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LOI NOI PAU

CA&c ban sinh vién than mén!

Thanh cong 1a cac muc tiéu, con tat ca nhitng cai khac chi la sy
giai thich. Pay 1a kham pha 16n nhat trong sudt lich sir loai nguoi. Cudc
séng cua ban chi bat dau tré nén tuyét voi khi ban xac dinh rd ban mudn
gi, Ién ké hoach dé dat duoc diéu d6 va thuc hién ké hoach dé6 mdi ngay
(Brian Tracy - Chu tich Cong ty Brian Tracy International)

Céc ban tré hién nay c6 nhiéu diéu kién va phuong tién hon dé
thuc hién nhirng uwdc mo va du dinh caa ban than. Nhung udc mo thi co
nhiéu nhung hién thuc duoc wéc mo khéng phéi ai ciing lam dugc.
Chung ta ting tim hiéu Ky nang xay dung muc tiéu va tao dong lec, vay
mot khi da c¢6 muc tiéu bai toan quan trong la lam cach nao dat duogc
muc tiéu d6? Tim giai quyét bai toan nay, ching tdi bién soan giéo trinh
K§ nang dat muc tiéu — Lap ké hoach véi muc dich hd tro cac ban sinh
vién tu 1ap ké hoach khoa hoc, phi hop dé thuc hién cac du an, u6c mo
va cong viéc cu thé cua ban than.

Tuy nhién, thanh cong la mot qua trinh doi hoi su kién tri, nhan
nai va phan dau lién tuc véi dam mé va nghi huc.

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

Dé bién bat ky dy dinh ndo trg thanh hién thuc, ban can biét mot quy
luat khach quan 1a: Ca&i gi muén hinh thanh thi phai tap hop da
nhitng diéu kién dé sinh ra nd. Cac diéu kién nay goi 1a “NGUON
LUC”. Néu thiéu mot diéu kién thdi, muc tiéu ma ta quan quat theo dudi
s& mai mai khong thé thanh hién thuc.

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

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

Mot qua trinh khai nghiép, tic 1a qua trinh bién mot y tuong kinh doanh
tré thanh mot dy &n thanh cdng, thuc chét 1a qué trinh xay dung va két
ndi day du cac nguon lyc nhur:



Co ché Tai chinh

Thi trwong Nhan lwc

Phap luat Cdéng nghé

Pam mé

So do: C&c nguon luee dé bién mét y neeng kinh doanh thanh hién thyc

Khong c6 y tuang, khong cé du an, khong c6 két qua. Y tudng nay thuong
dugc phét biéu cu thé thanh mot muc tiéu. Y twéng chinh 1a nhan, cac
nguon luc chinh 1 duyén (duyén nghia 1a diéu kién). Bu nhan duyén thi
thir dy ra doi.

Rat nhiéu y tuong da phai chét non chi vi khong du tai chinh, khdng huy
dong dugc tién.

Rat nhiéu y tuong chét yéu vi khong du con ngudi dé gy dung du an,
thiéu nhan sy c6 ning lyc dé ganh ding chirc ning trong bd may, thiéu
nhan tai, thiéu doi tac. Néu ta tu thuc hién muc tiéu mét minh, thi “nhan
luc” chinh 1a nang lyc cua chinh chu du an.

Rat nhiéu y twong khong thé trién khai vi thiéu cong nghé , thiéu may méc,
thiéu k¥ thuat, thiéu cong cu.

Rat nhiéu y tuong bi gay ganh glua chirng vi ban than cha y tuong khong
du dam mé dé giai quyét hang dong kho khan phat sinh trong qua trinh
thyuc hién, khong du niang lugng dé di d¢én cubi con duong.



Rat nhiéu ¥ twdng tham chi khdng thé ra doi vi phap luat & ddy chua cho
phép, hoic phép luat can tr, hoic dang gdy dung thi luat méi ra doi khién
du &n phé san. Phét luat ciing c6 nghia 14 cac quy dinh cta co quan, chuan
muc dao duc cua xa hoi.

Rat nhiéu ¥ tuéng kinh doanh chi 1a mo méng vién vong néu khong co thi
trwdng, chi la ddt tién néu tao ra san pham ma khong co ngudi mua. “Thi
truong” & day ciing c¢6 nghia 13 moi trudng trién khai, méi truong thyuc
hién, “thién thoi”.

