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BAI 6: QUAN LY THOlI GIAN HIEU QUA

V) Office

QUAN LY THO'I GIAN HIEU QUA
TANG NANG SUAT LAM VIEC




Em hay quan sat video dwéi day va tra |&i cau hoi?

________________________________________________________________________________

https:/mww.youtube.com/w
~atch?v=lk4faynwz5Q

________________________________________________________________________________




Em hay chia sé nhwng diéu minh cdm thay hai long va chwa hai long
trong viéc phan bd va quan li thdi gian hang ngay clia ban than.




Nhirng diéu em cdm thay hai long:

+ 8ap xép cac cong viéc hop i, khoa hoc.

+ Biét str dung mot s6 cdng cu ho tro viéc quan i tho
@ ‘gian, nhu: Trello; Google keep,...

Nhirng diéu em cdm thay chwa hai 1dng:

-+ DOi khi thiéu linh dong trong viéc xt li cac céng viéc phat sinh ngoai
 ké hoach.

+ Trong qua trinh thee hién cac cong viéc, ddi khi em bi mat tap trung.
'+ Em danh nhiéu thai gian cho viéc giai tri qua cac thiét bj dién t& (dién |
thoai, laptop, Ipad,...) |




A A QUAN Li THOI GIAN HIEU QUA VA SU CAN THIET PHAI
* KHAM PBA QUAN Li THO!I GIAN HIEU QUA

© Nam nay [&n I6p 9, K ¢ nhiéu cdng viéc can phai thue hién nhw hoc tap dé
chuan bi cho tét nghiép trung hoc co s&, cac hoat dong ngoai khoa, cau lac
bd,... Nhung K thuwdrng khéng cé ké hoach cho céac viéc phai lam, c6 ban dén
ri di choi la K di ludn. Budi tdi, K thwérng mai xem cac tran diu bong da hay
chwong trinh ti vi nén khéng kip lam hét bai tap.

_____________________________

__________________________________________________

@ Mac du da 1én ké hoach céng viéc va du dinh sé di ngu Iic 10h t6i hang : ,
ngay nhwng H thwdng phai thire rat khuya méi hoan thanh duwoc hét cac cong : Trong cacC
viéc. Khi hoc bai, ban thuwong sao nhang, luc thi néi chuyén dién thoai véi ban \

rat lau, lic ’Eh‘l Xem mang xa hcf)i’hoéc cho’[ cac thiét bi dién tt. Tinh trang nay trU’O’ng ho’p Sau;
kéo dai khién ban thwdong bi thiéu ngu, mat tap trung trén I&p hoc. ban néo q Uén “'

© M thuwong xay dwng ké hoach va dat thdi han cho cac céng viéc can hoan : thO’I glan h €U
thanh. M&i khi di hoc vé, ban sé lam hét bai tap ngay ngay hom dd, khong dé - z A P A

bi dén lai ngay hém sau. Ban cling wu tién lam nhirng viéc quan trong va tap : qua/khong hleu
trung hoan thanh céng viéc da dé ra. qué'? Vi sao?



00000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000

© Nam nay Ién 16p 9, K ¢ nhiéu coéng viéc can phai thuwc hién nhw hoc tap dé :
chuan bi cho t6t nghiép trung hoc co s&, cac hoat ddng ngoai khod, cau lac :
bd,... Nhwng K thuwdng khdng co ké hoach cho cac viéc phai lam, cé ban dén
ra di choi la K di ludn. Budi t6i, K thwdng mai xem cac tran dau bong da hay :
chwong trinh ti vi nén khéng kip 1am hét bai tap. :

[
oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

Ban K c6 rat nhidu céng Ban K quan i E:u‘j’r? Sﬂggign"fézuntﬁ?
viéc can thuc hién : th&i gian B A A

: 5 . n -viec hoc tap, hoat dong
nhung lai khong len ke khong hieu 'ngoai khoa va thai gian di |
'hoach th&i gian cu thé qua g ; ;
------------------------------------------------ ' . cho

_____________________________________________________

—————————————————————————————————————————————————————————————

Con lang phi th&i gian khi mai
- xem ti vi ma quén ca thoi gian |
' hoc bai. '



® Mac du da Ién ké hoach cong viéc va duv dinh sé di ngl luc 10h téi hang
ngay nhwng H thuwdng phai thirc rat khuya méi hoan thanh dwoc hét cac cong
viéc. Khi hoc bai, ban thwong sao nhang, luc thi ndi chuyén dién thoai véi ban
rat lau, lGc thi xem mang xa hdi hoac choi cac thiét bj dién ttr. Tinh trang nay
kéo dai khién ban thuwdng bi thiéu ngd, mat tap trung trén I&p hoc.

