanh mét trong nhiing
chuyén gia quan 1y kinh
doanh quyén uy nhat chau A

TAI
SAN

Ca tai san trén 50 triéu nhan
dan té".

Tai san ca nhan dat tdi trén
10 triéu nhan dan té.

" Nhan dan té: tén goi dong tién Trung Qudc, 1 nhan dan té = 3.350 VND.
(Ti gi théng 10/2011)
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GIA
DINH

1. Mdi tuan gia dinh tu hoi
mot 1an (con chau ba thé hé
gap g0 vui ve).

2. Moi thang it nhat c6 thoi
gian 10 ngay 0 vdi gia dinh
nguoi than.

1. It nhat mot tuan mot Ian
an com cung vadi cha me.

2. Con cai uu td, cha me
manh khoe, ca nha hoa hdp
VUi Ve.

HOC
TAP
TRUONG
THANH

1. Tré thanh gido su thinh
giang cua trén 20 trudng dai
hoc trong ngoai nudc.

2. Tinh tong cong sé xuat ban
trén 15 tac pham chuyén
nganh. Sau bo tai liu giang
day ghi am ghi hinh, trong
do luong phat hanh mot triéu
ban/mét cudn.

3. Truc tiép, gian tiép giup do
10 van ngudi thang tien va
truang thanh.

1. Thi tién sT quan Iy cong
thuong va nhan dugc hoc vi.
2. Xuat ban séu tac pham
chuyén nganh, hai bo tai lieu
giang day ghi am ghi hinh.

3. Dam nhan gido su thinh
giang cua ba trudng dai hoc
trong nudc.

MO
QUAN
HE

1. C6 quan hé mat thiét véi
20 vi gi4o su danh tiéng trong
ngoai nudc.

2. Tr§ thanh ban tot cla 20
nha doanh nghiép ndi tieng
Trung Qudc.

3. Co tren 20 nguoi ban la
cac nha doanh nghiép hang
dau clia moi nai trén thé gidi.

1. C6 quan hé méat thiet véi
10 nha doanh nghiép tén tudi
trong nudc.

2. C6 quan hé mat thiét véi
ba nha doanh nghigp ndi
tiéng thé gidi

3. Co 10 nha doanh nghigp
dinh cao 13 ban tot.

SUC
KHOE

1. Sdc khée tot, khong co
benh tat.

2. Tinh Iyc doi dao, mdi tuan
dinh ky chdi bong cac loai.

1. Mdi thang chai gbn mit
lan, mot nam mot 1an leo ndi.
2. Moi nam dua nguoi than
di du lich nudc ngoai hai Ian,
trong nudc hai lan.
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Theo phuong phap ¢ trén, suy nghi xdc dinh tht ban ké

hoach cudc doi cua ban.

HAY LUYEN TAP NGAY

hoi han
Muc

Muc tiéu cudi ciing clia
cudc doi (sau 60 tudi)

Muc tiéu dai han
(trong 10 nam)

SU
NGHIEP

TAI
SAN

GIA
DINH

HOC TAP
TRUGNG
THANH

MO
QUAN
HE

SUC
KHOE
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2- Budc 2: Xac dinh muc tiéu trung han va ngan han ciaban

Triéu Phong da xac dinh muc tiéu cudi cung cua minh (sau

60 tudi), bat ddu quay lai suy tudng, xdy dung muc tiéu dai han

cua minh (10 nam), muc tiéu trung han (5 nam) va muc ti€u ngan

han (1-3 nam). Tham khao muc tiéu cua Trieu Phong, suy tuong

mot chit moi mot giai doan muc tiéu ban mong mudn dat duoc,

hay dem ching viét ra.

PHUONG AN MAU
hoi han Muc tiéu trung han Muc tigu ngan han
Muc (trong 5 nam) (trong 1-3 nam)
1. Thiic day cong ty dat san | 1. Thiic day cong ty dat san
lugng nam trén 500 triéu. ltong nam trén 200 triéu.
SU 2. Trd thanh mdt trong nhiing | 2. Trd thanh mét trong cAc co
HGH‘IEP chuyén gia kinh doanh cd stc | dong cta cong ty.
i dnh hudng nhat cla Trung | 3. Bdi dudng dugc 10 vi phd
Qudc. tong giam doc kinh doanh clia
cac cong ty con.
1Al Tai san ca nhan vugt 5 triéu | M8i nam sau thué thu nhap
; nhan dan té. khong duoi 1,5 trieu nhan dan
SAN ;
te.
1. Dinh cu Thuong Hai, mua | 1. Sinh mdt dda con khau
e mot can hg 200 m? khinh déang yéu.
: 2.D6n cha me dén Thugng Hai | 2. Mdi nam vé Con Minh tham
DINH G cung. cha me hai lan.
3. Gilip vg md dugc tra lau.
I. Mdi ndm tham gia boi | 1. M6i ndm tham gia boi
- ~ A A - " n A
HOC TﬁP dudng chuzen Jmun 10 lan, | dudng chu;ien [nun 10 lan,
TRUGNG doc 100 cuon sach. doc 100 cuon sach.
: 2. Xuat mot cudn tac pham | 2. Gianh hoc vi MBA.
THARK chuyén nganh, mot bo tai liéu | 3. Mdi nam 10 xudt dién
giang day ghi @m ghi hinh. giang
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1. Trd thanh ban ctia 10 nhan

1. Lam ban vdi nam nha

Mo vat chuyén [nﬁi gidi. doanh nghigp ndi tiéng trong
QUAR 2. Quen biét {U nha doanh | nudc.
R nghiép tén tudi trong ngoai | 2. Trd thanh ban cla nam
HE nudc. vi chuyén gia cung linh vuc
nghé nghiép.
? 1. Moi ngay tap luyén mot | 1. Moi tuan chai bong ban
NGHI tibng hai tiéng,
NGOI 2. M6i tuan dénh béng ban | 2. Mdi nAm dua ngudi than di
suc hai lan. du lich nudc ngoai mot lan.
KHOE 3. M6i nam cling ngudi nha ra

ngoai du lich hai lan.
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Dién vao muc tiéu trung han va ngan han cua ban.

HAY LUYEN TAP NGAY

hoi han
Muc

Muc tieu trung han
(trong 5 nam)

Muc tiéu ngan han
(trong 1-3 nam)

SU
NGHIEP

TAI
SAN

GIA
PINH

HOC TAP
TRUONG
THANH

MO
QUAN
HE

NGHi NGOI
SUC KHOE
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3- Budc 3: Xac dinh muc tiéu nam ctia ban

Trieu Phong xac dinh muc tiéu sy nghiép nam caa minh ttr
ba goc do chi tiéu tai vy, chi tiéu khach hang va chi tiéu quan ly,
anh kha chu trong nhitng con s6 biét noi, hwéng phat trién cua
két qua, dong thoi quy hoach trudc phuong phép va cach thic
dat dugc muc tiéu, mo6i mot muc tiéu déu co thoi gian an dinh,

tién cho viéc tim kiém va kiém tra két qua.

PHUONG AN MAU
Thai Hoan
w $0 sl Phuong phap va gian | thanh
g [ céch tién hanh ddu | dénh dhu
cuoi vV
Muc | Chi 1- Thu nhap 80 tridu. | 1- Nghién citu phat trién | 6-10
tieu | tiéu i gOp 24 triéu. hai san phﬁm £ao cﬁf:}. thang
nghiep nhap 40 triéu, 1ai gp | 2- Nghién citu phat trién | 3-6
CONg 14 trigu. hai san pham trung cdp. | thang
VIgC * Nghip vu mdi thu 20 M5i cai
tigu, 2 gp bON U, | 3. 14 mang § sau khu | 1-12
* Khach hang mdi thu | e mei BAc Kinh, Thign | thang
2- Tien mat hoi khoan | phgc Chau, Thanh 6.
0% 4- C3i thién khéch hang | 1-3
3- Giam gia thanh 9%. | o5 yay dung doi neii dich | théng
4- Khoan (ing thu bang 0. vu khach hang bach kim.
5- Phét trien 20 dai ly| 3-9
thugng mai mdi. thang
b- Tuyén dung 70 c0 Van 3
hoc tap. thang
7- Hoan thanh s6 tay | 1-6
hudng dan khach hang | thang
stfa [0i.

99

ttp://tieulun.hopto.org



100

http://sachviet.edu.vn

8- Ding phudng phap | Hang
tich hidu phi luan tién | tuan
hanh quan 1y.
Chi Miic dd khach hang vira | Bdo dam pham chat | 1-12
tieu vy 99%. khoa trinh, nang cao chat | thang
khach ligng hdi nghi, mdi Ian
hang tﬁng két hoi nghi sau do
|4p tlic chinh Iy sifa doi.
Ty I8 mat khach hang | S0 dién thoai khiéu nai | 1-12
1%. chuyén sang dién thoai di | thang
dong cla ban than. Giai
quyét van dé ngay tir dau.
Xay dung quy tic thudng
phat cta dich vu khach
hang.
Ty 18 mua hang |ap lai | Tang cutng nang luc | 1-12
70%. cham soc khach hang, | thang

kip thoi gidi thiéu san
pham mdi.

Ty 18 khach hang gidi
thiéu truyén tiép 80%.

1. Bem dién thoai tiéu thu
chuyén thanh dién thoai
¢6 van kinh doanh.

2. Thanh I3p hgi dong hoc
G cac dia phuong.

3. Gia tang dich phu
khach hang kém theo.
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Chi
tieu
quan

Td chilc boi dudng nhan
cong 200 gid.

Thit Ba hang tuan theo
& tien hanh ba tigng boi
dudng tir 17 gid - 20 gid.
MBi thang mdt lan rén
luyén ky nang chuyén
mon toan thé can bd
nhan vién.

1-12
thang

Chap hanh ché do 13
100%.

Hang ngay kiém tra trén
cubc hop sang t0i va tu
minh kiém tra.

1-12
thang

Boi du@ng nam nhan tai
tﬁng thanh tra.

1. Lam tot viéc hoc tap va
thi ct.

2. Hang thang tap trung
giao It bdi dudng.

1-9
thang

BGi dudng 10 gidng vien
phat trién.

Mdi quy trong hoat dong
hudn luyén gidng vién
chon loc cac nhan tai.

3-9
thang

Miic d6 nhan vién hai
long 100%.

Chap hanh luu trinh hoi
hop ba vui bon mdi.

1-12
thang
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Hay xay dung ngay muc tiéu sw nghiép cua ban nam nay.

HAY LUYEN TAP NGAY
Thoi Hoan
Loai 3 Ndi dung muc tiéu Platong padp vl gian | thanh
| TR cach tién hanh dau | danh dau
Cuoi v

Muc
tiéu
Su
nghiép
cong
VIEC
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Cudc doi con nguoi khong phai chi co su nghiép, ching ta
lam viéc hiéu qua cao, cudc sdng can bang, ngoai cong tac su
nghiép ra, cing phai dé ban than vui vé hai hoa! Hay xem Triéu
Phong xac dinh muc tiéu cudc séng nhuw thé nao...

PHUONG AN MAU
Thoi Hoan
BEY N ~ Phuong phap va gian | thanh
Loai Noi dung muc tieu L 2 o
mm cach tien hanh dau | danh dau
Cuoi v
Muc 1 | Thunhap sauthué motnam | Hoan thanh muc tidu cong | 1/1 -
tieu tai trén 100 van. viec va muc tiéu loi nhuan. | 30/12
san
Cubc | 1 |Dén cha me dén Thugng | Vg di don. 1/9 —
sing Hai. 30/9
ga | 2 | Muamdtchibcxeconmdi | 1. Tim hifu tu van vé xe méi | 1/12-
dinh 30 van & lam quy hoach trudc. 30/12
2. Két qua cong viéc dat
chuan hang théng.
3 | Haituan cling vo xem phim | Liét ké vao nhat ky hanh | 1/1-
mét 1an, hai 1an di an nha | dong 30/12
hang.
Hoc 1 | Dang ky du thi MBA. 1. Tra duyét tai ligu chon| 1/1 -
tap trudng hoc. 30/12
trudng 2. On tap chuan bi thi ¢l
thanh | 5 | M5i tudn doc xong tam | Viét vio nhat ky, méi tudn ty | 1/1—
cudn sach va ghi chép. minh kiém tra. 30/12
Moi | 1 |Trdthanh ban clia hai nha | 1. Lam quen trong céc khach | 1/9 —
quan doanh nghiép ndi tiéng | hang. 30/9
he trong nudc. 2. Nha ban bé gidi thiéu 1am
quen.
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Nghi
ngoi
sic
khoe

Bi du lich Hong Kong mot
ln.

Di Thiéu L&m ty du lich
mit Ian.

Mdi tudn choi hai tiéng
bong ban.

Quy hoach thdi gian trudc.

/1~
30/12
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Xay dung ngay muc tiéu cudc sdng cua ban nam nay.

HAY LUYEN TAP NGAY

Thoi Hoan
| So N B Phuong phap va gian thanh
Loai Noi dung muc tieu B 3 N
[ cach tien hanh dau | danh dau

cuoi v

Muc
tiéu
tai

san

Cudc
£
song
gia
dinh

Hoc
tap
trudng
thanh

Nghi
ngai
siic
khoe
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4- Budc 4: Dem muc tiéu nam phan chia theo thang
Xay dung muc tiéu thang

Can ct ké hoach muc tiéu nam cta ban lai phan chia dén
tirng thang, tim cach thuc hién, dong thoi tién hanh tong két
danh gia hang thang.

Khi phan chia muc tieu nam theo muc tieu thang, phai git
dwoc su thong nhat ctia phwong hwdng muc tiéu tong thé, noi
dung trén dwdi nhat quan, dam bao viéc thuc hién muc tiéu tong
thé. Viéc phan chia muc tiéu tiéh hanh theo nguyén tac twong
trng sau linh vuc 16n: sy nghiép, tai chinh, cudc song gia dinh,
hoc tap trwdng thanh, moi quan hé, nghi ngoi stec khoe. Muc
tiéu thang cudi cung déu phai thé hién viéc dat téi muc tiéu nam,
dong thoi dam bao viéc thie hién muc tiéu tong the.

Trong phan chia muc tiéu, con phai chua y dén cac diéu kién
can thiét cua viéc phan chia muc tiéu va cac yéu to han ché, nhw
nhan luwc, vat lug, tai lyc va diéu kién hop tac, bao dam ky thuat,
thoi gian nghi ngoi va cac nhan té khac ntta. Trén ndi dung va
thoi gian gitta cac Iinh vuc muc tieu phai hai hoa, can doi, va
phat trién dong bd. Viéc biéu dat cua phan chia muc tiéu cling

phai tom tat rd rang, cu thé va thoi han hoan thanh ctia muc tiéu.

Danh gia tinh hinh hoan thanh muc tiéu thang

1- Lay muc tiéu dau thang dé danh gia tinh hinh hoan thanh
muc tiéu thang nay cua ban, néu da hoan thanh roi, phan tich
nguyen nhan va thanh qua ctaa viéc hoan thanh, dem nhting
phuong phap tot tong két va lam cho tot hon, dé tich liy nhiing
kinh nghiém thanh cong nham dat dwoc muc tiéu cta thang toi.

2- Tim ra nhitng muc tiéu chwa hoan thanh, suy nghi tim toi
ti mi nhitng nguyén nhan va tro ngai ctia viéc chua hoan thanh.

3- Tim ra d6i sach va phwong phap khac phuc tro ngai,
thong qua viéc ty hoc ctia ban than hoac xin ngwoi khac chi bao,
dé lam chuan bi cho viéc dat dwoc muc tiéu sau nay.

4- Thang nay cé gi sang tao va thu hoach, tiép tuc duy tri.
106
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DEM MUC TIEU NAM VA KE HOACH CONG TAC
TIEP TUC PHAN CHIA DEN TUNG THANG

CAC MUC TIEU THANG KHAC

Quan Iy Gia  Hoctdp Mo Nghi

MUCT'F” SU NGHIEP taisan > dinh > trudng > quanhé > ngoi sic
(CONG VIEC) thanh khoe

MOI CUOI THANG NHAM VAO MUC TIEU THANG NAY
TIEN HANH TONG KET

Tinh hinh Nguyén nhan Doi sach va Poi mdi va

hoan thanh } va trd ngai cua ) phudng phap . thuhoach

muc tiéu muc tiéu chua = khac phuc clia thang
thangnay  hoan thanh cac trd ngai nay
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Chung ta hay tiép tuc xem muc tiéu thang cua Triéu Phong

ciing nhu tong két thang cta anh ay.

van.
Lai gop 120 van.
Nghiep vu mdi thu
200 van.

Lai gop 60 van.
Khach hang mai thu
200 van.

Lai gop 60 van.

kinh doanh dac biet cho
gidm doc tiéu thy”.

3. Chi nhanh cong ty Bac
Kinh khai truong, nhan
vién vao vi tri

4. Ky hop dong thudng mai
vdi hai dai Iy, cU giang
vién dén ¢ dé boi dudng
phu dao.

5. Thao xong s0 tay dich vu
st 16i cho khach hang.

PHUONG AN MAU
Hoan
| Caphbic N _ Phuang phap va thanh
Loai A Noi dung muc tieu . , Y & o
trong yeu cach thic danh dau
Vv
CHI Thu nhap 800 van | 1. Dua ra san pham chét
TIEU té. lugng cao hang muc LDL.
CONG L5igbp 240 van. | 2. Dua ra san pham tam
The Nghiép vu ci 200 | trung thit hai “Huan luyén

Tién mat chuyé{n vé
tai khoan 800 van.

Dua vao thiét 13p quan hé
muc tieu nhan vién nghiép
vu bac A vdi tién thudng.

Giam gia thanh 5%.

