KV nang Quan ly thoi gian

CHUONG 3: KY NANG QUAN LY THOI GIAN

Anh ¢6 yéu cudc song khong? Viy ding lang phi thoi gian, vi dé la vt liéu ciia cudc
song.

Benjamin Franklin

Hay ¢6 thoi gian cho cd cong viéc va hwong thu; khién moi ngdy vira hitu ich viva thodi
mdi, va chiing t6 rang ban hiéu gid tri cia thoi gian bang cdch sik dung né thit tot. Va
roi tudi tré sé twoi vui, tuoi gia khong co nhiéu hoi tiéc, va cugc doi sé la mot thanh
cong tuoi dep.

Louisa May Alcott

Muc tiéu chwong

Trong phan trudc, ban da bict cach thirc xac dinh muyc ti€u va to6 chuc cong viéc cho
minh. Tuy nhién van con mot yéu to quan trong khac ma ban can phdi chi y dé co
thé dat dugc muc ti€u minh mong muon, d6 chinh la van dé ban can phai biét tu to

chtre, sap xép thoi gian cho ban than minh.

Thoi gian 1a tai nguyén hiém hoi. Cho du ban 14 ai, mot ngay cua ban ciing chi co
dung 24 gid, mot tudn ¢ 7 ngdy va mot nim c6 365 ngay. Van dé quan trong & day
1a ban sé& sir dung thoi gian cia minh nhu thé nao? Tam diém cua hoat dong quan 1y
thoi gian 13 tap trung vao muc tiéu chir khong phai 13 sy ban ron. Trong cudc sdng
ctia ban ¢6 rat nhiéu muc tiéu ma ban mudn dat duge va ban ludn phai phan chia thoi
gian dé thuc hién ching. Tu t6 chtic va sip xép trach nhiém c6 ¥ nghia 13 t6 chirc va
sir dung quy thoi gian ciia ban cho c4 nhan hay trong cong viéc, ban can xay dung
cho minh mdt chuong trinh lam vi¢c xac dinh rd quy thoi gian ndo danh cho viéc nho,
it quan trong va danh nhiéu thoi gian hon cho viéc 16n, quan trong hon. Ban can phai
thich ing dé xac dinh dung dan, than trong nhitng diéu quan trong that su cho du ca
nhan hay trong cong viéc. Ban phai suy tinh nhu vay truéce khi bat ¢u chuong trinh

hanh dong nao dé tan dung tdi da thoi gian c6 duoc.
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1. Quan ly thoi gian

Ban can xac dinh va phan tich vi¢c
st dung thoi gian cua ban hi¢n nay.
Chung toi dé nghi hidy giam thiéu
nhiing diéu ngan tré thoi gian cia
ban va day 1a vai y kién thuc té c6
thé gitip ban khic phuc. Sau cing,
dé nghi ban 1ap ra mot phuong an
riéng, trong d6 ban sé quan ly thoi

gian cua minh mét cach déu dan.

Quan ly nghia l1a lam viéc va té chuc

cung v&i nguoi khac. Phan 16n thoi

Ky nang Quan ly thoi gian

gian ban da dung dé giao ti€p, td chuc cong viéc vdi nhan vién. Muodn té chuce véi

nguoi khac, ban phai biét ty to chire va quan 1y thoi gian cia chinh minh.

Quan 1y thoi gian hiéu qua dem lai nhiéu lgi ich thuyét phuc

- Lam cho cudc song dé dang hon

- Giam cang thang (stress)

- Tang hi€u qua cong viéc

- Tang ni€m vui trong cong viéc
- Tang nang suat cua cd nhan va tap thé

- Tang "thoi gian riéng tu " cho ban dung

Quan 1y thoi gian hi€u qua s€ giup ban suy nghi thém cho cong viéc quan trong va thi

gio giai tri.
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Ky nang Quan ly thoi gian

