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P Khainiem
—

s Hoach dinh 12 mot qué trinh an dinh nhitng
muc tieu va xac dinh bién phap tot nhat dé
thure hién nhirngzmuyc)\tien-do.

7 NS

s NO lien he voi/nt g phlx \g tien cling nhur
VOl nhu’ng mucg dic Tat d nhirng nguwro1 quan
ly déu lam cong viec hoach dinh.




2. Y nghia
—
T duy co hé thong dé tién licu cac tinh huong quan
Ly
Ph6i hop moi nguon Il c\gpa/to chire hiru hicu hon.

e tieu varchinh sach ctia to
g{;‘f/\ IS =

Nam Vu:ng cac Ihae VU CO b \Iﬁua to chirc dé phoi
hop vor cac quall)/ y Ivien kﬁac

San sang tng pho Va do6i pho voi nhitng thay doi ciia
moi trirong ben ngoai

Phat trien hiru hicu cac ticu chuan kiem tra.




By Lam the nao xac dinh cong viec?
_

n Khi bat dauw mot cong viee mé’i, lam theé nao de tricn

khai cong viee do hoan ha =

s Néu ban khong ¢¢ li:Gﬁ ﬁiap\ ¢ xac dinh day du

nhidu noi dung cong

cac yeu 10, ban 4 (’) R
@ ﬁo\ng ttong hoach dinh cong




WS- lLam thé nao xac dinh cong viec?

PHUONG PHAP XAC PINH NOI DUNG CONG

= Xdac dinl
Xac din
Xac din
Xac dinl
Xac din

Xac dinl
Xac din!

VIEC
1 muce ticu, yeu c\ap co,ng viee 1W (why)
1 101 dung cot \V1€C (what)
h 3W: W&?'L Tleﬁ Wh\
1 cach t %V \H (how)
1 phu:(m p ap klem oat — 1C (control)
h phuong phap kiém tra— 1C (check)

0l nguén lwe thue hién SM




3.1 Xéce dinh muc tiéu yéu cau

s Rhi phat lam mot cong viec, diéw dau tién ma ban phai quan
tam 12
Tai sao ban phai lam cong viec nay‘?
NO coy nghla nhiw thé n3oWoi t@z}lﬁrc bo phan cua ban?
Hay qua neu ban kho \\h?:g c‘hmng‘7

Why (tai sao?) 12 W Idhl‘ban thire hién mot cong
viee th1 dicu dau ti Iﬂgg /ﬁf‘:n l@\?t\e‘t d6 ching 13 why v6i noi
dung nhir trén. s /

Xac dinh duge yeu cau, muc ticu giup ban luon huong trong
tam cac cong viec vao muc tieu vd danh gia hieu qua cuoi
cung.

,""




B2 Xac dinh noi dung cong vice
.

n | W = what? No1 dung cong viec do la gi1?

[
s Hay chi ra cac birs %}\ e hien cong vicc

o Q7 > \
duoc giao. A ?

//77/// | \\ﬁ“

s Ban hay chac ra:/g, budc sau 1a khach hang
cua birdc cong viec truoc.




B33 Xdc dinh 3W
i

Where: ¢ dau, co the bao gom cac caw hoi sau:
s Cong viec do thuc hién:tai ,d@ué?

s Giao hang tar di

ﬁ
s Kiém tra tai bo pha a0‘7

n Testing nhitng cong doan nao?...

-
)




823 Xidc dinh 3V

o When Cong viec do thue hien khi nao, khinao thi giao, khi
nao ket thiic, .

Bé x4c dinh duoc thoi h@ﬁﬂa{ laﬁ%cong viéc, ban can xac
dinh duoc mirc do khanc2 \/a m\ 0 quan trong cua tung
cong viec. \

Co 4 loai cong viee K 4 al!l \:Gﬁé VIEC quan trong va khan
cap; cong viée khong uan trong nhu’ng khan cap, cong viée
quan trong nhung khong khan cap, cong viéc khong quan
trong va khong khan cap. Ban phai thuc hi€n cong vicc quan
trong va khan cap trudc.




B33 Xdc dinh 3W
i

| )
Who: A1, bao gom cac khia canh sau:
s Al lam ViéC do

s Ai kiém tra
s Ai ho tro.

s A1 chiu trach nhiém. ..
-

€
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P4 Xac dinh phwong phap 1h
—
H 12 how, nghia 14 nhw thé ndo? N6 bao gom: céc
no1 dung;
N\ ///

s Tai liw huwéng da 1}211 4o (cach thirc thuc
hién tung cong /1

////\\

s Tiéu chuan la gi?

\é

: Néu c6 may moc thi cach thic van hanh nhw thé nao?