Ban da co ké hoach | Ban H quan li 'Bi sao nhang béi viéc
~ congviécnhung th&i gian 'ndi chuyén dién thoai,
- khong nghiém tuc thiec | khong hiéu “mang xa hoi, thiét bi
o hien ’ qua dién twr

_____________________________________________________

Két qua la khong quan i tot |
thoi gian, khéng thwe hién
dwoc ké hoach da datra

____________________________________________________________



S thuong xay dung ké hoach va dat théi han cho cac cdng viéc can hoan
thanh. Mi khi di hoc v&, ban sé lam hét bai tap ngay ngay hom dé, khéng dé
bi don lai ngay hém sau. Ban ciing wu tién 1am nhirng viéc quan trong va tap
trung hoan thanh codng viéc da dé ra.

Ban d& xay dung | Ban M quan ‘Quan i, sép xép,
~ ké hoach cong li th&i gian phan b6 theri gian
Viéc hiéu qua

_____________________________________________________

“Tuén thd ké hoach d4 gé
ra va hoan thanh dwoc
‘hét cac cong viéc.

____________________________________________________________________



Em hay néu vi du vé viéc quan Ii thdi gian hiéu qua va cho biét quan i
th&i gian hiéu qua mang lai nhirng Igi ich gi.

_________________________________________________________________________________________________________________________________________________________

https://www.youtube.c
om/watch’Pv zSkHO5 |




KHAI NIEM QUAN LY THO'I GIAN HIEU QUA

‘Quan li thoi gian |
hiéu qua la biet
‘cach sap xép, st |
dung thdi gian
hop li, khéng

R lang phi dé hoan
THOI GIAN thanh cong viéc
HlEU QUA theo ké hoach da |

QUAN LY




S CAN THIET PHAI QUAN LY THO!I GIAN HIEU QUA

‘Quan li thoi gian hiéu
‘qua giup ta chu dong
trong cudc song, cong

'Nang cao nang
‘suat, hiéu qua
cOng Viéc;

______________________________________________________________

Tirng budc hoan ‘@ ,
‘thién ban than |



2. CACH QUAN LY THO'l GIAN HIEU QUA

o Lap danh sach nhirng cdng viéc can hoan thanh.

e Xac dinh thdi han clia moi céng viéc. Vi du: bai tap nhom hoan
thanh trong hém nay; bai thuyét trinh hoan thanh trong 5 ngay.

o Dit mirc dd wu tién cho cac cdng viéc dwa vao thdi han can

o Lwu y: sd
hoan than
cung mét

hoan thanh. Vi du: trong trwéng hop c6 nhiéu viéc can hoan
thanh thi viéc nao t&i thoi han trwdre thi can wu tién lam truéc.

wong nhitng cong viéc can hoan thanh va thoi han
n can phu hop véi kha nang, tranh 6m dom nhiéu viéc

uc.



e Phan bb th<‘>ji gian hop li cho cac cong viéc trong mot khoang
thp’i gian nhat dinh. Vi du:‘tham gia cau lac bé cau long tir 15h
dén 16h thw Hai, thir Tw hang tuan.

e Lwa chon bién phap hoan thanh cong viéc phu hop véi dac diém
riéng ctia ban than. Vi du: dwa vao thoi diém, thoi quen lam viéc
hiéu qua nhat cla ban than dé Iwa chon cong viéc, danh gia
nhirng cong viéc nao can su ho tro tir ngudi khac.

e Luwu y: sap xép cong viéc linh hoat dé tiét kiém thoi gian, can
doi thdi gian hoc tap va cong viéc gia dinh, nghi ngoi. Néu co
thay doi dot xuat hay van dé vé strc khoé thi co thé diéu chinh
ké hoach cho phu hop.




o Dam béq tinh ki luat trong viéc thwee hién cong viéc, tranh tri hoan,
.. ‘nwdc dén chan mai nhay’.

chda | Luu Y loai bd nhiing yéu to gay mat tap trung, sao nhang nhu

thiet bi dién tt, truyén tranh, mang xa hoi,...




Can cwr vao cac budc quan ly thdi gian, em hay giup ban K cé cach quan li thdi gian hiéu qua hon.