Getting
Started With
Time
Management

7 Sai 1Am cén tranh trong Quin ly thoi gian

Quan 1y thoi gian thiéu hiéu qua cé thé din dén stress va mat can bang trong cong
viéc 14n cudc sdng. Pé cai thién k§ ning ndy, ban can khic phuc 7 sai 1am thuong
gip trong quan 1y thoi gian. Khi that sy kiém soat duoc thoi gian, nhitng cang thing
ap luc s€ giam bot va hiéu suét cong viéc chic chin duoc cai thién. Khi d6, ban ¢
thé danh nhiéu thoi gian cho nhing ¥ tudng mdi hira hen dem lai nhiing budc tién
moi trong su nghiép. N6i mot cach ngin gon, ban s& hanh phic va thanh cong hon

v6i cong viéce cia minh.
Sai lAm thir 1: Khong dit muc tiéu cho ban than

Dit myc tiéu cho ban than rat quan trong dé ban quan 1y thoi gian hiéu qua, vi nhimng
muc tiéu giup ban dinh hudng rd rang cho con dudng su nghiép. Khi da biét rd noi
mudn dén, ban c6 thé chu dong cho nhiing viéc can uu tién. Viéc 1ap muyc tiéu cling
gitip ban quyét dinh dau 1a viéc dang dé danh thoi gian va dau 1a nhiing thir chi gay
xao lang. Hiy nhd dat myc tiéu theo quy tic SMART ma chung ta dd noéi dén trong

phan 1 cua tai liéu nay.
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Ky nang Quan ly thoi gian

Sai lam thir 2: Khéng 1én danh sich

nhirng viéc can lam

Da bao gio ban quén khong lam mot viéc
quan trong nao d6? Néu dung thé, c6 18 ban
da khong st dung mot To-Do List — danh
sach nhirng viéc can lam — dé kiém soat
cong viéc. Pé 1ap To-Do List, hiy viét ra
tat ca nhitng viéc ban can phai hoan tat
trong ngay. P6i v6i nhitng dy an c6 khoi
lugng cong viéc 1on, hdy chia nho theo
tirng giai doan. Danh sach cang chi tiét, ban

cang d€ quan 1y, khong bo sot viéc nao va

khong cam thdy ning né v4i nhiing cong

vi€c 16n. Vi du: thay vi viét “Lap ké hoach ban hang cho quy 4”, ban nén viét chi tiét
nhu “Xem lai danh sach khach hang” “Péanh gia tinh hinh doanh s6”... Sau khi da
c6 danh sach, ban c6 thé dung hé théng ky hi¢u tr A-D: A cho nhiing viéc c6 d6 uu

tién cao con D cho nhiing viéc khong can nhiéu uu tién.
Sai lAm thir 3: Khong danh quyén wu tién

Bi quyét dé stir dung To-Do List hiéu qua nam ¢ viéc xac dinh mic d6 vu tién cong
viéc. Poi khi that khé dé quyét dinh nén wu tién viéc nao, nhat 14 khi ban phai duong

dau véi hang loat cong viéc cung mot lac va viéc nao cling gap.

Quan 1y thoi gian hiéu qua va dat duoc nhitng diéu ban mudn déng nghia véi viéc
danh thoi gian cho nhiing viéc that sy quan trong chtr khong chi don thuan 1a cip
bach. Hiéu 16 su khac biét gilra quan vi€c quan trong va vi¢c c?ip bach sé& giup ban

xac dinh dugc viéc nao can uu tién:

- Nhirng viéc quan trong dem dén nhing két qua gitip ban dat dugc muc tiéu

cua minh.
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Ky nang Quan ly thoi gian

- Nhiing viéc cap bach doi hoi su luu tim tirc thoi va thuong di kém véi viee

dat duoc muc tiéu cia mot ai do khac.

