


I-Khal niem

m Hoach dinh 14 mot qué trinh an dlnh nhu’ng
muc tiéu va xac dinh bién phap tot nhat dé
thure hi€n nhirn g/lﬁﬁi;\ﬁéﬁﬁé\

. . / N2
, 0&\
m No lien he voi ﬁ}l §

z%tuen cling nhuwr
VOl nhu:ng muc!f> dn‘cﬁ Tat ga nhirng nguo1 quan

ly déu lam cong viec hoach dinh.




.|- 2. Y nghia

s Tu duy co heé thong dé tién lieu cac tinh huong quan
ly
= Phoi hop moi nguonJu:c gua/to chire htru hieu hon.

s Tap trung vao cac 7‘ﬁ ieuvachinh sach cua to
chire.

s Nam Vu:ng cac %cﬁ@b% 1a t0 chirc de phoi

hopvoicac quaﬁ jfy L ki *(\;l\)\

s Sén sang tng pho va doi pho VOl nhu:ng thay doi cta
mo1 trirong ben ngoai

s Phat trien htru hiéu cac tieu chuan kiem tra.




ﬁl-Lz‘lm thé nao xac dinh cong viec?

n Khi bat dau mot cong viec moi, lam the nao de tricn

khai cong viec do 1}oan l\la

s Néu ban khong ¢@ Q’ﬁéﬁp a e xac dinh day du
c4c yeu to, ban &eﬁ no1 dung cong

/
viec. Do chmh laf }? Ho%n \Ilon hoach dinh cong
Viee



WS- LLam thé nao xac dinhi cong viec?

] ’ e ~ A
PHUONG PHAP XAC DINH NOI DUNG CONG

= Xac din!
s Xac din!
m Xac din!
m Xac din!
= Xac din!

s Xac din
m Xac dinﬁ

)
!ﬂ
[N

VIEC
1 muc tieu, /y@u au cong viec IW (why)
1 NO1 dung COHZ\ 1ec<1 What)
h 3W: w/1 Tfe% wh
1 cach th how)
1 phu’O’nég kIe oat lC (control)
1 phurong phap kiem tra — 1C (check)

1 nguén luc thuc hien SM



.|3.1 X:ic dinh muc tiéu yéu cau

a KNi phai lam mot cong viec, diéu dau tién ma ban phai quan
tam la:
Ta1 sao ban phai lam cong VieC nay‘7
NO co V. nghla nhur the/nao 01 to/huc bo phan cua ban?

Hay qua neu ban khom hlen\fhun

= Why (ta1 sa0?) a Iy n/ W, Kt;%\m?thuc hien‘mot cong

viece thi dicu dau tlé bar /fxen /X\% \%(\e‘t d6 ching la why voi noi
dung nhir trén. | /

s Xac dinh dugc yeu cau, muc tieu giiap ban luon huong trong
tam cac cong viec vao muc tieuwa danh gia hi€u qua cuoi
cung.
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Qla Xac dinh noi dung cong viec

s | W = what? No1 dung cong vicc do la gi1?

/ A A A
s [ay chi ra cic biré é/ﬁi@l\en cong viec

puie )

s Ban hay chac rang, budc sau la khach hang
cua birdc cong viec truoc.
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le Xac dinh 3W

Where: ¢ dau, co thé bao gom cac cau hoi sau:

m Cong viec do thuc /hién\t\ai’ dau?
= \*l // \

: ‘ . IS
s Giao hang tai dia/diém nao’

» Kiém tra tai bo !ml i\

m Testing nhirng cong doan nao?...

)
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B3 Xic dinh 3W

I . ; 4 S N D :
s When: Cong viec do thue hien khi nao, khi nao thi giao, khi
nao ket thue...

A, > s DA A ,
s D¢ xac dinh duoc thm@@aé&a@ng viec, ban can xac
dinh duoc mirc d6 khamcapiva mucdo ia

A °* A =
cong viec. =

s C04 loarcong viec kh C/Ki&ljli

< ” AR 0l & S 2
cap, cong viec khong duan trong nhung khan cap, cong viec
quan trong nhung khong khan cap, cong viéc khong quan

trong va khong khan cap. Ban phai thue hién cong viéc quan
trong va khan cap truoc.
™——r

ong\viec quan trong va khan



¢

le Xac dinh 3W

Who: Ai, bao gom cac khia canh sau:

x Al lam viéc d6
~\V~
s Aikiém tra

x Ai ho tro. / [7 /q\%

m Al chiu trach nhiém...

™——r
ﬂk

—\‘h
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él- Xac dinh phwong phap 1h

H 12 how, nghia la nhu thé nao? N6 bao gom céc
no1 dung;:

= Néu c6 may moc thi cach thu:c van hanh nhu thé nao?
.

!q 11
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ﬁliXéc dinh phwong phap kiém soat

Cach thirc kiém soat (control) s€ lién quan dén:

m Cong viec do co dac tinh gi?

s [am thé nao dé ji/@g\ d/a@dw
n

= Do luong bang ‘

<
uy/ mpi &W\‘G hu thé nao?

