


THIET LAP MUC TIEU

e Myc tiéu 1a gi?

* Tai sao phai thiét 1ap muc tiéu
e Phan loai muc tiéu

« N&m quy tac vang

e PDat muc tiéu SMART

xA\( DUNG KE HOACH VA TRIEN KHAI CONG VIEC HIEU
QUA

« Phwong phép 1ap ké hoach cdng viéc
 Cach thirc t6 chirc cong viéc hiéu qua
« 6 bwdre td chire cdng viéc hiéu qua
* Quan ly va giam sat trién khai ké hoach

NOI DUNG TRINH BAY

NghT tich cyrc - Positive Thinking. . Lam hiéu qua - Effective Doing



La "cai vach ra lam dich nhim dat cho dugc”  ©0 ¥ nghia cu thé, khai quat
pham vi thye hién

. s rong I&n hon
rd rang hon.

La "dich dé nham vao" hoac "dich can dat tai
de thu'c hién nhiém vu”

Két qua mong Thoi han

mubn cta mot dé thuc
muc dich hién

muc tiéu la "cai hwdng, Muc dich la
cai dich vach ra cu thé "nham dat cho duwoc”
diéu minh da vach ra

SO SANH MUC TIEU VA MUC DPICH
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Muc tiéu thé hién tdm nhin cda con
nguai vé udc muon dat dugc diéu gi, va
lUc nao sé dat dudc

Muc tiéu # uéc mo
Muc tiéu = ngon hai dang cuoc doi

\f&‘% MuC TIEU LA GI?
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Muc tiéu = ban ve cudc dgi

Lgi ich I16n nhat khi ban thiét 1ap muc tiéu la ban sé dinh
hudng dugc con dudng can di cho chinh minh, dé r6i lam viéc co
hiéu qua hon va gat hai dudc nhiéu thanh cong ruc ré haon.

\ Tal SAO PHal THIeT LAP MuC
\@‘ TIEU?
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Viéc ban xuat phat tu dau khong thanh van
dé ma diéu quan trong nhat la ban dang
hudng dén dau”.

Brian Tracy

% Tal SAO PHal THIeET LAP MuC
\@‘ ' TEU
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Tal SAO PHal THIET LAP MuC
TIEU?
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mm  Thanh
mam cdng

Kién + Ky Thaid wm=m  Thanh
thire nang 0 mmw o cong

\t&‘% Tal SAO PHal THIET LAP MuC

TIEU?
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A\

Tam nhin (Vision) Vo6 han (Cubc doi)
S& ménh (Mission) 10 nam Dai han
Muc dich (Goal) 5 nam Trung han
Muc tiéu (Objective) Nam P

Ngan han
Chi tiéu (Target) Thang/Quy
Cong tac (Task) Ngay/tuan

\f&* PHAN LOal MuC TIEU
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Ngan han B Trung ha [l Dai han

* Ngay N * 5 Nam
e Tuan * Hoc ky « 10 Nam

* Thang « Nam hoc e« 20 nam

&
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\7 * Muc tieu phai tao ra dong luc.
) Dat muc tieu SMART

‘ Ghi muc tieu ra giay
‘ Lap ke hoach hanh dong

‘ Bam sat muc tieu!

o
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Pat muc tiéu cu thé . Specific

S- n o .
m Muc tieu phai ro rang va
dugc xac dinh cu thé, tranh dat
muc tiu mc ho hodc chung
chung vi khong mang lai dinh
hudng day du.

« Measurable
 Achievable
 Relevant

T e Time-bound

o
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Pat muc tiéu do luong ducc . Specific
M - Muc tiéu phai bao gom khoi lugng
 Measurable

cong viéc chinh xac, ngay thang,
WV...

dé co thé do ludng mic dd thanh  Achievable

cong cua muc tiéu.

 Relevant

T e Time-bound

o
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» Specific
Pat muc tiéu kha thi

T * Measurable
A: Phai dam bao muc tiéu dat ra cé kha

nang thuc hién dugc n€u khong ban sé
dé dang mat tu tin va thay nan long.

 Achievable

Tuy nhién, cling tranh thiét lap muc tiéu

qua dé dang vi khi ban khong phai lam * Relevant
viéc vat va dé dat dudc muc tiéu, chién
thang s€ chang con y nghia gi. T e Time-bound

o
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i ~ » Specific
Pat muc tieu thuc te

R «ni dst muc tiéu tuong thich * Measurable
vGi dinh hudng cudc song va su
nghi€p, n€u dat muc tiéu qua
rong va khong phu hgp, sé
khong thu'c hién dudc muc
tieu

 Achievable
 Relevant

T e Time-bound

o
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» Specific

Pat muc tiéu co thai han

T: Muc tiéu ludn phai co thai han. Ban e Measurable

sé thay cap thiét va dat dugc thanh
cong nhanh han.