Rat nhiéu y tuéng ciing tan tanh may khoi khi da gy dung duoc rat nhiéu
thir, tién co, nhan sy chuyén mén co, thi trudong cd, phap luat thuan loi,
cong nghé day di, dam mé chay bong, nhung thiéu mé hinh kinh doanh
phi hop, thiéu co' ché quan ly van hanh phu hop, thiéu kha ning két ndi
cac nguon luc thi ciing tan rd. Gidng nhu mot hat gidng khoe, xung quanh
c6 dat, nuéc, anh séng, khong khi... day di nhung chi c6 diéu cac yéu té do
khéng gap nhau, hoic gap nhau khong ding thoi diém, khong phdi hop
dugc thi chi 1am hat mam bi hong di. Yéu t6 co ché nay chinh 1a quy ché
phdi hop, co ché quan ly trong t6 chizc. Néu ban lam c4 nhén, thi co ché
chinh 1a ban ké hoach thuc hién sao cho moi thir dén véi nhau that khap.

Tom lai, dé dat myc tiéu, bién diéu ban muén thanh thuc té, bién y tuong thanh
hién thuc, thi ban phai tim ra day @i cac ngudn luc can thiét dé sinh ra ké t
qua roi xay dwng cac ngudn lee d6 véi mot ké hoach phi hep.

BAI TAP 1

a. Budc 1: Ghi ra myc tiéu ma ban dang muén dat duoc. Luu y: Muc tiéu
nay phai dat tiéu chi SMART (tham khao bai Ky nang thiét 1ap muc tiéu)

b. Budc 2: Liét ké ra tat ca didu kién can/cac ngudn lyc dé muc tiéu co thé
thanh hién thuec.

c. Budc 3: Sap xép viéc thuc hién cac nguon hre dé trén mét truc thai gian
thanh mét ban ké hoach don gian.



BAI TAP 2

a. Bugc 1: Ghi ra it nhat 3 y twang khoi nghiép ma ban mudn thuc hién
b. Budc 2: Sir dung mé hinh 7 tiéu chi bén dudi dé cham diém ting ¥ tuong.
MAi tiéu chi 1a 10 diém, tong diém cua timg ¥ twong tbi da 1a 70 diém.

Co ché Tai chinh

Thi treong Nhan lwc

Phap luat Céng nghé

Pam mé

c. Bugc 3: So sanh diém dé chon ra y twong kha thi nhét.
BAI TAP 3

a. Buéc 1: Ghi ra mét y tuong khac ma ban muén s& thuc hién (khac voi y
twong & bai tap 1, ¢ thé sir dung lai ¥ teong ma ban da chon ¢ bai tap 2,
hoac mot y tuéng hoan toan mai)

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

c. Budc 3: Liét ké ra tit ca diéu kién can/cac nguon luc dé muc tidu c6 thé
thanh hién thuec.



d. Budc 4: Sip xép viéc thuc hién cac ngudn luc d6 trén mot truc thoi gian
thanh mét ban ké hoach don gian.

PHAN 2. KY NANG LAP KE HOACH

Ké hoach thuc chit Ia su sip xép cac ngudn lyc theo mét truc thoi gian,
khdng gian va co ché phoi hop gitra ching.

C6 2 loai ké hoach 1a: ké hoach c& nhan & ké hoach cong viéc.

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

- K& hoach cong viéc thién vé thuc hién cac muc tiéu cong viéc, nhan luc
thuc thi thuong la mot doi, mot tap theé.

Du la ké hoach nao thi ciing ¢4 nhitng kiéu mau chung dé lam khung. Sau
day 1a mot s6 kiéu mau ké hoach, ban c6 thé lya chon va st dung kiéu mau
nao pht hop véi minh nhat:



1. Kiéu 1. Ké hoach theo mé hinh 5W2H

a. Cach thuc hié n

BUGC 1: DUNG 5W2H PE PHAN TICH CAC YEU TO CAN CO
TRONG KE HOACH

- Xac dinh myc tiéu, yéu cau cong viéc: 1W (why)

- X&c dinh ndi dung cbng viéc: 1W (what)

- X4c dinh khéng gian, thoi gian, ngudi hd trg: 3W (where, when, who)
- Xéc dinh céch thire thuc hién, tai chinh can thiét: 2H (how, how much)



What?
Who?
When?
Where?
Why?
How?

How much?

