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Muc tiéu cua moén hoc

«Kién thirc co ban va cap nhat Ve quan tri

-K¥ nang giai quyét tinh hudng va ra quyét dinh
-K§ nang phan tich doanh nghiép va phan tich chié
lwoc

-K§ ning lam viéc nhém va thuyét trinh
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B0 cuc mon hoc

1. Phan 1: Tong quan

. To chirc va quan tri to churc

. Su phét trién ctia cac hoc thuyét quan tri
- MOl truong Kinh doanh cua doanh nghiép

2. Phan 2: CAc Chirc niing quan tri
- Chtrc nang hoach dinh
- Chirc nang to chtrc
- Churc nang lanh dao
- Chirc nang kiém soat
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Tai liéu tham khao

v “Quan tr1 hoc” - Khoa QTKD, DHNT dich
tir “Management” 3rd Edition cua Robbins,

Bergman, Stagg and Coulter. NXB Prentice
Hall.2003

v “Quan tr1 hoc” hoac ”’ly thuyét QTKD” -
PbH KTQD

v Nhitng van dé cot yéu cua quan tri - Harold
Koontz

v Quan tri hoc — Nguyén Hai San
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"Panh gia két thic mon hoc

- Piém chuyén can: 10%
»Piém trong so6 (kiém tra trinh): 30 %

>BDiém bai thi cudi ky: 60%
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Chuong I:

Tong quan vé to chirc va quan tri to chirc

I, Khai quét vé to chirc
Il.  Khal niém quan tri
I1l.  Cac chirec ning quan tri

V. Nha quan tri
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I. KHAI QUAT VE TO CHUC

7 A,

e
<N d



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

I. KHAI QUAT VE TO CHUC
1. Khal niém:

T6 chire: 1a tap hop ctia hai_hay nhiéu
nguoi cung hoat dong trong nhirng hinh
thai co ban nhat dé dat dugc nhitng muc
dich chung.

Organisation : A deliberate arrangement of
people to accomplish some specific purpose
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I. KHAI QUAT VE TO CHUC

2. Pic diém:

Con nguoi

u truc

Q>

Muc dic
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|. KHAI QUAT VE TO CHUC

3. Loi ich ciia té chire
- Lam duoc nhiing viéc ma mot ca nhan
khong thé lam duoc
- Tao duoc nang suat lao dong cao hon han
S0 vo1 lao dong ca nhan

- Tap hop duoc nhiéu ngu’(‘ri? s

.
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11. Khai niém quan tri

1. Phan biét Quan ly va Quan tri
. Vé tiéng Anh: Management
»+ Quan ly: dung cho cac hoat dong vi mo

- Quan tr1: st dung doi vai cac hoat dong

Vi MO <9

A

https://fb.com/tailieudientucntt
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2.

Khai niém

< BDinh nghia 1: Quan tri la qua trinh tac
dong cua chu thé quan tr1 lén doi tuong
quan tr1 nham dat duoc muc tiéu cia té
churc.

Chu thé QT

(Giam doc)

Phan hoi

Tac dong

DPoi twong

quan tri
(Nhan vién)
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2. Khal niém

<Dinh nghia 2. Quan tri la qua trinh lam
viéc véi va thong qua nguoi khac dé thuc
hién cac muc tiéu cua to chirc trong mot
moi truong ludn bién dong.

< Dinh nghia 3: quan tri 14 qua trinh diéu
phoi cac cong viéc dé ching co thé duoc
hoan thanh va&i hiéu suat va hiéu qua cao
nhat, bang va théng qua nhitng nguoi Khac.
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[11.Cac chirc ning quan tri

» Cac chirc ndang qudn tri la nhitng cong
viéc quan tr1 khac nhau ma chu thé quan
tr1 (nha quan tr1) phai thuc hién trong qua
trinh quan tri to chic.