Tat ca cAc chi tiéu nghiém
tlic chap hanh theo du toan.
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Mc do hai long cla
khach hang 99%.
Ty 18 that thoat 1%.

Dam bdo chat luong khéa
trinh va chat lugng moi
|an hoi hop, hop xong tong
két chinh 1 stia doi hoan
thién.

Ty & khéach hang
quay lai 80%.

S6 dién thoai tu van khach
hang chuyén sang so di
dong cua ban than.

Ty & khach hang
oidi thiéu truyén tiep
80%.

To chic hdi ban hoc
Thugng Hai, tién hanh thi
d4u ban bia.

BOi dudng nhan vién
20 tiéng.

Mdi thi ba theo 18 tién
hanh ba tiéng boi dudng
17h-20h.

Ngay 19 toan thé nhan
vién tham gia huan luyén
kinh doanh tieu thu mot
ngay.

Ché do chap hanh

Mdi ngay hop sang toi

100%. kiem tra.
CAC | QUAN LY TAI SAN M@ tai khoan tai ngan hang Hoi Phong, mua x x
MUC quy?
TIE

KHAC

CUOC SONG GIA DINH Ngay 18 sau khi két thic dién gidng 6 Con Minh
sé vé tham cha me.

HOC TAP TRUGNG THANH | ThAm tra ghi tén EMBA.

MOI QUAN HE Lam quen vai hoi trudng TU cua hiép hai Vi Thuadng.

NGHI NGOI SUC KHOE | M tudn choi bdng ban hai tiéng.
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TONG KET MUC TIEU THANG NAY

(HAY QUAY LAI TRANG NAY MGI THANG DOI CHIEU VOI BANG PHAN TICH TONG KET TREN)
1. Muc tiéu thu nhap 800 van, thuc t8 hoan thanh 750 van,

2. Muc tiéu |ai gop 240 van, thuc t8& hoan thanh 200 van.

3. San pham méi gia han thdi gian dua ra.

NGUYEN NHAN VA TRG NGAI CUA MUC TIEU CHUA HOAN THANH
1. Khach hang gia han thai gian ky hdp dong: 2. Phong hop bo tam thoi thay doi trang
am, kinh phi thué vugt qué du toan: 3. Muc tieu nhéan cong mdi chua hoan thanh.

DOI SACH VA PHUONG PHAP KHAC PHUC TR NGAI
1. Hudng vao cac khach hang bach kim:

2. Tang cutng mifc dg boi dudng nhan cong mdi.

3. Khong ché gi4 thanh dau vio, mua tan goc;

4. Trong 15 ngay dua san pham méi ra thi trudng.

SANG TAO VA THU HOACH CUA THANG NAY
Chai ma hoc, thf nghiém hinh thiic boi du@ng két hap nghi ngoi, higu qua khong toi.

http://tieulun.hopto.org



http://sachviet.edu.vn

Hay hoc Triéu Phong, xay dung muc tiéu thang cua ban.

HAY LUYEN TﬁP NGAY

Hoan

| Capbac N _ Phuong phap va thanh

Loai A Noi dung muc tieu , y -

trong yeu cach thirc danh dau
v

CHI
TIEU
CONG
TAC

CAC | QUAN LY TAI SAN
MUC
TIEU
KHAC | HOC TAP TRUONG THANH

CUOC SONG GIA BINH

MOl QUAN HE

NGHI NGOI SUC KHOE

TONG KET MUC TIEU THANG NAY
(HAY QUAY LAI TRANG NAY MOI THANG BOI CHIEU VGI BANG PHAN TICH TONG KET TREN)

NGUYEN NHAN VA TR NGAI CUA MUC TIEU CHUA HOAN THANH

pOI SACH VA PHUONG PHAP KHAC PHUC TRO NGAI

SANG TAO VA THU HOACH CUA THANG NAY
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5- Budc 5: Dem muc tiéu thang phéan chia theo tuan

Chung ta lai xem muc tiéu tuan cua Triéu Phong. Anh da liét

ké cong viéc theo cap d0 wu tién, dong thoi xac dinh ro thoi han
hoan thanh.

PHUONG AN MAU
1. Hay xem xét lai muc tiéu thang cua ban.
Trinh Muc TIEU CONG VIEC 2. Hay dien vao ke hoach clia tuan nay. | Thgi han
it ' i ' 3. Chon trinh tu uu tién cla ké hoach. ho
/ " TRONG TUAN theo mfc da yu ciu clia muc tidu. -
tien 4. Hoan thanh mdt viéc hay danh ddu v | thanh
tai thoi diém hoan thanh.
1 | Thu nhap 200 van t&. Thir Sau
2 | Lai gop 60 van té. Thi Sau
3 | Tien mat chuyén vé tai khoan 200 van t&. Thi Sau
4 | Nhan vién mdi thi van dép. Thir Hai
5 | Hop béo gidi thiéu s&n pham mdi. Thi Hai
6 | Hoi nghi danh gi4 hidu qua cong tac tudn. Thif Hai
7 | Tham gia héi nghi quan Iy ctia céc Tong giam doc. Thit Hai
8 | Th3o luéin vdi chi nhanh céng ty vé ké hoach md ring khach hang mdi. Thit Nam
9 | Gap g0 vdi cac nhan vién uu to. Thir Sau
10 | Tham gia hoi nghi kiém diém ctia bo phan chat lugng. Thit Sau
11 | Md hoi nghi ba vui bon mdi. Thi Sau
12 Tiép x(ic vai 10 khach hang bach kim ldn. Chi Nhat
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CAC MUC TIEU KHAC
CUA TUAN NAY

Xin hdy chd ¥ quy hoach cubc song can
bang clia ban, muc tidu cudc ddi cla ban
dudi day danh dau v/,

Tuan nay c6 nhiing ngdy dac biét khong?
Hay ghi chi (sinh nhat/ 18 tét/ ngay
ky niém).

KE HOACH QUAN LY TAI SAN

Mua x x quy ?

cUOC SONG GIA DINH Toi thit Nam dua vo di xem phim,
HOC TAP TRUONG THANH | Doc xong hai cudn séach.
MO! QUAN HE Thit Bay di tham hoi trudng TU hiép hdi Vi Thudng.

NGHI NGOI SUC KHOE

Chai bong ban hai tiéng.

113

ttp://tieulun.hopto.org



http://sachviet.edu.vn

Tham khao muc tiéu tuan ctua Triéu Phong, hay xay dung
muc tiéu cong viéc va cac muc tiéu khac trong tuan sau cua ban.

HAY LUYEN TAP NGAY
1. Hay xem xét lai muc tiéu thang cua ban.
. PRRPTY S S S -
Trinh MUC TIEU cONG ch § PE&; dletn‘uﬁuthe huairj r:.uajtuakr: nsy. h Thai han
. Lnon trinn W Uy ten cua ke noac 4
1l_LlIu TRONG TU&H theo mifc dd yéu cau clia muc tidu. h[tan
tign 4. Hoan thanh mét viéc hay danh diu v |  thanh
tai thoi diém hoan thanh.
Xin hay chii  quy hoach cuc song can
, - bang clia ban, myc tiéu cudc doi cua ban
CAC MUC TIEU KHAC dudi day danh dau v
cUA TUAN NAY Tun ndy c6 nhitng ngay dac biét Ehﬁng?
Hay ghi chd (sinh nhat/ 16 tét/ ngay
ky niém).

KE HOACH QUAN LY TAI SAN
cuOC SONG GIA DINH

HOC TAP TRUGNG THANH
MO! QUAN HE
NGHI NGOI SUC KHOE
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6- Budc 6: Dem muc tiéu tuan phan chia theo ngay

Triéu Phong lai dem muc tiéu tuan phan chia dén ngay,
chung toi chon ra ndi dung hai ngay tht Hai va thit Ba dé moi

nguoi tham khao.
PHUONG AN MAU
THU HAI THU BA

Ngay 4 thang 6 nam 2007 Ngay 5 thang 6 nam 2007

Phan | Thai Viéc ELﬂgi loai B Phén | Thai Viéc {Lngi loai B
loai gign homnay, Arat quan trong loai giEn homnay, Ardt quantrong

theo | dau | quan  quan  (thity theo | dau | quan  quan  (thirty
ABC | cudi | trongxép trong,  trong yéu) ABC | cudi | trongxép trong,  trong yéu)
trén ~ Hodn  danh dau tren  Hoan  déanh dau

thanh vV thanh v

Tham gia hdi nghi quan Iy cua
cac Tong giam doc. V

Bd sung hdi nghi danh gi4 higu
qua tuan clia ngay hom qua. v

Hoi nghi danh gia
higu qua tuan. X

Tham hai vi
khach hang ldn. X

Hop bao gidi thigu

san pham mdi. v

Sap xép cong tac md rng
tigu thy san pham mdi. v

Nhan vién mai thi
van dap. vV

Sifa cd ché khen thudng, v

Ban vdi TGD Truang viéc
c4u tao khung cong ty
Nam Kinh. v

Pay du chi tiet hoat dong cla
hdi ban hoc Va Tich. v

Thao luan vé viéc ngan nguoi
tham gia hoat dong ngay 8
thang 7. v

Thif Ba theo I& tién hanh bii
dudng “Kj nang giao tiép
dién thoai". Vv
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Hay hoc cach dé xay dung muc tiéu ngay mai, ngay kia

cua ban.
HAY LUYEN TAP NGAY
THU ......... THU .........
Ngay ... thang .... nam ...... Ngay ... thang ....nam ......
Phan | Thai Viec fLﬂ?i loai B Phan | Thai Vigc {Lugi loai B
loai gign homnay, Arat quantrong loai gi@n homnay, Arat quantrong
theo | du | quan  quan  (thity theo | dau | quan  quan  (thity
ABC | cudi |trongxép trong,  trong yéu) ABC | cudi | trongxép trong,  trong yéu)
trén  Hodn  dénh dau trdn  Hoan  danh dau
thanh v thanh v
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“SURN Y MUCTIED,

V- HAI PHUONG PHAP LGN BE PAT DUGC
MUC TIEU

1- Tong két hang tuan, diéu chinh muc tiéu

Sau khi két thuc mot tuan, ching ta phai doi chiéu muc tiéu
tuan, danh gia tinh hinh hoan thanh, suy xét nguyén nhan va tro
ngai cua viéc khong hoan thanh muc tiéu, tim duoc doi sach va
phuong phap khac phuc tro ngai, dong thoi tong két tuan nay co
nhittng sang tao va thu hoach gi.

Duoi day la tong két moét tuan caa Triéu Phong.

PHUONG AN MAU

X
Fa]

~ TINHHINHHOANTHANHMUCTIEV

1. Myc tiéu thu nhap 200 van, thuc té 160 van.
2. Muc tiéu I3i gop 60 van, thuc té 48 van.

3. Gia han thoi gian dua ra san pham mdi.

NGUYEN NHAN VA TRO NGAI CUA MUC TIEU CHUA HOAN THANH

1. Khach hang IUi thai han ky hop dong.

2. Muc tieu nhan cong mdi chua hoan thanh.

11F
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DOl SACH VA PHUONG PHAP KHAC PHUC TRG NGAI
1. Hu6ng vao cac khach hang bach kim.
2. Tang cudng nang Iuc boi dudng va sat hach doi vdi nhan cong méi.

3. Quan Iy thdi gian hitu hiéu, ngay nao xong viéc ngay do.

SANG TAO VA THU HOACH CUA TUAN NAY
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Tong két tinh hinh hoan thanh muc tiéu tuan trudc ctia ban.

HAY LUYEN TAP NGAY

TONG KET TUAN

NGUYEN NHAN VA TRG NGAI CUA MUC TIEU CHUA HOAN THANH

DOl SACH VA PHUONG PHAP KHAC PHUC TRG NGAI
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2- Hang ngay tap luyén

Cau chuyén chia sé
“MOI GIAY LAC MOT CAI”

‘Mat chice dang ha nhé maéi diwae ldp xang dat @ gidia hai
chiée dang ha civ. Hai chice dang ha civ e di tieng gidy tieng
phuit “tich tde, “tich tde , mat chiée dang ha cii trong dé néi
udi dang hé nha: “Lai day, caw ciing phéi lam viée di théi,
tecim van lan, so z&'ng/ caw chiw :%ﬁ(iﬂ?/ néi!”

gl il i gy i s "o iy B o Wi
team van lan, tﬁ:}pfui{} lam mét viée to lan dén udy, Mﬁmy
lam néi, khéng lam néi! ™

‘FM&M ha kia Fhde nai: H%W ca ;@ﬁef nqueci ta
mnw&u@m@ ﬂt{h@ﬁ;pﬁu&aﬁ; cﬁéﬁcﬂbﬁﬂﬁwmﬁfﬁw%y%
tich tic mat cai la dieae 16i!”
uiée dan gidn déw the, néw nhue vy téi sé thie xem saa!”

@Wﬁﬁmﬁd wdt thodi mdi ekt mai gidy lai “tich tide”
ldle mabt cdi, ﬂi{iﬁf’lﬁﬂlﬁﬂfﬁrﬂiﬁw miﬁ%imﬁasng&wﬁzw

teanv van lan! 7
/

Moi nguoi déu mong mudn wéc mo cua minh trd thanh sy

thue, thanh cong lai duong nhu xa lac tin chan troi khong thé
dén duoc, mét moi ué oai va khong tu tin khién chung ta hoai

nghi nang luc cua ban than, viet bo no luc.

Thuc ra, ching ta khong can phai nghi qua nhiéu, chi can
nghi vé cong viéc phai lam bay gio, sau d6 no luc dé hoan thanh,
cling gidng nhu chiéc dong ho nho kia, mdi gidy lac mot 1an “tich
tac”, tudn hoan 1&p di 1ap lai, qua moi ngay khong ngting tich tuy,
sé nhin thay duwoc két qua thanh cong!
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©O 0 0 ©

4 LOI KHUYEN QUAN TRONG

PAU BUOI TOI XAC DINH MUC TIEU NGAY HOM SAU

THU SAU TUAN TRUGC XAC BINH MUC TIEU TUAN SAU

NGAY 30 THANG TRUGC XAC DINH MUC TIEU THANG SAU

NGAY 30 THANG 11 NAM TRUGC XAC DINH MUC TIEU NAM SAU

O . . . O O

.+~ MOT NAM 365 NGAY, NGAY NGAY DANH
GIA MUC TIEU, TU KIEM DIEM CAI TIEN,
NGAY THANG TiCH LOY, KHONG CO MUC
TIEU NAO KHONG HOAN THANH BUQC.

L B -

—
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ETTIICTED

VI-TU TUONG G PHUGNG XA,
PUONG G DUGI CHAN

Sau khi xay dung xong muc tiéu, thi phai nghiém khac quan
triét thue hién, noi dugc lam duoc, gitr viong 101 hwa, cho du la
muc tiéu rat nho ciing déu phai kién tri hoan thanh, néu khong
viéc quan ly thai d0 cua ban sé phai cho diém khong day. Chi co
hoan thanh muc tiéu moi ngay, cudi cing moi thuc hién duoc hét

ké hoach cudc doi ctia ban!

Cau chuyén chia sé
“ GIAC MONG VO PICH”

Nam 1984, trang gidi Marathon quéc té Invitational
tai: “Gakya, ngudi ta khang ngé wing tuyén tha Vhar Pan,
pﬂdﬂg/ van ant ta, anﬁfﬂﬂbu&&mwnﬁé %WM

Khi téi mai bat daw tham gia thi daw, tai lun dem mue
tiew cda minh dat tven la e tai vach dich, diém cudi cda quang
duaing han 40kmy, két qud la khi tai chay duwce mui méy cay
sé la da hét hai hét sie wai, toi da bi doan dicang xa lic tucéc
bueat duiing chay cda cude thi, dang thai vé lai nhitng daw mée
by B B hin thisiy Wewdidbonags b nhin din o this il
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mét gée cay to; daw mée thi hai la mét cin nha maw dé: déaw
MW%-*@;WMWJWWMWu@MHM e
téi diem két thiic cia dudang dua.

Khi cudc dua bat daw, téi hét sie nham muce tiéw thi
nhat phéng di, dai dén khi téi muc tiéw thi nhat, téi lai véi
bén nmucai cay sé cia duong dua e nhwe vy da duge téi phan

Thiét 1ap muc tiéu phai 1y két thuc dé bat dau, quy tac thuc

hién muc tiéu phai bat ddu lam tit nhitng diéu cin ban nhat, mot
nam 365 ngay, ngay ngay danh gida muc tiéu, ty kiém diém cai
tién, ngay thang tich lay, khong c6 muc tiéu nao la khong hoan
thanh duoc...

123

ttp://tieulun.hopto.org



http://sachviet.edu.vn

r

Diém dich

Muc tiéu
thi ba

TU TUONG G PHUONG XA,
PUONG G DUGI CHAN.

| Franklin D. Roosevelt
- (Tong thong thif 32 clia Hoa Ky)

—1
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3
QUAN LY THOI GIAN

Fia.
o Lo o=
i .‘3""" L_-.*.r
_;ﬁ?éf*’""t THANH CONG .
i h'ﬂ P 3 e T TR TR S ST T TY 1L, el

rrr S—

K S T -:-..-'a?-z:a_d' |
THAI [ MUC | THOI :
po TIEU GIAN | TAP PONG
La a | | | La
Co Phuong| Qua | Ngon | Bao
~ S¢& ‘Huéng | | Trinh | Nguén| Dam
Cha |  Cha |  Coa | Cha | | Cho |
' Thanh | 'Thanh | Thanh | Thanh | | Thanh
5 ' Céng | Cong |  Céng | @ Céng

e TR, ¢ w— el e e e e " & ¢t Y

QUAN LY THOI GIAN
Lam thé nao nam — Nang cao
chéc trong diém? hiéu suat |

- : N

[.  Tinh toan gia tri thoi gian cua ban

II. Kiém tra viéc quan ly thoi gian cua ban

I[II. Thoi gian da di dau ca roi?

