


. %(héi niem

" Hoach dinh 1 mOt qué trinh an dinh nhiing
muc tiéu va xac dinh bién phap t0t nhat de

thue hién nhU‘ng/lsl {Z‘t'lEﬁﬂO\

B NG lién hée v /| H I{g hkfég tien cing nhu
VOI nhu‘ng muc 1ci‘| T\ ﬁca ﬁhu’ug ngUoi
quan Iy déu lam cong viéc hoach dinh.
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B 2. Y nghia

= TU duy c6 hé théng dé tién liéu céc tinh hung
quan Iy

Ph01 hop moi nguOnw e clasto chirc hiru hiéu hon.
i—lcmé 15V Whnh sach cla to

1nie ‘f ” \1%&};0&5 chilic dé
1o la|uls) ly\he khe

" San sang U'ng pho va doi pho vOi nhing thay doi
cUa moi trOng bén ngoai

" Phat trién hiru hiéu cac titu chuén kiém tra.

~_——




B. Lam thé nao xac dinh cong viéc?

= Khi bat dau mOt cong viéc moi, lam thé nao dé
trién khai cong Vié/C/dé hoanhaoe?

= Néu ban khongf O;phong phap
cdc yéu to, ban "/(2 ez%O Eﬁ ﬁh?éu n0i dung cong
viec. Do chinl lagfnfbt flo hﬁ%@ ltroﬁlg hoach dinh
COMg Viec




qwmm thé nao xac dinh cong viec?

PHUONG PHAP XAC DINH NOI DUNG CONG
VIEC

® Xac dinh mUc tiéu, /yeql cau C@Qg viec 1W (why)
" Xac dinh nOi °CO
m Xac dink
® Xac dink
® Xac dint A
" X4c dinh phuong phap ki€m tra — 1C (check)
" Xdc dinhnguon luc thuc hién 5M
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.[il Xdc dinh muc tiéu' yéu cau

= RN phai [am mot cong viec, diéu dau tien ma ban phai quan
tam la:
Tai saoban phai lam cong V1ec nay'?
NG coy nghla nhur thé néowvoi tO u‘c bO phan clia ban?
Hay qua néu ban k .’bﬁgﬁ% i}

NN

BW. zK\hl ban thuc hien mot cong

= Why (tai sao?) la 1' reng: __
;1; b/Tan nen kénll (SR¢ 0 ching [a why vGi

V1ec thi diéu dau fl
nOi dung nhUr trén. |

m Xac dinh duge yeu cau, muc tiéu _gitip banluen hu‘Ong trong
fAm eAac cong viec vao muc titu'va danh gid hieu qual culi

CLlIn
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ﬁ% Xac dinh noi dung cong viec

B W = what? NOi dung cong viéc do la gi?

‘‘‘

" Hay Chl Id CaC bu Nl - Nl
dUoc giao. ="

S
Al

" Ban hdy chac rang, budc sau 1a khéch hang
clia bude cong viée trude.
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" Testing nhing cong doan nao?...
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ﬁ Xac dinh' 3W

- A 7 A o N . N N o .
" When: €ong viec dothue hien khi'naoe, ki nao thi giao, kii
nao ket thiic. ..

3

" PE xdc dinh duroc thO'Lha haﬂén?k@ng viéc, ban can x4c

dinh ducc mtic do dk“)na Ai\'ﬁuﬁ ﬁo\quan trong clla tUng

COIlg VleC y ;;;:jjjj

=C quan trong va khan
cap, cong Viec khong huan trOng nhu’ng khan cap, cong viec
quan trong nhlng khong khan cap, cong viee khong quan
trong) varkhong khan cap. Ban phai thuc hiénicong viec quan

trong va khan cap trudc.
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B3 Xdc dinh 3W

| A . ,
Who: Al, bao gom cac khia canh sau:
B Ajlam viéc do6

B Ajkiém tra

" AihoO trg.

" Aj chiu trach nhiém...
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ﬁ.ﬁ Xdc dinh phuong phap 1h

Hila how, nghia Ia nhurthé nae? N6 bao gom céc
noil dung:

lllllll
‘‘‘

A 1 (cach th U thutc
hi€n tling cong '

" Tiéu chudn la gi?

= Neéu c6 mdy moc thi cach thifc van hanh nhusithe
-— X

gﬁ\ nao? )
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3.5 Xac dinh phuong phap kiém
"

Cach thite kiém sodt (control) sé lién quan dén:
B Cong viec do eo dac tinh gi?

" [.am thé naoe d€ d ”/Ciiﬁh\ dog
= Do [UOng bang.f'[;_/( cl % 6t nhuithe nao?