= Co bao nhiéu diem 1<1ém soat va diem kiem so4t trong

ycu (xem chi tiét qua tai licu ve
quan ly theo qua trinh)

P — phwong phap
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l-Xac dinh phwong phap kiém tra

Phuong phap kiém tra (check) lién quan dén céc noi dung
Sal:

s Co nhirng budce cong viec \6 ({aﬁién\klem tra. Thong
thuwong thi ¢6 bao nhicu V{e\th u}lg can sO luong tuwong

= Aitién hanh kiém tra? .

!q 13
[N



ﬁliXéc dinh phwong phap kiém tra

o Nﬁ&ng diem kiém tra nao la trong yeu?

m [rong DN khong th/e CO day du cac nguon luc dé tien
hanh kicm tra heét tatc Ea&é\aé cong d oan do vay ching
ta chi ticn hanh kicm tra hﬁ“@le trong yeu (quan

trong nhat). f \ﬂ
» Diém kiém tra trong yé (\ % heo guyen tac Pareto

(20/ 80), tirc 1 nhirng diem kiém tra nay chi chiém 20
% s0 lirong nhung chiém den 80 % kh01 lwong sai
SOL.

P ee—a
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él; Xsc dinh nguon luc (5M)

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

dén cac nguon lirc, ma chi ¢6 nguon lirc méi dam bao cho ké hoach duroc

kha thi.

Money = Tién bac.

Matenal=nguyen vat ié‘u/( ¢

Machine = may moc/cong nghe.

Method = phuong phap lam viec.
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ﬁlz Xsc dinh nguon luc (5M)

L 2\ p Ag
Man, bao gom cac no1 dung:
s Nhirg a1 s€ thuc hieén cong viec, ho co du trinh do,

kinh nghiém, k¥ nang, p\lia}n chat tinh cach pht h0’p7
oz

s Aiho tro?

= Aikiém tra? //7 / i\

= Necu can nguon phong ngira thi ¢6 di nguon luc con
nguol de ho tro khong? =

=B
!q 16
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ﬁlz Xsc dinh nguon luc (5M)

— Material = nguyén vat licu/hé thong cung tng,
bao gom cac yeu to:

s Xac dinh phuonggfzgp g1a0 hang

s Thoi han giao hang. .



n '

]
4.1 Hoacl

4.2 Hoacl
4.3 Hoacl
4.4 Muc ticu.

4.5 |
4.6 |

Hoac!
Hoac!

4.7 |

Hoacl

1 din
1 dink
1 dinl

1 dinl
h dink

4. Phan loai

1 chién luoc.

1 dinh tac nghiep.
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" 4.1 Hoach dinh chién liroe

P:iic diem
= \V#~

s Tho1 han: vai nam>

s Khuon kho

s Muc ticu: it chi tiet .
Cw

—\‘h
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.|i.1 Hoach dinh chién liroc (tt)

Qua trinh co:b:in ciia hoach dinh chién lwoc
s Nhan thtte duoc co hoi

s Xac dinh cac muc tiéu

s Hoach dinh cic ké hoach phu tro
= Luong hoa bang hoach dinh ngan quy

-
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.|i.1 Hoach dinh chién liroc (tt)

Dau ra cua hoach dinh chién lxoc:

\\V#Z
s Mot ban ké hoac iﬁhﬁd\%\%

s K¢é hoach phat trién cong ty.
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.|- 4.2 Hoach dinh tac nghiep

Muc tiéu: chi tiét x4c dinh

A-’
!ﬂ
'S
'\V

-
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.|: .2 Hoach dinh tac nghiep (tt)

Pau ra ciia hoach dinh tac nghiep:
Hé thong tai licu hoat dong ctia to chire nhu:

/
_ C4c loai so tay, ¢ \\ / :

- Quy trinh hoa f%{h
- Cac quy dinh W i\

- Huéng dan cong VieC

. Céc biéu mau

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

o~
% han. =



.|- 4.3 Hoach dinh dw an

m Xdc dinh cac yeu cau cua du an.




.

.|- 4.4 Muc tieu:

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

b\l

s Phan loar mu fﬁ ql\
o

s Bicukien cuamn l/j (& i\

s Lap ké hoach thuc hién muc tiéu:

™——r

q ’
[N
-\‘ -~
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.

.|- 4.4.1 Phan loai muc ticu

v 2RI A i

s Muc ticu cap cong ty, bo phan, ca nhan

s Theo Peter Drucker, muc tiéu cia cong ty xép tir ngan han dén
da1 han nhu sau:

Ton tai va tang trirongs
Lo1 nhuan

Phén bo cac nguon/lit
Ning suat ( /
Vi thé canh tranh

Phat trién nguon luc
Phat trién cong nghé
- Trach nhiém xa hoi.
-_—
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¢

|-4 4.2 Dicu kién cua muc tieu:

Dleu kien cua muc tiéu phai dam bao yéu cau
clia nguyén tac SMART

= Specific - cu thé Adeﬁﬂe}{
- I\/Ieasurable— (

wﬁﬁ%

m Realistics — thu’fc /te
s [Imebound — co thot han.