IV. 10 phuong phap quan ly thoi gian hieu qua

V. Cach wu tien thoi gian
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BORNCTTROTET

I- TINH TOAN GIA TRI THOI GIAN CUA BAN

Néu nhu ngay nao ciing c6 86.400 té duoc chuyén vao tai
khoan ngan hang ctia ban, ma ban bat budc phai tieu sach trong
ngay, ban sé st dung khoan tién nay nhu thé nao? Thé gian thuc
sp ¢6 viéc tot nhu vay sao? Pung thé, ban that s¢ c6 mot tai
khoan nhu vay, d6 chinh 1a “ thoi gian”. M6i ngay moi nguoi déu
s€ co 86.400 gidy madi vao tai khoan. Thé'thi d6i dién véi mot mon
tai san nhu thé, ban du dinh st dung ching ra sao day?

Cau chuyén chia sé
“15 GIAY QUY GIA”

nghiép dng ta hoan tean chiéw thea thai gian qui: dinkv dén
bucang quay, tﬁws&wﬁn@m%ﬁ@u@@wm.@pﬁgom
tuyen. Doarde nhan ditng vé st, cing b binky thuang, chiing
ta ciing da ting thay khéng cé gi la cé. Liic sdp ket thic
khii, phing vin két thiic nhuw han dink. Vi Céng giam dée
toi kink ngac khi phét hién, ngudi vé st khéng thay lic tudée,
may, dé cho éng chib cia anbv ta cé the khéng lang phi 15
gidy thai gian dai thang may. Ve cé the nhanb nhat i lkhdi
tutang quay, JL*%.&WWH&E&W%&M&M! Dé tiéct
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kiénv 15 gidy thai gian nay, nquai vé st nay da tan mat ndm
anh ta tiét kiém dwae 15 giay thai gian nay la dem lai gid tri
m&ﬁ&&gmm c@%m@g&aﬁ&mg&rh&%ﬂuw@mw
tao w gid tu, lai ich kink t& khéng gidng nhaw!

Guang it nhicw deank nghiép, giam déc di lam céng
vide cla nhan vitn, khing nhitng chi lam cho nhan vién
M,me@mwmdﬁ&Mﬁn?uamef%pm

Tham khao ban sau, tinh toan xem gia tri thoi gian cua ban
la bao nhiéu?
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GIA TRI THOI GIAN CUA BAN

LA BAO NHIEU?

Mdi nam lam viéc 254 ngay

Thunhapnim 20.000 t&  Mdingay lam viéc 8 tieng

Gia tri moi ngay

¥78.74

~,

Gid tri moi gid Gid tri moi gidy

¥9.84 ¥0.16

Mai nam |1am viéc 254 ngay

Thunhdpnim 40.000 t¢  Mbingay lam viéc 8 tieng

Gi tri moi ngay

¥ 157.78

""I

Gid tri moi gid Gid tri moi gidy

¥ 19.69 ¥0.33

Moi nam lam viéc 254 ngay

Thunhapnim 60.000 t&  Maingay lam viéc 8 tieng

Gitimlingy  GAtimbigd  Giétimigdy |
Y 236.22 Y 29,57 ¥ 0.48
HAY LUYEN TAP NGAY

Gia tri mdi ngay
clia toi

oy

F o=

- " R . F ' " am, )
Gia tri moi git Gia tri moi giay
clia toi clia toi

S e

i F i
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II-KIEM TRA VIEC QUAN LY THOI GIAN CUA BAN

Nhin biéu dudi day ty minh kiém tra tirng ndi dung, néu la

lam duoc danh dau “ ”, sau d6 tinh xem nhiing viéc lam duoc

chiém ti 1é bao nhiéu so voi tong dé muc. Mot thang sau lam lai,
sau do lai lam lan ntra, thi sé thay viéc quan ly thoi gian ¢o tién

bo hay khong.
S0 HIEN | Mot Mot
NOI DUNG | thang | nam
m Tﬂl sall sal
1 | Ban c6 yéu thich cong viéc dang lam ctia minh,

dong thoi s& duy ti thai do tich cuc tir dau
t6i cudi?

Ban da dat mot loat muc tiéu va ké hoach dai
han, trung han va ngan han mdt c4ch rd rang
chinh x4c bang hinh thic vin ban?

Trudc khi mt ngay 1am viéc bat dau phai chang
ban da phan chia xong thi tu cong viéc clia ngay
hom do, sap xép “ ke hoach cong tac mdi ngay”.

Phai chang ban da dem cong viéc phai lam moi
ngay chia theo ning nhe, thong tha, cap béch
liét ké ra gidy, dong thoi ¢6 gang dem vic quan
trong ra lam trudc?

Phai chang ban da tap trung stc lam viéc
vao muc tieu ma khong phai la tap trung vao
qua trinh?
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6 | Phai chang ban da lay thanh tich va hiéu qua
cong visc ma khong phai 13 1dy so lugng cong
viéc d& lam can cdf xem xét ban than?

7 | Ban da ghi nhd gia tri tién bac cla thdi gian?

8 | Ngay hom nay dé thuc hién ké hoach dai han,
trung han, ngan han cla cubc doi ban da lam
nhiing viéc gi?

9 | Phai ching mdi ngay ban déu danh thi gian clia
ké hoach va suy nghf cac van de?

10 | Phai chang ban da st dung hap Iy thi gian trong
gi0 lam viéc?

11 | Phai chang ban da chi y dén lugng an bifa trua,
dé budi chiéu khoi gl gat?

12 | Phai chang ban da danh du thdi gian cho ban
than dé c6 thé xi Iy cac viée khan cap va ngoai
§ muon?

13 | Phai chang cac cong viéc co tinh thach thiic va
ngoai I8 ban déu giao cho ngudi khac giai quyét?

14 | Doi v6i cAp dudi cla ban, ban c6 can cif theo
“thong nhat quyén Iuc va tréch nhiém dé quan
ly khong"?

15 | Ban c6 ngdn can cap dudi cia minh vi nhan
thay ho 14 khong phll hdp vdi cong viéc “phan
doi giao quyén”?

16 | Ban da nuti dugng thanh thoi quen trat tu sach sé?

17 | Ban c6 ap dung mdt s6 cach nao do dé giam bét

nhiing tai liéu va sach bo vo dung chiém chd
trén ban lam viéc cua ban?
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18 | Ban da nudi dudng thanh théi quen thuc hién
cong viéc ngay?

19 | Phai chang ban da bat budc ban than nhanh
chdng dua ra quyét séch?

20 | Ban co thudng xuyén y8u cau cho minh va nguoi
khac vé quy dinh thoi han clia cong viéc?

21 | Ban c6 ludn nd luc dé dung lai gilta chitng nhiing
hoat dong vo bo?

22 | Khi ban gap phai nhiing van dé can giai quyét,
phai chang ban da van dung “quy luat 80/20"
deé x{ 1y?

23 | Ban da co gang doi vdi mdi mot loai cong viéc
chi xf 1j mot 1an?

24 | Phéi chang ban da danh thdi gian dé huan luyén
cho cap dudi?

25 | Ban co wu tién (ing dung cong cu tiét kiém
thdi gian?

26 | Trudc khi to chic cudc hop ban co suy xét dén
c4c tinh huong trong cudc hop nay?

27 | Ban c6 tim cach nang cao hiéu suat va hidu qua
cua cudc hop?

28 | D& quan Iy tot hon thdi gian cla ban than, ban
c6 thuong xuyén (hoac dinh ky) tien hanh thong
ke thoi gian?

29 | Ban da dinh ky kiém tra cach thiic sap xép thoi

gian clia minh, dé xac dinh nguyén nhan cla
viec lang phi thai gian?
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30 | Phaichang ban da bo trf [am c4c cong viéc quan
trong vao thoi gian lam viéc c6 hiu nang cao
nhat ctia ban?

Hién tai toi da lam duoc ..... viéc - ngay ..... thang ..... NATD e ;

Cong viéc lam duwoc hién la ....... %.

Mot thang sau toi da lam duogc ... viéc - ngay .... thang .... nam .....

L8]

Viec lam dwoc sau mot thang la ....... %.

Mot nam sau toéi da lam duoc .... viéc - ngay .... thang .... nam ......

Viéec lam duoc sau mot nam la ...... . %.
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HIEU SUAT NANG
CAO 3 LAN!
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111- THO1 GIAN PA P1 PAU CA ROI?

Cau chuyén chia sé
“HOA DON CUA THAN CHET”

chd dén mét phiit cudic ciang cia cude doi, than chét ding hen
dén vueae méat anb ta.
khéng?
C@chﬁé@:%@&cﬁ#mﬂépﬁ%n@ﬁ%g&?
teai, nhin dat; dé nhe téi nquai than va ban be, van khi cho
khang the dap iing cho nqueai. Crong cd cude doi nqueai, cé
téi nay khéng hé quij trong, ta phéi dé cho nquai xem to héa
Cﬁ;zfmgf 60 nﬂwmﬁ&davmaw cd tai teén 1/3 thai
gian nguat ngu, con lai tvén 30 nam, WWW&E&
hadn théi gian, MW%&W&&#H@WMWW
than van, ﬁng/c&ngzc@mﬁbmﬂﬁw %&W%&mm

=
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lan liza, tiv lic con tié dén lhi da gia, haa tan di 36.500 tiéng

Jﬁng/ﬁﬁz, tuang vng 1.520 ngay; Mm&&éﬁﬁn@t&wﬁwm

dita, gua loa dai khii, mﬁnwngﬁngaﬁm Mm?&v

adn bidch chi trich nqudi khdc, din day trdach nhiém, lai dung
Liie nay, nguai benh dé vat xuing dat chét.

nghe héi Lo ta néi, thi da hai han mév chit vl 7
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That dang tiec, vi sao
nhan thé déu khong nghe

hét I6i ta ndi, thi da hdi
han ma chét roi!

thuyén 2,000 13,

.

o
e
e
-
-
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Thoi gian da lang phi nhu thé nao? Vi sao rat nhiéu nguoi
suOt ngay vat va, bon ba nhung két qua thu dwoc rat nho bé?
Trong sy ban biu tat bat, phai chang ban da thay moi: trén thuc
té'da s6 nguoi déu roi vao cam bay cua sy lang phi thoi gian, bat
luan la ngwoi kinh doanh, hoc sinh hay nguoi noi tro gia dinh,
trung binh moi ngay phai lang phi téi V4 ctia 16 tiéng tinh tdo,
cting co nguoi lang phi toi 50% thoi gian tinh tao, tham chi cao
toi 90%! Suy nghi ky lwong, co nguyén nhan bén trong, cing cé
nguyen nhan ben ngoai.

Bén trong

Thiéu ké hoach, khong c6 muc tiéu, thwong xuyén tri hoan,
khong nam vitng trong diém, viéc gi cling phai tw lam, cé dau
khong dudi, mot y nhiéu dich, thiéu trat ty va ngan nap, tim d9,
phtrc tap hda nhitng viéc don gian, lwoi biéng, lang phi thoi gian
cua nguoi khac, khong biét khuodc tir thinh cau, hanh dong mu
quang, khong biét iy quyén, nhan 16i mu quang, vuot quyén chi
huy, chita chay, cht nghia toan my déu sé la nhitng cam bﬁy thoi

gian cua ban.

Bén ngoai

Co6 nguoi co thé thay doi théi quen thoi gian cta ban than,
cling phai xem xét nhitng cam bay thoi gian dén tir bén ngoai.
Lanh dao cédp trén c6 thé lam “lang phi” thoi gian ctia ban, hop
hanh khong ngurng, cudc dién thoai qua dai, tac phong quan liéu,
quy ché cing nhic, khong chia xe thong tin, muc tiéu khong ro
rang chinh la dang khong ngtrmg lam lang phi thoi gian caa ban.
Hé thong cong viéce tin nhan rac, khach ngudng mo téi tham,
van ban cong chirc, nhan vién nghi viéc, tin tiec via he, khong du
nhan cong, huan luyén chua dat cling lam “lang phi ” thoi gian
cua ban. Thoi dai thong tin, moi truong, giao thong tac nghén,
ban be tan gﬁu, nha 6 ngoai 0 déu la nhitng nguyén nhan co6 thé
dang lam “lang phi ” thoi gian cua ban.
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Bén trong

« Thigu ké hoach

 Khong co muc tieu

* Tri hoan

» Khdng nam vitng trong diém
e Viéc gi ciing phai tu lam

» C6 dau khong dudi

» M6ty nhigu dich

« Thiéu trat tu va ngan nap

e Tim do vat

» Phiic tap hoa viéc dan gian
» Ludi biéng

» |ang phi thoi gian cla ngudi

» Khong biét tir choi thinh cau
* Hanh dong mu quang

* Khoing biét ty quyén

e Nhan |oi mu quang

« Vugt quyén chi huy

e Chifa chay

» Chu nghia toan my

138

Bén ngoai

Lanh dao cap trén lam lang
phi thoi gian

Hop hanh, dién thoai, khong
biét Gy quyén, quan lidu, quy
ché ciing nhac, qué nhiéu
trinh tu, khong chia xé thong
tin, trach nhiém quyén lgi
khdng ro, muc tiéu khong ding

Hé thong cong tac lam lang
phi thoi gian

Tiep khach, van ban cong
chifc, nhan vién nghi viéc,
khong dd nhan cong, huan
luyen khong dat.

Diéu kién cudc song lam
lang phi thoi gian

thong tin, moi trudng, giao
thong, ban bé tan gau, nha &
ngoai 0.
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Cau chuyén chia sé
“GIA DU HOM NAY LA NGAY CUOI CUNG CUA cuOC pOI TOI”

Trich trong: Neuwoi ban hang vi dai nhit trén thé gioi

%ﬂ}@cﬁﬁmm{i{/ lan, mﬁvd&wngmcﬂténgxwfww
tich liwy cia thai gian.

%W@;Jénw Mwm&/t}ﬁmyw%cﬁdn@

Vodi udy; toi guy trang ting gidy ting phit cia ngay
ﬁénvna% w né da wd&tﬁb&ﬁﬁr@/ﬁﬁ&g@w&u}. %ﬁ#cﬁ&'n@
c&cﬁcﬂn&&ﬁw%%mgu&&f@ﬁwﬁﬁn%mg&WMp
phuit mai gidy, toi phdi ding déi tay nang gii, ding tink yéw
bt ve, béi- vi chiing quij gic nhue the. Vguai sdp chét ding
tien tai cia cd dai ciing khéng sao déi diege mat hai thé cia sw
séng. “Goi khang cé cich nao tink taan duge gid ti cia thai
gian, ching la cia baw vo gid!

Cﬁﬁ{scﬁﬂwgﬁé&nﬁ(m ﬁ&%wﬁ&;@pﬁﬁﬁfxg{a@@p Gaéi
E&&Ww“’ ue;,éﬁong,“ cﬁavﬁavﬂé‘wﬂang/“ ,M(W g,awﬂapmi:p
cang da tink ngé w, néw nhue lucic biéng, khéng khéc gi téi
danh cap thiic dn va quan do: cia nhitng nquei than yéw clia
Lﬁf}.%ﬁﬁ%@“ Wx%ﬁé@ﬂﬁ%@ﬁ&ﬂﬂréﬂl@%@%@lﬁm
Wﬂ&c&ﬁ{i&c&ﬁlw‘ mm&,tﬁ{}pﬁd&cfm@’ minh Mfﬁ‘m
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q@'iﬂg/ Mﬁmw.@ww@&gyﬁ&wm% QHam
tYhueang chanv sée, ngay mai chiing sé wi téi-ma di, toi citng sé
m&,%wwtﬁ&pﬁa#fﬁng/;mﬁMmmﬁﬂhcﬁdégﬁgu&tﬁa
tdng nang nuhin ning ling ngat lim, ngiy mai nang s phii
1 xa, t6i ciing vay; hém nay toi phéi gidp dé ban b hoan
nan, ngay mai-andvta khéng con caw vién nita, téi cing lkhang
hién, béi vi ngay mai-téi hél cach dé cho tang, cing khéng cé

Chang 1& chiing ta ciing phai dén ngay cudi cling ctia cudc
doi moi than van sw troi di mat cua thoi gian? Cong viéc la vo
han, thoi gian la hGtu han, chung ta thuong xuyén nghe thay
“ban chét di dwoc”, “ khong c6 thoi gian ” vv..., thuc ra thoi gian
la c6 thé quan ly duoc.
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T6i quy trong tling gidy tung phit cua ngay hém nay.
Bdi vi chiing sé mdt di khdng trd lai.

Thai gian giong nhu gi6 khdng thé tém bat dugc.
M@di phit mdi gidy t6i phai diing doi tay da I3y,
Diing long yéu thuang dé vudt ve, bdi vi chiing 14 cla
bau nh thé.

Gia du nhu hdm nay 13 ngay cudi cung cla cudc
dai t0i.

T6i cam ghét nhilng hanh dong Iang phi thai gian ay.
Toi phai ph4 b tap tinh tri hoan.

T6i phai nghiém tdc chdn vii hoai nghi.
Diing 1ng tin xua dudi su sg hai.

Toi khong nghe 15i ong tiéng ve, khong chai boi
léu long.
Khong qua lai véi nhitng ngudi khong o nghé nghiép
chinh dang.
Néu nhu 1uti biéng, khang khéc gi t6i danh cap thic
3n va quan 4o clia nhifng ngudi than yéu cla t6i.
Hom nay 1 co hdi cudi cling clia t6i.

