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LOI NOI PAU

CAc ban sinh vién than mén!

Thanh cong & cac muc tidu, con tit ca nhitng cai khac chi la su
giai thich. Pay 1 kham pha 16n nhét trong sudt lich stir loai nguoi. Cudc
séng cua ban chi bit dau tré' nén tuyét voi khi ban xac dinh rd ban mudn
oi, 1en ké hoach dé dat dugc diéu do va thuc hién ké hoach d6 mdi ngay
(Brian Tracy - Chu tich Cong ty Brian Tracy International)

CAac ban tré hién nay c6 nhidu diéu kién va phuong tién hon dé
thuc hién nhitng wdc mo va du dinh cta ban than. Nhung udc mo thi ¢o
nhidu nhung hién thuc dugec wée mo khong phai ai ciing lAm duoc.
Ching ta tirng tim hiéu K§ ning xay dung muc tiéu va tao dong luc, vay
mot khi di c6 muc tiéu bai todn quan trong la lam cach nao dat duoc
muc tiéu d6? Tim giai quyét bai todn ndy, ching toi bién soan giéo trinh
K¥ ning dat muc tiéu — Lap ké hoach v6i muc dich hd trg cac ban sinh
vién tu lap ké hoach khoa hoc, phil hop dé thuc hién cac du 4n, wéc mo
va cong viéc cu thé cua ban than.

Tuy nhién, thanh cong & mot qua trinh doi hoi sy kién tri, nhan
nai va phin dau lién tyc voi dam mé va nghi hrc.

Chuc cac ban thanh cong!

Thanh phé Ho Chi Minh, ngay 08 thang 06 nam 2018



KY NANG PAT MUC TIEU - LAP KE HOACH

PHAN 1. KY NANG PAT MUC TIEU

Pé bién bat ky dy dinh ndo trg thanh hién thuc, ban can biét mot quy
luat khach quan la: Ca&i gi muén hinh thanh thi phai tap hop di
nhirng diéu kién d@é sinh ra nd. Céac diu kién nay goi la “NGUON
LUC”. Néu thiéu mot dieu kién thoi, muc tiéu ma ta quan quat theo dudi
s& mdi mai khong thé thanh hién thyc.

Chang han, hdy hinh dung, néu Trai Pat chi can thiéu di mot yéu t6 la
“khong khi” thi khong con 1 Trai DAt nita.

Hinh: Minh hoa mét s¢ yéu té khong thé thiéu dé cau thanh Trdi Dat
Co thé chi can thiéu di mot co quan ndi tang (nhu gan chang han) thi co
thé d6 s& tro thanh xac chét.

Mot qué trinh khai nghiép, tirc 13 qua trinh bién mot ¥ trong kinh doanh
tro thanh mot du &n thanh cong, thuc chat 1a qua trinh xdy dung va két
néi day da cac ngudn hyc nhu:



Co ché Tai chinh

Thi trwong Nhan lwc

Phap luat Cdéng nghé

Ppam mé

So do: Cac nguon lue d@é bién mét y awong kinh doanh thanh hién thuec

Khéng c6 ¥ tudng, khong cé du an, khong c6 két qua. Y tudng nay thudng
duoc phét biéu cu thé thanh mét muc tiéu. Y twéng chinh 1a nhan, cac nguén
lwe chinh I1a duy&n (duyén nghia 1a diéu kién). Bu nhan duyén thi tha ay ra
doi.

Rat nhidu y twong da phai chét non chi vi khong du tai chinh, khong huy dong
duoc tién.

Rat nhiéu y twong chét yéu vi khong du con ngwoi dé gay dung du an, thiéu
nhan su c6 nang lyc dé ganh dung chirc ning trong bo may, thiéu nhan tai,
thiéu ddi tac. Néu ta tu thuc hién muc tiéu mét minh, thi “nhan luc” chinh 1a
nang lyc cua chinh cha du an.

Rat nhiéu y tuong khong thé trién khai vi thiéu cong nghé, thiéu may mac,
thiéu ky thuat, thiéu cong cu.