Ngoai ra, néu ldp ké hoach cong viée, nguroi ta con thém 2C5M, gom:
- Xéc dinh phuong phap kiém soat va kiém tra: 2C (control, check)

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

+ Man = Nhan luc

+ Money = Tién bac

+ Material = Nguyén vat liéu/hé thng cung tng
+ Machine = May moc/céng nghé

+ Method = Phuong phap

Ghi cha:

+ Thyc ra 2C5M c6 thé xép vao trong yéu to What, tize la nhung viéc can
lam, can chudn bi.



+ S0 vgi md hinh 7 nguon luc kinh doanh & phan 1, mé hinh 2C5M twong
dong Vvai cac yeu to sau:

* “Control & check” chinh la yéu té “co ché”
* “Man” la yéu to “nhdn su”
* “Money 14 yéu t8 “tai chinh”

* “Material, machine va method ” c¢6 thé xem nhw nam trong yéu to
“cong ngh¢”

+ Thir tyr cAc W va H ¢6 thé ddo Ign, sap xép theo kiéu khéc, tly vao d ung
y cua bgn, khdng nhat thiet phai theo thuz tu da trinh bay o trén.

+ Pé dé nhé, trong gisi cong so, nguoi ta thuwong goi vui md hinh nay la:
* 5W2H: 2 Husbands & 5 Wives (2 chong & 5 Vo)

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

BUOC 2: SAP XEP LAI THANH VAN BAN LOGIC

Sau khi ding mé hinh trén dé phén tich cac thanh phan cua ké hoach, ban
c6 thé cau tric lai thanh mot ban ké hoach thu gon trén mot truc thoi gian
(néu ké hoach don gian) hoic thanh mét vian ban hanh chinh (néu noi
dung phtrc tap).

Thuong ké hoach ca nhan hay sir dung ban ké hoach thu gon. Vi du:
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(Lam thém 2tr
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Hinh: Minh hoa mét ké hoach cé nhan rit gon



Thudng trong cong viéc, ban s& can tao ké hoach thanh mét vin ban hanh
chinh dé gui dén sép va cac phong ban co lién quan. Sau day 1a mot mau
van ban hanh chinh dé ban tham khao:

TONG CONG TY ABC -  CONG HOA XA HQI CHUNGHIA VIET NAM
CONG DOAN CHI NHANH X Poc 1ap - Tw do - Hanh phic
S6: 02 /KH-TT-NTT-CBVC TpHCM, ngay ... thang ... nam ...
KE HOACH

T6 chirc n6i chuyén chuyén dé
nhan ky niém Ngay Gia dinh Vié t Nam 28/6

Thiét thuc ky niém ngay Gia dinh Viét Nam 28/6, Cong doan vién
chire Chi nhanh X thugc tong cong ty ABC xay dung ké hoach t6 chic buoi
ndi chuyén chuyén dé “Nghé thudt giz gin hanh phiic gia dinh”, cu thé nhu
sau:

I. MUC TIEU:

1. NOI DUNG

1. Péi twong, s lwong

2. Thoi gian va dia dié m
3. Chi @&

4. Dié n gia

5. Chwong trinh chi tié t

6. Cong tac tuyén truyé n



7.Co

ng tac hau can

I11. TO CHUC THUC HIEN
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PHU
TRACH
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IV. DU TRU KINH PHI:
1. Dy trui chi tié t:

STT

PHI PON

MUC CHI VI

SO
LUQNG

TONG

GHI
CHU

1

2




TONG CONG: .o,

2. Nguon kinh
phi: a. Nguon 1:
b. Nguén 2:
Trén day la ké hoach phéi hop o chirc n6i chuyén chuyén dé nhan ky niem
ngay gia dinh Vigt Nam 28/6 ctia. Cac ca nhan, don vi lién quan nghiém tdc to
chirc thuc hién Ké hoach nay.

TM. CONG POAN VIEN CHUC
Noi nhan: CHU TICH

- Ban gidm déc (d¢ bao céo);
- Cong doan Vién chirc tinh (dé bao cao);

- Tt ca CBNV (dé biét & thuc hién); Ba ky)
- Luu

Nguyén Vin A
BAI TAP 4

Str dung md hinh 5SW2H dé xay dung mot ké hoach ca nhan.

BAI TAP5

Str dung md hinh 5SW2H dé xay dung mot ké hoach cong viéc.