T6i phai chitng minh tinh yéu va su vi dai cla toi.
Gia du hom nay 12 ngay cudi cling clia cudc ddi toi.
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IV- 10 PHUOGNG PHAP QUAN LY THOI GIAN
HIEU QUA

1. Quy hoach cudc doi

C6 mot nha vd dich Marathon néi rang: “Trong qua trinh
chay, t6i luén cham chii nhin mét vat thé trudc mat, nhac ban
than co géng chay tdi, sau day lai tim mot muc tiéu, lai vueot qua,
ctt nhu vay lap lai.” Xay dung muc tiéu xa lon la diéu quan trong
cua sir thanh cong ctia doi nguroi, xay dung muc tiéu co tinh giai
doan cang la sy quan trong gap bdi phan.

Phai quy hoach thoi gian trudc

Chung ta phai quy hoach xong trudc thoi gian cua ban than.
Khi bat ddu mdi mdt nam, dung ngai dem nhat ky ra, ghi vao
trong nhat ky muc tiéu ctia nam nay, tiép la phan chia muc tiéu
dén ting thang, lai phan chia muc tiéu dén tiing tuan, sau cung
tham chi dén ké'hoach cta tirng ngay déu co thé dat ra. Thé nay,
muc tiéu 1on chia thanh muc tieu “nho”. Véi nhttng muc tiéu nho
thi viéc hoan thanh tuong d6i don gian, ap luc ciing khong phai
qua lon.

Sau linh vec quy hoach 16n cua doi nguwoi

Trong nhat ky ghi vao ké hoach tir ngay... thang... nam ...,
noi dung cu thé la ké hoach cua sau linh vuc 16n d6i voi doi
ngwoi: Sy nghiép, tai san, cudc song gia dinh, hoc tap truwdong
thanh, moi quan hé, nghi ngoi sttc khoe. Thanh cong la biéu hién
tong hop ctia sau linh vuc lon cua doi nguoi, khong thé thiéu
mot linh vuc nao.
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Lay tuan lam diém cin bang, hang tuan tong két cong
viéc, cudc song

Dinh ky kiém nghiém thanh qua cta viéc quan ly thoi gian,
[ay tudn 1am don vi, trong mdi mot tudn doi véi cong viée, sinh
hoat, hoc tap v.v... sau linh vuce 16n hang ngay caa ban than lam
mot tong két, xem xét muc tiéu dau nam phai chang da tién hanh
theo dung ké hoach, thuc hién dwoc bao nhiéu r6i? Chua thuc
hién duoc do nguyén nhéan gi? Lam thé nao dé cai tién ngay?
Bién phap nay tuy moi nguoi déu biét, nhung khong phai moi
nguoi déu lam dugc. Chung ta c6 thé tir d6 ma diéu chinh tién
d6, mot 1an ntra quy hoach ti mi hodc diéu chinh buwdc sau cua
muc tiéu.
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PHAI QUY HOACH THOI GIAN TRUGC

M&i nam — M&i thang — M&i tudn — Moi ngay

SAU LINH VUC QUY HOACH LGN CUA BOINGUOI

Cudbc Hoc
Su Tai song tap
nghiép tosan T gia i trudng
dinh thanh

LAY TUAN LAM DIEM CAN BANG,
HANG TUAN TONG KET CONG VIEC, CUOC SONG

That Thd Tha Thad Thd Tha Cha
Ba Tu Nam Sau Bay Nhat
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2- Céng viéc quan trong ding dau
Dinh luat 80/20

Thé ky 19, nha kinh té hoc Y Vilfredo Pareto, da ti nghien
cttu ma phat hién:

20% su viéc quyét dinh 80% thanh cong.

20% khach hang quyét dinh 80% loi nhuan.

20% san pham da tao nén 80% hiéu suat thanh tich cua cong ty.

20% nhan vien da tao ra 80% thanh tuu cho cong ty.

Do chinh la dinh luat 80/20, dinh luat nay vo cung quan trong
trong viéc quan ly thoi gian, boi vi thoi gian cua chung ta la co
han. Néu nhw ban song dwoc t6i 70 tudi, ban chi ¢ 25.500 ngay,
néu nhu ban song dwoc téi 80 tudi, ban o 29.200 ngay, cudc song
cua con nguoi déu lién quan téi su tinh toan thoi gian dao nguoc.
Ban sinh ra la ngau nhién, ban chét di la tat nhién, ban khong co

cach nao du doan duoc cudc song con bao nhiéu ngay.

Con nguoi khong quyét dinh dugc cudc song dai hay ngén
cua minh, nhung cé thé quyét dinh dwoc do rong. Chinh la ban
song tot moi mot ngay, nam bat dugc tling su viée cia ngay hom
nay, dem moi s viéc lam cho tot hon, thu hwong gia tri tung
phtt giay cudc song cho ban, dé nd cang cé y nghia, cang tuyét
voi, do chinh la dé cudc song c6 chiéu sau, thé thi lam nhu thé
nao day?

Cuoc sﬁng 1a c6 han, su viéc 1a vd han, moi Nguoi moi ngay
déu gap phai rat nhiéu sy viéc, dac biét la sy nghiép cua ban
cang 16n, thoi gian cuia ban khong thé' la vé han dé hoan thanh vo
han cac sy viéc, lam thé nao? Chung ta c6 thé phan chia ro nang
nhe, hoan gap, dem su viéc phan ra theo thit ty wu tién, nam
duoc trong diém. Ban bat budc phai biét duoc trong mdi ngay,
trong moi nam lam viéc, di lam nhiing viéc c6 hiéu suat nhat,
nhitng viéc c6 gia tri nhat, do chinh la su khac biét gitra nguoi

thanh cong va ngwoi khong thanh cong.
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20% KHACH HANG QUYET DINH 80% LQI NHUAN

A

20% SAN PHAM TAO NEN 80% HIEU SUAT THANH TiCH CONG TY

&

20% NHAN VIEN TAO RA 80% THANH TUU CHO CONG TY

A
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Van dung quy tac ABC
Ban c6 thé dem cong viéc mobi ngay chia thanh ba cap bac:
LOAI A: RAT QUAN TRONG

LOAI B: QUAN TRONG
LOAI C: IT QUAN TRONG

Néu nhu ban 1a mot nhan vién: Viéc loai A tw minh lam, viéc
loai B rut ngan thoi gian 1am, viéc loai C tri hoan lam hodc khong
lam. Néu ban la mot nha 1anh dao: Viéc loai A tw minh lam, viéc
loai B rut ngiin thoi gian lam, viéc loai C uy quyéen lam. Nhung
khi ban la lanh dao, nang lwc lanh dao cao thap quyét dinh boi
nang luc uy quyén cua ban, nang lwc uy quyén cda ban cang
manbh, sy nghiép cua ban sé cang 16n, ban cang biét uy quyén, s
nghiép cua ban sé cang phat trién nhanh.

Lam thé' nao dé doan dinh nhitng viéc 1a loai A rat quan trong?
THU NHAT: DEM LAI GIA TRI LON NHAT.

THU HAIL KHONG LAM SE KHONG CO CO HOI NUA.
THU BA: NGUOI KHAC KHONG THE THAY THE.

Con mot cach don gian nhat dé doan dinh viéc nao la loai A,
d6 chinh la:

GIA DU HOM NAY CHI LAM MOT VIEC, DO LA GI?

GIA DU HOM NAY CHI LAM HAI VIEC, BAN SE LAM

VIEC GI?

GIA DU HOM NAY CHI LAM BA VIEC, BAN SE LAM

VIEC GI?

Dung quy tac ABC dé quan ly thoi gian ctia ph6 Tong giam
doc kinh doanh theo biéu sau, vi Triéu tién sinh nay ngay hom

nay phai lam nhiéu viéc nhw vay, gop vao voi nhau 6ng ta phai
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ton mat 14 tiéng dong ho. Néu ban la 6ng ta, ban sé phan phdi

cac viéc theo ABC nhu thé nao, phan ro thit ti wu tién, nam chac

trong diém?

(Péap an cong bo tai trang 158)

HAY LUYEN TAP NGAY
Tuan 1 6 thang 6 nam 2007
thes fﬁu (Loai A: rét quan trong — Loai B: quan trong — | danh dau
ABC | cubi Loai C: it quan trong) if

Hoi nghi danh gia hiéu qua tuan hai tiéng

Dai Iy thudng mai Thién Tan dén

tham quan cong ty mot tiéng
Hop bao cong bo san pham méi ba tiéng
Phéng vién danh tiéng chuyén muc

phong van mot tiéng
Khach hang I6n Hang Chau dén

tham hai tiéng
Nhan vién nong cot nghi viec hai tiéng
Hop vdi Tong giam doc hai tiéng

Dign thoai trao ddi cong viéc
Hoa Nam

mit tiéng
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Dung khoang thoi gian 16n dé hoan thanh cong viéc loai A

Cau chuyén chia sé
“TONG THONG GOI PIEN DEN”

Cang ty Intel trang nhitng nam 90 cia thé' ey 20, “Ging
gidm dée Andy CGrove da mai nha quan ly bac thay Peter
tien da phan tich u@&gﬁ&@%yﬂc@fﬁm trang da
ﬁ@ﬂﬁbMWéﬁfWMWMEfxww&}MWww
ta- da khang nam vitng twang diem, khiéng bict dem cang viée
ww tiénw sé& mat u@twagiﬁd&sﬁnu’ibgﬁpfq& uai nhaw, dam
bdo div thai gian dé gidi quyél xong van dé ding daw. Do vay
ong da dé nghi “CGrove néi: véi e ki cla minfy wing, hang
ngay budi sdng tiv 8 gicvdén 9 gic uwed@i trang khaedng thai gian
nay; MM&M%&MQMCWW w, cdc cude dien
thoai khdc khéang nghe! “Gang thang My sé gai dien déw w?
tot nhat., é{mmmmaﬁﬁ;@ wiée ww tien nhat, cét lai

thank né. |

/
/

Chung ta rat nhiéu khi khong biét dem trang thai tuyét voi
nhat ctia ban than dung dé lam nhtng viéc c6 gia tri nhat. Co
ngwoi giong nhw chim bach linh, trang thai va thé liec budi sang
rat tot, trang thai tw duy, y thirc, tinh than, trang thai dinh cao
deé dang kich phat nhung co6 nguoi lai giong nhu la chim ct meo,
cang vé dém trang thai cang tot, dén ban ngay budi sang la khong
sao mo nodi mat. Cho nén moi nguroi can phai can ctt vao trang
thai tot nhat cia minh, dung dé dam bao hoan thanh nhting cong
viéc quan trong nhat cting chinh la nhitng cong viéc loai A.
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Phan ro thu ty uu tién,

viéc quan trong dung dau

(« Gid tri 16n nhit
* Khong co co hoi
* Ngudi khac

khong thé thay
A
g the\/ !
Quan trong nhat
= —s Tu minh lam
Gia du hdm nay
chi lam mot viée, Quan }fﬂﬂ% )
dd 13 viéc gi? —> Rt ngan thoi
| gian lam

Gia du hdm nay It quan trong

;'fil'?mh'_‘ai s — Uy quyen
vl TRV (Ngudi khéc 1am)

Dung khoang thai gian Ién

dé hoan thanh céng viéc loai A
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3- Quan ly méi ngay

Ghi chép thoi gian ctia moi ngay, ghi chép dang tin hon
ghi nho!

Liét ke ra cong viéc phai lam moi ngay, quan ly thoi gian bi
tieu hao.
4- Ban liét ké nhiém vu

Khi nhan dugc nhiém vu, khi nguoi khac dong y nhan 101,
khi dwa ra nhiém vy, déu phai cam but ghi lai ngay, moi viéc déu

co nhiém vu r0 rang, thoi han xac dinh.

5- Theo doi kiém tra

Can theo thoi gian cua ban ghi chép, do6i chiéu vdi nhiém vu
theo doi kiém tra “theo thoi gian”.

Cén theo thoi gian ctia ban ghi chép, d6i chiéu véi 1oi hira
hoan thanh “dung gio”.

6- Ngay sach, ngay mai

Gép doan Haiew trong thue t& da hint thanty nén viée
Mat QUi M#ngayuﬁﬂﬁanﬁcﬁngxmw&f fiém ta hé
thing kiém sadt W ngafﬁugan,mcﬁ ciia nai bdn than lam
wide. Vodi vdy, cde van ban tien ban @. . . tai ligw dwae phan
g i i gon gy i il s e, di K i tam
it ght ng sl s gy gl
dién: ‘Mat la “ngay nao xong viée ngay dé”, cho div tvang

n@&g/;zﬁd& sintv cdae loai van do (MHW@%M@),
&

/
/
/
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tw, bda déim mue tibw duae thue hién. Hai la ‘{W.S@cﬁ,
ngay cao , tic la khéng nging cdi thién déi véi cde khaw
g&y&e}wwcﬁnﬁté& Wn«;ngémgfﬂﬁng/ﬂaﬂs g&ycﬁw%&w
vién “kién ti mai ngay nang cao 1%, 70 ngay saw tink dé

=
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QUANLY  Ghichép thoi gian
MOI NGAY Quan Iy thdi gian

BAN LIET KE i T
HH|EM “U lem vu ro rang

THEO DOI -
KEMTRA  'Meogid, dinggio
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7- Ngan chan su tri hoan

Xac dinh xong thoi gian cta cong viéc la lap tirc lam ngay;, tri
hoan tuyét doi khong.

8- Trat tu, sach sé

Chuyén gia hiéu suat My da tung thong ké, mét nguoi ma
trén ban lam viéc chat dong rat nhiéu tai liéu, moi ngay phai
lang phi ndm tiéng dong ho dung vao viéc ” tim kiém”. Phai hoc
biét cach ngan nﬁp sach sé, chia nganh chia loai: phan loai tat ca
nhting tai liéu dang co, nhitng thit thuong xuyeén st dung phai
tap trung quan ly! Tinh chat giai quyét moét lan: cong viéc da deén,
hoac la dong y ky duyét, hodc la khong dong y! Su viéc ¢ thé
lam dwoc nén lap tic giai quyét, nhitng viéc cho giai quyét can
ghi chép lai, nhitng thit bao lvu tic khac sap xé&p lai, nhitng thit
chwra thé dua ra quyét dinh nén loai bo trudc tién.

9- Lap tuc hanh dong

Ttrc khac ghi chép, titc khac hanh dong, hang ngay tu kiém
diém, nhin thdy moi ngay ban lam duoc bao nhiéu viéc, san sinh
ra bao nhiéu hiéu qua, bao nhiéu gia tri!

10- Uy quyén

Tinh luwc ctia mot nguwoi la cd han, lam moét nha lanh dao
doanh nghiép phai hoc biét cach dem quyén luc giao cho nguoi
thich hop. Thé thi nén uy quyén nhw thé nao day?

Thir nhat, phai tim nguoi c6 thai d6 tich cuc, ¢ kinh nghiém,
phai dung so treong cua nguoi.

Th hai, két qua ban can la gi, nhat dinh phai r0 rang
chinh xac.

Thit ba, kiém tra danh gia, ay quyéen khong giong nhu vt bo
quyen, trong qua trinh phai kiém tra xem xét.
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Thtr tu, phai noi voi nguoi do viéc nay lam xong thi co loi gj,
quyen loi thé nao.

Th nam, khi ma nguoi do gap phai tré ngai, ban nhat thiét
phai giup ho giai quyét.

Th sdu, cing mot nhiém vu khong nén uy quyeéen cho hai
ngudi phu trach, trach nhiém chia cho hai sé bang khong; ciing
khong cho phép gap phai tré ngai, nguoi do quay tro lai giao cho

ban lam.

Tht bay, uy quyeén ra, nhat thiét phai theo dudi dén cung dé

dat dwoc két qua.

Théng qua ty quyén, nguoi lanh dao sé c6 nhiéu thoi gian
hon suy nghi nhiing van dé chién luoc, dem nang luc cia minh
dluing vao noi co strc phat trién nhat.
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——————

LO1iCH CUA UY QUYEN

Nhan vién co dudc su kinh trong
va trong dung.

- &, ¥ =0 '.I"l': il
Tinh tich cuc cua viec dieu dong
nhan vién.

Ngudi khac co cam giac thanh
cong.

To chiic hiéu qua cao.

UY QUYEN NHU THE NAO?

Tim ding nguoi.
RG rang két qua.
Kiém tra dénh gia.

Thong nhat trach nhiém, quyén
han, l0i ich.

Giai quyét kho khan.
Khong triing hop va dao (y quyén.

Ganh vac trach nhiém.
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Tu minh lam
hay la ngudi
khac lam?
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SR TROTOA

V- CACH UU TIEN THOI GIAN

1- Cho sai sét ctia cap quan ly - uu tién su kién

Sai lam thuong xuyén pham phai ctia cap quan ly, chinh la
chiéu theo thit tu thoi gian cta su kién (cong viéc) dé tién hanh
cong tac, két qua sé dan dén: lam nhiing viéc khong can thiét, ma
budng mot cai la sé buong ca chudi, cong viéc tro nen 1on xon
khong chiu ndi, dén cudi rat co thé chﬁng thu hoach duoc gi.

2- Phuong phéap hitu hiéu nhat - uu tién thai gian

Néu nhu trong ngay thtt Hai ban phai lam tam viéc, phai
phan phoi ra sao, budc di chinh xac nén la:

1) Liét ké ra trudc tat ca nhitng viéc phai lam;

2) Dung quy tac ABC chia ra muirc d6 quan trong cua cong viec;

3) Phan phdi thoi gian, dung thoi gian c6 trang thai tot nhat
cua ban dé hoan thanh céng viéc quan trong loai A;

4) Doi voi nhitng viéc khong quan trong co thé khong lam
hodc ay quyen cho nguoi khac lam.