Rat nhiéu y twong bi gdy ganh giira ching vi ban than chu y tuong khong du
dam mé dé giai quyét hang d6ng kho khan phat sinh trong qua trinh thyc hién,
khéng du nang leong dé di dén cudi con duong.



Rat nhiéu ¥ tuong tham chi khong thé ra doi vi phap luat & ddy chua cho
phép, hodc phép luat can trg, hoic dang gy dung thi luat méira doi khién dy
&n pha san. Phat lut ciing c6 nghia 1 cac quy dinh cua co quan, chun muc
dao dure cua xa hoi.

Rat nhidu ¥ tuong kinh doanh chi i mo mong vién vong néu khong c6 thi
trwong, chi 1a ddt tién néu tao ra san pham ma khong c6 ngudi mua. “Thi
truong” & day ciing co nghia 13 méi trudng trién khai, méi truong thuc hién,
“thién thot”.

Rat nhidu y tuong ciing tan tanh may khoi khi da gy dung dugc rat nhiéu thi,
tién c6, nhan sy chuyén mon c6, thi trudng c6, phap luat thuan loi, cong nghé
day du, dam mé chay bong, nhung thiéu md hinh kinh doanh phu hop, thiéu co
ché quan ly van hanh phu hop, thiéu kha nang két ndi cac nguon hye thi ciing
tan rd. Giéng nhu mot hat giong khoe, xung quanh cé dat, nuée, anh séng,
khéng khi. .. day du nhung chi c6 didu cac yéu té d6 khong gap nhau, hoac gap
nhau khong dung thoi diém, khdng phdi hop duoc thi chi lam hat mam bi hong
di. Yéu t6 co ché nay chinh la quy ché phdi hop, co ché quan ly trong té chuc.
Néu ban 1am ca nhén, thi co ché chinh I ban ké hoach thuc hién sao cho moi
thtr dén véi nhau that khop.

TOm lai, dé dat muc tiéu, bién diéu ban mudn thanh thuc té, bién y tuong thanh
hién thyc, thi ban phai tim ra diy da cac nguén luc can thiét dé sinh ra két
qua roi xay dwng cac ngudn lwe dé véi mdt ké hoach phul hep.

BAITAP1

a. Buac 1: Ghi ra myc tiéu ma ban dang mudn dat duoc. Luu y: Muc tiéu nay
phai dat tiéu chi SMART (tham khao bai K ning thiét lap muyc tiéu)

b. Budc 2: Liét ké ra tat ca dicu kién can/cac ngudn hrc dé muc tiéu cé thé
thanh hién thuec.

c. Bugc 3: Sip xép viéc thuc hién cac nguon hrc d6 trén mét truc thoi gian
thanh mot ban ké hoach don gian.



BAITAP?2

a. Budc 1: Ghi ra it nhat 3 y tuang khai nghiép ma ban mudn thyc hién

b. Bu6c 2: Sir dung mé hinh 7 tiéu chi bén dudi dé cham diém timg y twong.
MGi tiéu chila 10 diém, tong diém ciia timg ¥ tuong toi da 1a 70 diém.

Co ché Tai chinh

Thi trwong

Phap luat Céng nghé

Pam meé

c. Buéc 3: So sanh diém dé chon ra y tuong kha thi nhat.

BAITAP3

a. Bu6c 1: Ghi ra mot ¥ tuong khac ma ban muédn s& thyc hién (khac véi y
tuong & bai tap 1, ¢6 thé sir dung lai y tuong ma ban da chon & bai tap 2, hoic
mot y tudng hoan toan mai)

b. Budc 2: Cy thé hoa y tuong d6 thanh muc tiéu dam bao nam tiéu chi
SMART

c. Bu6c 3: Liét ké ra tit ca diéu kién can/cac ngudn hyc dé muc tiéu co thé
thanh hién thuc.



d. Bugc 4: Sdp xép viéc thuc hién cac ngudn hrc d6 trén mét truc thoi gian
thanh mot ban ké hoach don gian.

PHAN 2. KY NANG LAP KE HOACH

Ké hoach thuc chét 1 su sap xép cac ngudn hrc theo mét truc thai gian, khong
gian va co ché phéi hop giita ching.