Today is:

Todayis:
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Sai 1Am thw 4: Khéong thé
kiém soat nhirng yéu té gy

xao lang

Sy phén tdm c6 thé tiéu tén cua
chung ta dén hai gio dong hd
mdi ngay. D6 co thé 1a nhiing
email khong lién quan dén cong

viéc, chat, dong nghi¢p can tam

su...
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Ky nang Quan ly thoi gian

Hay giam thiéu nhiing yéu t6 giy xao ling nay! Vi du, hdy cuong quyét tat cac cira
s0 IM chat khi ban can tap trung, va néu ai d6 dang 1am ban xao lang, dimg ngai no6i
v6i ho didu d6. Ban ciling can hoc cich nang cao kha ning tap trung, bat dau bang
mot bira sang day du dinh dudng va udng that nhidu nudc trong ngay. Pimg 6m dom
qua nhiéu viéc mot luc, dong cira phong lai va nghe mot chut 4m nhac néu diéu nay

gitip ban thay tap trung.

Sai lam thr 5: Om dom quéa nhiéu viéc

Ban c6 phai la nguoi kho noi “khong” voi nguoi khac? Néu dung the, han ban dang
doi mat véi ca nli nhitng du an va cam két. Chinh diéu nay khién ban giam hi¢u suat
lam viéc, stress va suy sup tinh than. Trude khi nhan mot cong viéc, ban hay tu dat

cho minh mgt vai cau hdi quan trong sau:

- Yéu cau cong viéc c6 dung voi muc tiéu va muc dich lam viéc cua toi
khong?
- Toi c6 phai la nguoi lam viéc nay tot nhat khong?
- Toi c6 thoi gian dé lam viéc nay khong?
Neéu cau trd 101 ciia ban 1a “khong” cho 3 cau hdi nao néu trén, tot nhat ban ciling nén
noi “khong” voi cong viée ay. Mat khac, sé€ thiéu chuyén nghi€p néu tir chdi mot cong

vié€c chi vi ban khong muon lam, ban khong hiéu phai 1am thé nao, cong viéc nay ton
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Ky nang Quan ly thoi gian

nhi€u thoi gian cia ban, hay cong viéc that roi ram va phuec tap. Vi vay, 3 cau hdi trén

s& gitip ban dua ra 1y do hop 1y dé tir chdi.

Sai lam thit 6: Lam nhiéu viéc cung lic

Dé hoan thanh nhanh khdi lugng cong viée, ban Hoa thuong vira viét email vira tro
chuyén dién thoai v6i khach hang. Hoa nghi rang minh da sir dung thoi gian hiéu qua,
su that 1a khi 1am nhiéu viéc cung mot luc, ban s phai mét thém 20-40% khoang thoi
gian can thiét dé hoan tat so véi khi 1am tuan tu timg viéc mot. Két qua 1a Hoa khong
lam t6t ca hai viéc — email thi day nhiing 1i sai con khach hang rat phat ¥ vi su kém
tap trung cua Hoa. Vi thé, tot nhat ban nén tip trung giai quyét timg viéc mot. Nhu

the, ban s€ lam viéc hi¢u qua hon véi chat luong cong viéc tot hon.
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Sai lAm thir 7: Khong danh vai phiit giii lao
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Ky nang Quan ly thoi gian

Ban nghi rang s& that hay néu minh c6 thé lam viéc lién tuc 8-10 gio dong ho khong
nging nghi, nhat 1a khi dang can ké v6i deadline. Tuy nhién, khong ai c6 thé tap trung
lam viéc voi nang suit cao ma khong danh cho bo nio ciia minh d6i chit thoi gian dé
nghi ngoi va nap nang lugng.

Vi vay, ban dung bo qua nhiing phut gidi lao va cho do 1a “lang phi thoi gian”. Gid
giai lao dem lai cho ban thoi gian nghi ngoi quy gia, nhd d6 ban c6 thé tu duy sang
tao hon va lam viéc hiéu qua hon. Ban c6 thé di dao nhanh mot vong, pha mét tach
ca phé, hay chi don gian 1a ngdi tai ban 1am viéc ma khong 1am gi ca. Hay cb ging
thu xép giai lao khoang 5 phiit sau mdi 1-2 gio lam viéc. Va ciing dimng quén ty cho

minh quy thoi gian rong rai dé an trua va nghi ngoi.