 Achievable
 Relevant

T e Time-bound

o
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B Phwong phap 1ap ke hoach céng viéc

Cach thirc td chirc cong viéc hiéu qua

‘ 6 bwdc to chirc cong viéc hiéu qua

' Quan ly va giam sat trién khai ké hoach

&

NghT tich cyrc - Positive Thinking. . Lam hiéu qua - Effective Doing



1 3 4

e Panh gia e Xac dinh « Xay dwng
thwe trang muc tiéu cac
cac nguon phwong
lwe an

8 7 6 5
* T6 chirc * Xay dwng Lwa chon « Panh gia
thwe hién cac ké cac cac
hoach bd phu’o’ng phu’o’ng
tro’ dan dan
\g}‘ PHUONG PHAP LAP KE HOACH CONG
VIEC
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Xéc dinh Sap sép va Quan ly Xem xét Chwong

chirc nang lwu trr ho thong tin va danh gia va trinh hoa
nhiém vu SO Cong viéc diéu chinh tong thé

-  Xac dinh chirc nang

- Xay dwng quy trinh

- Dinh bién cong viéc

- Xac dinh md ta cdng viéc

- Phan cong cbong viéc

c&“ CACH THU'C TO CHUC CONG VIEC

HIEU QUA
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. K&t N&T 13 B3: Lwa chon

2L R0 e B2: Nhan dién cac muc tieu phan

vai tro tw thr hai cho
tirng vai tro

nhin v&i st ménh s
cua ban

B4: Tao quy chuan B5: Rén luyén tinh
cho quyét dinh chinh trwc khira g B6: BDanh gia
hang tuan quyét dinh

‘}.‘ 6 BUOC TO CHUC CONG VIEC
\ HIEU QUA
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Quan tri Nhat ky
thoi gian thoi gian

Phan cong @ Giam sat
cong viec @ cong viéc

‘}\ QUAN LY VA GIAM SAT TRIEN
\ KHAI KE HOACH
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La “Cac céng cu nhac nhé” bao gom nhirng mau ghi chép don
gian va ban liét ké cong viéc.

Ban ludn mang nhirng ban liét ké va thwéng xuyén doi chiéu véi né
de khadi quén viéc dinh lam.

\{“}‘ THE HE QUAN TR| THU NHAT
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La phwong phap “lap ké hoach va chuan bi” bao gom xac 1ap muc
tiéu, dat ke hoach, 1én lich hoat déng.
=Pac trwng 14 lich cdng tac va sbé ghi cac cudc hen.
*Ban thuong lap ké hoach céc cudc hen, viét ra cac cam két, xac dinh
thdi han, dia diém dién ra cac cudc hen.

\f&“ THE HE QUAN TRI THU HAI
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Lap ké hoach, dat wu tién, va kiém soat.

= Ban sé danh thoi gian dé lam rd cac gia tri va cac wu tién, ban sé dat
ra cac muc tiéu dai, trung va ngan han.

=P3c trwng cua thé hé nay la cac céng cu lap ké hoach va td chirc cong
viéc v&i cac biéu mau chi tiét cho ké hoach hang ngay.

\f&“ THE HE QUAN TRI THU BA
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Quan tdm dén ca hai yéu to tinh khan cap va tam quan trong trong
cudc séqg cing nhw cong viéc. -
= Khi ra quyét dinh hang ngay, mét trong hai yéu t6 nay c6 xu huwdng chi
ph(“)i
=\/an dé nay sinh khi chung ta hanh dong chu yéu xuat phat tr mé thire
tinh khan cap hon 1a mé th&rc tdm quan trong.

Hanh ddng phai xuat phat ttr mé thirc tam quan trong.

= Danh nhiéu thoi gian cho sy chuan bi, 13p ké hoach va trao quyén,
chung ta sé giam thoi gian cho chiva chay, khung hoang va cép bach
thudc phan tw thw .

‘}‘ MO THU'C TAM QUAN TRONG THE HE

QUAN TRI THOI GIAN THU TU
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Pbudgc it Pbugc nhiéu 50/20
Lam nhiéu Lam nhieu Lam nhieu

Pugc it bugc nhiéu
Lam it Lam it Lam it
bugc it bugc nhiéu

\f&s LAM VA BUQC
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Khan cdp  Khong khan cap
Quan trong I 11

Khong quan trong I11 IV

\f&“ MA TRAN THO!I GIAN
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< Cai thién viéc giao tiép véi moi nguai.
< Lam cong viéc chuan bi tét hon.

< Lap ké& hoach va td chirc tét hon.

<» Cham soc su'c khoe ban than tot hon.
< Tim kiém cac co hoi maéi.

<» Ren luyén ban than.

< Trao quyén cho nguci khac.

\t&‘% 7 VIEC QUAN TRONG NHAT CAN

LAM
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