C6 2 loai ké hoach la: ké hoach ¢4 nhan & ké hoach cong viéc.

- Ké hoach ca nhan thién vé thyc hién cac muc tiéu ca nhan, nhan luc thyc thi
thuong chi 1a ca nhan nguoi lap.

- K& hoach cong viéc thién vé thuc hién cadc muc tiéu cong viéc, nhan hrc thuc
thi thuong & mot doi, mot tap thé.

DU Ia ké hoach nao thi ciing c6 nhitng kiéu mau chung dé lam khung. Sau day
3 mot sb kiéu mau ké hoach, ban c6 thé lya chon va sur dung kiéu mau nao
phl hop véi minh nhat:



1. Kiéu 1. Ké hoach theo mé hinh 5W2H

a. Cachthuc hién

BUOC 1: DUNG 5W2H PE PHAN TiCH CAC YEU TO CAN CcO
TRONG KE HOACH

- Xac dinh myc tiéu, yéu cau cong viéc: 1W (why)
- Xac dinh ndi dung cong viéc: 1W (what)
- Xéc dinh khéng gian, thoi gian, nguoi hd tro: 3W (where, when, who)

- Xac dinh céch thie thuc hién, tai chinh can thiét: 2H (how, how much)



What?
Who?
When?

Where?

Why?

How?

How much?

Ngoai ra, néu lgp ké hoach cong viéc, ngueoi ta conthém2C5M, gom:
- Xac dinh phuong phap kiém soat va kiém tra: 2C (control, check)

- Xac dinh ngudn lyc thuc hién: 5M (man, money, material, machine va
method).

+ Man = Nhan lyc

+ Money = Tién bac

+ Material = Nguyén vat liéu/hé thdng cung ting
+ Machine = May moc/céng nghé

+ Method = Phuong phap

Ghichu:
+ Thyec ra 2C5M cd thé xép vao trong yéu té What, tie la nhung viéc can lam,
can chudn bj.



+ S0 véi md hinh 7 nguon luc kinh doanh ¢ phan 1, mé hinh 2C5M twong
dong véi cacyéuts sau:

* “Control & check ” chinh layéu té “co ché”

* “Man ” layéu té “nhdn su”

r
A«

* “Money " layéuto “tai chinh”

* “Material, machine va method ” ¢ thé xem nhw namtrongyéuts “céong
nghé »”
+ Thur i cac Wva H ¢6 thé ddo I6n, sdp xép theo kiéu khac, tiy vao dung y
cuia ban, khong nhat thiét phdi theo thiz tu da trinh bay & trén.
+ Pé dé nhé, trong gidi cong sé, nguoi ta thuwong goi vui md hinh nay Ia:
* 5W2H: 2 Husbands & 5 Wives (2 chong & 5 vo)

* 5W2H2C5M: 2 Husbands & 5 Wives & 5 Moms & 2 Childs (2 chong 5 vor
5 me 2 con)

BUOC 2: SAP XEP LAI THANH VAN BAN LOGIC

Sau khi dung mé hinh trén dé phan tich cac thanh phan cia ké hoach, ban c6
thé cau trac lai thanh mot ban ké hoach thu gon trén mét truc thoi gian (néu
ké hoach don gian) hoic thanh mét vin ban hanh chinh (néu noi dung phirc
tap).

Thuong ké hoach ca nhan hay sir dung ban ké hoach thu gon. Vi du:

Thang 10: Hoc

op nil.zer nt? / ......................................
Hién \\,/—f@'j"/

g W N s
Vién ABC, 3tr
(Lam thém 2tr
& xin me 1tr)

Hinh: Minh hoa mét ké hoach c& nhan rdt gon



Thuong trong cong viéc, ban s& can tao ké hoach thanh mét van ban hanh
chinh dé guri dén sép va cac phong ban c6 lién quan. Sau day i mot miu vin
ban hanh chinh dé ban tham khao:

TONG CONG TY ABC - CONG HOA XA HOQI CHU NGHIA VIET NAM
CONG POAN CHI NHANH X Doc 14p - Tw do - Hanh phic
S6: 02 /[KH-TT-NTT-CBVC TpHCM, ngay ... thang ... ndam ...
KE HOACH