11

[N
—‘~



B Xac dinh phirong phap kiém soat
_

CAch thiie kiem soat (control) sé lién quan dén:
s Cong viec do co dac tinh gi?

s [am thé nao dé do g dac’—ﬁ hrdo?
SIS =

= Do luong bang

o

s C0 bao nhiéu diem kiem soat va dicm kiém soat trong
ycu (xem chi tiét qua tai liéu vé MBP — phuong phap
quan ly theo qua trinh)




B0 Xac dinh phirong phap kiém tra
_

Phurong phéap kiém tra (check) lién quan dén céc noi dung
Sal:

a CoO nhiing buoc cong 6 éa /aheu klem tra. Thong
thu:0’ng thi co bao nh Vlec cung can so6 lrong tueng

twr cac buwde phai k?e { \\
0 Tan suat-kiém tra n XLG/ / \\>\§c kiém tra do thue hien 1

[an hay thuong Xuyen neu vay thi bao 1au mot lan?).

s Ai tién hanh kiém tra?




B0 Xac dinh phwong phap kiém tra
_
o Mﬁ.’ng diem kiem tra nao la tiong yeu?

= Trong DN khong thé C(’g\c\ié)f du cac nguon e dé tien
hanh kiém tra hiét tAt-e4 caécomg doan, do vay ching

ta chi tién hanh kicm-tra p&pgg\@:iém trong yeu (quan

s

trong nhat). / {/?/// \\ §§§g

s Dicm kiem tra trong yéu 4u‘€m theo nguyeén tac Pareto
(20/80), tire la nhitng diem ki€m tra nay chi chiém 20
% s0 leong nhung chiem dén 80 % kho1 luong sai

SOt.




§}7 X#c dinh nguon lire (5M)

weu ké hoach thuong chi chui trong dén cong viec ma lai khong chu trong

dén cac nguon lue, ma chi c6 nguon lwe méil dam bao cho ké hoach dwroc
kha thi.

Nguon lue bao gom c4c yeu os /////
Man = nguon nhan luc:

Money = Tién bac. /
il

Material =nguyen vat li¢

Machine = may moc/cong nghe.

Method = phuong phap lam vice.




B2/ Xac dinh nguon lure (SM)
_
MEE bao gom cac noi dung;

s Nhig a1 s€ thue hien cong viec, ho co du trinh do,
kinh nghiem, ky nang, pham chat, tinh cach pht hop?

s Aiho tro:? i —
NN

NS

s Aikiém tra?

s NeEu can nguon phong ngua thi co du nguon luc con
nguoi de ho tro khong?




B/ Xdc dinh nguon lire (5M)
_

Material = nguyén vat liu/hé thong cung ting,
bae gom: cac yeu to:

s Xdac dinh tiéu chuanN \Il//// =
\
/ = \
s Tiéu chuan nha

?‘Z?‘? N

m Xde dinh phu(yng phap g1ao hang

s Tho1 han giao hang.,

-
€

[N
—‘~
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4.1 Hoacl

4.2 Hoacl

4.3 1

loac!

1 dimnl

4.4 Muc tieu.

4.5

Hoac

4.6 Hoacl

4.7 Hoac

1 dinl
1 dinl

4. Phan loai

1 chién ltoe.

1 tac nghiep.

1 dinlk
) dinl

1 dinl




m 4.1 Hoach dinh chién lirgc

|
Dac diem
s Thoi han: vai
s Khuon kho

s Muc ti€u: it chi tiet
=_—»

€




4.1 Hoachidinh chién liroe (tt)

| 7
Qua trinh co’ban cua hoach dinh chien lwroc

Nhan thtre diroc co ho1
Xac dinh cac muc ticu
Phat trién cac tien de

Danh gia cac phuo

[Cwa chon phuong a14

Hoach dinh céc ké hoach phu tro
Luong hoa bang hoach dinh ngan qus




4.1 Hoachidinh chién liroe (tt)

Dau ra cua hoach dinh chién luoc:

s K¢ hoach phat trlen cong ty




4.2 Hoach dinh tac nghiep
—

Dac diem

m Muc ticu: chi ti€t xac dinh

!ﬂ




mp4-2 Hoachidinh tac nghiep (tt)

Pau ra ciia hoach dinhi tsic nghiép:
Hé thong tai licu hoat dong clia to chire nhu:

\\ /
. Céc loai so tay., /

- Quy trinh hoat f
- Cac quy dinh ﬁ)/;?g

- Huéng dan cong Vlec

_ C4c biéu mau

= Gac ke hoach thuc hien muc ticu, duw an ngan

¢
" a han.

23




| 4.3 Hoach dinh dw an

m Xac dinh cae yeu cau cua du an.

O\ /////
= Xdc dinh cac quy béin%
/ i//

s Xd4c dinh nguon ly.’o c X&}D 0 du an.

s Xay dung ké hoach thure hién dw an theo S0’ do ganitt




4.4 Muc ticu:
ll- :

p (Phan nay, ban tham khso theo k§ ning
quan ly theo muc tieu)

an loas . U /\%
Piéu kien cuﬁc/ Ie\.ﬁ\

Lap ké hoach thuc hién muc tiéu:




mp 4.4.1 Phan loai muc tieu
_

A ' R <
s Mugc ticu cap cong ty, bo phan, ca nhan

s Theo Peter Drucker, muc tiéu clia cong ty xép tir ngan han dén
dai han nhw sau:

Ton tai va tang truongs
[Co1 nhuan

Phan bo cac nguodn/]
Nang suat ( /
Vi thé canh tranh

Phat trién nguodn luc
Phat trién cong nghé
Trach nhiém xa hoi.




mp 4.4.2 Dicu kien cua muc tieu:
[

fTiéu kicn cﬁz} muc tiéu phai dam baoe yéu cau
cua nguyen tac SMART

s Specific - cu thé,ﬂ@ié/lf/c

s Measurable — doAd

s, Achievable — yira/

m Realistics — thuc /té.

s Timebound — co tho1 han.