" Cobaonhieu diem KiAéfm spat va gié°n}\ kiém soat
(rong yeu (xem chi tiet qua tai lieu ve MBP —
phucng phap quan ly theorqua. trinh)
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ﬁ& Xac dinh phuong phap kiém tra

Phirong phap ki€ém tra (check) lién quan dén cic noi dung
sau:

" Co nhu‘ng budc cong@ Caﬁ[;ﬁal klem tra. Thong

thuGng thi 6 bao nl 19‘1%6:' “'J’ Am cu}lg can so luong
tUong Ui cac bude S

Emlira;
" Tansudt ki€m tra hle kifm tra do thue hién 1

|an hay thirong Xuyen (neu vay thi bao lau mot [an?).

" Ajtién hanh kiém tra?
-
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ﬁ& Xac dinh phuong phap kiém tra

= Niltng diém ki€m tra nao 14 trong yéu?

® Tiong DN khong thé-c6 day dU cdc nguon luc dé
tién hanh kiém tra/[/ {Ca cac cong doan, do vay

chiing ta chi t1en anh} é’ tra.nhilfng di€m trong
yeu (quan trOng ]

" Diém ki€m tra (rong yeu l?ﬁ\lhe nguyen tac
Pareto (20/80),, tlrc 1a nhiing di€ém ki€m tra nay chi
chiém 20 % s0 luong nhung chiém dén 80,% khoi
IUGng sai sot.
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ﬁ.% Xdc dinh nguon lurc (5M)

Nhieu ké hoach thurong chi chi rong dén cong viec ma lai khong chi
trong dén cac nguon lue, ma chil c6 ngudn lu'c mGi ddm bao cho ké
hoach duoc khai thi.

E Nguﬁn luebao g6m cac '

¥ Machine = méy moc/cong ngheé.

“ Method = phUeng phéap lam viéc.

~_——
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ﬁ.% Xdc dinh nguon lurc (5M)

| A , A,
Man, bao gom cac noi dung:
= Nhu‘ng al se thurc h1en Cong V1ec ho co du trinh [0}

hop?

" AjhO tro?

B Ajkiém tra?

- Neu can nguOn phong ngla thi c6 dli nguon lirc con
ngUoi dé ho tro khong?

~_——»
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ﬁ.% Xdc dinh nguon lurc (5M)

Material = nguyén vat lieu/he thong cung Ung,
bao gOm c4c yéll to:

‘‘‘

~?

® Xdc dinh tieu chuem NVIL.,

\ ‘ v

'|1lu “‘i \ | ‘{ 4' ‘‘‘‘‘‘

_ N (e S N,

\ W NS = 'liii

‘\i} ggggg
o 5 .

B Tiéu chudn nhaj uiples ﬁg’j"
B Xdc dinh phtiGng [4161[) glao- ang

" Thoi han giao hang.
-
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| W 4. Phan loar

4.1-Hoacﬁ1 dinh chién luac.
4.2 Hoach dinh tac nghlep
4.3 Hoach dinl )
4.4° Muc tieu.
4.5 Hoach dinl
4.6, Hoach dinl
4.7° Hoach dinl
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n y.l Hoach dinh chién luroc

Pac diém

" Thoi han

" Khuon kho

= Miuc tiéu : {t chi tiét

@ |
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.4%1 Hoach dinh chien'ltroc (tt)

L L
Qua trinh co' ban cua hoach dinh chién lucc

" Nhan thic dudc co hoi

B XAC dinh cac mue tiéu """""""" S

~ Hoach d!nh cac ké hoach phu tro
" J.uong hoabang hoach dinh ngan quy

~_——
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31 Hoach dinh chién Iuroc (tt)

‘‘‘

Pau ra cia hoach dinh chién luoc:

1111

" Ké hoach phét tri€én cong ty.

21



n W&Z Hoach dinh tac nghiep

" Thoi han

" Khuén kho

:'\—ML_JC tieu : chi tiét xdc dinh

22



.ﬁz Hoach dinh tac nghi€p (tt)

Pau ra cia hoach dinh tic nghiép:
Hé thong tai lieu hoat dOng cla to chiic nhu:

- (Céac loai sO tayy
= Quy trinh hoat/dc
- Céc quy dinh W
- HuGng dan cong viéc

- C4c biéu mau :

‘ \—Cac ke heach thuc hién muc tiéw, du’dn
\ ngan han. b



.W 4.3 Hoach dinh' duan

" Xdc dinh cdc yéu cau cla duran.