T6 chikc n6i chuyén chuyén dé
nhan ky ni¢ m Ngay Gia dinh Viét Nam 28/6

Thiét thuc ky nién} ngay Gia dinh Viét Nam 28/6, Cong doan vién
chirc Chi nhanh X thugc tong cong ty ABC xay dung ke hoach t6 chuc buoi
noi chuyén chuyén dé “Nghé thudt giir gin hanh phiic gia dinh”, cu thé nhu
sau:

I. MUC TIEU:

II. NOI DUNG

1. Poi twong, s6 hrong
2. Thoi gian va dia diém
3.Chu dé

4. Dién gia

5. Chwong trinh chi tiét
6. Cong tac tuyén truyén



7.Cong tac hau can

I11. TO CHUC THUC HIEN

STT

CONG VIEC
CANTHUC

HIEN

THOI HAN

PIA
PIEM

NGUOI
PHU
TRACH

GHI
CHU

9

10

IV. DU TRU KINH PHI:

1. Dy tru chi tiét:

STT

MUC CHI

PHI PON
VI LUQNG

SO

TONG

GHI
CHU

1

2




TONGCONG: ...,

2. Nguén kinh phi:
a. Nguon 1:
b. Nguon 2:

Trén day la ké hoach phéi hop to chic n6i chuyén chuyén dé nhan ky niém
ngay gia dinh Viét Nam 28/6 cua. Cac ca nhén, don vi lién quan nghiém tlc to
chuc thuc hien Ké hoach nay.

TM. CONG POAN VIEN CHUC
Noi nhan: CHU TICH
- Ban giam déc (dé béo céo);
- Cong doan Vién chic tinh (dé béo c4o);
- TAt ca CBNV (dé biét & thuc hién); (Pa ky)
- Luu

Nguyén Vin A

BAITAP4

Str dung m6 hinh 5SW2H dé xay dung mét ké hoach c& nhan.

BAITAPS

Str dyng mo6 hinh SW2H dé xay dung mot ké hoach cong viéc.

2. Kiéu 2. Sir dung cac mo hinh lap ké hoach c6 sén, dic trung
cho tirng 1inh vuc

Vi du: Bdn ké hogch kinh doanh trén mét trang gidy (Canvas Model)

- Phién ban 1:



Partners

Key Value Customer
Activities Proposition Relationships

Key

Costs Key Revenue
Resources Channels

- Phién ban 2:
PERSONAL
TheNlusiness Model Canvas
WHAT L How YOu \
S Y0U DO INTERACT o 10
HOW YOU HEL
W HELP
::iources ‘_j % Channels 47 <
WHO YOU ARE HOW THEY o
S DELIVER

Costs

Revenue and Benefits

HAT & WHAT &
\ i o ) & UGU

- Phién ban 3:




8. KEY PARTNERS
Nhirng B&i téc chinh

AI SE GIUP BAN?

6. KEY ACTIVITIES
Nhitng Hoat déng
chinh

BAN LAM NHU
THE NAO?

i

KEY RESOURCES
Nhitng Ngudn lyc
chinh

BAN CAN Gi?

2. VALUE
PROPOSITIONS

Gia tri cung cap

BAN LAM Gi?

4. CUSTOMER
RELATIONSHIPS
Quan hé Khach hang

BAN PHAN HOI
NHU THE NAO?

3. DISTRIBUTION
CHANNELS
Kénh Phan phai

BAN CUNG CAP
NHU THE NAO?

1. CUSTOMER
SEGMENT
Phan doan khach
hang

BAN GIAI QUYET
VAN DE CHO AI?

9. COST STRUCTURE
C&u trac Chi phi

CHI PHI BAO NHIEU?

5. REVENUE STREAM
Dong Doanh thu

BAN THU DU'O'C BAO NHIEU?

BAITAPG6

Str dung md hinh Canvas dé xay dung mot ké hoach kinh doanh trén 1 trang

gidy.
BAITAP7

Suu tam cac kiéu lap ké hoach khac va thuyét trinh gigi thiéu trudc 16p.




