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KY NANG
QUAN LY THOI GIAN
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Diéu quan trong khéng phai & uu tién
nhing gi trong lich trinh cua ban

ma l& 1én lich trinh dé
thyc hién hiéu qua
cAc uvu tién.

- Stephen R. Covey
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MA TRAN QUAN LY THOI GIAN

Ma tran “Khdn cdp - Quan trong” & phuong phdp sdp x&p cdc nhiém vy
cdng viéc theo muc ddé khén cdp va tdm quan trong - dugc dng Stephen
R. Covey chia sé thong qua cudn sdch ndi tiéng “TU DUY TOI UU” xudt
bdn vdo ndm 1994.
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Ma trén “kh@n - quan trong” - Stephen R. Covey

& GIA TRI MA TRAN “KHAN - QUAN TRONG” MANG LAI:
e Xdc dinh nhing gi thyc sy can tép trung dé thyc thi céng viéc mot
cdch xudt sdc, dat dung tién do da dé ra.
e Trdnh l&ng phi th&i gian vao nhing viéc khéng can thiét.
e Thyc hién céng viéc cé chién lugc va hiéu qua hon.

* Ngudn tham khao: Tu Duy Téi Uu - Stephen R. Covey *
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O PHANTU SO 1

KHAN CAP VA QUAN TRONG
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e DAy la nhiing nhiém vy mé& ban phdi ldm ngay ldp tuc vi dd dén han
thd&i gian véa cé tdc déng tryc tiép dén muc tiéu dai han hodc ngdn han
cva ban.

e O phén tu s 1 chinh & khu vyc coa "phdn Ung”, cdn nhanh chéng hanh
déng chinh xdc véa hiéu qua dé gilr nhip céng viéc trong tam kiém sodt.

* Ngudn tham khao: Tu Duy Téi Uu - Stephen R. Covey *
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Lap ké hoach

Céng tdc chudén bj

Phat trién méi quan hé
véi déi tac

QUAN TRONG

e Cong viéc dy phong
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e Day 1& 6 ban can tap trung nhat, bai né dai dién cho nhiing nhiém vu
mang lai gid tri lau dai.

e Pau tu vao O phan tu sé 2 giup ban phat trién bén viing va gidm thiéu
cdc tinh huéng khdn cdp trong tuong lai.

* Ngudn tham khao: Tu Duy Téi Uu - Stephen R. Covey *

A&P VIET NAM - TRAINING | COACHING | CONSULTING | FACILITATION



KY NANG QUAN LY THOI GIAN TRANG 5

O PHANTU SO 3

KHONG QUAN TRONG NHUNG KHAN CAP

KHAN CAP KHONG KHAN CAP

: < ®
Z

o.

= 4

-

z 1

g

=) z
O -
0 . A s :

(z) Nhing cuéc dién thoaqi

x Cudc hop dot xudt @
E Mot sé thu tU bdo cdo

g Gidi quyét cdc yéu cau

o tU dong nghiép
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e O 6 phdn tu sé 3 la nhiing céng viéc cé vé can chu Y ngay nhung khéng
thyc sy déng gép vao muc tiéu ddai han.

e DEé tbi uu thai gian, ban nén hoc cdch Oy thdc hodc gidm thiéu sy tham
gia v&io cdc hoat déng nay. Chung ta thudng mdc ket trong 6 nay vi né
tao cdm gidc bén rén, nhung thyc té lai it mang lai gid tri.

e Ly tudng nhat, thai gian danh cho cdc nhiém vu thudc 6 nay nén dugc
gidi han 8 mét ti lé phu hgp.

* Ngudn tham khao: Tu Duy Téi Uu - Stephen R. Covey *
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KHONG QUAN TRONG VA KHONG KHAN CAP
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e O phdan tu sé 4 1& vung cla sy lang phi thai gian.
e T6t nhat hdy logi bd hodin todin cdc céng viéc thudc 6 nay dé tdp trung
vao nhi’ng nhiém vy mang lqi gid tri thyc sy.

* Ngudn tham khao: Tu Duy Téi Uu - Stephen R. Covey *
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CHIEN LUGC PHAN BO THOI GIAN
THEO MA TRAN “KHAN - QUAN TRONG"

Duéi day la ty |é phan bd thai gian Iy tudng danh cho tung loqi cong viéc dya
trén muc dé quan trong véa khén cdp cla ching (theo Stephen R. Covey).
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9 LOI KHUYEN DANH CHO BAN:

04 budc dp dung ma trén dé thiét 1ap thy ty vu tién cho céng viéc:

1. Xem xét muyc tiéu céng viéc, két qud dy dn mong muén dat dugc.

2. Lap danh muyc cdc céng viéc can hoan thanh.

3. DAnh gid muc dd khdn cap va muc dé quan trong cla ti¥ng cdng viéc.
4. SGp x&p cdc cong viéc vao vi tri tqi 04 6 phan tu.

* Ngudn tham khao: Tu Duy Téi Uu - Stephen R. Covey *
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“HOM NAY LA MOT MON QUA”

Mdén qua nay tét hodic tét hon nhu thé ndo do chinh ban
quyét dinh théng qua cdc hanh déng ban thyc hién hém nay.

Vi vau:
e

A

DUNGC TRI HOAN

Héy thuc thi xudt sdc cdc cong viéc!

el

CAM KET

Hodn thanh cdng viéc theo ky han déa dé ra.

o0

TU PHAN ANH

Kip th&i nhan dién cdc “ké cdp thdi gian” va
tim gidi phdp ngan ngua, khdc phyc kip thsi.

* Ngudn tham khao: Tu Duy Téi Uu - Stephen R. Covey *
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OUR EXPERTISE. YOUR GROWTH

FOLLOW A&P VIET NAM

D& nhén dugc nhiing théng tin hiu ich haing tuan!

Lién hé tu van chuong trinh déo tao tai:

3 0909 974 017
© SERVICES@APCONSULTING.VN
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