KY NANG SAP XEP VA QUAN LY
CONG VIEC

Ding ky tw van khéa hoc

bién thoai: (+84)353-253-373 | Email: contact@growup.vn
Dia chi: Phong 504 - Khu B - Waseco Building - 10 Phd Quang, P.2, Q.Tan Binh, TP.HCM

G

GROWUPJV


https://growup.vn/contact-us
https://growup.vn/

NQI DUNG CHUONG TRINH:

Phan 1: Xac dinh muc tiéu, 1am rd yéu cau:
- Xac dinh muc tiéu
- Lam rd ky vong, yéu cau:
+ Hiéu rd yéu cau gitra giao va nhan viéc
+ Xac dinh mirc do quan trong clia cong viéc
- M6 hinh quan trong — Khan cép

- Phan chia muc tiéu thanh céac cong viéc cé thé quan ly dwoc

Phan 2: Wéc tinh thei gian va lap ké hoach
- Uéc tinh thoi gian dé hoan thanh cong viéc
- Cébng thirc: 90 — 10. Uu tién thoi gian cho viéc dem lai nhiéu gia tri
- ng dung cbng cu quan ly thoi gian va dw an:
+ Biéu db Gantt;
+ Shedule......
+ Sb tay quan ly thoi gian va hiéu qua cong viéc

- Thiét Iap th&i gian dw phong: d& ddm bao cong viéc hoan tat

Phan 3: Chu dong kiém soat tinh thyc thi va rai ro phat sinh (néu co):
- Kiém soat tinh thyc thi ctia nhirng viéc dinh sdn
- Kiém soét nhirng viéc phat sinh

- Phwong an dy phong

Céc tinh huéng phai b4o céo cap trén/ nguwdi cong sw dé xt ly kip thoi

Phan 4: Bé cong viéc trdi chay, khdng bi (r dén:
- Sbtay quan ly thei gian
- Kiém soét nang lwong theo thdi gian

- Cac viéc: Must; Should; Nice to Do, SAY NO
Phan 5: Tai kiém tra két qua va diéu chinh ké hoach theo thuc té.
THO'I GIAN DAO TAO:

01 budi (04 tiét). SAng 8h30 — 11h30 ho&c chiéu 13h00 — 16h30

HINH THU’C DAO TAO:

Trai nghiém, thwc hanh.