1. Theo linh vue hoat ddng ciia to chirc

2. Theo qua trinh quan tri
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ﬁ 2 Theo qua trinh quan tri

[

{OACH TO LANH KIEM
w l CHUC PAO l SOAT

PHAN HOI
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2. Theo qua trinh quan tri

» Hoach dinh: qua trinh xac dinh/ thiét 1ap muc
tiéu, xay dung mot chién lugc tong thé nham
dat dugc muc tiéu do va thiét 1ap cac ké hoach
dé phoi hop hoat dong

o To chirc: 14 mét tién trinh thiét ké co cau, to
chirc cong viéc, t6 chirc nhan su.

e Lanh dao: qua trinh dong vién, lIuya chon kénh
glao tiép, giai quyet cac xung dot

» Kiém soat: quéa trinh giam sat, so sanh va hiéu
chinh no1 dung
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IV.NHA QUAN TRI
,,,a i loai ngwoi va 3 caAp quan tri trong to chirc:

NHA QUAN TRI

NHAN VIEN THUA HANH
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V. NHA QUAN TRI

Qu:an Tri vién cap cao: Chu tich HPOT, Tong gidm doc,
Gidm doc ...
L iy dung chién luoc, ké hoach hanh dong & phat trién cia
to chirc

Quan tri vien cap trung: Trweong phong, OQuan doc,
Crra hang trivong ...
<» Dra ra cac quyét dinh chién thuat dé thuc hién ké

hoach va chinh sach caa to chirc

Qusn tri vién cap co so: TO truomgz, Nhom

truong, trudng ca ...

% Hudmg din, doc thue, diéu khién cong nhan
trong cong viéc hang ngay

T kxlcasls haicuwebrd

BR

711

CuuDuongThanCong.com https://fb.com/tailieudientucntt



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

Nha qudn tri cap co sé (first-line managers):
chju tréch nhi¢m huéng dan, doc thic, diéu khién
nhan Viénq thira hanh lam viéc nham dat duoc muc
tieu cua to chirc véi cac cong viéc:

» Lap ké hoach chi tiét, ké hoach ngén han

* Phan cong nhiém vu cu thé

» Quan sat hoat dong cua cap dudi

» Gi1am sat cac cong viec hang ngay

» Danh gia thanh tich cta cap dudi

e Duy ftri moi quan h¢ mat thiét v6i nhan vién thira
hanh.
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*Quan tri V|en cap trung (mlddle managers)

la nguoi két n01 glua nha quan tri cap co sé va cap

cao (chiéc cau noi quan trong), chiu trach nhiém

cac cong viéc nhu:

* Lap ké hoach trung han va chuan bi ké hoach dai han dé
cac quan tri VIENn cap cao Xxem Xet.

« Piéu phoi hoat dong cua bd phan minh phu trach

» Thiét 1ap chinh sach bd phan

» Xem xét cac bao cao hang ngay, hang tuan vé tinh hinh
san xuat va kinh doanh

» Ban bac véi cac nha quan tri cap dudi vé van dé san
xuat, dich vu, ban hang

» Tham gia vao qua trinh tuyén dung va lya chon nhan
SUr
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* Qudn tri Vién cdp cao (top-managers): 1 nguoi
chiu tradch nhiém dua ra cac quyét dinh ¢ khap to
chirc, thiét 1ap cac ké hoach ciing nhu cac muc tiéu
cac anh huong dén toan b to chue.

=> C4c cOng viéc ma quan tri vién cap cao dam trach:

» Phat trién va xem xét cac ké hoach chién luwoc dai han

» Diéu phoi hoat dong va dam bao su hop tac giita cic
bo phan

« Panh gid tong quat qua trinh hoat dong cta cac bo
phan khac nhau

« Tham gia vao qué trinh tuyén chon nhan su chu chot ¢
cong ty

» Théo luan va ban bac v6i cac quan tri vién cap dudi vé
cac van dé chung.
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V. Nha quan tri