PHAN 3. KHAC PHUC NHUNG KHO KHAN TREN

CONDUONG THUC HIEN MUC TIEU

1. Lat mat nhirng “ké pha binh” can tré ban dat muc tiéu
Qua rdi nhitng thang ngay ban thiy minh nhu mét ¢& may “vé tri” - séng
di hoc, chiéu di lam; chang biét vi sao minh hoc, lam dé 1am gj, va loay
hoay cung cau hoi: “Muc dich dén Trai Dt cua minh 13 gi?”. Ban bay
g, 1A mot nguoi da xac dinh dugce diém dén, md ta rat rd “minh ciia 20
nim vé sau”. Ban da y thirc duoc “cudc doi la mot san khau lon”, ban da
chon cho minh mét vai dién, ban da hinh dung xong kich ban d&iminh.

Nhung khi kich ban da hoan thanh, ban khéng Ién san tap, ban khéng hoc
i thoai, ban khéng nhap tdm thi moi thir vin mo ho, bat dinh. Khé ndi,
chuyén nay dién ra nhu mét dang “quy luat tu nhién”. Tu do6 ly giai, vi
sao nguodi mo mong thi nhidu nhung ké thanh cong thi it; vi sao thanh tyu
lubn dang dugc tung hd, tran quy! Vay, diéu gi dd khién ban “déng
bang”? D6 co thé Ia nhitng “ké pha binh” sau day:

e Datmuc tiéu cho “métngay nao do ”: “Mot ngay nao dé” khéng cé
trén lich hién hanh, do d6 c6 thé ndi rang “mét ngay nao dé” 1 “khéng
bao gio”. Mot ké hoach di hay d¢én dau nhung khong xac dinh dugc thoi
gian két thic s& khong gilp ban thay ddi bt ctr dicu gi (ban c6 bao gio dé
y khi ban cii hen gap mat, néu ding tir “mai mot” thi gan nhu khong bao
gio thuc hién duoc). Vi vay, néu muc tiéu d6 quan trong Voi ban nhat
thiét phai c6 thoi han, cho dii khong thé bat dau lam trong hdm nay.

e Quaé nhiéu nghi thizc cho si bat dau: “Minh s& bat dau khi cam thay
VUi Vé”, “Minh nén bit dau cong viéc vao dau tuan”.... qua nhiéu diéu
kién dé ban c6 thé khai dong. Hay hiéu rang “duong di van dam ludn bat
dau tir budc chan dau tién”. Cainhac chan dy rat dé b s tri kéo cua tang
d4 mang tén “nudng chiéu ban than”. Hiy manh dan tao nén mot hanh vi
hién thuc héa muc tiéu. Khi bude qua cot mbc ndy, ban s& thiy moi thir
khdng can phai ¢ qua nhiéu diéu kién nhu ban nghi.

e Khong luong trudoc nhitng kho khan: Giam cén, hoc thém cac chirng
chi, im dd an, 1am viéc ban thoi gian, tap mot mon thé thao, thiét lap
quan hé moi... déu la nhiing cdng viéc khong dé dang. Do dé, néu khong



du tinh nhitng khé khan c6 thé gap va cach giai quyét ching, ban s& rat dé
bo cudc. Vi vdy, ban can chuan bi ning hegng dé “vuot chudng ngai vat”,
can ca su chu dong tién doan Vé cac nguy co.

e Khong phan cap mite d6 wu tién cua ké hoach: Trong mot ngay ban sé
c6 rat nhiéu hoat dong, c6 nhitng hoat dong tha vi va rat d& dat duoc (vi
du nhu viéc kiém tra tin nhin, email, facebook,...). Trong khi d6 cong
viéc cua muc tiéu lai kho va yéu cau thoi gian dai dé hoan thanh. Vivay,
chiing ta dé sa da vao nhiing cong viéc it lién quan va bo quén nhimg diéu
quan trong. Giai phap cho viéc nay chinh 1a viéc sip xép mac do uu tién
(két hop t6 do, t6 vang,... nhimg diéu can lam gap), luon dé trugc mat dé
nhic nhé céng viéc can hoan thanh.