2. Kiéu 2. Sir dung cac mo hinh | ap ké hoach c6 sin, dic trung
cho tirng linh vuc

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

- Phién ban 1:



Key Value Customer
Activities Proposition Relationships

4]
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L

Costs / Key Revenue

Resources Channels

- Phién ban 2:

| PERSONAL
Thq?usiness Model Canvas
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- Phién ban 3:



8, KEY PARTNERS
Nhilmg OSi thc chinh

6. KEY ACTIVITIES
Nhimg Host ddag
chinh

Al SE GIUP BAN?

BAN LAM NHU
THE NAO?
7. KEY RESOURCES

Nhimg Ngude ke
chinh

BAN CAN Gi?
9. COST STRUCTURE
Clu trde Chi pd

CHI PHI BAO NHIEU?

BAI TAP 6

2. VALUE
PROPOSITIONS
Gl 1§ cung clp

BAN LAM Gi?

4. CUSTOMER
RELATIONSHIPS
Quan hi Khich hing

BAN PHAN HOI
NHU THE NAO?

3. DISTRIBUTION
CHANNELS
Kénh Phin phoi

BAN CUNG CAP
NHU THE NAO?

5. REVENUE STREAM
Dang Doanh thu

BAN THU BU'QC BAO NHIEU?

1. CUSTOMER

SEGMENT
Phin dogn khich
hang

BAN GIAI QUYET
VAN DE CHO AI?

Bt dhu

tir diy

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

trang gidy.
BAI TAP 7

Suu tam céc kiéu 1ap ké hoach khac va thuyét trinh gigi thiéu trude I6p.



PHAN 3. KHAC PHUC NHUNG KHO KHAN TREN
CON PUONG THUC HIEN MUC TIEU

1. Lat mat nhirng “ké pha binh” can tré ban dat muc tiéu

Qua rdi nhirng thang ngay ban thiy minh nhu mét ¢d may “vé tri” - sang
di hoc, chiéu di lam; ching biét vi sao minh hoc, lam dé lam gi, va loay
hoay ctng cau hoi: “Muc dich dén Trai Pat ciia minh la gi?”. Ban bay
gio, 12 mot nguoi da xac dinh dugc diém dén, mo ta rit rd “minh cia 20
nim vé sau”. Ban di y thirc dugc “cude doi 1a mot san khau 16n”, ban da
chon cho minh mét vai dién, ban da hinh dung xong kich ban doi minh.

Nhung khi kich ban da hoan thanh, ban khdng Ién san tap, ban khéng
hoc 15i thoai, ban khéng nhap tdm thi moi thtr van mo ho, bat dinh.
Kho ndi, chuyén nay dién ra nhu mot dang “quy luat tu nhién”. Tir d6
ly giai, vi sao ngudi mo mong thi nhiéu nhung ké thanh cong thi it; vi
sao thanh tuu ludn dang duoc tung hd, tran quy! Vay, diéu gi da khién
ban “déng bang”? D6 c6 thé 1a nhiing “ké pha binh” sau day:

e Dat Muc tiéu cho “mdt ngay nao do”: “Mét ngay ndao do” khéng co
trén lich hién hanh, do d6 c6 thé néi rang “mdt ngay ndo dé” 1a “khéng
bao gio”. Mot ké hoach dii hay dén dau nhung khong xac dinh dugc thoi
gian két thiic s& khong gilp ban thay doi bat cir diéu gi (ban c6 bao gio dé
y khi ban cii hen gap mat, néu ding tir “mai mét” thi gan nhu khdng bao
gio thuc hién duoc). Vi vay, néu muc tiéu d6 quan trong véi ban nhat thiét
phai c6 thoi han, cho du khéng thé bat dau 1am trong hdm nay.

e Qua nhiéu nghi thizc cho sir bat dau: “Minh s& bat dau khi cam thay
vui vé&”, “Minh nén bat dau cdng viéc vao dau tuan”,... qua nhiéu diéu
kién dé ban c6 thé khoi dong. Hay hiéu rang “duong di van dam luén bat
dau tir budc chan dau tién”. Cai nhic chan ay rat d& bj su tri kéo cua ta
ng da mang tén “nudng chiéu ban than”. Hiy manh dan tao nén mot
hanh vi hién thuc héa muc tiéu. Khi budc qua cot moc ndy, ban sé& thiy
moi thir khdng can phai ¢ qua nhiéu diéu kién nhu ban nghi.