© Nam nay 1&n I6p 9, K c6 nhidu coéng viéc can phai thue hién nhw hoc tap dé :
chuan bi cho té6t nghiép trung hoc co s&, cac hoat ddng ngoai khoa, cau lac
bd,... Nhuwng K thudng khéng cé ké hoach cho cac viéc phai lam, c6 ban dén :
ra di choi 1a K di ludn. Budi téi, K thwdrng mai xem cac tran dau béng da hay :
chwong trinh ti vi nén khdng kip 1am hét bai tap. :

Xac dinh muc tiéu Ban K can 1ap danh sach nhirng viéc minh can

cac cong viéc h?an t’hanrj, xac_g"!nh thoi han cua moi cong Viéc,
. dat muwc do wu tién

Ban K thuwdng mai xem ti vi ma quén thdi gian thi can

Xay dwng ké hoach

lwa chon b[én phép, dé hoan thanh céng viéc phu hop, . "
nhu nhe bé me nhic nhé, dat chudng déng héd bao YA thwc hién cong
gi®, 1ap nhom hoc tap viec

Ban ciing can tap thoi quen ki luat, loai bd yéu td sao
nhang, cé thé dat ra nhirng hinh thirc “thuwong”, “phat”
cho ban than.

Thwe hién ké

hoach da dé ra




Can cwr vao cac budc quan ly théi gian, em hay giup ban H cé cach quan li thdi gian hiéu qua hon.

® Mac du da Ién ké hoach cbéng viéc va du dinh sé di ngd luc 10h téi hang
ngay nhwng H thwdng phai thire rat khuya méi hoan thanh dwoc hét cac céng
viéc. Khi hoc bai, ban thwdng sao nhang, luc thi ndi chuyén dién thoai véi ban
rat l1au, l4c thi xem mang xa hdi hodc choi cac thiét bi dién tir. Tinh trang nay
kéo dai khién ban thwéng bi thiéu ngl, mat tap trung trén I1&p hoc.

Ban H da c6 ké hoach va dy dinh di nga luc
10h t6i. Van dé cua ban la bi sao nhang, thiéu
tap trung

Xac dinh muc tiéu

cac cong viéc

Xay dwng ké hoach

Ban H can xéac dinh cu thé thdi han cho tirng céng viéc a9
cua minh va dat marc dé wu tién cho cac cong viéc. 02 thwc hién cong
Khéng 6m dém qua nhiéu viéc mot ltc, dan dén qua tai. viéc

Ban H can chon bién phap phu hop nhw hoc nhom,
nh® bd me nhac nh&, dat bao thirc, cé cac hinh thirc
thwdng phat

Thwe hién ké

hoach da dé ra




MOT SO KI NANG CAN THUWC HANH PE QUAN Li THO'I GIAN HIEU QUA:

o Xac dinh| muc tiéu cac cong viéc;

Lap danh sach cac cdng viéc can hoan thanh;

Xac dinh|thoi han hoan thanh céng viéc;

Lap ké hoach va dieu chinh ké hoach néu can thiét;

Sap xep £oéng viéc theo thir tw wu tién;




MOT SO KI NANG CAN THUWC HANH PE QUAN Li THO'I GIAN HIEU QUA:

e Sw dung|cac céng cu quan li th&i gian;

Tim kiém sw ho tro’ khi can thiet;

Tinh ki luat va théi quen tw giac, chu déng ¢ong viéc;
|

Tap trung cong viéc.




CACH QUAN LY THOl GIAN HIEU QUA

Xac dinh muc tiéu cac
cong viéc can hoan
thanh

Xay dwng ké hoach
thwc hién cong
viéc

Thwe hién ké
hoach da de ra

Xac dinh danh sach cac coéng viéc theo ngay, tuan,

thang
Xac dinh théi han hoan thanh va dat mire dé wu tién cho

moi cong Viéc

Phan bd th&i gian hop i cho cac cdng viéc

Lwa chon bién phap hoan thanh céng viéc phu hop
voi dac diém ban than

Piéu chinh ké hoach khi can thiét

Ki luat, tuan tha ké hoach, tranh tri hoan,
“‘nwéc dén chan méi nhay”; Loai bo nhirng
yéu to gay mat tap trung, sao nhang




LUYEN TAP

Cau 1. Em tan thanh/ khéng tan thanh vé&i nhivng quan diém

vé quan li thdi gian dwdi day? Giai thich vi sao.

a) Lam duwogc cang
nhiéu viéc cang tot
trong moét khoang thoi
glan ngan nhat.

b) Ludn danh thoi gian
cho nhirng viéc minh
muon lam.

c) Cha déng sap xép
cong viéc hop li va biét
minh can hoan thanh
nhirng cong Vviéc gi, co
bao nhiéu thoi gian.

