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Chwong trinh dao tao

KY NANG QUAN LY CONG VIEC VA THO'I GIAN HIEU QUA

THONG TIN KHOA HOC
Thoi gian:

Khai giang: thang 6, 7, 8/2026
Thoi lwgng: 1,5 ngay
Thoi gian:

+Sang : 8:30 — 11:30

+ Chiéu: 11:30 - 16:30

Chi phi:

* Tgi HN: 5.000.000 vnd/ hoc vién
* Tgi HCM: 5.200.000 vnd/ hoc vién

* Chi phi tham dw wu dai:
4.800.000 vnd/1 hoc vién (khi
ddng ky tir 10 hoc vién tro 1én)

Chirng nhan tét nghiép:

Chirng nhan tét nghiép dugc cdp
bé&i Céng ty Pao tgo va Tw van
Thirc Nhan Mé&i

Théng tin lién lac:

Cong ty Pao tao va Tw van

Thére Nhan Mé&i (TNM)

Web: thucnhannoi.com

Email: thucnhanmoi@gmail.com
Dc: S8 19/376 Khuwong Dinh — HN
bt: 04.22113773 / 0983084772

Trong guong quay hdi ha ctia nén kinh té s6 hién nay, kha nang téi wu
hda hiéu suat ca nhan khong con 1a mét Iwa chon ma da tré thanh yéu
cau séng con dé ton tai va bt pha. Thanh céng khong chi danh cho
nhitng ngudi lam viéc cham chi nhat, ma thudc vé nhitng ngudi biét
cach lam viéc thdng minh nhéat thong qua viéc lam chua quy thoi gian hitu
han cia minh.
Bi quyét dé duy tri s can bang gitra ap lwrc cong viéc khdng 16 va cudc
séng ca nhan khéng nam & nhirng céng cu phirc tap, ma dén tir mot tw
duy quan tri ding dan: Quan ly thi gian thwe chit 1a quan Iy chinh ban
than minh.
Quan ly céng viéc va quan ly thoi gian 1a hai mat cia mét van dé. Néu
quan ly cong viéc gilp ching ta xac dinh dung muc tiéu can thyc hién,
thi quan ly thoi gian chinh 1a nghé thuat diéu phdi nang lvong dé dat
dwoc muc tiéu d6 véi chi phi thap nhat va sy hai long cao nhat.
Lam chu thoi gian la yéu cau s6 mot khi dam nhan cac vj tri quan ly, diéu
hanh hodc cdc dy an doi hdi sy chinh xac vé tién do. Trong doi song
thuwong nhat, biét cach s3p x€p wu tién khong chi gitp ban giam bét
cang thang (stress) ma con tao ra khoang khéng gian dé tai tao ning
lwong va cham séc gia dinh. Khi mbi gidy phut tréi qua déu dwgc dinh
hwdéng rd rang, ban sé cdm nhan dwgc sw tu do dich thwe trong chinh
su ky luat ctia ban than.

Nham giip mbi ¢ nhan t6i wu héa ngudn lyc, lam viéc hiéu qua va dat

dugc sy can bang bén virng, Cong ty dao tao TNM da thiét k& chwvong

trinh “Ky nang quan ly cong viéc va thoi gian”.

Muc tiéu:

- Cung cdp cac phuong phap giip hoc vién vuot trdi trong nang suat
lam viéc - t6i wu hdéa nang lwc thyc thi va lam chl quy thoi gian cé
nhan.

- Hoc vién biét cach dp dung ky nang 1ap ké hoach, thiét 1ap wu tién va
t6 chirc noi lam viéc khoa hoc vao xtr ly cdng viéc tai co quan.

- Hoc vién nhan thirc va lam chi céc k§ nang cét 18i dé xay dung doi
nhédm lam viéc hiéu qua.

NGi dung:

Tw duy ding vé Quan ly thoi gian va Hiéu sudt cong viéc.

Nhan dién cdc rao can va théi quen gay lang phi thoi gian.

ng dung Ma tran Eisenhower d€ phan loai va wu tién cong viéc.

Phuwong phap Pomodoro va Kanban, cho di€ém ngay lam viéc trong

quan ly dong cong viéc hang ngay.

5. Nghé thuat Gy quyén va kj nang tir ch8i dé bao vé quy thoi gian ca
nhan.

6. Ky nang quan ly nang lwgng va tao 1p sy can bang than - tam trong
cdng viéc.

7. Strdung Al trong quan ly cong viéc va thoi gian
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