KHOA HOC

AS KY NANG QUAN LY THO1 GIAN
VA CONG VIEC
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MUC TIEU

, , ) GIOI THIEU VE CBAS
P Khoa hoc cung cap nhirng kién thirc co’ ban va toan dién vé ky nang quan ly thoi gian va :

Trung tam Nghién ctvu Quan tri
Kinh doanh (CBAS) thudc

» Kién thire thu dwoec tir khda hoc nay sé giup cac nha quan tri tao ra nhiéu thoi gian hon y
Trwong Pai hoe Kinh té€ (UEB),

DPai hoc Qudc Gia Ha No6i (VNU)

cong viéc

dé tap trung vao nhirng cong viéc quan trong, can bdng gitra thoi gian lam viéce va thoi

gian cd nhan, lam cht dwoc cong viéc va doi s6ng ca nhan
hoat dong trong cac linh vwec:

» Sau khi hoan thanh khoéa hoc, hoc vién sé: ¥ NGHiEn | Srtickhoa Ao VA

v" Biét cach xac dinh cong viéc theo thit tw wu tién dé cd thé phan bo va st dung thoi phét trién cong nghé vé

gian mot cach hiéu qua quan tri kinh doanh
v Biét cach str dung cac cong cu quan ly thoi gian va cdng viéc hiéu qua P Cung cdp cac khoa dao tao

tap trung (Public Training)

va cac khoa dao tao tai chd

» Cdp lanh dao doanh nghiép: Gidm Déc, Pho Gidm Poc, Hoi dong Quan tri theo nhu ciu ctia don vi

» DOoi ngil quan tri cdp trung: Gidm d6c Chirc nang, Trwdng-Pho Phong/Ban/Bo phan (In-house Training)
Pk Cacdoi twong khdc ¢6 quan tdm » Cung cdp dich vu tw van va
NOIDUNG chuyén giao cong nghé
quan tri kinh doanh
Chuyén dé 1: Téng quan vé quan ly th¢i gian va cdng viéc » Truc tiép va tham gia t6
1. Thé nao la quan ly th&i gian va cdng viéc chtrc cac hoéi nghi, hoi thao
2. Nhitng loi ich ctia quan ly thoi gian va cong viéc hidu qua khoa hoc trong nuwéc va

Chuyén dé 2: Phwong phap quan ly thei gian va t6 chirc cdng viéc g

1. Lap ké hoach cong viéc

2. Nguyén tdc cOng viéc wu tién

3. Xaydwng s6 nhat trinh
Chuyén dé 3: Quan ly thoi gian cdc nhan .
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1. Xt ly cdc cudc dién thoai, email, lam phién...
2. Sdp xép ban lam viéc, tai liéu...
Chuyén dé 4: Cac cong cu trer gitp quan ly thoi gian
1. Ma trdn thoi gian
2. Biéu do Pareto (Nguyén tic 80/20)

3. Cdc phan mém hd tr¢r quan ly thoi gian va cong viéc
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Néi dung khoa hoc dwoc thiét ké theo chwong trinh “Harvard ManageMentor” thudc KHACH HANG VA DOITAC

Trwong Qudn tri Kinh doanh Harvard Business School

PHUONG PHAP GIANG DAY
y“ A6 TAQ r;,.m’la ’\
Ap dung phwong phap gidng day Hollywood Lesson Plan - 14 sy két hop nhiéu hinh :;‘ I’%; % ) )
thire, tinh hudng thwec tién, hoat dong...trong qud trinh gidng day cung phuwong thirc *ﬂ%ﬂm§.§ jICA
truyén dat truyén théng dé tao ra sw say mé, hirng khéi cho hoc vién: STANEC
P Gidng day ly thuyét (Theory Presentation) g
P Hoc bdng viéc thwc hanh (Learning by Doing)
VINGROUP PETROVIETNAM
v" Thdo ludn tinh hu6éng theo nhém (Group Discussion)
v Thuyét trinh theo nhém (Group Presentation)
v Chia sé kinh nghiém thuwc té (Experience Sharing) ﬁ i-a's' ‘..-D.

» Tro choi kinh doanh (Business Games) VN ET

P Bai tdp tinh hudng (Case Studies)

B .2
_ NGAN HANG QUAN 80! TECHCOMBANK

P La cdc chuyén gia dwoc dao tao chuyén sdu vé Quan tri Kinh doanh tivr nhirng

treorng danh tiéng tai Viét Nam va trén thé gidi

A R
» (6 kinh nghiém thwc hanh Quan tri Kinh doanh tai doanh nghiép Ti n h Va n MI’AO

TOGETHER WE SHINE PHAN MEM PHO BIEN NHAT
» C6 kinh nghiém nhiéu ndm gidng day va tw van cho cdc t6 chtrc, doanh nghiép

TO CHUC LOP HOC H
P Thoi lwong khoa hoc: 12 gitr a p ro

v" Lé&p ban ngay: 2 ngay x 6 gio//ngay, hodc

v L&p budi t6i: 4 budi x 3 gitr/bubi TI'GphCICO@
» Chirng chi: Do Trworng Pai hoc Kinh té€ (UEB) - Pai hoc Quéc Gia Ha Noi

(VNU) cép % Y N U

THONG TIN LIEN HE
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Email: cbas_ueb@vnu.edu.vn
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Website: http://cbas.ueb.edu.vn/
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