e Bo cugdc truée khi thdy két qua: Thiéu kién nhan luon Ia thir danh bai
nhitng nguoi dang trong tién trinh thuc hién ké hoach, nhat la nhimng
nguoi dua ra nhimg tién doan/ki vong két qua s& téi sém. Hay nhé rang,
chua thay két qua khong c6 nghia nhitng nd hrc ciia ban Ia vo nghia, hiy
gan bo véi nhitng ké hoach dai han nhu mét théi quen (vi du nhu thay vi
kiém tra can ning khi tap thé duc, hdy kiém tra xem suc bén, sé vong
chay cuia minh c6 gia ting 1én hay khong, tinh than, stic khoé cua minh ¢6
t6t hon khong...). Khi that su gin b6 véi ké hoach, ban s& thiy thoai mai
hon khi lam, va két qua s& dén véi ban rat bat ngo.

Viy, dau 1 giai phap? Rat tiéc, cude doi khdng c6 cong thire dé ching ta
&p dung mot cach xo cing, dé dang. Bai viét nay, vi thé, dwong nhién
cling s& khong cung cip cho ban mot “ban d6” kho bau. Tac gia chi c6 thé
nhac ban can nghiém tdc thuc hién cac nguyén tic sau dé hién thuc hoa
muc tiéu cudc doi ma ban da tu minh xay dung.

1. Giai phép:

a. Hay téntrong dealine.

Muc tiéu cta ban da rat rd rang, diéu nay c6 nghia Ia su tri hodin cua bat
ctr c6t mbe nao ciing s& tao nén “hiéu tmg domino™. Bang viéc mo ta mot
cach rd rang céac thoi diém “tuan dau thang chin”, “ngay 10 thang 10”,
“hoc ki 1 ndm hai”,... ban di rat hoan chinh tién d6 cua minh. Vay thi,
can hoan thanh n6 va xem d6 ddng thoi 1a sy ton trong ban than.



b. Ngung “ve vudtban thin”
Khi ban tri hodn 1 lan, d6 c6 thé duoc coi la sy linh hoat.

Ban tri hodn lan thi 2, ban da bat dau cho thiy su bat hop ly trong tién d6
thue hién muc tiéu.

Lanthtr 3 ban tri hodn, muc tiéu cua ban co thé khdng c6 tinh kha thi.

Ban khong thay doi bat cir diéu gi va tiép tuc 1an tri hodn thir 4, ban
khong bao gio dat duoc két qua. Pay 1a tin hiéu bdo dong cho viéc ban da
khuat phuc truée chinh minh. Ban khong tir bo dwoc théi quen, ban khong
khai tao hanh vi mgi, ban da qua “dé dai” vai ban than.

Mubn thanh cong, hdy biét “tan nhin” v&i chinh minh mat chit, bang
cach budc n6 thay doi.

c. Du trd nhitng khé Khin cé thé xay ra, chuan bi phwong an dw
phong.

Trong qua trinh thuc hién ké hoach s& c6 nhitng bién c6 ndo xay ra (6 ca
ly do khach quan nhu: hoc phi ting, phai chuyén nha, canh tranh cao... va
yéu t6 chii quan nhu: d& bo cudc, qué nhiéu viéc can phai lam..) dé can
nhic cac phuong an dyu phong, trong d6 ¢ thé tinh dén cac ngudn hec hd
trg nhu: c6 ban dong hanh, ¢6 nguoi kiém soat va ¢ong vién...

Vi du:

+ 2020 tot nghiép dai hoc sé di du hQCtiép ¢ Dai Loan.

+ Ké hoach dir phong néu khéng dau: Hoc sau dai hoc trong nuéc.

d. Giéi han thai gian ra ké hoach

Chung ta thuwong danh rat nhiéu thoi gian cho viéc v& ra mét bac tranh
hoan hao va “dam chim” trong thé gioi 4y va quén mat rang minh can
thuc hién chung. Do do, ban ciing can cd ké hoach cho viéc... én ké
hoach. Hay ra han muc sau bao lau minh hoan chinh mét ké hoach, sau d6
bit tay vao thuc hién ngay. C6 thé ban s& that bai, nhung hay that bai
nhanh, hoc hoi, chinh stra va lam tiép, thay vi ¢ gang tao ra mot ké hoach
hoan hao dé treo khung.