Hay thtr 4p dung nhitng cach trén, ban s& thay nhing thay ddi rd rét trong cong viéc,

giam stress, ting hiéu suét, thang chuc, ting lwong! Chuc ban thanh cong.

e B
Scirocco Take a Break - www.scirocco.ca A @
- - i

Please take a break now to rest your eyes and body.
Long sessions on the computer takes a toll on your body over time.
A short period of rest every while can reduce repetitive-stress injuries.

[.7

What do you want to do? (00:00:04)
& %)
Take a Break Stop Timer

2. Nam chir A trong quan ly thoi gian hi¢u qua

g

Remind Later

SO PO PE QUAN LY THOI GIAN TOT HON
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Ky nang Quan ly thoi gian

1) AWARE

| 2) ANALYSE

3) ATTACK 4) ASSIGN

5) ARRANGE

l

6) SAVE TIME,
BETTER USE

1. Awareness: Nhan biét
Nhén biét: € dé ra muc ti€u cho cd nhan & cong vi¢c. Sau do sap x€p uu ti€n

Nhén biét dau la diéu quan trong cho cé nhan va cong viéc. Giai doan dau tién nay
giup xac dinh muc ti€u cu thé cac yéu to trén. Ban phai coi trong cac yéu to lién
quan dén cach thuc su dung thoi gian, thoi quen, tdc phong, giao ti€p va trach

nhiém cong vi¢c cua ban.

2. Analysis: Phan tich diéu can lam.

Dé cai thién st dung thoi gian ban can dao sau chi tiét vé cach sir dung thoi gian
hién tai va nhitng diéu lam mat thoi gian. Phan tich nhu vay gitip ban sé xac dinh

duogc can lam gi dé t6t hon.

3. Attack: An cip thoi gian
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Ky nang Quan ly thoi gian

Co nhicu diéu lam mat thoi gian ctuia ban. Nhitng “ké cap thoi gian” can phai loai

b6 khi ban chi tAm vao nhiing diéu can yéu.
4. Asignment: Lap trat ty uu tién

Khi loai trir “ké cip thoi gian", ban nhé 1ap trat ty wu tién cho cong viéc dang dang

do.
Can lam nhiing vi¢c nay mét cach déu dan.

5. Arrangement: Sép dat ké hoach

Giai doan cudi cung 1a ban phai sap x€p thoi gian c6 muc dich rd rang. Nho déu
dan hoan thién céc ky nang “nhd bé” ke trén dé phuc hoi thoi gian da mat. Ban

can phai c¢6 ké hoach thong minh.
Bady gio chung ta cung xem ky hon nam giai doan nay:
2.1. Aware: Nhén biét

Trudc hét can phai hiéu rd chinh ban dé c6 thé hoan thién viéc quan ly thoi gian. Mot,
ban nghiém tuc xac dinh muc dich c4 nhan va cong viéc (hay cac trong dieém): s¢ di

dau va muodn thé nao. Hay viét cac muc tiéu ra dé thay rd muc do quan trong & do.

Hiéu qua quan 1y thoi gian c6 dugc tir hai cach kiém soat: ty kiém soat va kiém soat
cong viéc. Ty kiém soat 1a do hiéu biét chinh minh: wu diém, khuyét diém, nhan céch,
cach nhin sy viéc theo tong quan hay chi tiét. Kiém soat cong viéc 13 hiéu rd cong
viée tire 12 tO chtrc va vai trd trong t6 chirc dy. Vi 1a 1anh dao, ban can hiéu & muc

dich chinh cta co quan. Nguoi ta s& danh gia ban qua sy hiéu biét nay.

Khi dé ra myc dich va trong tdm, ban da thiy dau 1a diéu quan trong that sy. Hiy nghi
vé con ngudi ban mudn tao nén. Ban hudng sy nghi¢p vé dau? Co quan ban can dat

duoc diéu gi?

Pé lam rd muc dich khong phai 1 chuyén dé dang. Ban biét so qua nhiing lién quan

dén muc tiéu. Nhung con phai dua y tudng minh ra anh sang. Hay lam nhu sau:
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