e Khong luong truéc nhing kho khan: Giam can, hoc thém cac ching
chi, 1am dd &n, l1am viéc ban thoi gian, tip mot mon thé thao, thiét lap
quan hé mai... déu la nhirng cong viéc khdng dé dang. Do d6, néu khdng



du tinh nhirng kho khan c6 thé gap va cach giai quyét chiing, ban s& rat
dé bo cudc. Vi vay, ban can chuan bi ning luong dé “vuot chudng
ngai vat”, can ca sy chii dong tién doan Vé cac nguy co.

e Khdng phan cdp mitc dé wu tién ciia ké hogeh: Trong mét ngay ban sé
c6 rat nhiéu hoat dong, c6 nhitng hoat dong thi vi va rat d& dat dwoc (vi
du nhu viéc kiém tra tin nhin, email, facebook,...). Trong khi d6 cong viéc
cta myc tiéu lai kho va yéu cau thoi gian dai dé hoan thanh. Vi vay, chiing
ta d& sa da vao nhitng cong viéc it lién quan va bo quén nhirng diéu quan
trong. Giai phap cho viéc nay chinh la viéc sap xép muc do uu tién

(két hop t6 do, t6 vang,... nhirng diéu can 1am gap), ludn dé trudc mat
dé nhic nha cdng viéc can hoan thanh.

e B6 cugdc trudc khi thdy k ét qua: Thiéu kién nhan luén 13 tha danh bai
nhitng ngudi dang trong tién trinh thuc hién ké hoach, nhat 1a nhiing
nguoi dua ra nhitng tién doan/ki vong két qua s& toi som. Hay nhé rang,
chua thiy két qua khong co nghia nhirng nd luc cia ban 1 v6 nghia, hiy
gin b6 vé6i nhitng ké hoach dai han nhw mét thdi quen (vi du nhu thay vi
kiém tra can nang khi tap thé duc, hay kiém tra xem sirc bén, s vong chay
ciia minh c6 gia ting 1én hay khong, tinh than, sic khoé caa minh c6 tét
hon khong...). Khi that su gan bd véi ké hoach, ban s& thiy thoai mai hon
khi 1am, va két qua s& dén vai ban rat bt ngo.

Viy, dau 1a giai phap? Rt tiéc, cude doi khdng cé cong thire dé ching
ta 4p dung mot cach xo ciing, d& dang. Bai viét nay, vi thé, duong
nhién ciing s& khdng cung cip cho ban mot “ban d6” kho bau. Téac gia
chi ¢6 thé nhic ban can nghiém tac thuc hién cac nguyén tic sau dé
hién thuc hda muc tiéu cudc doi ma ban da tu minh xay dung.

1. Giai phap:

a. Hay ton trong dealine .

Muc tiéu ciia ban da rat rd rang, didu nay c6 nghia 1a sy tri hodn cua bat
ctr c6t mbc nao ciing sé& 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 nim hai”,... ban da rat hoan chinh tién d6 cua minh. Vay thi,
can hoan thanh né va xem d6 ddng thoi 1a sy ton trong ban than.



b. Ngung “ve vuét ban than”
Khi ban tri hodn 1 lan, d6 c6 thé dugc coi la su linh hoat.

Ban tri hodn lan tht 2, ban dé bat diu cho thiy su bat hop Iy trong tién
do thuc hién muc tiéu.

LAn tha 3 ban tri hodn, muc tiéu caa ban c6 thé khdng cé tinh kha thi.

Ban khong thay d6i bat cir didu gi va tiép tuc lan tri hodn thir 4, ban
khéng bao gio dat duoc két qua. Pay 14 tin hiéu bao dong cho viéc ban
da khuat phuc truge chinh minh. Ban khéng tir bé duoc thdi quen, ban
khong khai tao hanh vi méi, ban da quéa “dé dai” vai ban than.

Mudn thanh cang, hay biét “tan nhin” voi chinh minh mét chdt, bang
cach bugc no thay doi.

¢. Duwr tru nhirng khé khiin c6 thé xay ra, chuan bi phwong an du
phong.

Trong qué trinh thuc hién ké hoach s& cé nhitng bién cb nao xay ra (¢ ca
ly do khach quan nhu: hoc phi ting, phai chuyén nha, canh tranh cao... va
yéu t6 chu quan nhu: d& bé cudc, qué nhiéu viéc can phai 1am..) dé can
nhic cdc phuong an du phong, trong d6 co thé tinh dén cac nguon luc hd
tro nhu: c6 ban ddng hanh, c6 nguoi kiém soat va dong vién...