Vi du: Ké hoach nhdn hoc béng trong 4 nam dai hoc thi gigi han thoi
gian cho viéc I&n ké hogch chi néntrong khodng 7 ngay.

e. Hay giir ké hoach d6 cho riéng ban (hay nhitng ngwoi truc tiép
lién quan)

Khi bat ¢dau mot ké hoach nao d6, ching ta thuong néi cho nhimg nguoi
xung quanh biét vai suy nghi “tao mot su rang budc dé phai hoan thanh”.
Tuy nhién, viéc n6i vé ké hoach cia minh s& lam mat thoi gian thuc hién
ching. Bang ching V& cac bai test tim Iy da chiing minh viéc néi cho
ngudi khac qué nhiéu vé ké hoach cua minh khién cho viéc thuc hién nd
tr& nén kho khian hon. Viéc cong bd ké hoach cua ban tao ra mot su “thoa
mén” giéng nhu viéc dat dugc muc tiéu Ay, tir d6 dan dén viéc tri hodn va
mat di dong lec. Vi vay, hay giit ké hoach cua ban cho riéng ban, hoac chi
chia sé cho ngudi d¢ong hanh ciing ban ma thoi.

f. Goiy Matran Eisenhower giup quan ly thei gian hi¢u qua

Khi ban d3 c6 ké hoach dai han, trung han, va can mét cong cu dé quan ly

viéc chay cac muc tiéu ngan han that hiéu qua, hay thir tham khao ma tran
Eisenhower (tong thong thiz 34 ciia Hoa Ky).
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So do: Matrdn quan ly thei gian Eisenhower

Ma tran trén chia cong viéc trong tuan hoic trong ngay cua ban thanh 4

nhoém:
v O P1 (Khan cip, quan trong): Pay I3 nhitng viéc c6 anh huong dén muc
tiéu ciia ban, no lai rat gap. Thong thuong viec & 6 nay da dén han giai quyét,
hoac nhitng cong viéc quan trong phét sinh bat ngd.
Lueu y: Néu ban ¢6 qua nhiéu viéc ¢ 6 ndy, mét 1a ban dang danh gid tinh chat
cdng viéc sai, hai 1a ban dang qud 1é mé va quan ly cdng viéc khdng hiéu qud.
v O P2 (Khong khan cip, quan treng): Pay 14 nhiing viéc anh huong dén
ban, nhung lai chua dén han phai hoan thanh. Nhirng viéc ndy can phai duoc
giai quyét hop ly (sau khi xir ly hétviéc & 6 P1).
Luu y: Néu ban khong xir Iy dung cach, nhitng viéc ndy s& nhanh chong nhay
vao 0 P1.
v O P3 (khan cép, khdng quan treng): Viéc ¢ & nay lai chang c6 anh
huong gi 16n, thuong A né xuat hién bat ngy (vi du nhu me nho ban di cho,
ban bé nhan tin nhd ban Ay d6 giom,...). Néu c6 thoi gian, hdy lam that nhanh
chéng, néu khong, hay tir chdi hoic nhd mot ngudi khac lam ho. Khi di lam,
ban c6 thé dao tao cap dudi dé uy quyen xir ly cac loai cong viéc linh tinh
nhung khan cip nay.
v' O P4 (khong khan cap, khong quan trong): Nhiing viéc ¢ 6 nay da phan
3 nhu cau giai tri (lwét Facebook, nghe nhac, di choi,...) nhung lai 2 & chiém
nhiéu thoi gian nhat néu ban khong biét kiém ché. Hay quan ly that chat cac
cong viéc ¢ 0 nay, chi lam khi that su ranh.
Lueu y: Cong viéc ¢ 6 P4 sé co lic tré thanh 6 P1 néuban da qud stress, qua
mét mai, rat can nhu cau gidi tri.
2. Cudc doi ban khong chi nam trén trang giay
C6 nhiéu ngudi VAn sg néu c¢6 mot ban ké hoach qué chi tiét, cude doi cua ban
chang con nhitng diéu tha vi, sudt ngay chi chay theo céac deadline va dan roi
vao trang thai vo vi. Nhung néu khdng c6 nhiing du dinh, “doi x6 dén dau, ban
day dén d6” thi ciing giéng con thuyén trdi giita bién chang biét di vé phuong



