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B a “bay thai gian” phd bién khién nang suét Chuong trinh “Quan tri Thai gian théi Da nhiém”
cda moi nguoi sa sut: T6i da Gia tri" sé giup ban pha cac “bay thoi gian”
1. Thigu k& hoach va khéng biét sip xép  trénbang:
uu tién. Khong co ké hoach cu thé, khéng « Xay dung tu duy chi dong kiém soat
xac dinh rd muc tiéu va uu tién cong viéc. thai gian. Hiéu ro nguyén téc vérJg phan biét
“quan trong” vs “khan cap” dé tap trung

2. Bixao nhang va phan tam. De bj phan tadm dung uu tién.

bdi email, mang xa hoi, dién thoai, nhing
cudc tdm chuyén ndi codng sé. Nhing viéc
vo b6 nay co thé chiém cla ban mot quy
thoi gian khéng hé nho.

« Ung dung cong cu quan tri thai gian khoa hoc
dé lap ké hoach kiém soat va loai bd nhiing
viéc vd b6 nhdm t&i uu nang suat.

» Biét Ién ké hoach phu hdp véi nang luc

3. Om dém qua nhiéu viéc. Nhan cho minh ban than, va dam néi “khéng” véi nhiing
rat nhiéu cong viéc, tham chi khong tinh viéc khong can thiét - dé tap trung nguén
toan dén kha nang cé thé hoan thanh chung. luc vao diéu that su quan trong.

Pay la mot trong nhing 16i phé bién nhat
ma ngudi c6 tham vong hay mac phai la
tinh toan sai thoi gian va nang luong ho
can dé hoan thanh mét céng viéc nhat dinh.

“Quadn tri thai gian khong phdi la lam viéc
nhiéu han, ma lalam ding viéc dang luc.”




NOI DUNG CHUONG TRINH

. Phan |. Tong quan & Tu duy vé Quan tri Thai gian
THAM DU CHUONG TRINH

« Nhan dién cac thach thuc, 1ang phi phd bién

e (Cac cap quan ly va lanh dao trong sir dung thai gian

doanh nghiép;
Cac nguyén tac then chét: hiu han - chi dong -

e (Cac Giam doc chuc nang, Trudng/ o . e L x
J J uu tién - tdi uu hda - kiém soat cam do

Phé cac Phong, Ban, Bo phén trong
doanh nghiép; Xac dinh thu tu uu tién va phan biét “khan cap” -

e Nhiing ai mong muén phat trién va quantrong

hoan thién ky nang quan ly thai gian. Nhan dién cac yéu t6 “danh cap” thoi gian va cach
khac ché

MUC TIEU CHUONG TRINH

Phan Il. Quy trinh & Phuong phap Quan tri Théi gian
Sau khi hoan thanh chuong trinh, Hiéu qua

ban sé dat dugc: ] .
Cac budc lap ké hoach theo muc tiéu (SMART,

e Hiéu rd vai tro then chét clia quan tri MBO), xay dung k& hoach nam/quy/thang/tuan
thmﬂﬂglanldm e eIl BT ) Phan tich nguén luc c& nhan va té chic
va té chuc. ) . ]
Ung dung céng nghé va cac mau biéu trong quan ly,

O N I CEIE T B iy 1 danh gia hiéu suat st dung thai gian

phd bién va tu duy dung dan dé
chd déng kiém soat, thay vi bi dong Ma tran quan ly thoi gian 4 goc phan tu, Pareto

hoac ban rén vo ich. 80/20 trong thuc tién
e Ap dung hiéu qua cac nguyén tac Ung dung mé hinh hién dai: GTD, Time Blocking,
nén tang (hu han, uu tién, téi uu Eat the Frog, Flowtime...

héa...) vao thuc tién quan Iy cong
viéc hang ngay.

e SU dung thanh thao cac quy trinh,
cbng cu va phudng phap quan tri
thoi gian khoa hoc gan lién véi
ung dung cong nghé va Al.

e Duy tri v phat trién thoi quen
phan bd thoi gian hop ly, can bang
nang lugng dé lam viéc hiéu suét
va bén ving lau dai.

MR
THGI LUGNG CHUONG TRINH

Téng thai lugng chuong trinh 13 02 budi (tuong duong 6 gid), cé thé chon hoc vao budi t6i, cudi tuadn hodc
trong tuan. Vui long xem lich hoc chi tiét clia cac khoa sép khai gidng trén website PACE: www.PACE.edu.vn
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DE tim hiéu cdc thong tin chuong trinh ddo tao cta PACE, vui Idong truy cap E:%.'PAC -,
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“ Chi c6 hoc thuc, mdi cé thé 1am thuc;
chi c6 lam thuc, mdi c6 thé séng thur;

Tat ca, bat dau tir THUC HOC ”
Hoc Vién Quan Ly PACE
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