Vi du:

+ 2020 tot nghiép dai hoc sé di du hoc tiép o Pai Loan.

+ Ké hoach du phong néu khong dau: Hoc sau dai hoc trong nudc.

d. Giéi han thoi gian ra ké hoach

Chung ta thudng danh rat nhiéu thoi gian cho viéc vé ra mot buc tranh
hoan hao va “ddm chim” trong thé gigi 4y va quén mét rang minh can
thuc hién chiing. Do d6, ban ciing can c¢d ké hoach cho viéc... 18n ké
hoach. Hay ra han mirc sau bao 1au minh hoan chinh mot ké hoach, sau
d6 bit tay vao thuc hién ngay. C6 thé ban s& that bai, nhung hdy that
bai nhanh, hoc hoi, chinh sira va lam tiép, thay vi ¢6 gang tao ra mot ké
hoach hoan hao dé treo khung.



Vi du: Ké hoach nhdn hoc béng trong 4 nam dai hoc thi giégi han thoi
gian cho viéc Ién ké hoach chi nén trong khodng 7 ngay.

e. Hay giir ké hoach d6 cho riéng ban (hay nhirng ngudi truc tié p
lién quan)

Khi bit dau mot ké hoach nao dé, chung ta thudng ndi cho nhirng ngudi
xung quanh biét véi suy nghi “tao mot su rang budc dé phai hoan thanh”.
Tuy nhién, viéc néi vé ké hoach cia minh s& lam mat thoi gian thuc hién
chiing. Bang chang vé cac bai test tam Iy da chirng minh viéc néi cho
ngudi khac qué nhiéu vé ké hoach caa minh khién cho viéc thyc hién né
tré nén kho khin hon. Viéc cong bé ké hoach cua ban tao ra mot sy “thoa
man” giéng nhu viéc dat duoc muc tiéu dy, tir d6 din dén viéc tri hodn va
mat di dong luc. Vi vay, hdy giir ké hoach cua ban cho riéng ban, hoic chi
chia sé cho ngudi ddng hanh ciing ban ma thoi.

f. Geiy Ma tran Eisenhower giGp quan ly thai gian hié u qua

Khi ban di c6 ké hoach dai han, trung han, va can mot céng cu dé
quan ly viéc chay cac muc tiéu ngan han that hiéu qua, hdy tha tham
khao ma tran Eisenhower (tong théng thi 34 ciia Hoa Ky).
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Sor do: Ma trdn quan ly thoi gian Eisenhower

Ma tran trén chia cong viéc trong tuan hozc trong ngay cua ban thanh
4 nhom:

O P1 (Khan cép, quan trong): Pay 14 nhiing viéc c6 anh hudng dén
muc tiéu cua ban, no lai rat gap. Thong thuong viéc, ¢ 6 nay da den han giai
quyet, hoic nhirng cbng viéc quan trong phat sinh bat ngo.

Lueu y: Néu ban ¢6 qua nhiéu viéc & 6 ndy, mét 1a ban dang danh gid tinh cha t
cbng vigc sai, hai la ban dang qua lé me va quan ly cdng viéc khdng hiéu qua.

O P2 (Khong khan cip, quan trong): Day la nhitng viéc anh huong
den ban, nhung lai chua dén han phai hoan thanh. Nhirng viéc nay can phai
duoc giai quyét hop ly (sau khi xtr ly hét viéc ¢ 6 P1).

Luu y: Néu ban khong xir Iy ding cach, nhirng viéc nay s& nhanh chong
nhay vao 6 P1.

O P3 (khan cap, khong quan trgng): Viéc & 6 nay lai chang c6 anh
hudng gi 16n, thuong la n6 xuat hign bat ngo (vi du nhur me nho ban di cho,
ban bé nhan tin nho ban lay do gium,...). Néu co thoi gian, hdy lam that
nhanh chong, néu khong, hay tir choi hoac nho mot nguoi khac lam ho. Khi
di lam, ban cd thé dao tao cap dudi dé iy quyen xir ly cac loai cong vigc
linh tinh nhung khan cap nay.

O P4 (khong khan cap, khoéng quan trong): Nhiing viéc & 6 nay da
pha n la nhu cau giai tri (luét Facebook, nghe nhac, di choi,...) nhung lai la
0 chiém nhiéu thoi gian nhat néu ban khéng biét kiem ché. Hay quan ly
that chat cac céng viéc ¢ 6 nay, chi lam khi that su ranh.