nao, lic thi chay huéng nay, lic lai d6i hudng, dén khi hét xing thi lai 1énh
dénh lung ching. Do do, viéc xac dinh kim chi nam chi ¢6 tac dung dinh hinh
hudng di, chir khong rap khudn viéc ban phai lim diéu d6 nhu thé ndo.

C6 2 cach don gian sau day dé cudc doiban van thi vi, nhung duong di van ro
rang ngay tru¢c mat:

> Hay dura ra it nhit 2 phwong 4n du phong cho méi ké hoach, ciing
nhu cin nhic diéu chinh dwa vao sw thay doi dot ngdt ciia thoi cudc. Cude
doi cia ban khong déng khung trong trang giay!

Du tru cac phuong 4n khac s& gilp ban sin sang hon véi nhitng kho khin
trong qué trinh thuc hién muc tidu, nhu vay ban d3 “sdn sang cho moi vin dé”,
lam cho quyét dinh cua ban khdng bi cing nhic. Ngoai ra, ciing nén ¢ mot
phuong an chira tréng, vi “ngudi tinh khong bang troi tinh”, néu ban cam thiy
can thay ddi dé ké hoach thyc té hon, hay manh dan thay doi.

Vi du: Ban dat muc tiéu nam 4 ra trieong phadi tot nghiép logi gisi dé nhan sudt
hoc bong di Singapore. Tuy nhién, trong qua trinh hoc, ban cé tham gia mét
cugc thi va gianh giai nhat, phan thueng 1a mét chuyén du hoc Uc. Dén day,
ban hay dwa ra cdc phwong an khdc, xemviéc di Uc ¢é phit hop trong béi
canh chung ciia muc tiéu dai han hay khdng, ¢6 lgi hon so véi ké hoach cii hay
khéng... Tir d6 di dén quyét dinh thay doi hay giie nguyén ké hoach ciia minh.
Nén nhg, khong phai sy bién dong nao ciing lam ban phai thay d6i, va do
khong goi I3 cting nhic. Vi khi can dong do dém va ban cam thiy moi thir van
nén di theo ding con dudng da vach ra, hdy cir di, “tdm bat bién truéc dong
doi van bién” 1a vay!

> Hiy “dién c6 ké hoach”

Mot ké hoach tdt ngodi viéc sap xép thoi gian khoa hoc, muc tiéu vira stc, ¢é
phuong 4an du phong thi ciing can chira chd cho nhiing lic “cam xuc thing
hoa”. Hiy ty dat ra nhimg diéu khoan trong ké hoach cho phép ban “pha v&
mét cach hop phap”.

Vi du: Sau 4 nam t6i can tét nghiép lodi gisi, nhung trong qud trinh hoc c6
qué nhiéu ap luc, t6i cam gidc minh khong thé dung chiza thém, hdy manh dan
“lén niii 6 an”” han 1 tudn, di du lich mgt minh hogc véi ban be, danh ra mgt



ngay di mua sam thod thich, danh ra mét ngay tw cho phép bdn than diwroc
lwoi... Sau khi thw gidin xong, ndng lrong phuc hoi, vatiép tuc thyc hign cac ké
hoach déra (hdy xem lgi kj cach siz dung 6 P4 & trén).

Tranh nham 1an viéc nay véi viéc “ludi dai han”, kéo cong viéc dén sat
deadline moi lam. Hiy dua ra cac quy dinh nhu: chi dwoc pha v& ké hoach 1
lan/hoc ki, hoac 1 lan/3 thang. Han ché viéc “duge nudc [am téi” ban co thé s&
roi vao bay cuia ké “nuéng chiéu ban than”.