Thoi gian la c6 han, cong viéc la vo han, moi nguoi moi ngay
co thoi gian lam viéc tot nhat cing khac nhau, thong qua ké
hoach httu hiéu, thoi gian c6 trang thai tot nhat dung vao lam
nhitng viéc quan trong nhat, mai c¢o thé thu hoach dwoc nhiing
gid tri dén dap cao nhat. Pay chinh la cach wu tién thoi gian!

Trang 158-159 1a dap an tham khao va giai dap cua trac
nghiém 0 trang 148, ban tra 10i ding khong?
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So sanh xem nhitng khac biéet cua ban, mo lai trang 129, bang

luyén tap muc tiéu ngay cua ban, doc kiém tra lai moét lan nita

xem viéc dién ghi ctia ban vé muc phan loai va muc thoi gian da

chinh xac, phai chang la chiéu theo bon budc trén dé lam, néu

nhiwr chwa, hay luyén tap ngay lap tuec.

Tuan 1 6 thang 6 nam 2007
Phan | Thai Hom nay viéc quan trong ditng
loai gian dau ( loai A: rat quan trong - =
theo dau loai B: Quan trong — loai C: sau Nguyen nhan
ABC cuoi quan trong )
Bl | 17:00 | Hoi nghi danh gi4 hiéu qua tuan | Ban than nam quyén diéu
18:00 khién, t6i kip thi hop, tdi
khong kip thi ngay mai hop,
c6 thé diéu chinh thai gian.
Cl Pai Iy thuong mai Thién Tan | C6 thé ly quyén cho ngudi
dén tham quan cong ty phu trach phong dai Iy
thuong mai tiép don.
Al | 9:00 | Hop bao cong b0 san phdm mdi | C6 thé dem tdi gia tri Idn
12:00 nhat, bo 13 la khong con co
hoi nifa, bat budc dich than
phai tu lam.
B3 Phong vién danh tiéng Phong vién danh tieng co
chuyén muc phdng van stic anh hu’Eing: chuyén muc
phéng van doi véi doanh
.m x 3 o . 4
nghiep va san pham co ldi,
nhat dinh phai coi trong,
nhung ¢ thé rit ngan thoi
gian hoac hoan thanh qua
trao doi dién thoai.
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A2

14:00
16:00

Khach hang I6n Hang Chau
t6i tham.

Khach hang 13 thugng dé
khach hang 16n c6 thé dem
lai loi nhudn I6n, don tiép
khach hang I6n Hang Chau,
doi véi tong thanh tra doanh
thu chac chan 13 viéc loai A,

A3

16:00
17:00

Nhan vién nong cot nghi viéc.

Nhan vien la khach hang
quan trong, dac biet la nhan
vién nong cot dem lai gia tri
6n, Vi sao nghi viéc, nhat
dinh phéi tim hiéu nguyén
nhan dich than xu Iy.

B2

Hop vdi Tong gidm doc.

Hop v6i Tong giam ddc 13
cong viéc noi bo cua doanh
nghiép, ¢d thé thoa thuan voi
Tong giam doc thay doi thdi
gian hodc riit ngan thoi gian.

C2

Dign thoai trao doi cong viec

Hoa Nam.

Co thé Uy quyén hodc doi
thdi han lam, hoac gia hom
nay khong lam.

Mot nam 365 ngay, ngay ngay quan ly thoi gian, nam chac
trong diém, ngay sach ngay méi, dan nuéi dudng thanh théi

quen hiéu suat cao.
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QUAN LY HOC TAP
Lam thé nao dé
hoc tap cé hiéu qua?

Duy tri hoctap |
lau dﬁi‘!i,

e

Hoc tap la nang luc canh tranh

Hoc tap lam thay d6i s6 phan

Puong 16i cua hoc tap

Nuoi duong thoi quen hoc tap hang ngay

Kiéu mau hoc tap moi nhat - cach hoc tap
tuan hoan.
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TN ROCTIT

I- HOC TAP LA NANG LUC CANH TRANH

Hoc tap la yéu cau phat trién cta thoi dai, dong luc vinh
hﬁng cua loai nguoi dé dat dugc nhiing hanh phuc, nhirtng sang
tao maéi mé. Bat ké ltc nao ban cing phai hoc tap, dam bao duy
tri tinh than hoc tap, chi dirng lai khi két thac cudc doi.

Hiép hoi nguon nhan luc My da thong ké, mot ngudi néu
nhu mdi ngay hoc tap kiéh thire chuyén mon mot tiéhg dong ho,
chi can thoi gian mét nam, ban da c6 kha nang tr¢ thanh chuyén

gia cua nganh nghé nay.

Gia du ban lam nghé quay phim, moi ngay hoc tap kién
thirc vé quay phim mot tiéng dong hd, mot nam sau ban sé tro
thanh chuyen gia; gia du ban la nguoi lam quang cao, ban hoc
tap kién thitc quang cao moi ngay mot tieng dong ho, mot nam
sau trd thanh chuyén gia; gia du ban la nha quan ly, mdi ngay
ban hoc tap mot tieng dong ho, duy tri hoc tap lién tuc, mot nam
sau tro thanh chuyén gia, ba nam tro thanh chuyén gia nganh
nghé, ndam nam tré thanh chuyén gia cap nha nudc, tam nam tro
thanh chuyén gia cap thé gidi. Thuc ra khéng hé khé, quan trong
& cho ching ta duy tri duoc 14u dai, d6 1a stcc manh ctia long
kién tri.
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sai tée.

DPaw sé bi hai daw 1e?
Ny kia lai vang mit
sai! ‘Khéng the.

Neéw méi ngay dew wng

11111

Sﬁfﬁptﬁpm‘g/d‘&&tﬁd&m&?
Vgay mai lai khang hoo tap:
Sé bi thi turang dao: théi saa!
Vigay hia lai khing hac tap.
Sé b thi tucang dao théi saa’?
Néw nhuwe ngay nao ciing
Wﬁa&t@p%@m?
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Nham vao finh vuc
muc tiéu bat dau
tir bay gid moi ngay
hoc tAp mot tiéng

THE":NG KE CUA HIEP HOI
NGUON NHAN LUC NUGC MY

Quan trong & chd ching ta duy tri
dudc 1au dai, do 1a siic manh cla
long kién tri.
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II- HOC TAP LAM THAY POI SO PHAN

Can ct diéu tra chiing minh, sau khi t6t nghiép dai hoc kién
thire chi dung dugc hai nam, néu nhu khong hoc tap sé bi xa
hoi dao thai, chi co khong ngting hoc tap madi co sttc canh tranh,
twong lai doanh nghiép va sy canh tranh cua doanh nghiép la sw
canh tranh cua suc hoc tap, su canh tranh gitra nguoi voi nguoi
cting la su canh tranh cta strc hoc tap, hoc tap lam thay doi van

meénbh, tri thitc sang tao twong lai.

Cau chuyén chia sé
“HOC TAP LAM THAY DOI SO PHAN”

Schuwaly sinky v & néng than nuée Ny, chi nhan diae
sw gido due cda tucing hoe trang khadng thai gian at ngdn
i nhaw éng nghéa: 1t miang tai. “Vidam 15 tudi, buee bach do
E&H@WWW Dba néam saw, c’:'"tng/z:fé;@ lamy thué tai mat
cng tuding xay dung cia vua st thep Camnegie. Liie nay
Schwalyda émvap i dink quyét tanv phai lam mat ngueai v ti
nhat twong cic dang sw. Puang khi moi nguai dang adn than,
Schwaly lai lang (& tich liay kink nghiém lam vice, dong thai
tw hoo cae kién thie xay dung.
Schwaly an trong géc dac sach. View van Giam dée cang ty

f
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héi: " Anh hoe nhitng thie dé dé lam gi?” Schwalk néi: “Caéi
nghi céng ty ching ta ching hé thiew nguii lam cang, chi
thicw nhan vién ki thuat hadge nha quan b cé kinf nghiém
Giam déc gat gat daw. ‘Khiong law, Schuwale da dwge thing
tap dé nang caa ban than. @ng cémat tamnicm: “Tai bha

chi la lam viée vi éng chi, cing la dang lam viée vi wde ma
wa tiew da ta lan ciaa chinky ban than. “Chi ca khang ngitng
wéing chi cé hac tip méi cé the thay déi duac s& phan. @m ap
CV@MM&# Scﬁmﬁzﬂm%ﬂwg,w ba nhiem lam “Chi tich
her dew c& chung mbl bi quys: “Hoc iap, khong nging hoe
tap. Voa kidw gidw nhat L Cia Chank, tink dé nanv thi
nhét cia phé thing ca sé; Edisen chi dic hoo cé ba thing;

tue hae tap, sing taa nén nhing thank tuw vt dai. 7
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15 tudi théng qua tu hoc
trd thanh ky thuat vién.

Khéng ngung hoc tap
trd thanh téng céng trinh su.

Hoc tap lam thay déi van
ménh tri thdc sang tao
tuong lai.

—
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ENTIROCT

l1l- DUONG LOI CUA HOC TAP

Diéu kién moi truong la quan trong nhat cua thanh céng,
chinh la lIwa chon ban ctua thanh cong, ching ta cé thé di théng
vao trong kinh nghiém ctua nguoi thanh dat, thong qua viéc tim
hiéu tw twdng cua nguwoi thanh dat, lam nhirng viéc ngwoi thanh
dat trng lam, lap lai hanh vi ctia nguoi thanh dat, sé c6 duoc két
qua giong nguoi thanh dat.

Ba con dwong hoc tap cua nguoi thanh dat

* Poc mot lwong lon sach bao ngwoi thanh dat tung doc.
Tinh luyén budc di cua thanh céng, tim dén phuong phap
cta thanh cong.

e Két giao ban bé véi nguwoi thanh dat. Theo tuy nguoi
thanh dat, khiém ton thinh gido, truc tiép thu hoach duoc
phuong phap va bi quyét ctia thanh cong.

e Nghe nguoi thanh dat dién giang hoic dw 16p hoc do
nguwoi thanh dat maé. Trong mot khoang thoi gian ban cé
thé thu hoach dwoc cac budce di va phuong phap tuong
do1 hé thong ctia thanh cong.

Khi téi thanh ﬂ&‘puﬁw@wﬂg/ﬁwﬁwmm”@mﬁ,
téi di- vay 20 van, tay tuing khéi nghiép, téi khéng biét mea
luat nao cia quing cao, hoan toan khang bict phai bat tay
suiBhu b hghigps s ihio e ntvs. Do iy tuiobo Ko 165 45
ﬁw%fu&#c&@uywn@m&cﬂm{ﬁﬂwmmﬁ%
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tuang nuic, hac tap day chuyén cing tc, phuang thiic lam
wide cia ho, cham sée khdach hang nhue the naa, haan thank
Wﬂg/ﬂ{iﬂfﬂﬂiﬂfﬂw, tﬁawg&uﬂbﬁnﬁvn&g&ﬂ&»m&bm&%
cdi ba nghién bén phat, sao e la mé phing, hoc tagp kink
nghiép thank cang va phuang phap cia cic cing ly quing o
nay cho phiv hap véi khuén maw cia céng ty mink, nghién
tiéc: la nghién ciw cdi tien, phdat tiée la tién ca sé nay phat
tuié, phat huy, bich déi thea xw the hean mij.

“Ghai gian tam nam ngdn ngii, tai sén céng ty quing
cdo cia téi tang 1.500 lan, boi duang duae 77 vii “Géng gidm
Cung Quéc. Gy suat & dang daw tw tié lai cao dat 292

lan. Gat cé laiich nay déw do hae tap mang lai 7
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HOC TAP THEO NHUNG NGUO1 HANG NHAT

Boc nhiing sach
bao ngudi thanh
dat ttng doc

Lam ban vdi nhiing
hang nhat

Nghe nguoi thanh
dat dién gidng Ién
[6p hoc cua nguoi
thanh dat

*hat hién quy luat cua thanh cong

Tinh luyén cac budc di ctia thanh cong
Tim dén cc phuong phép clia thanh cong

Thu hoach dugc phuong phap
va bi quét clia thanh cong

Trong thoi gian ngan thu hoach
dugc tuong doi hé thong céc
budc di va phuong phap dé
thanh cong

TAO DUNG THANH CONG
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IV- NUOI DUONG THOI QUEN HOC TAP
HANG NGAY

Trong thé&'ky 21 ddy ray su canh tranh, wu thé canh tranh duy
nhat ctia ban so voi doi thu la hoc tap dwoc nhiéu hon, nhanh
hon! Khong nglting doc sach la bat dau nudi dudng thoi quen
hoc tap hang ngay. Hoc tap la su nghiép chung than. Chung ta
chi ¢6 c6 gang khong mét moi, tride sau khdng bao gio thay doi
viéc hoc tap, mdi ¢ thé khong ngung hap thu nhiing tri thic
maoi hon trong viéc nu6i dudng tinh than, tién 1én cung thoi gian.

1- Hoc tap trong cong viéc

Thuec tién la gidi han cao nhat cua hoc tap, moi cOng viéc
ban lam, déu la co hoi hoc tap ctia ban, néu nhu ban c6 thé loi
dung tron ven nhitng co hoi nay, trong qua trinh ban giai quyét
moi van dé, nhitng kiéh thitc va kj nang ban hoc tap duwoc sé
gia tang.

Cho du cong viéc cia minh hay cong viéc ctia nguoi khac
déu c6 thé hoc tdp. Néu ban hiéu rd diém nay, khi d6i dién véi su
viéc ban sé cd y thirc hoc tap tir trong cong viéc nhitng kién thtic
va k¥ nang, phat trién kinh nghiém va tri tué cua ban.

Hom nay ban hoc duoc nhitng gi tir cac dong nghiép cua
ban, hoc dugc nhitng gi tir cap trén cua ban, hoc duge nhitng gi
ttr nhtng khach hang cta ban, chi can dé tam, bat ¢t ¢ dau cing
c6 nhitrng thit c6 thé hoc tap duoc.

2- Hoc tap trong tu kiém diém

“Hoc nhi bat tw tic vong, tw nhi bat hoc tac dai.” ( Hoc ma
khong suy nghi tat sé nhu khong, suy nghi ma khong hoc tat sé
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thua). Chi c6 trong su xem xét lai minh méi cé thé c¢6 duoc tién
bd. Mot nguoi gidi ve ty kiem diém madi co thé khong nglting
vuot 1én, khong ngirng tiéh bo. Trong cong viéc moi ngay, te xem
lai minh xem thai d0 ctia ban than co tich cwc, muc tiéu ciia hom
nay da hoan thanh chua, viéc Sﬁp xép thoi gian da hop ly, d6i voi
viéc nam bat tri thitc da dat yéu cau, nhiing kién thtrc gi 1a khiém
khuyét, nhitng g1 phai d6i mdi. Chi ¢6 khong ngling ty xem xét
lai minh, mai ¢6 thé tién hanh cung c6, nang cao kién thirc, moi
cO thé co duoc su cai tién va tién bo!

3- Hoc tap trong tong két

Vap nga mot lan, khon lén mét chat, cho du la that bai
hay thanh cong, déu phai chiu kho phan tich nguyén nhan sai
lam va tong két bi quyét thanh cong. Hoc tap trong tong két,
tir trong d6 hiéu cai con thiéu ctia ban than, khong ngirng tich
Iy kinh nghiém, tang cuong su hoan thién, dat dwoc muc tiéu

nhanh hon.
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l

‘Hoc trong.
tuf kiém
diém

[ Ghi chép tu kiém
diém hém nay

hoc tap hdm nay phuang phap”

Ghi chép “cai tién
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V- KIEU MAU HOC TAP MG1 NHAT -
CACH HOC TAP TUAN HOAN

Chi ¢6 stic hoc tap, médi cé sirc sang tao, co stc sang tao roi,

moi co strc canh tranh!

Hoc tap khong phai chi d& ma hoc, hoc tap la dé chi dan cho
cong tac thuc té, kinh nghiém nhiéu nam hoc tap gitp toi tﬁng
két ra mot kiéu mau hoc tap mai: Cach hoc tap tuan hoan.

Buwdc thir nhat cua phuwong phép hoc tap tuan hoan chinh la
hoc tap thong qua hoc tap gitp nang cao kién thuec.

Budc thi hai, thong qua viéc nang cao kién thtrc, dé cé duoc
co hdi cua thyec tién, cing la van dung kién thirc vao trong cong
tac thue t€, ma thue té cong tac la co hoi kiém nghiém kién thuc.

Budc thit ba, tuc ngtr néi, “ Thuce tién sinh ra hiéu biét chinh
xac”. Trong thuc tién cong tac, ngoai viéc chung ta c6 thé van
dung nhiing kién thiic da ¢ ra, con c6 nhiing kién thiee thu
lwom dwgc tir trong cong viéc, hodc tir d6 phat hién sy khiém
khuyét vé kién thiic ctia ban, tim thay nhiing cho con thiéu sot
cua ban than.

Buoc tha tw, ching ta tro vé diém xuat phat cua phuong
phap hoc tap tuan hoan, do chinh la hoc tap. Nhirng diém khiém
khuyét cua kién thitc dwoc phat hién thong qua cong viéc sé
dwoc bo sung qua viéc hoc tap lai caa ching ta, ttr d6 ma thu

dwoc cang nhiéu kién thiic hon.

Hoc tap khong chi tir trong sach, trong cong tac, trong moi
quan hé giao tiép, trong thuc tién, tham chi trong that bai cling
co thé hoc tap duwoc nhitng kién thirc moi. Chiing ta déu biét giot
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nuoc xuyén da, giot nwoc xuyén da khong phai la sttc manh cua
nudc, la stee manh cua sy kién tri. Thong qua phwong phap hoc
tap tuan hoan nhw thé nay, khong ngting hoc tap, khong ngiing
kiém nghiém, dé phat hién nhiing kién thirc méi, sau do lai hoc
tap, lai tién b, tir d6 ma khong ngirng nang cao nang lyec ctia ban
than, dé ban than c6 du sttc canh tranh manh mé hon.