™——r

q y
'S
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m a/Specific - cu thé, dé hieu

s Chi tieu phait cu thé vi n6 dinh hwong cho cac hoat
dong trong turong lai.

SN\ s
s Dung no1 muc tieu-cua t a;ﬂé%: au thi truong
d

trong khi déi thi/dagrziiem %thi phan,

TN

s Hay dat muc tiéu chiem to1 thieu 41% thi phan, tir d6
ban s€ bi€t minh con phai co dat bao nhicu % nira.

=1
!q 28
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.|2/ Measurable — do lwong duoc

s Chi ticu Nay ma khong do luong duoc thi
khong biét ¢6 da@iﬁé}: e 5% “nong‘?

m Dung ghi: “p ai 5/ 0’/1 12 u' khach hang
ngay khi co theé ’ 4Hay cau nhan vien tra 1oi
thur ngay trong ngay nhan duoc.

™——r
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.|- C/ACNnIEVable — vira sirc.

= Chi tiéu phai co tinh thach thirc dé co gang,
nhung cling dun at E ﬁ}éhdoal khong the
dat noi.

s Néu ban khong co giong 121 tro1 phu thi dung
dat chi tieu tro thanh sieu sao. Gitr trong luong
o muc ly twong 45kg co'the vira stre hon.

¢ ﬂ 30
L



m d/Realistics — thire te.

s Day la ticu ch1 do luong s can bang gitra kha

A\}%g/lﬁa\lu’c cua doanh
o710 ,,f/fha i tién bac..).

m Dung dat chi tie glam\L kg trong mot thang
de dat trong lwong 1y tuong 45 kg trong vong
mot thang, nhu vay la khong thuc te.

™——r
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.|-e/Timebound — ¢0 thoi han.

s Mo1 cong vicc phai co thor han hoan thanh,

4 A A RS\ A
neu khong no seibi-t {\\1’/{({/11‘

m. Thoit gian hop/l u@? /b\ %1 ua dat dugc muc
. o HE Wk \2) ) = )
ticu la1 vira duong str¢ cho cac muc ticu khac.

-
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4.4.3 Ké hoach thwe hién muc tiéu

.l- (gantt)

e > ,

Stt| Noidung | Nguoi | Tong Tien do

cong viec | thuc | t.gian
hién I\ V=

1 _\\ Ve -

2 / / %7 \ N2\ Y%é

i NS

4 1.4

5
ﬁ'/r



.|;l.5 Hoach dinh ké hoach nim

s 2 7 o
Nguon thong tin tir dé lap ke hoach nam bao gom:

34



ﬂg- Hoach dinh ké hoach nam (tt)

Noi dung ctia ke hoach cong tac nam:

s No1 dung cac muc Afle %ﬁ/g@féc.
Wiz "2
s Thot gian thuc h1, : pﬁ\
NN

s Mirc do quan tr f iac congviec (de gitp bo
phan: co the dt f {éf {’i \& étae nao va danh

g1a cong viee cu01 nam)

=1
!q 35
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m4.6 Hoach dinh ké hoach thang:

Nguon thong tin lap ké hoach thang

m Cac cong viec/tr Wiﬁé \\Nb?

m Cac cong viec thang trLrO’c con ton tai.

-

m_Gac cong viec moi1 phat sinh do cong ty g1ao.

oJ :




.|- Noi dung ke hoach thang

a Cac cong viec quan trong trong thang
\\/ 7~

/1>1' gﬁﬁm zfl noi dung cong
Pi%/}?le \%\ u0’1 thurc hien.

m Cac cong viec chura xac dinh duoc lich (nhung
phai lam trong thang hoac lam trong thang

ﬂ sau). .

s Phan cac cong
viec, thot giaﬂ



.|:.7 Hoach dinh ké hoach tuin

Nguon thong tin d¢ lap ké hoach tuan:

S
é /t ;c chua thue

a7~
Cac cong Vié%%@ thang.
7

Cac cong vie
hién xong

Cac cong viec mo1 phat sinh do cong ty giao

f"—lgthém -

.
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.|:.7 Hoach dinh ké hoach tuin

~ NOI DUNG BAN KE HOACH TUAN

Cac cong vicc quan trong trong tuan

/‘\ 4 /\ /N \ / /) /\ /N ° N\
= Phan cac cong vice:cu éf” m; noi dung cong
viée, thoi gian thirc hien, nguoi thuc hién, ghi

i ciu K50 |\

m Cac cong vicc chura xac _dinh duoc lich (nhung
phai lam trong tuan hoac lam trong tuan sau).

= —
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