" Xay durng ké hoach thuc hién du an theo so'do
- gantt

-
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¢

N W 4.4 Miuc tien:

~ (Ph&n nay, ban tham khado theo k¥ nang
quan ly theo muUc tiéu)

" Phéan loai muctién

’u’c‘ttg} |

" Piéukién cla

" [ apké hoach thuc hién muc tiéu:

=_—»
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| W 4.4.1 Phan loai muUc tieu

: I\Tuc tiéu cap cong ty, bo phan, ¢4 nhan
" Theo Peter Drucker, muUc tieu cla cong, ty x€p tlngan han
dén dai han nhu'sau: |
TOn tai va tang trLrOn
ILoi nhuan /
Phan bO cdc nguord
Nang suat |
Vi thé canh tranh
Phét tri€nngudn luc
Phat tri€n cong nghé
2 Trach nhiém xa hoi.
-
~

N
A
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¢

N iA.Z Pieu kién cila muc tieu:

— N A > e 2 . > 2 7
Pieu kien cla mUc tieu phai dem bao yeu
cau cUa nguyén tac SMART

" Specific - cUlthe, d€

VP4

B Measurable — ¢ Ing duGc
" Achievable — / LI %\\
® Realistics — thurc te.

" Timebound — co thoi han.

~_——
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N Wa/Specific - cu thé, de hiéu

]
B Chi tiéu phai cu thé vi n6 dinh huong cho cac hoat
dOng trong tuong lai.

i-dan dau thi cUong
\45%%) thil phan.

" Hay dat muc tiéu chiém tOi thi€w 41% thi phan, tir
do ban sé biét minh con phai cO dat bae nhiéu %
nUa.

Pgemn
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.%Measurable — do luong duoc

‘‘‘

= Chl tieu nay ma khong do lLl'Ong dUgoe thi

" Dung ghi: “ :!‘L; c a khdch hang
ngay khi co the”. Hjay yeh cau nhan vién tra

|oi thirngay trong ngay nhan dUec.

~_——
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<

= :\—h‘-o’n,

N W c/Achievable — vira stc.

" Chi tiéu phai c6 tmh thach thitc dé cO gang,

‘‘‘

\t| Ch) 3ﬁéu loai khong thé

dat noi.

" Néuw ban khong c6 glOIlé ca trdl phti thi dUng
dat chiltiéu tro thanh siéu sao. Gilr oong
lUrong 6 muic 1y tuGng 45kg c6 the vira stic

30
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| W d/Realistics — thuc te.

= Pay la tiéu chi do lUGng sU' can bang glu’a
klia nang thirc mo O%\guOn [ue cUa
doanh nghlep ' +(1F ot -
bac..). f

" DUng dat chi tiew giam 20 kg trong mot thang
dé dat trong luong ly tUéng 45 kg trong
S vong mOt thang, nhu vay la khong thuc té.

[N
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N We/Timebound — co thoi han.

B Thoi gian h(jlfe Ep \1 L]’Ea dat dUGc muc
tieu lail vira dudng sUc ¢ho céc muc tiéu
khac.

!q‘ — 32



4.4.3 Keé hoach thuc hién muc tiéu
. (gantt)

-

Stt| NOidung | NguGi | TOng Tién do
cong vieec | thue | t.gian

hl ﬂeﬁ\§ | ﬁ{ﬁm '
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.%5 Hoach dinh ke hoach nam

. 5 >N $ N 2 A A~ o P
Nguon thong tin tur'de lap ke hoach nam bao gom:

" T(r chién lugc cla cong ty:

1111

,,,,,,,,,,,,,,,,
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4.5 Hoach dinh ké hoach nam
i (tt)

NOi dung cUa ké hoach cong tidc nam:

lllllll
‘‘‘

" MUc do quant §{g ,
phén c6 thé dalf ng {am
gid cong viec CuOl nam)



ﬂ.ﬁ Hoach dinh ké hoach thang:

" C4c cong viéc thang trude con ton tai.

:'\—Géc cong vieec moi phat sinh de cong ty giao.

. \ 36
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_F NOi' dung keé hoach thang

B CAc cong viec duan trong trong, thang

h g@m noi dung

- Phé\ 1 CéC Can / ot
- \hﬁe} ngUdil thire

cong vieg, th& '
hién.

~ Cac cong viec chlra xac dlnh duoc lich
'\\ (nhu’ng phai lam trong thang hoac lam trong

N fhnnn cni11)



m4:7 Hoachidinh ké hoach tuan

Niguon thong tin dé lap ke hoach tuan:

" (Cdc cong viec/rol
hién xong

B (@C4c cong viec moi phat sinh do cong ty giao
» —them.

¢ \\\‘ 38



.%7 Hoach dinh ke hoach tuan

NOI DUNG BAN KE HOACH TUAN
Céc cong viee quan trong trong tuan

B CAc cong viec chua xac dinh duae lich
(mhUng phai lam trong tuan hodc lam trong

\\\ flian sau). )
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