Gitra biét dwoc va lam duoc la mot khoang cach. Nhiing kién
thirc hoc dugc nao ciing phai khong ngung dugc ap dung trong
thuc tién, thong qua viéc thay d6i quan niém dén thay d6i hanh
vi dén thay doi thoi quen, cudi cung la nhitng cudc doi khong
giong nhau.
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CHI ¢O SUC HOC TAP mdI CO

SUC SANG TAQ!

¢ SUC SANG TAO ROI, MGI CO

SUC CANH TRANH!

|
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5

QUAN LY HANH PONG
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QUAN LY HANH PONG

Hanh déng moi Nudi duéng
ngay nhu thé nao? thanh théi quen |
L ] L i — '-'--"drll

[.  Hanh dong dam bao cho thanh cong

II. Visao nguoi ta khong hanh dong?

III. Sau budc co ban dé kich thich hanh dong

IV. Chap nhén t6i luyén, kién tri khong mét moi

V. Tuyén ngon cua nguoi hanh dong
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I-HANH DPONG PAM BAO CHO THANH CONG

Trong bon chuwong trude, chiing ta da hiéu quan ly thai do,
quan ly muc tiéu, quan ly thoi gian va quan ly hoc tap. Lai thong
qua luyén tap, ban da lam xong viéc dat ra muc tiéu va ké hoach
trén giay, nhung ké hoach ma chi viét trén giay, thi khong cé cach
nao thuc hién ca. Tiép theo, ching ta sé di vao mot khau hét stic
quan trong: quan ly hanh dong!

Cau chuyén chia sé
“HOA THUONG A VA HOA THUONG B

Caie mét ving xa xéi cia G Nuyén cé mét vi hoa

B2 sy K, o thung S i s Wi thiseny V6
“Tai mudi di dsi Nam N, thiyy thily ths naa?”

Hoa t/iwng/%ﬂ{w Eﬁay/dém mm&gmm&:dadw?

(;?’féiwtﬁmg/c@‘f naL: Qﬂéoﬁoﬂmfz»m{m binhy mueée, mat
mét chiée thuyén xuéi dec theo séng “Cutng CGiang, dén
W&Ebﬁwﬁﬁﬂmﬁw Mg/aﬁm u&&cﬁ@g&mﬁwﬂﬁ&g&? I

Swiﬁﬂw saw, hoa t:%amg/c% tee Vlam Dlai tué vo, demv
chuyén da dic Vam Ddi ké cha haa thiang V3 nghe, hoa
%&m@%mﬁtﬁag/ﬁ&%@w u&mmg/ M
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Khong hanh dong, tat ca moi ké hoach sé chi la khong tuong,
chi c6 bat ddu hanh dong, mai co kha nang thanh cong! Néu nhu
ban khong mudn sudt doi lam mot nguoi chi noi khong lam, thé
thi hay tir moi ngay, moéi gio, mdi phut di nam bat, cham chi lam
cho du la viéc nho dén dau. Phai c6 ké hoach, duy tri lién tuc,
lam dén noi dén chon, thiét thue chu dao trong hanh dong quy
gia ctia ban than, dung hanh dong dé chiing minh tat ca, no luc
trong sw kién tri bén bi.
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/Tﬁi con chua chuan bi xong, ﬁtji\

T, t0i mua xe ngua, lai con co hai
TfEfl ﬁUU{"E dicole 5h‘3 con ngua tot, thém ca phu xe va
mot chit, nhung by 10 phi doc dudng nifa 3 s&
gioi toi se di.

A P
Y \ xuat phat.\l_/
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‘ N

Hoa thuang A Hoa thuong B
Bat ci tinh hinh Theo dudi hoan
nao, chi can suy xét my, muon moi
xong, sé phai hanh mét ditu kign
dong ngay, khdng déu tuong doi
can phai dgi sau khi thuan thuc roi,
chuan bi chu toan tap trung lai mot
mdi hanh dong. lan dé dot pha.

\ A X r

=) )
Hién thuc 1a bo bén nay, udc mo la bo bén kia, ¢ giiia
= ngan cach bdi dong song chay xiét, hanh dong clia
ban chinh 12 da bac qua song mdt cay cau.
& ;
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II- VI SAO NGUGI TA KHONG HANH PONG?

That bai chua dt nhieu, kho dau chwa dd sau, muc tiéu thiéu

ro r‘ang.

Cau chuyén chia sé
“Vi KHO DAU CHO NEN THAY POI”

e phd thing tuung hac, khing ci ki ning sc tusing gis chi
hén., Wﬁwtaﬁvm¢pmcﬁu{?@wmmﬁtm héan, nam
mucai b sdch dén van phang & tang bdy cia mét tucang dai
hace; khi anb ta vita vac duwae hai, ﬁafﬁ@sdcﬂdébméﬁangz
maty, mat vi bdo vé da dio dén, néi wing: ﬁrﬁﬁang/mdg/ nay la
disizes phiis di andy bt phiis di el thang 861

b5 hoo sink, 560 phiis chuni b mih e shoh tn viin phong &
W@&i’&, Wnyaﬁw@dotﬁa@ mdy/f” QHMai nQUaL cai v
khéng cha di, nquai tié tuéi nghi bung, xe sich nay, phai
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khuédn hét, mnﬁﬁbpﬁau@ﬂxmw é{dgzixﬁﬂi’ﬂ lan, sé
mét chét nqueai mat!

Saw dé, nyﬁ&ﬂ&éﬂﬁléﬁ@m&oﬁ@wn&}ﬁwﬂiﬂb%
dé v Uy~ nay, néw da quyelt mat lang, dem bén, nam nucai
bés sdchy khuan vao dé & géc dai sdnh, mée ké tat cd bé di.
xudng i an, duwge luang thit, nbung anh ta ciing xin éng
the trang nueée mat, toi nhat dink phéi hing hii guat cuiang,
thi dé vao dai hoe, téi nhat quyét khéng dé nqudai khdc

Nguic té tudic nay tucge ki thi nia ndam, ngay ngay
gian cia anhvta lhang can di, anhta da lkhéng con duang lui,
gar méi lic lwai bicng, buéng ldng, twang daw lai nght dén
cdi canh bi lam nhue, bi phan bict déi xi khi “bdo vé khéng
cﬁaaﬂfp@tﬁmm@i J@&mmmmm t&'r@géi}z
béi né lue dung cang. Saw nay, nqudi tié tudi nay da thi dé
vaa mat hoe vién y hoe, hien nay la mat bdc st chi by cia mat

Bsih, visn Ui davdy titng %

/
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NGUYEN NHAN
KHONG HANH DONG

THAT BAI KHONG
PU NHIEU

PHONG DAl DAU KHO

b

| CHAY KHOVDAU KHG.
-

| XACOINHMYCTIE
¥

PAU KHO KHONG
pU SAU
MUC TIEU THIEU CHAY KHOI BAU KHO

RO RANG

XAC DINH MUC TIEU

e ——

PHAN CHIA MUCTIEU

LAP TUC HANH PONG
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I1I- SAU BUGC CO BAN
PE KiCH THICH HANH DPONG

To6i phai ¢6 dugc két qua nhw thé' nao?

Khéng dat duoc dau kho nhw thé' nao?

Khéng hanh dong co6 hai gi?

Gia stt hanh dong ngay, co nhitng diéu co loi nao?
Xac dinh thoi han, hanh dong ngay.

Hay dem ké hoach hanh ddng ndi v6i nguoi nha, ban be
va lanh dao ctia ban.

Vi DU PHAN TICH

VBéi canb: Vhan vien nghiép v Gicw Vuang, nit, 25
tudi, saw khi vao cang ty thank tich link thuang, tink dé tvén
frmwmﬁ;@nﬁ&%cﬁ ﬁ&ng/ lan méi, me lan daw
gar 9@ bi tiv chéi lun khéng con ding khi ticp tue tvien khai
nhiem v, Con hai thang nita, céng ty sé ticn hank mat vang
sat hache bindy xét mai, “Giew Viang it cé khd ning bi céng

Phat trién mot khach hang 16n méi, chiéu theo sau budce co

ban xac dinh ké hoach hanh dong ctia ban, duéi day la noi dung
Tiéu Vuong da can c sau budc co ban dé kich thich hanh dong
ma viét nén;
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1. Toi phai co duoc két qua nhu thé nao?

Ky dugc don dat hang lon, nang cao thu nhap, dwoc cong ty
nhin nhan, gitt vitmg cong viéc.

2. Néu khong dat duoc sé dau kho thé nao?
Mat viéc, gia tri cd nhan khong dugc nhin nhan!
3. Khoéng hanh ddng c6 hai gi?

Phai sat hach ngay roi, co thé sé bi dudi viéc.

4. Gia sir hanh dong ngay, co nhirng diéu loi gl:

Co co hoi dé tranh tha duwoc don hang 16n, gia tri ca nhan sé

dwoc nhin nhan, tré thanh budc ngoat cua sy nghiép!
5. Xac dinh thoi han, hanh dong ngay:
Noi trong hai thang, ky xong hop dong!

6. Hay dem ké hoach hanh dong ndi véi nguoi nha, ban be
va lanh dao cua ban:

N6i vdi lanh dao cap trén muc tiéu cua minh, tim kiém su
hudng dan va giup do, xac dinh sach lwoc.

Tiéu Vuong c6 thanh cong khong? Biéu nay khong hé quan
trong, quan trong la cudi cung Tiéu Vwong da c¢6 dung khi bat
dau hanh dong, ctt hanh dong la sé co6 kha nang thanh cong, bay
gio, ban cling hay tht luyén tap nhé!

Hay tim ra mét viéc ban luén mudn lam nhung luon chua

lam, chiéu theo sau budc co ban xac dinh ké hoach hanh dong
cua ban:

6. Toi phai co duoc két qua nhw thé' nao?

185

ttp://tieulun.hopto.org



186

http://sachviet.edu.vn

5. Néu khong dat dwoc sé cé dau kho thé nao?

4. Khong hanh dong c6 hai gi?

. . N - S S o S < . S . - < - - N e M T . . A - < S I Y - - . . S < I N S G e . O A - - S S G S S G - S - S A S N S . . A

3. Gia st hanh dong ngay, co loi gi?

2. Xac dinh thoi han, hanh dong ngay?

1. Hay dem ké&'hoach hanh dong noi vdi nguoi nha, ban be va

lanh dao cua ban:

M e ey e T e e e e s e - S N R S M S SN SN S S e o I R e e e e e S S S e I I T R o S S S T SN BN B RS R R R e S e I S S S I I P N e s S S e e e s
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IV- CHAP NHAN TOI LUYEN,
KIEN TRi KHONG MET MOI

Cau chuyén chia sé
“CHi €O TOI LUYEN, MGI1 CO THE THANH PHAT”

Phat d& cho nquai quiy 8. Sw tang dén nai- chon da dicw
khéi dd lan: Vigueai da tuing tuyén Phat thach, cé the diéw
W@MW@@%&J@CMW@@W @amn{;}’wf
xong, vi cang phaw khéi, nhung sw ting lai néi: Vhung
lhang? Da lan suy nghi héi law, wbi dang .
sw ldng lieang cia né, chi vai ngay, dd lén da quyét dink tie
duéi chan niii.
%ﬁﬂwﬁn@@mw&@fmmd&@ﬁ; da duac
M!:,séwcﬁmv%ﬂ&g/qm#% L-ﬁfpcﬁwgé;t u@cf’é%t/mngxcﬁﬁﬂ?
duecic chan niii- hang ngay nghe thay tiéng chan chit é dinh
ﬂd{smgzﬁcw, mwﬁﬂbwmmﬁmmrm
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m«géﬁ}@d& Do da nhin den khéi da to bi ném é dudi
chan nii, do vay né da bi dem dag tan xuang ndt thit, i nén
mih cons dicdngy 45 "Dngngdy, nhitng Whis b Whicks hinks
Igtmmgfffgmcfapﬂé‘m %%‘Zﬁxw;w%@ﬁﬁbtﬂacﬁw%w
bhstng hiuy nis 1oy nhis Lo Bhiunis: ot hB o e sip ol
Sé»f/i&i/Wﬂr, &m‘wmww, tﬁf}h’ﬁwwcﬁmwfﬁéé
fag/oﬁinﬁ’b lav né: 1ai. r}/&ﬁng/ﬁﬁ;/ ﬁ&ﬁ@fﬁbcﬁfﬁ&dw@g/&, cahéi
qua di: khéng tud lai, néw ma khang the kién td, van ménh sé

tuyét nhién khdc nhaw. 7
/

Mot bén la Phat van nguwoi bai lay, moét bén la da vun van

nguoi dam dap, ban mong mudn tro thanh bén nao?

Ban phai chang cting nhw khoéi da to trong cau chuyén trén,
vi s0 hanh ddng, hoac 1a hanh dong nhung khong kién tri dén
cung, rot cuQc la lang phi nhiing t6 chat tot cua ban than va vo

duyén voi thanh cong?

Ky thuc, modi con nguoi déu so htru nhitng pham chat déng
quy, nhung nhat thiét phai chap nhan t6i luyén mai c6 thé thanh
cong. Luyén tap viéc quan ly nam yéu t0 chinh la qua trinh t6i
luyén ban than, viéc ban phai lam doé la hanh dong, ngay ngay
hanh dong, bat budc ban than hanh dong, chi can ban kién tri, ky
tich sé phat sinh.
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Toi phai trd thanh Phat cla
van ngudi sting kinh, cho nén
t6i chap nhan su toi luyén!

T6i c0 I& khong chiu
dung noi su dau dén
nhu the nay!
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V-TUYEN NGON CUA NGUGI HANH PONG

Quan ly thai d9, quan ly muc tiéu, quan ly thoi gian, quan ly
hoc tap, quan ly hanh dong chinh la nam muc quan ly cua nguoi
thanh dat. Thong qua viéc hoc tap hé thong ctia cudn sach nay
hy vong ban cd thé nhin thay tir bén trong hién trang va vién
canh cua ban than, ttr d6 hoc hoi duwgc kinh nghiém hoc tap cua
nhiting nguoi thanh dat, nang cao hiéu suat, nang cao thanh tich
nghé nghiép, tirng budc thudc vé huong di toéi thanh cong cua

cuoc doi ban!

Hanh dong la suw dam bao thanh cong cua ban, Mark Twain
da ting néi mot cau: Ban s¢ hai cai gi? Hay lam cai viéc khién
ban s¢ hai, ban sé khong con s¢ hai nira. Bay gio chung ta hay
hanh dong di!

Tuyén ngon cua nguoi hanh dong

Ké ttr ngay hom nay t6i phai tuyén bo voi toan thé gioi:
To6i sé phai lam mot ngwoi hanh dong cu phach;

To6i phai hoc tap trong hanh dong dé truong thanh.

Stra chira, diéu chinh trong hanh dong;

Kiém nghiém, hoan thién trong hanh dong;

Hoc tap, phat hién trong hanh dong;

Tang thém diing khi, sang tao ky tich trong hanh dong.
T6i phai hanh dong ngay, lap ttec hanh dong,

Hanh dong nhanh, cho toi khi nuoi dudng thanh thoi quen!
Hanh dong! hanh dong! hanh dong!
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Néu nhu ban ha quyét tam lam mot ngwoi thanh dat, thé thi
ban phai ttng dung nam muc quan ly dé quy hoach cudc doi,
hanh trinh ctia ban da nho neo. Ban sé la thuyén truong con
thuyén van ménh ctia chinh minh.

Chi can tuan theo ndm muc quan ly dé lam, moi ngay tién
bd mot chiat, thé'thi trén dai duong ctia doi nguwoi, ban sé khong
thé lac mat phwong huong, bo bén kia cua thanh cong la ¢
phia trudc.
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TUYEN NGON CUA NGUGI HANH BONG

Hay dé ching ta cling tuyén thé. 1am mot ngudi thanh cong clia
1anh dong nhé!
Hay viét ra tuyn ngbn clia ban!

Q

KE tir ngay hom nay t6i phai tuyén bo véi toan
the gidi:
Toi sé phai lam mot ngudi hanh dong cu phach;

Toi phai hoc tap trong hanh dong, dé
trudng thanh.

Stia chifa, diéu chinh trong hanh dong; kiém
nghiém, hoan thién trong hanh dong; hoc tap,
phat hién trong hanh dong;

Tang thém diing khi, sang tao ky
tich trong hanh dong.

Toi phai hanh dong ngay,
ap tlc hanh dong,
hanh dong nhanh,
cho tdi khi nudi
dutng thanh

thoi quen!

Hanh dong! hanh dong! hanh dong!
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Loi cudi clia ngudi bién tap:

Cong cu tot dé ban lap tuc hanh
déng - nhat ky hanh déng quan ly
nam nhan té

1- Vi sao chiing tdi xuat ban cudn sach nay?

Nha doanh nghiép néi tiéng Ly Tién, da danh 20
nam nghién ciru phuwong phap cua nhting nguoi thanh
dat trén dinh cao cua thé gidi va nhitng thanh cong cua
cua ho, cudi cung tong két nén nhitng bi quyét chung
cua thanh cong, 6ng goi tén nhitng bi quyét nay la “Nam
nhan t6 vang cho nguoi thanh dat”.

