


Dan do

» Tuan 6: nghi / thi gitra ky
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Keep
Calm
And
Enjoy your
Midterm break!



Noi dung

+ Nguyen nhan lang phi thoi gian
* Thoi quen dung thoi gian

* Cac thé hé quan ly thoi gian

* Quan ly thoi gian thé hé 4

Getting
Started With
| Time
*Management




Thao luan

* Theo ban, co nhitng nguyén nhan nao gay lang phi
thoi gian?

— Lam viéc khong c6 k€ hoach




Nguyén nhan lang phi thoi gian

1. Lam viéc khéng co6 ké hoach
2. Muc dich khong 16 rang (?)
3. Qua nhiéu muc tiéu (?)

4. Giam sat qua chat che (?)

5. Lo lang thai qua
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Lo lang giong nhu ngdi xich du.

Ta rat no luc nhung khong dua ta dén dau ca.




Nguyéen nhan lang phi thoi gian

6. Theo chu nghia hoan hao (?)

7. Stra sai

8. C6 qua nhiéu viéc giay to

Pertection

9. Tr1 hoan cong viéc

Efficiency



Nguyén nhan lang phi thoi gian

10. Ttkc gian (?)
11. C6 qua nhiéu giao tiep xa hoi (?)

12. Dw céac cudc hop v6 bod @
13. Mat thoi gian cho doi
14. Nghi som (?)




Thoi quen dung thoi gian

Lam cai thich truedc, cai khong thich sau

Lam cdi biét cach lam trudc

Lam cai dé lam trueoc

Cai g1 dén trudc lam trude

Lam viéc gap trudc viéc quan trong

Ban c¢6 thoi quen nao?



Thoi quen dung thoi gian

Lam cai ma nguodn luc san co trudc

Lam viéc nho truedc khi lam viéc 16n

Lam cai ton nhiéu thoi gian trudc

Cho dén han cudi cuing méi lam

Ban c6 thoi quen nao?
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Quan ly thoi gian — Thé hé 1

« Dung s6 tay liét ké dau viéc hang ngay

— Co so: Nhac viéc s
e ———————————— e —

— Khuynh hudng: Dong chay TOMORROW
edit July 10

s

* Dac diém
— Khong quén dau viéc Buy Grocerles
E‘GUP SMmokingG

— Don viéc sang ngay hom sau

— Viec quan trong la viéc truedc mat
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Quan ly thoi gian — Thé he 2

e C6 thoi han bat dau va két thiic cho mdi viéc
— Co so: Lap ké hoach
e Pic diém:

— Viéc quan trong la viéc nam trong lich trinh
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Quan ly thoi gian — Thé hé 3

* D0 vu tien theo thoi gian
— Co sé: 1ap ké hoach, xac dinh gia tri
« Han ché:

— Lam dung chit “Khan”

If Everything is Urgent,

Nothing is.

A =iae



* Ma tran quan ly thoi gian
* Quy trinh
» Nguyén tac

« COng cu
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Quan ly thoi gian — Thé hé 4

Hai thuOc tinh cua su kién
Quan trong
&

A

URG ENT< 4

€

IMPORTANT

—
L]
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Ma tran quan ly thoi gian

Quan

trong I
Khong
quan I11

trong

I1

IV
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Ma tran quan ly thoi gian

I II
Quan -Dwandénhan - Lap ké hoach
trong - Véan dé cap bach - Viéc chién luwoc
- Cong viéc ton dong - Xay dung quan hé
- Khting hoang - Tim kiém co hoi
I11 IV
KEon g - Viéc dot xuat - Dién thoai
quan - Hop hanh - Tan gau
trong - Email - Hoat dong “giai tri”

- Viéc vo bo
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Ma tran quan ly thoi gian

Quan I 11

Lrons Lam ngay Lam sau,

nhung kién quyét

D 111 AY

quan
trong Giao cho Chi lam néu

nguoi khac co thoi gian
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Quy trinh quan ly thoi gian

Lén lich l Pbat muc

lam viéc tiéu
Xép do Tao’danh
% sach
wu tien A o
bcong viéc

Danh gia Giam sat

4 o

et A 8



Quy trinh quan ly thoi gian

Giam sat - Timelog

Hoat dong | Gia tri Ap lwc Co trong | Gian doan
lich

7h = 7h30 | Poc sach Cao Khong |Co bién thoai

7h30 - 8g
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Quy trinh quan ly thoi gian

Danh gia — Phan tich timelog

N

huong gian

g

4 Bao nhiéu ) ) fThU-’C hién\ doanA?
A , A - ) Nguyen
hoat dong cd P lich biéu han oid
Dung gi.é\ tri cao? I?C? nhw thé fhan glan
thoi gian Gid trj thap? Lich nao? doan thuong
Vao viéc ‘ cang? Viéc dot gap?
gi? xuat?
e OB S e
Hoat dong | Gia tri Ap lwc Co trong | Gian doan
lich

7-7h30
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Quy trinh quan ly thoi gian

® Danh gia
e Khac phuc thdi quen khong t6t
e Diéu chinh lich biéu

e Tich lity kinh nghiém vé lap lich

per’



Nguyén tac quan ly thoi gian

» Liét ké cong viéc can thuc hién trong ngay
* Xac dinh han cu6i cung

 Pat do wu tien

 Xac dinh 20% viec quan trong

 Danh thoi gian tot cho viéc quan trong

* Chia nho cac cong viec lon

* Khong tri hoan
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Nguyeén tac quan ly thoi gian

e Luodn dé'y thoi gian

* Lam gi do luc cho doi

« Danh mot thoi gian khong bi quay ray

Shhht

SRR )

Please do not
disturb.

We are testing.
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Cong cu quan ly thoi gian

* Cong cu hien dai
— Dien thoai di dong
— Céac phan mém quan ly thoi gian
* Google calendar
* Active desktop calendar

» Sticky Note

* Microsoft Outlook Express
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Két luan

* Ai cling c6 cung tai san: 1440 phut / ngay

* Cach st dung tai san do lam nén sy khac biét gitta nguroi giau
va ké ngheo, nguoi thanh cong va ké that bai

« Ky luat1a te do ()

« Hay ton trong thoi gian cua nguwoi khac
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Chia se: Thoi quen st dung thoi gian

» 1 ngay ctia ban thuong dién ra nhuw thé nao?
— 2 phut chuan bi
— GV goi ngau nhién (3 ban x 2 phtt)
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QMm
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Neén danh thoi gian cho 13 diéu nay ¢ tudi 20

« Két giao ban be

\
* CO6 nhitng m6i quan hé y nghia
u t(A)i e DC_)C nhiéu sach
{szrdanaC ‘ * Nuoi dudng tam hon

« DPau tu thoi gian va tién bac cho gido duc

* Trau doi ky nang

y 4  Hinh thanh cac théi quen tot
E—

 Cham sdc strc khoe
What | wish | knew
when | was 20

Tina Seelig

« An udng diéu do

« Thiét 1ap co ché quan ly tai chinh ca nhan

* Dulich

+ Két ndi véi nhitng nguoi than yéu

 Xac dinh diéu minh that sy mudn trong doi
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Nguon tham khao

« Tam Vieét

* Ebook: Life Skills - Time Management - Academic
Development.pdt

* Success Secret: Better Time Management - Jan Yager,
PhD, reprinted from Bottom Line/Business, January 1, 2001

* Mcgraw-Hil - Time Management Ebook-Ddu.pdf
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