Luu y: Cong viéc ¢ & P4 sé ¢6 llc tré thanh 6 P1 néu ban da qud stress,
qua mét moi, rat can nhu cau giai tri.

2. Cudc doi ban khong chi nam trén trang gi ay

C6 nhiéu nguoi van sg néu c6 mot ban ké hoach qué chi tiét, cude doi caa ban
chang con nhirng diéu thd vi, sudt ngay chi chay theo cac deadline va dan roi

Va0 trang thai vo vi. Nhung néu khdng cé nhitng du dinh, “doi x6 dén dau, ban
day dén d6” thi ciing gidng con thuyén trdi giira bién chang biét di vé phuong



nao, lic thi chay huéng nay, l0c lai d6i hudng, dén khi hét xing thi lai énh
dénh lung ching. Do d6, viéc xac dinh kim chi nam chi c6 tac dung dinh hinh
hudng di, chir khong rap khudn viéc ban phai lam diéu d6 nhu thé nao.

C6 2 cach don gian sau ddy dé cudc doi ban van thi vi, nhung duong di
van rd rang ngay trudc mat:

> . . x|

Hay dwa ra it nhat 2 phwong ian dy phong,cho meéi ke hoach,
ciing nhw cin nhic dieé u chinh dwa vao s v thay doi dot ngot cia thoi
cugc. Cugc doi cia ban khong déng khung trong trang giay!
Du tru cac phuong 4n khic s& gilp ban sin sang hon v6i nhitng kho khin
trong qua trinh thuc hién muc tiéu, nhu vay ban da “san sang cho moi van
dé”, 1am cho quyét dinh caa ban khong bi cing nhic. Ngoai ra, cling nén
c6 mot phuong an chira tréng, vi “ngudi tinh khdng bang troi tinh”, néu
ban cam thay can thay d6i dé ké hoach thyc té hon, hay manh dan thay doi.

Vi du: Ban ddt muc tiéu nam 4 ra truong phdi tot nghiép loai gisi dé nhdn sudt
hoc béng di Singapore. Tuy nhién, trong qué trinh hoc, ban ¢ tham gia mg t
cugc thi va gianh gidi nhdt, phan thiweng 1a& mét chuyén du hoc Uc . Bén day,
ban hdy duwa ra cic phwong dn khdc, xem viéc di Uc cé phii h op trong b ¢ i
canh chung cua muc tiéu dai han hay khéng, co loi hon so véi ké hoach cii hay
khong... Tir d6 di dén quyét dinh thay doi hay gii nguyén ké hogch cia minh.

Nén nhg, khdng phai sy bién dong ndo ciing lam ban phai thay d6i, va do
khdng goi la cing nhac. Vi khi can dong do dém va ban cam thay moi thir
van nén di theo dung con duong da vach ra, hdy cir di, “tam bat bién trudc
dong doi van bién” 1a vay!

Hay “dién c6 ké hoach”
Mot ké hoach tét ngoai viéc sap xép thoi gian khoa hoc, muc tiéu vira stc,
c6 phuong an dy phong thi ciing can chira chd cho nhitng lac “cam xuc
thang hoa”. Hay tu dat ra nhitng diéu khoan trong ké hoach cho phép ban
“pha v& mot cach hgp phap”.
Vi du: Sau 4 nam t6i can tot nghiép logi gidi, nhung trong qud trinh h oC c6
qué nhiéu &p luc, t6i cam giac minh khdng thé dung chiza thém, hdy manh dan
“lén nuii & an” han 1 tuan, di du lich mgt minh hogc véi ban be, danh ra mé t



ngay di mua sam thod thich, danh ra mgt ngay tw cho phép ban thdan duoc
luoi... Sau khi thw gian xong, ning lirong phuc hoi, va tiép tuc thuc hién
cac ké hoach dé ra (hay xem lgi ki cach sir dung 6 P4 ¢ trén).

Tranh nham 1an viéc nay voi viéc “ludi dai han”, kéo cong viéc dén sét
deadline méi 1am. Hay dwa ra cic quy dinh nhu: chi duoc pha v& ké hoach
1 lan/hoc ki, hodc 1 1an/3 thang. Han ché viéc “dugc nudc lam téi” ban cé
thé s& roi vao bay cua ké “nudng chidu ban than”.