10 nam tr¢ lai day, ong da boi dudng pho cap trong
doanh nghiép cia minh “Quan ly ndm nhan t6”, sau nay
dé giup d6 nhan vién ren luyén hang ngay, lai dem né
phat minh thanh “Quan ly nam nhan t6 - nhat ky hanh
dong” cong cu thao tac cta 365 ngay, mot cudn sach bo
tai, xem xét hang ngay, sit dung hang nam. Dén sau nay,
“Quan ly nam yéu t6 - nhat ky hanh dong” lai dugc nhan
vién, khach hang, hoc vién cua 6ng dwa vao nhiéu cac
doanh nghiép khac. Cho dén nay, da c6 trén mot van
doanh nghiép di theo, hon 20 van nguoi dang hoc tap
van dung bd sach cong cu nay, dé thay doi tu duy, thay
ddi hanh vi, cudi cing nu6i dudng thanh thoi quen hiéu
suat cao. N6 c6 thé d&€ moi ngurrdi moi ngay moi su viéc,
déu c6 kha nang doi chiéu muc tiéu, doi chiéu qua trinh,
doi chiéu két qua, cho nén lai [a ¢cong cu quan ly thanh

tich hiéu suat cia doanh nghiép hiru hiéu nhat.
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P& bd cong cu nay duwoc cang nhiéu ngudi nam
duoc, tro gitip cho cang nhiéu nguoi thanh cong, chung
toi - nhitng nguoi huong loi cia ndm nhan té cha chot
(trong do str dung nhat ky hanh dong dat dwgc lau nhat
la 13 nam) thanh 1ap nén cong ty nam nhan té chu chét,
doc hét stre chuyén tiép nam nhan t6 chu choét, dé cho
cang nhiéu doanh nghiép va ca nhan co6 thé thu dwoc tir
trong do sttc manh cua thanh cong.

2- Di vao nam nhan t6 chi chét nhu thé nao dé
nang cao hiéu qua doanh nghiép?

Di vao ndm nhan t6 chu chdét, st dung nhat ky hanh
dong, doi véi viéc nang cao thanh tich nghé nghiép cua
nhan cong, nang cao hiéu qua cua doanh nghiép la hét
stec r0 rang, theo doi s6 liéu da ching to, hiéu qua doanh
nghiép binh quan tang thap nhat la 30%, cao nhat la
t6i 300%.

Can cit kinh nghiém st* dung va phuc vu cua ching
toi hon chuc nam qua, theo cac buodc dwoi day dé di vao
nam nhan t& chu chét la ¢6 hiéu qua nhat:

(1) B6i duong dan dat, thong nhat tu tudng

Trwoc tién phai boi duodng, co thé thong qua xem
VCD hodc ¢6 van hiéu qua chuyén nghiép cua chiing ta
lam nguoi hudéng dan cach thirc boi dudng. Thong qua
boi dwong, dé nhan vién biét cach dung tam trang tich
cuire doi dién tat ca. Noi cho ho biét vi sao phai xac lap
muc tiéu, viéc dat dwoc muc tiéu voi thu nhap cua ho
co lién quan nhu thé nao dé nhan vién hiéu duwoc quan

trong ctia viéc quan ly thoi gian; biét rﬁng hoc tap sang

tao la sttc manh canh tranh 16n nhat ctia ho; thuc day ho

http://tieulun.hopto.org



http://sachviet.edu.vn

lap tiec hanh dong cai bién ban than. Tom lai, phai khién
cho toan thé nhan vién hiéu gitta nam nhan t6 cht chot
va cong viéc cua ho c¢6 quan hé mat thiét, thong nhat tu
twong, thong nhat nhan thitc, méi c6 thé dam bao chéc
chan viéc thong nhat hanh dong.

(2) Cdp phat cong cy, st dung chinh xac

“Quan ly nam yéu t6 - nhat ky hanh déng”, cap
quan ly nhat thiét phai s&t dung, nhan vién phd thong
¢ gang hét murc st dung, c6 thé ap dung trong cong tac
doi song, moi ¢ thé biét lam duoc hay chuwa lam duoc,
moi c6 thé biét ban than phai cai tién nhu thé nao.

Dong thoi phai chi bao cho nhan vién biét phwong
phap st dung chinh xac “ Quan ly ndm yéu to - nhat ky
hanh dong”.

(3) Sang hop chiéu hop, ba d6i chiéu

Sédng hop: Budi sang st dung 5 — 15 phut, mo6i nhan
vién cam theo nhat ky hanh dong, cong khai bay to muc
tieu va trong diém cong viéc ngay hdm nay cta ban
than, do Truong bo phan chi dao tai chd, hanh dong co
hiéu qua.

Chiéu hop: Budi chiéu trwdc tan tam, nhan vién té
tiu lai. MOi nhan vién cAm theo nhat ky hanh dong d&é
tong két doi chiéu véi ké hoach cua budi sang, muc tiéu
nao hoan thanh, cai nao chwa hoan thanh, nguyén nhan
va tro ngai cua viéc chua hoan thanh la gi, cach tién hanh
va phuwong phap giai quyét tro ngai nay la thé nao, can
thiét cap trén hoac dong nghiép danh cho sy giup do...,

viéc ngay nao xong ngay do.
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Ba d6i chiéu: moi ngudi, moi ngay, moi sy viée, budi
sang doi chiéu muc tiéu, gitta chting doi chiéu qua trinh,
budi t6i doi chiéu két qua. Dung nhat ky hanh dong lam
phuong tién truyén dat cong tac, ban than phai lam gi,
dong nghiép dang lam gi, tat ca moi thir déu ro rang.

(4) Don doc ki€m tra, thuac day

Nhan vién sé lam nhirng viéc ban kiém tra, sé khong
lam nhiing viéc ban yéu cau; ban kiém tra cai gi thi sé
duwoc cai do, nguoi lanh dao chinh la nguoi kiém tra.
Nhan vién sang hop chiéu hop kiém tra lan nhau; Truong
bd phan kiém tra moi ngay; Gidam d6c ngudn nhan luc
kiém tra moi tudn, Tong gidm do6c kiém tra suat Xac

bat thuong.

Cong bd “Quy dinh quan 1y nhat ky hanh déng”,
xay dung tiéu chuan st dung va co ché thuong phat.

No6i chung, thong qua sttc manh doan déi thuc day
tién bo ctia moi ca nhan, thong qua viec kién tri st dung
nhat ky hanh dong, nuoi duong thanh thoi quen hiéu
qua cao cua nhan vién, cudi cung giap ho thanh céng.
Moi mot nhan vién déu nang cao hiéu sudt nang cao
thanh tich nghé nghiép, dat duoc hiéu qua, két qua cua
doanh nghiép tu nhién dat duoc.
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Phu luc

“Quan ly ndm nhan t6 - nhat ky
hanh déng”va ban nhat ky dung
thu bay ngay

Muc dich ctia cudn sach nay khong chi & viéc dé
doc gia biét duoc, con phai dé doc gia bién “biét duwoc”
thanh “lam dwoc”. Vi vay trong phan phu luc cua cuén
sach ching toi da cung cap ban dung thir bay ngay cua
“Quan ly ndm nhan t6 - Nhat ky hanh déng”, gitup cho
ban tang cwong trng dung nhirng kién thirc da hoc duoc.

O trude, chung t6ilay Phé Tong giam doc kinh doanh
Triéu Phong lam vi dy, dé giang giai phuong phap va
budc di phan chia muc tiéu. Tin tudng rang trude day
ban da c6 mot quy hoach tong thé do6i véi ban ké hoach
cuoc doi minh.

O day, chung toi theo muc tiéu bay ngay cua Triéu
Phong lam mot trinh bay hoan chinh, tién dung dé
ban nam tot hon phuong phap dién ghi vao ban dung
thtr bay ngay ctia “Quan ly nam yéu t0 - Nhat ky hanh
dong”, xin hdy tham khao biéu mau cua Triéu Phong
nghiém tac dién ghi.
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1. BIEU MAU “QUAN LY NAM YEU TO -
NHAT KY HANH DONG”

KE HOACH cuOC P01 (BAN MAU)

Muc tiéu cuoi cling clia
cudc doi (Sau 60 tudi)

Muc tiéu dai han
(Trong 10 nam)

SU
NGHIEP

1. Trd thanh nha doanh nghiép
hang dau thé gidi.

2. Dat dudc giai thudng vinh
danh nghé nghip cao nhat
ctia nha nudc.

3. Dua cong ty trd thanh tap
doan gido duc cé siic anh
hudng trén the gidi.

1. Thic dy cong ty trd thanh
mot trong cAc cd cAu gido duc
ndi tiéng nhat chau A.

2. Thuc hién san lugng nam
clia cong ty dat dén 1 ty nhan
dan té.

3. Tr thanh mot trong nhiing
chuyén gia quan Iy kinh doanh
quyén uy nhat chau A.

TAl
SAN

Co tai san trén 50 triéu nhan
dan té.

Tai san ca nhan dat tdi trén 10
triéu nhan dan té.

cu0C
SONG GIA
DINH

1. Mdi tuan tién hanh gia dinh
ty hoi mgt Ian (con chau ba
thé hé gap gd vui vé).

2. Mdi thang it nhat c6 thoi
gian 10 ngay ¢ vdi gia dinh
nguoi than.

1. Mot tuan it nhat mot 1an n
com cung cha me.

2. Con cai uu t, cha me manh
khoe, ca nha hoa hgp vui ve.

HOC
TAP TRUONG
THANH

1. Tro thanh gido su thinh
giang cua trén 20 truong dai
hoc trong ngoai nudc.

1. Thi tién sT quan Iy cong
thuang va nhan dudc hoc vi.
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2. Tinh tong cOng sé xuat ban
trén 15 tac pham chuyén
nganh, sau bo tai liu giang
day ghi am ghi hinh, trong do
liong phat hanh mot cudn trén
mot triéu ban.

3. Truc tiép, gian tiép gitp dd
10 van ngudi thing tien va
trudng thanh.

2. XuAt ban séu tic pham
chuyén nganh, hai bo tai lieu
giang day ghi am ghi hinh.

3. Dam nhan gido su thinh
giang cua ba trudng dai hoc
trong nudc.

MO
QUAN
HE

1. C6 quan hé mat thiét véi
20 vi gido su danh tiéng trong,
ngoai nuac.

2. Tré thanh ban tot clia 20
nha doanh nghiép ndi tiéng
clia Trung Quoc,

3. C6 trén 20 nguoi ban |a cac
nha doanh nghiép hang dau
clia moi noi trén the gidi.

1. C6 quan h& méat thiét voi
10 nha doanh nghiép tén tudi
trong nudc.

2. CO quan hé mat thigt vdi
ba nha doanh nghiép ndi tiéng
thé gidi

3. Co 10 nha doanh nghiép
dinh cao 13 ban tot.

NGH
NGO
suc
KHOE

1. Stic khoe tot, khong c6
bénh tat.

2. Tinh lyc doi dao, mdi tuan
dinh ky choi bong cac loai.

1. M6i thang chai gon mot 1an,
mot nam leo nii mot Ian.

2. Moi ndm dua ngudi than
di du lich nuc ngoai hai lan,
trong nudc hai 1an.
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KE HOACH TRUNG HAN - NGAN HAN (BAN MAU)

Thhadi: Muc tiéu trung han Muc tiéu ngan han
Muc ' (Trong 5 nam) (Trong 1-3 nam)
1. Thic day cong ty dat san | 1. Thic day cong ty dat san
Sy ludng nam trén 500 trieu. liong nam trén 200 triéu.
NGHIEP | 2. Trd thanh mgt trong nhiing | 2. Trg thanh mgt trong cac co
chuyén gia kinh doanh co stic | dong clia cong ty.
4nh hudng nhat cla Trung | 3. BAi duGng dugc 10 vj phé
Quadc. Tong giam doc kinh doanh clia
cac cong ty con.
TAI Tai san ¢4 nhan vuot 5 tridu | M6i nam sau thué thu nhap
SAN nhan dan té. khong dudi 1,5 triéu nhan dan
té.
cudcC 1. Dinh cu Thugng Hai, mua | 1. Sinh mot da con khau
SONG GIA | mdt can ho 200 m2 khinh dang y8u.
DINH | 2.Dén cha me dén Thugng Hai | 2. Mdi ndm vé Con Minh tham
G cung. cha me hai lan.
3. Gilip vo md duac tra 1au,
HOC 1. Mi nam tham gia boi dung | 1. M6i nam tham gia boi dudng
TAP TRUGNG | chuyén mén 10 lan, doc 100 | chuyén mén 10 1an, doc 100
THANH | cubn séch. cuon sach.
2. Xuat mdt tdc pham chuyén | 2. Gianh hoc vi MBA.
nganh, mot b tai liéu gidng | 3. Mdi nam 10 xuat dién giang.
day ghi am, ghi hinh.
MOl 1. Trd thanh ban cua 10 nhan | 1. Lam ban vdi nam nha doanh
QUAN | vat chuyén mdi gidi. nghiép noi tigng trong nudc.
HE 2. Quen biét 10 nha doanh | 2. Trd thanh ban cla nam vi

nghiép tén tudi trong ngoa
nudc.

chuyén gia cling linh vuc nghé
nghiép.
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NGHI
NGOl
suc
KHOE

1. M6i ngdy tap luyén mit
tigng.

2. Mdi tuan danh béng ban hai
an.

3. Moi nam cling ngudi nha du
lich nudc ngoai hai lan.

1. Mdi tuan choi bong ban hai
tigng.

2. Moi ndm dua ngudi than di
du lich nudc ngoai mdt lan.
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MUC TIEU NAM NAY (BAN MAU 1)

Thai Hoan
| S6 N " Phuang phap va gian | thanh
Loai Noi dung muc tieu M A ok
1 cach tien hanh dau | danh dau
cudi V
Muc | Chi 1- Thu nhap 80 trigu. 1-Nghién cifu phéat trién | 6-10
tibu | tidu L&i g6p 24 tridu. hai san pham cao cp. | thang
sy | taivy * Nehiép vu cii thu nhap Mdi céi
nghiep 401triéu, lai gdp 14 trigu. | 2- Nghign ciu phat trién | 3-6
COng * Nghigp vu mdi thu 20 | hai san pham trung cap. | thang
Vit triéu, I gbp 4 triéu. Mi cai

* Khach hang mdithu 20 | 3. Mg mang ¢ sau khu | 1-12

triéu, laigop 6triéu. | \yc mei Béc Kinh, Thién | théng
2- Tien mat hoi khoan Tan, Tham Dudng, Tay An,
100%. Phiic Chau, Thanh DA,

3- Giam gathanh 5%. | 4 cj thign khach hang | 1-3
4-Khoan tng thu bang 0. | ¢ yay dung d6i ngil dich | thang

vu khach hang bach kim.
5- Phat trién 20 daily | 3-9
thuang mai md. thang

6- Tuyén dung 70 co van |3
hoc tap. thang

7-Hoanthanhsitay |1-6
hudng dan khach hang | thang
stra 16i.

8- Dung phudng phap Hang
tich hibu phi luAn tién | tuan

hanh quan ly.
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Chi
tiéu
khach
hang

Mic do khach hang
vifa y 99%.

Bao dam pham chat

khoa trinh, nang cao chat

lugng hoi nghi, mdi 1an
tong két hi nghi sau do
Iap tic chinh Iy stia doi.

1-12
thang

Ty 18 mat khach hang
1%.

S0 dién thoai khiéu nai
chuy’én sang dién thoai
di dong cla ban than.
Giai quyét van dé ngay
tir d4u. X4y dung quy tac
thudng phat cua dich vu
khach hang.

1-12
thang

Ty 18 mua hang Iap lai
70%.

Tang cudng nang luc
cham soc khach hang,
kip thoi gidi thigu san
pham mdi.

1-12
thang

Ty 18 khach hang gidi
thidu truyén tiép 80%.

1. Dem dién thoai tieu
thy chuyén thanh dign
thoai ¢o van kinh doanh.
2. Thanh I4p hoi dong
hoc 4 céc dia phuang.

3. Gia tang dich phu
khach hang kem theo.

1-12
thang

Chi
tiéu
quan

Td chiic boi dudng nhan
cdng 200 gid.

Thit Ba hang tuan theo
& tién hanh 3 tiéng boi
dudng tir 17 gid - 20 gid.
MGi thang mdt 1an rén
luyén ky nang chuyén
mon toan thé can b
nhan vién.

1-12
thang

Chap hanh ché dd I3
100%.

Hang ngay kiém tra trén
cudc hop sang toi va tu
minh kiém tra.

1-12
thang
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Boi dudng nam nhén
tai tong thanh tra.

1. Lam tot viéc hoc tap
va thi c.

2. Hang thang tap trung
giao Iutu bdi dudng.

thang

Boi dudng 10 giang
vién phét trién.

MGi quy trong hoat dong
huan luyén giang vién
chon loc cac nhan tai.

3-9
thang

Mic do nhan vién hai
long 100%.

Chap hanh Iuu trinh hoi
hop ba vui bon méi.

