KY NANG LAM VIEC
HIEU QUA



13 TO CHUC GIAC DUC DAO TAO PTI

f LOI GIOI THIEU

“Ngudi nghiép du chi biét chién thang khi két thuc,

Ngudi chuyén nghiép biét chién thang khi bat déu”

Lam thé ndo dé dat duoc hiéu qud cao nhdt trong céng viéc? Phuong

phdp lam viéc nhu thé ndo la khoa hoc, hop ly? Chdc chdn nhiéu ngudi '
dd ting tu héi, vi sao méi ngudi déu cé 24 gid nhu nhau, nhung cé ngudi
lai hoan thanh tét cdng viéc dugc giao, va cé thai gian cho nhiing hoat
dodng vui chai gidi tri khdc, nhung cé ngudi lai suét ngdy bdén rén vai viéc
gidi quyét nhiing rdc réi trong méi quan hé déng nghiép, hodc phdi
dem viéc vé nha dé lam. Ngdy nay, con ngudi ban rédn mét cdch kho

hiéu: céng viéc va nhiéu trdch nhiém khdc trong cudc séng dé chiém [

hét thsi gian cla ho. Vi thé ho khéng con luc ndo dé cdi thién khd nding
lam viéc ctia minh. D6 Ia nhitng van dé nan gidi ma ngudi quadn ly cling
nhu ban than ngudi nhdn vién cdn phdi ndm viing cdc céng cu dé tu do

vach ra huéng di dung cho chinh minh.

Chuong trinh dao tao "Ky nding lam viéc hiéu qud” do T6 chuic Gido duc

Dao tao PTI thiét ké sé trang bi cho cdc cdn bd, nhdn vién trong céng L

h ty nhitng phuong phdp, céng cu dé lam viéc mdt cach hitu hiéu nhdat.
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POI TUONG THAM GIA

* Cdc chuyén vién kinh doanh, sdn xudt, tdi chinh, nhén su, ...
* Cdc nhan vién trong cdc bé phdn phong ban

* Nhiing déi tugng quan tdm dén chd dé nay.

MUC TIEU CHUONG TRINH

Sau khi két thuc khod hoc, hoc vién s& nhdn dugc cdc gid tri cot 16i sau:
* Biét cdch xdc dinh cdc muc tiéu cong viéc

* Ndm viing phuong phdp Idp ké hoach va van dung sdp xép thai gian lam viéc
hiéu qud

* Sdp xép cdng viéc hop ly théng qua phuong phdp lam viéc
* Nh@n dién va qudn ly ho sg, théng tin cdng viéc hiéu qud

* Téng cudng khd ndng giao ti€p hiéu quad va tu tin véi cdp trén, ddng nghiép va
khdach hang.

« Ap dung quy trinh gidi quyét vén dé trong cdc vdn dé phdt sinh tai don vi.

« Ung dung viéc xdy dung bdn bdo cdo hodn chinh cho cdp trén.

THOI LUONG: 03 buéi




1} 7O CHUC GIAO DUC BAO TAO PTI

NOI DUNG CHUONG TRINH

SIT N&i dung chi tiét

1 XAC DPINH MUC TIEU LAM VIEC: NGAN HAN, TRUNG HAN VA DAI HAN

2 LAP KE HOACH LAM VIEC CHI TIET DE DAT TSI MUC TIEU CA NHAN CONG NHU
MUC TIEU CUA TO CHUC

3 VAN DUNG QUY TAC PARETO _ QUY LUAT 20/80

4 SAP XEP MUC PO UU TIEN VA TAP TRUNG VAO CONG VIEC QUAN TRONG
* Tién dodn hdu qud dé xdc dinh viéc quan trong
« S&r dung phuong phdp ABCDE dé hoach dinh céng viéc
* Tép trung vdo cdc linh vuc trong yéu
* Luu d6 thai gian

5 CAC CONG CU TRONG QUAN LY THOI GIAN
» Lich lam viéc cda nhdn, Thai khéa biéu tudn, thdng
* Danh sdch viéc phdi lam - to-do list
* Quan ly email, t8 chuic cdc cubdc hop.

6 TAP TRUNG TAO HIEU QUA

7 HOC HOI VA PHAT TRIEN NANG LUC CA NHAN

8 TAP THOI QUEN THUC DAY, SAN SANG VA BAT DAU CONG VIEC MA KHONG BI GIAN
POAN B3I YEU TG NAO KHAC

9 CAC KY NANG GIAO TIEP TRONG CONG VIEC VA TRONG HANH VI UNG XU: KY
NANG NOI, LANG NGHE, DAT CAU HOI, PHAN HOI

10 UNG XU TRONG GIAO TIEP CONG S3 (CHAO HOI, BAT TAY, GIGI THIEU, TRAO DANH
TH!EP, TIEP KHACH, TRANG PHUC, TANG QUA, KY NANG SU DUNG EMAIL, GIAO
TIEP DPIEN THOAI; KY NANG CHON TRANG PHUC, NGHE THUAT GAY THIEN CAM)

1 CACH THUC XAC PINH VAN BE TAI VA QUY TRINH GIAI QUYET VAN BE
« Xdc dinh cdc cdch khdc phuc nhiing tré ngai dé hodn thanh ké hoach
« T6 chuc cdc ngudn luc hop ly dé ndng cao hiéu sudt cong viéc

12 CAC NGUYEN TAC LAP BAN BAO CAO CONG VIEC HOAN CHiNH

13

CAC CHIEU THUC HAY DE BAT DAU MOT NGAY LAM VIEC HIEU QUA
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CHUYEN GIA

CHUYEN GIA TA THI PHUOC THANH

Ba Ta Thi Phudc Thanh la mét chuyén gia vé qudn tri.

Ba cé nhiéu ndm kinh nghiém lam viéc tai cdc tdp dodn da quéc gia. Bda ting tham
gia tu van cho nhiéu téng céng ty , tdp dodn tai Viét Nam. Hién tai ba la gidng vién
cao cdp cho cdc chuong trinh ddo tao vé qudn ly, I&dnh dao, sdn xudt, nhdn su va dich
vu khdch hang tai cdc té chuc uy tin nhu VCCI, PTI, World Bank, Asean...

TO CHUC GIAO DUC PAO TAO PTI

Q Tdng 14, Thdp B, tda nha Séng B4d, B. Pham Hung, P. My Dinh 1, Q. Nam Tu Liém, Tp. Ha NOoi
Q Tang 2, tda nha NO1-T1, KBT Bodn Ngogi Giao, P. Xudn Tdo, Q. BAc Tu Liém, Tp. HA NOi

Q 106/4 Trudng Chinh, Khu Phé 6, P. Tén Hung Thudin, Q.12, Tp. H6 Chi Minh