Q}mm

jT&Chﬁc P

KidmSodt 0% 13% 14%
Clp CoSé cime; cip{:an

Ty 1€ % thoi gian danh cho tung chirc nang quan tri
tuy theo cap bac quan tri

ongThanCong.com //fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

2. Cac k¥ nang cua nha quan tri

a. Nndm ky ndang chuyén mon (technical skills)
- Kién thuc va ky nang d6i véi mot linh vuc
chuyén mon cu thé

- Kha niang van dung kién thtrc va k§ ning d6
vao cong viéc quan tri

- Ly do:

+ Su né phuc cua cap dudi

+ Ra quyét dinh chuyén mon

+ Nha quan tri phai hi€u van dé cua cap dudi



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

2. Cac k¥ nang cua nha quan tri

b. NhOm ky ndng quan hé voi con ngwoi va giao
tiep (human and communication skills)

* K7 ndng Qiao tiép:

- Kha ning dién dat cac ¥ twong bang 1oi va hanh
dong

- K¥ ning trinh bay, viét va noi
- K¥ ning lang nghe va dit cau hoi

- CO duoc su tin nhiém ctua dong nghiép va cap
dudi
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2. Cac ky nang cua nha quan tri

b. NnOm ky ndng quan hé véi con nguwoi va giao
tiep (human and communication skills)

* Ky nang nhan sy (human skills)/ kv nang quan hé

- Panh gia dung va thau hiéu con ngudi

- Kha ning danh dugc quyén luc va tao anh hudng
dén nguoi khac (1anh dao, huan luyén va co van).

- Kha nang xay dung moi quan hé va lam viéc nhom
- Giai quyét tot cAc mau thuan trong tap thé

- Kha nang lam viéc trong moi truong da dang hoa

- Pong vién, khuyén khich nguoi  pae ™"
khac lam viéc va sang tao

ongThanCong.com
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2. Cac k¥ nang cua nha quan tri

c. Nhom ky nang khai quat hoa (Conceptual
skills)

- Kha ning phat hién, phan tich va giai quyét cac
van dé

- Kha nang thu thap va st dung cac thong tin
giai quyét van dé

- C6 su hiéu biet vé doanh nghiép minh va
nganh kinh doanh

- Du bao duoc nhirng co hoi va de doa doi voi to
chtrc dé cd nhitng phuong an d6i pho
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IV.Nha quan tri

Mo6i quan hé giira cac cap quan tri va cac ky
nang quan tri

Ky nang Ky nang Ky nang
_ chuyén
Khai quét hoa nhan sy mon
QTV
cap cao
4
cap
trung

cap CO SO

ongThanCong.com
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lIll. NHA QUAN TRI

3. Vai tro cua nha quan tri :

’ Nhé‘quén tri
-Vithé - Quyén han - Nghiép vu

L

Vai tro lién két con nguwei '
Nha quan tri tac dong qua lai vé&i ngwéi khac nhw the nao?
- Ngwoi dai dién - Ngwéi lanh dao - Trung tam lién lac

Vai tro thong tin
Nha quan tri trao déi va xtr Iy‘théng tin nhw thé nao?
- Ngwo'i giam sat - Ngweoi truyén tin - - Ngw®i phat ngén

<

Vai tré quyét dinh
Nha quan tri st dung théng tin trong qua trinh ra quyét dinh ntn?

- Ngwei ra quyét dinh - Ngwéi dam bao nguon luwe
- Ngw&i dieu hanh - Nha dam phan

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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3. Vai tro cua nha quan tri

a. Vai tro lién két con ngwoi.
- nguo1 dai dién
- lanh dao

- nguoi lién lac
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3. Vai tro ciaa nha quan tri
b. Vai tro thong tin

- nguoi thu thap va tham dinh thong tin
- nguoi pho bién thong tin

- nguo1 phat ngon
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3. Vai tro ciaa nha quan tri

c. Vai tro ra quyét dinh

- nguo1 sang tao
- giai quyét CAC X40 tron
- phan phoi nguon luc

- dam phan
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