1-12
thang
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MUC TIEU NAM NAY (BAN MAU 2)

Thoi Hoan
| So N ~ Phuang phap va gian | thanh
Loai Noi dung muc tieu e i I
L} cach tién hanh dau | danh dau
cuoi v
Muc Thu nhap sau thué motnam | Hoan thanh muc tiéu cong | 1/1 —
tidu tai trén 100 van. viec va muc tieu Igi nhuan. | 30/12
san
Cudc | 1 |Don cha me dén Thugng | Vo di don. 1/9 —
song Hai. 30/9
gia | 2 | Muamdtchibcxeconmdi | 1. Tim hidu tu van vé xe méi | 1/12—
dinh 30 van 8. lam quy hoach trudc. 30/12
2. Két qua cng viec dat
chuan hang théng.
3 | Hai tudn ciing vg xem phim | Liét ké vao nhat kj hanh| 1/1-
mdt an, hai lan di & com. | dong 30/12
Hoc Dang ky du thi MBA. 1. Tra duyét tai liéu chon| 1/1-
tap trudng hoc. 30/12
trudng 2. On tap chuan bi thi ct.
thanh
Mo Trd thanh ban cta hai 1. Lam quen trong céc 1/9 —
quan nha doanh nghiép noi khach hang. 30/9
hé tiéng trong nudc. 2. Nh ban be gidi thidu lam
quen.
Nghi | 1 |Bidulich Hong King (Quy hoach thoi gian trudc. 1/1 -
ngoi mot 1an. 30/12
siic Di Thiéu 14m ty du lich
khoe mat 1n.
2 | Mdi tudn chai hai tiéng

hang ban.
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MUC TIEU THANG ( BAN MAU)

Hoan

| Capbic N B Phuong phap va thanh

Loai 5 Noi dung muc tieu ) , . ik

trong yeu cach thure danh dau
v
CH Thu nhap 800 vantd. | 1. Dua ra san pham chét lung
TIEU i gbp 240 van. cao hang muc LDL.

CONG - Nghiép vu cii 200 van. | 2. Dua ra san phdm tam trung
TAC Lai gop 120 van. thit 2 “Huan luyén kinh doanh

. Nghiép vu mdi thu 200
van.

Lai gbp 60 van.
. Khach hang mdi thu
200 van.

L i gbp 60 van.

dac biét cho giam doc tiéu thy”
3. Chi nhanh cdng ty Bac Kinh
khai trudng, nhan vién vao vi tri.
4. Ky hgp dong thudng mai vdi 2
dai Iy, clf gidng vién dén & dé boi
dudng phu dao.

5. Thao xong s0 tay dich vy stia
16i cho khach hang.

o - A A g
Tien mat chuyéen vé tai

Pua vao thiét I4p quan hé muc

khoan 800 van. tieu nhan vien nghiép vu bac A
vdi tien thudng
Giam gi4 thanh 5%. | T4t ca c4c chi tiéu nghigm tic

chap hanh theo dy toén.

Mic dd hai long clia
khach hang 99%.
Ty I8 that thoat 1%.

Pam bao chat lugng kha trinh
va chat lugng mdi 13n hdi hop,
hop xong tong két chinh Iy stia
doi hoan thién.

Ty I€ khach hang lap
lai 80%.

S0 didn thoai tu van khach
hang chuyén sang sb di dong
clia ban than.

Ty 18 khach hang gidi
thigu truyén tiep 80%.

To chifc hdi ban hoc Thugng
Hai. tién hanh thi d4u ban bia,

http://tieulun.hopto.org



http://sachviet.edu.vn

BOi dudng nhan vien | Mdi thif Ba theo I8 tién hanh 3
20 tieng. tiéng boi dudng 17h-20h
Ngay 19 toan thé nhan vién
tham gia huan luyén kinh
doanh tiéu thu 1 ngay.
Ché do chﬁp hanh Moi ngay hop séng t6i kifm tra.
100%.
CAC | QUY HOACH QL TAI SAN | M@ tai khoan tai ngan hang Hoi Phong, mua x x ngén sach.
MUC
TEU | cudC SONG GIABINH | Nedy 18 sau khi két thic didn giang & C6n Minh s5 va tham
KHAC cha me.
HOC TAP TRUONG THANH | Tham tra ghi tén EMBA.
MOl QUAN HE Lam quen vdi hoi trudng TU cua hiép hoi Vi Thudng.

NGHI NGOI SUC KHOE

M®i tuan choi bong ban hai tiéng.

TONG KET MUC TIEU THANG NAY
(HAY QUAY LAI TRANG NAY MOI THANG DOI CHIEU VGI BANG PHAN TICH TONG KET TREN)

1. Muc tiéu thu nhap 800 van, thuc t hoan thanh 750 van: 2. Muc tiéu I3i gop 240 van,
thifc t& hoan thanh 200 van: 3. San phﬁm mdi gia han thdi gian dua ra.

NGUYEN NHAN VA TRO NGAI CUA MUC TIEU CHUA HOAN THANH
1. Khach hang gia han thoi gian kj hop dong; 2. Phong hop bao tam thoi thay doi trang

am, phi thué dung vuot qua du todn; 3. Muc tiéu nhan cong mdi chua hoan thanh.

DOl SACH VA PHUONG PHAP KHAC PHUC TR NGAI
1. Hung vao c4c khach hang bach kim; 2. Tang cudng miic do boi dudng nhan cong mdi;

3. Khng ché gia thanh d4u vao, mua tn gbc; 4. Trong 15 ngdy dua san pham mdi ra

thi truong.

SANG TAO VA THU HOACH CUA THANG NAY
Choi ma hoc (ngu gido vu lac), thit nghiém hinh thitc boi dudng ket hdp nghi ngai, higu qua

khong toi.
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MUC TIEU TUAN ( BAN MAU)

1. Hay xem xét lai muc tiéu thang cua ban.

Trinh Muc TIEU cONG VIEC 2. Hay dién vao ké hoach clia tuan nay. Thoi han

won | mos et

tién 4. Hodn thanh mdt vige hay danh dju v |  thanh

tai thoi diém hoan thanh.

1 | Thu nhap 200 van t&. Thir Sau
2 | Lai gop 60 van té. Thir Sau
3 | Tin mat chuyén vé tai khoan 200 van té. Thit Séu
4 | Nhan vién méi thi van dap. Thir Hai
5 | Hop béo gidi thigu san pham mi. Thi Hai
6 | Hoi nghi danh gia higu qua cong téc tuan, Thi Hai
7 | Tham gia hdi nghi quan Iy clia céc Tang gidm déc. Thii Hai
8 | Théo lun vdi chi nhdnh cong ty vé ke hoach md rdng khach hang méi. Thit Nam
9 | Gap gd vdi cac nhan vién uu td. Thir Su
10 | Tham gia hdi nghi kiém diém ctia bg phan chét lugng. Thit Séu
11 | MG hdi nghi ba vui bon mai. Thir Sau
12 TiEp x(c vdi 10 vi khach hang bach kim 1dn. Cha Nhat
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CAC MUC TIEU KHAC
CUA TUAN NAY

Xin hay chi § quy hoach cubc song can
bang clia ban, myc tiéu cudc doi clia ban
dudi day danh dau V.

Tuan nay c6 nhilng ngay dac biét khong?
Hay ghi chi (sinh nhat/ 18 tet/ ngay
ky niém).

KE HOACH QUAN LY TAI SAN

Mua x x quy?

cUOC SONG GIA DINH Toi thit Nam dua vo di xem phim.
HOC TAP TRUONG THANH | Boc xong hai cubn sach.
MO! QUAN HE Tht Bay di tham hi trudng Tir hi€p hdi Vi Thudng.

NGHI NGOI SUC KHOE

Choi bdng ban hai tiéng.
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MUC TIEU NGAY ( BAN MAU)

THU HAI THU BA
Ngay 4 thang 6 nam 2007 Ngay 5 thang 6 nam 2007
Phan | Thai Viec ELu{ai Loai B Phan | Thai Viéc {Lugi loai B
loai | gian | homnay, Arat  quan trong loai | gian | homnay, Arat quantrong
theo | dau | quan  quan  (thirty theo | dau | quan  quan  (thd ty
ABC | cudi |trongxép trong,  trongyéu) ABC | cudi |trongxép trong,  trong yéu)
trén  Hodn  danh dau trén  Hoan  danh dau
thanh v thanh vy

Tham gia hdi nghi quan Iy cua

B0 sung hdi nghi danh gia hiu

cac Tong giam doc. v qua tuan clia ngay hom qua. v
Hoi nghi danh gia Tham hai vi khach
hiéu qué tudn. X hang I6n. X

Hop bao gidi thigu
san pham mdi. V

Sap xep cong tac md rong
tigu thy san pham mdi. v

Nhan vién mdi thi
van dap. v

Sita co ché khen thudng, v

Ban vdi TGP Trudng viéc
cAu tao khung cong ty
Nam Kinh. vV

Day dii chi tiét hoat ddng clia
hdi ban hoc Va Tich. v

Thao ludn vé viéc ngan ngudi
tham gia hoat dong Ngay 8
thang 7. V

Thit Ba theo I& tién hanh bdi
dudng “ Ky nang giao tiép
dién thoai . v
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2.“QUAN LY NAM YEU TO - NHAT KY HANH DONG”
(BAN NHAT KY DUNG THU BAY NGAY)

MUC TIEU CONG VIEC THANG NAY

Hoan
Lo Cap hﬁ:; ki th{'ng ph?p va fhﬁnt;
trong yeu cach thirc danh dau
v
CHI
TIEU
CONG
TAC

CAC | QUY HOACH QL TAI SAN
MUC
TIEU
«kHAC | HOC TAP TRUGNG THANH

CUOC SONG GIA DINH

MOI QUAN HE

NGHI NGOI SUC KHOE

TONG KET MUC TIEU THANG NAY
(HAY QUAY LAI TRANG NAY MOI THANG DOI CHIEU V61 BANG PHAN TICH TONG KET TREN)

NGUYEN NHAN VA TRO NGAI CUA MUC TIEU CHUA HOAN THANH

D0l SACH VA PHUONG PHAP KHAC PHUC TRG NGAI

SANG TAO VA THU HOACH CUA THANG NAY
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. Hay xem xét lai muc tiéu thang cta ban.

s A N & ¥ A %
Trinh MUC TIEU CONG ch 2 Z:;:f dién usn ké hoach cua ’tuanh{r],rzny,fH : Théi han
A . Chon ftrinh tu uu tién cla ké hoac 1
h.Luu TRONG TUAN theo mic do yeu cal clia muc tieu. m{a"
tien 4, Hoan thanh mgt visc hay danh dau v thanh
tai thoi diém hoan thanh.
1
2
3
4
5
b
f
8
9
Xin hay chii § quy hoach cudc stng can bang
# , cUa ban, muc tigu cudc ddi cta ban dudi day
CAC MUC TIEU KHAC danh dau v
cUA TUAN NAY Tuan nay ¢ nhiing ngay déc biét khong?

Hay ghi chid (sinh nhat/ 1& tét/ ngay
ky niém).

KE HOACH QL TAI SAN

CUOC SONG GIA DINH

HOC TAP TRUGNG THANH

MO! QUAN HE

NGHI NGOI SUC KHOE
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THU 2 THU 3
Ngay .... thang .... nam ...... Ngay .... thang .... nam
Phan | Thai Viéc (Loai loai B Phan | Thai Viéc {LDEJI loai B
loai | gian | hdmnay, Arat quan trong loai | gian | homnay, Arat quantrong
theo dﬁy quan  guan  (thity theo | dau quan  quan (thirty
ABC | cudi | trongxép trong, trong yéu) ABC | cudi | trongxép trong,  trong yéu)
trén  Hodn  danh dau trdn  Hoan  danhdau
thanh v thanh Vv

Hoc tap hom nay:

Hoc tap hom nay:

i i A
Kiem diem hom nay:

v i oA A
Kiem diem hom nay:

Phudng phép cai tién:

Phudng phap cai tién:

Quan Iy thai do hang ngay: Dudi day muc nao lam

dude 10 diém - muc nao khing lam 0 diém

Cham chi.... diém; Nhanh... diém; Gi I0i hita. ..
diém

Bao dam hoan thanh nhiém vu. .. diém

Vui vé...diém; Yéu thuong dang hién ...diém.

Khong vin cd. .. diém

(Cho diém xem trang 56), myc no bj diém 0 I3p

tlic cai tién!

Quan Iy thai dd hang ngay: Dudi day muc nao lam

dugc 10 diém - muc nao khdng 1am 0 diém

Cham chi... diém; Nhanh. .. diém; Giif 16 hia. ..
diém

Bao dam hoan thanh nhiém vu. .. diém

Vui vé...diém; Yéu thuang déng hien ...diem;

Knhong vin cd. .. diém

(Cho diém xem trang 56), muc no bi diém 0 13p

t(ic cai tién!
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THU 4 THU 5
Ngay .... thang .... nam ...... Ngay .... thang .... nam
Phan | Thai Viéc (Loai loai B Phan | Thai Viéc {LDEJI loai B
loai | gian | hdmnay, Arat quan trong loai | gian | homnay, Arat quantrong
theo dﬁy quan  guan  (thity theo | dau quan  quan (thirty
ABC | cudi | trongxép trong, trong yéu) ABC | cudi | trongxép trong,  trong yéu)
trin  Hodn  danh dau trdn  Hoan  danhdau
thanh v thanh Vv
Hoc tap hom nay: Hoc tap hom nay:

Kiém diém hom nay:

Kigm diém hom nay:

Phuong phap cai tién:

Phuang phap cai tién:

Quan Iy thai do hang ngay: Dudi day muc nao lam

dudc 10 diém - muc nao khdng 13m 0 diém

Cham chi... diém; Nhanh. .. diém; Gil 3i hifa. ..
diém

Bao dam hoan thanh nhiém vu. .. diém

Vui vé...diém; Y8u thuong déng hién ...diém;

Khong vin cd... diém

(Cho diém xem trang 56), muc nao bj diém 0 I3p
tiic cai tién!

Quan Iy thai do hang ngay: Dudi ddy muc nao lam

dugc 10 diém - muc ndo khong 1am 0 diém

Cham chi. .. diém; Nhanh. .. diém; Giii Idi hia. ..
diém

Bao dam hoan thanh nhiém vu... diém

Vui vé...diém; Yau thuong déng hién ...diém

Knhong vin cd. .. diém

(Cho diém xem trang 56), muc nao bi diém 0 I3p
tifc cai tien!
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THU 6 THU 7
Ngay .... thang .... nam ...... Ngay .... thang .... nam
Phan | Thai Viéc (Loai loai B Phan | Thai Viéc {LDEJI loai B
loai | gian | hdmnay, Arat quan trong loai | gian | homnay, Arat quantrong
theo dﬁy quan  guan  (thity theo | dau quan  quan (thirty
ABC | cudi | trongxép trong, trong yéu) ABC | cudi | trongxép trong,  trong yéu)
trén  Hodn  danh dau trdn  Hoan  danhdau
thanh v thanh Vv
Hoc tap hom nay: Hoc tap hom nay:

Kiém diém hom nay:

Kigm diém hom nay:

Phuong phap cai tién:

Phuang phap cai tién:

Quan Iy thai do hang ngay: Dudi day muc nao lam

dudc 10 diém - muc nao khdng 13m 0 diém

Cham chi... diém; Nhanh. .. diém; Gil 3i hifa. ..
diém

Bao dam hoan thanh nhiém vu. .. diém

Vui vé...diém; Y8u thuong déng hién ...diém;

Khong vin cd... diém

(Cho diém xem trang 56), muc nao bj diém 0 I3p
tiic cai tién!

Quan Iy thai do hang ngay: Dudi ddy muc nao lam

dugc 10 diém - muc ndo khong 1am 0 diém

Cham chi. .. diém; Nhanh. .. diém; Giii Idi hia. ..
diém

Bao dam hoan thanh nhiém vu... diém

Vui vé...diém; Yau thuong déng hién ...diém

Knhong vin cd. .. diém

(Cho diém xem trang 56), muc nao bi diém 0 I3p
tifc cai tin!
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Hoc tap hom nay:

CHU NHAT
Ngay .... thang .... nam ......
Phan | Thai Viéc (Loai loai B
loai | gian | hdmnay, Arat quan trong
theo dﬁy quan  guan  (thity
ABC | cudi | trongxép trong, trong yéu)
trin  Hodn  danh dau
thanh v

vl v A
Kiem diem hom nay:

Phuang phap cai tién:

Quan Iy thai do hang ngay: Dudi ddy muc nao lam

dugc 10 diém - muc nao khong 1am 0 diém

Cham chi... diém; Nhanh. .. diém; Giii Idi hia. ..
diém

Bao dam hoan thanh nhiém vu... diém

Vui vé...diém; Yau thuang dang hien ...diém;

Khong vin cd. .. diém

(Cho diém xem trang 56), muc nao bi diém 0 I4p

& 3o gk
tuic cai tien!
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~ TINHHINHHOANTHANHMUCTIEU

SANG TAO VA THU HOACH CUA TUAN NAY

GHI CHEP (tly bdt)

217

ttp://tieulun.hopto.org



http://sachviet.edu.vn

http://tieulun.hopto.org



http://sachviet.edu.vn

NHA XUAT BAN LAO DONG - XA HOI
Dia chi: Ng6 Hoa Binh 4 - Phd Minh Khai
Hai Ba Trung - Ha Noi
Tel: (04) 6246 920 - Fax: (04) 6246 915

5 NHAN TO VANG
CHO NGUOI THANH DAT

Chiu trdach nhiém xudt ban:

HA TAT THANG
* Bién tap: Thuy Huong
* Trinh bay: Thu Hién
* Thiét ké'bia: Creative Space
* Stk ban in: Ta Oanh
4 )

Lién két xuat ban: Coéng ty C6 phan Sach Thai Ha
Tru sé& chinh: 119-C5 T6 Hiéu - Cau Giay - Ha Noi
Tel: (04) 3793 0480; Fax: (04) 62873238
VP-TPHCM: 533/9 Huynh Vin Banh -
phuong 14 - quan Phu Nhuan
Tel: (08) 6276 1719; Fax: (08) 3991 3276
Website: www.thaihabooks.com

& Y

In 2.000 cudn, kho 15,5x24 cm, tai Cong ty TNHH In Thuan Phat
S5 déng ky KHXB: 829-2011/CXB/03-177/LDXH.
Quyeét dinh xuat ban s6: 681/QD-NXBLDXH.

In xong va nop luu chiéu Quy 1V/2011.
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