Khéng dong tinh, vi: trwéng hop 1am nhiéu viéc trong
cung mét thdi gian, nhwng chat lwgng cac cong viéc

do khong tot, thi cling khédng dwoc coi la quan |i thdi

gian hiéu qua.

Khéng dong tinh, vi: quan li théi gian hiéu qué} la sap
xéep, st dung thoi gian hop li @& hoan thanh tot
nhirng cong viéc minh can lam.

Pong tinh, vi: viéc cha ddng sap xép céng viéc hop
li va biét minh can hoan thanh nhirng cong viéc g,
cO bao nhiéu thoi gian — do la mot bwdc quan trong
trong viéc thiét 1ap ké hoach thuc hién cdng viéc.



2. Em hay doc cau danh ngdn dwdi day va viét bai thuyét trinh vé sw can thiét cla
viéc quan li thoi gian hiéu qua.

Thoi gian I3 cudc song, vi thé ai l13ng phi thai gian I3
lang phi chinh cudc dai cua ho; ai Iam chu duoc thoi gian
thi Iam chu duvoc cudc song.

(Alan Lakein)




Cau 3. Em hay nhan xét cach quan li thdi gian clia cac ban dwdi day va tw van giup cac
ban cach lam hiéu qua hon.

'a) Ngoai viéc hoc tap cham chi dé dat danh hiéu Hoc sinh Gidi, N con dang ki tham
‘gia cau lac bd cau 16ng, ndu an, hoat ddng cong déng va ciing mudn tim hiéu vé
chwong trinh hwéng nghiép. Tham gia nhiéu hoat ddng nén N thwéng bi qua tai va
'khong biét phai Iam thé nao dé hoan thanh dwoc hét cac cong viéc.

+ Om dom nhiéu viéc cling mét Itc
+ Chuwa c6 ké hoach cbng viéc
'+ Khéng phan bo thdi gian cu thé

_____________________________________________________________________________________________________________________________________________________________________________

Dé quan li thdi gian hiéu qua hon, ban N can xac dinh ré muc tiéu coéng
'viéc cua minh, 1ap danh sach cdng viéc can hoan thanh, xac dinh thoi |
'han hoan thanh cua cac cdng viéc

_____________________________________________________________________________________________________________________________________________________________________________



Cau 3. Em hay nhan xét cach quan li thdi gian clia cac ban dwdi day va tw van giup cac
ban cach lam hiéu qua hon.

______________________________________________________________________________________________________________________________________________________________________________

‘M c6 thoi quen lam viéc ngau hirng, gap viéc gi lam viéc do nén
thwong khong hoan thanh bai tap trén I&p dang han.

______________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________

'+ Lam viéc ngau hirng.
+ Chwa c6 muc tiéu cac cdng viéc cu the, ré rang
'+ Chwa co ké hoach thoi gian cho cac cong viéc

_____________________________________________________________________________________________________________________________________________________________________________

Ban M can xac dinh rd muc tiéu cdng viéc, tir d6 1ap danh sach
‘nhtkng viéc minh can hoan thanh. D& dan diéu chinh thoi quen ngau
‘hirng, gap gi lam d6 ctiia minh, trong khi phan b thdi gian, sap xép
thd tw wu tién



4. Em hay liét ké nhirng ki nang quan li thoi gian va tw danh gia xem minh da thuc
hién dwoc nhirng ki nang nao, can thay dbi diéu gi theo bang goi y dwdi day:

Ki nang quan li
thoi gian

agvoaintem | /11111111 1111111111 117011111/

JETEEEEEE AT ATEHEEEEEEEEHARUERRRRRNNN

ba lam dwoc Chwa lam dwoc  Ké hoach thay ddi



Em hay st dung mot cudn sd dé ghi chép va thwe hién bang ké hoach quan li
thdi gian da lam & phan Kham pha. Sau méi tuan, hay danh gia va rat kinh
nghiém dé hoan thién trong nhiing tuan tiép theo va chia sé két qua vai cac ban
trong lop.
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