W 2/Specific - cu thé, dé hiéu

— ;
n  Chi ticu phat cu theé vi no dinh huong cho cac hoat

dong trong tuwong lai.

n Dung no1 muc tieu-c Y ania@én dau thi fruong
trong khi doi thi/d chlem 4(3?765 thi phan.

/@f/// AN

s Hay dat muc tieu chiem to1 thicu 41% thi phﬁn, ttr do
ban s¢ bict minh con phai c6 dat bao nhicu % nira.




m/Measurable— do/lirong dixoc
_

a Chi ticu nay ma khong do luong duoc thi

khong bi€t co da ifo% Hﬁ%@ng?
\

=

s Dung ghi: “p éi/fiél{o’l Fh sua khach hang
ngay khi co thef’ / Hay yeu' cau nhan vién tra 10i
thur ngay trong ngay nhan duoc.




Bl C/Achievable— vara sirc.

= Chi tiéu phai ¢6 tinh thach thirc dé co gang,

s\‘\

(RN N\

0 ‘giong 'ca tro1 phu thi dung
dat chi ticu tro thanh si€u sao. Gitr trong lwong
& muc Iy tuong 45ke co'thé vira stic hon.

C




N d/Realistics — thirc te.

= Day 13 ticu chi do lwong sw can bang gitra kha

nang thirc hién soi\ﬁfg/u” uc cua doanh
nghicp ban (th/?l 1A, I Ifhﬁ%% tien bac..).

74

n Dung dat chi tlf;m 20 kg trong mot thang
de dat trong lwong 1y tuong 45 kg trong, vong
mot thang, nhu vay 1a khong thue te.




m ¢/ limebound — co thoi han.

s Vo1 cong viec phai co thot han hoan thanh,

néu khong né sébi i\}{cfefn.
= / =
R

01 g1 il?% b\af%%ua dat dugc muc
ticu la1 vira du’O’ng stre ¢ho cac mue tiéu khéc.




4.4.3 Keé hoach thire hién muc tiéu
(gantt)

No6i dung | Nguoi | Tong Tién do
cong vicc | thuc | t.gian

hién~ |\ Wz

A —
=17 X ~

700NN
TR




mp 4.5 Hoach dinh ké hoach nam
_

e . - P ‘
Nguon thong tin tir dé lap ké hoach nam bao gom:

T chién lwoc clia cong ty.\ |
\\/=




ES Hoach dinh ké hoach nam (tt)

L i
Noi1 dung cua ké hoach cong tac nam:

s Noi dung céc muz;j%&gw\éﬁ/g’ﬁéc.

s Thoi gian thuc hi %

s Miuirc do quan tr /{gﬁu ag)ac c:@nngiec (d€ gitip bo

phani co thé dat \M}ong tac nao va danh

g1d cong viee cu01 nam)




m3-0 Hoach dinh ké hoach thzang:
i

Nguon thong tin 1ap ké hoach thang

N

N

n Cac cong viec thang trixdc con ton tai.

; A " N e~ P
s Cac cong viee r/ ng ke h(x)@%ipam.
7

m.Gac cong vicec mo1 phat sinh do cong ty giao.

!ﬂ




m Noi dung ké hoach thang

n Cac cong viec quan trong trong thang

e e S A
,/:C :At/he\}i g@ig 3101 d}l:Eg cong
; /@é/],ﬁl;afp\} wol thue hién:

m Cac cong viec chwa xac dinh duoc lich (nhung
_ phai lam trong thang hoac lamitrong thang
!ﬂ sau).




mp4-7 Hoach dinh ké hoach tuzan
=

Nguon thong tin dé 1ap ké hoach tuan:
| \\1§e\h ch thang,

~ o "E MR,
Cac cong viec tf/o,ﬁé /US;\Q rroc chua thue

hién xong ;

s (Cac cong viec moi1 phat sinh: do cong ty giao
:/wthém.

! 38
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mp4-7 Hoach dinh ké hoach tuzan
=

~ NOI DUNG BAN KE HOACH TUAN
Cac cong viée quan trong trong tuan
= Phan cdc cong vi a /t/h/@%é;m noi dung cong
gu (‘aéi thure hien, ghi
chu (yeu cau

2 \\
@1./ )/ \\ \

vicc, thot giarlz}h ¢ hicn,
A
1
i

s Cac cong viec chua xac dinh duoc lich (nhung
phai lam trong tuan hoac lam trong tuan saw).

-
-



