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VE JEFFREY J. FOX VA B) SACH “Bi QUYET"

Jeffrey J. Fox 1a nguoi sang 1ap, dong thoi 1a Giam ddc diéu hanh Tap
doan Fox & Company, mot hang tw van marketing hoat dong chu yéu
trong Iinh vire phat trién chién lvge marketing, thic diy d6i mdéi, dao
tao k¥ nang ban hang, xay dung thuwong hiéu, v.v... Ong da dugc Tap chi
Sales & Marketing Management va Hiép hdi chuyén gia Marketing My
cOng nhan 1a chuyén gia marketing hang dau. Ong ciing 1a chuyén gia
tw van rat thanh cong véi nhiéu thanh tyu xuit sic, 1a dién gia ndi ti€éng
va tac gia ciia mot sO bd sach bestsellers.

BO “Bi quyét” do Alpha Books xuit ban ma cac ban dang cAm trén tay
goém 7 cudn sach, k€t tinh tir nhitng thanh cdng tac gia dat dugce trong
nhiéu linh vye khdc nhau nhw ban hang, marketing, 1anh dao, v.v...
chinh 14 moét sy chia sé, twong trg cta 6ng déi véi nhitng ai mudén kham
phd va hoan thién ban than. Khéng nhidm dén doanh nghiép nhu cc
cudn sach cung thé loai khac, bd siach chu yé€u tap trung vao yéu td con
ngudi - té€ bao cia mei doanh nghiép. Con nguoi & day cé thé 1a con
ngudi néi chung - nhirng ngudi luon khao khat viron tdi dinh cao trong
nhiéu “san choi” (bé dat tGi dinh cao); 1a nhirng vng vién dang di tim
viéc (b€ ki€m dugc cong viéc trong mo), 1a nhirng nhan vién ban hang,
marketing - nhitng nguoi truce ti€p chiu trach nhiém vé doanh thu cia
doanh nghiép (P€ tré thanh siéu sao marketing, bé tréd thanh nhan vién
ban hang bac thay), 1a gidm doc, 6ng chi, ngudi quan ly — dau tau cia
moi t6 chite (P& trd thanh 6ng chu vi dai, D€ trd thanh CEO xuit sic),
hoac chi don gian la nhirng ngudi binh thwdng, tir lam chi ban than va

cong viéc kinh doanh ctia minh (bé ki€m duwgc bon tién).

Nham muc tiéu dua cdc tdc pham c6 gid tri dén vGi doc gia Viét Nam,
nhitng nguoi luon mong mudn trang bi cho minh hanh trang kién thic
chuyén moén dé thanh coéng hon trong sy nghiép, ti€p sau bd “Sach cho
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ngudi thanh dat” cua Richard Templar, Alpha Books Iwa chon dich va
xuit ban cac cudn siach hay nhat trong b sach “ Bi quyét” cia Jeffrey J.
Fox.

V&i nhitng 16i khuyén ngan gon, ré rang va suc tich, ching toi tin
rang, dOc gia sé gat hdi dugc nhiéu thanh c6ng va bai hoc bd ich tir 7

cudn sach nho nay.
Xin tran trong gidi thiéu vdi doc gia!
Ha Noi, ngay 01 thang 07 nam 2008

ALPHA BOOKS
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TAI SAO BAN NEN BOC CUON SACH NAY

Néu ban mua cu6n sach nay, ban la nguoi ¢é tham vong. Néu ai do
tang ban cudn siach nay, ho nghi ban 1a nguoi co tham vong. CO tham
vong hoan thién ban than, tré thanh mot nguoi co ich, lam nén nhirng
nét khdc biét, chuyén nghiép hon, thanh c6ng hon, hodc tré thanh tong
giam ddc diéu hanh (CEO) ciia mot t6 chire 1a diéu rat t6t. CEO 1a viét tat
cua tir Chief Executive Officer. CEO 1a nguoi chiu trach nhiém chién lwgc
vé van ménh va twong lai cta to chire. CEO ¢ thé 1a hiéu trudng, dai
tudng, gido chu, tng chi huy, nir hoang hay gidm ddc, v.v... Nhung du
duoc goi bang bat ky tuwde hiéu ndo, CEO trude hét van 1a 6ng chi. Néu
ban mudn tré thanh 6ng chi, cudn siach nay sé gilp ban.

Co vo s6 nhan td anh huwéng dén con duwong trd thanh CEO - thoi
quen lam viéc, van may, thoi co, dGi tha canh tranh, tinh cach, nguoi
ung ho, tai nang, hoan canh, v.v... Cuén sach nay sé gilp ban tao céc
thdi quen lam viéc tot hon, tdc ddng dén céc 1¢i th€ va thai co, vuot qua

d6i tha canh tranh va sir dung tai nang ctia minh that khoén ngoan.

bay 1a cudn sich vé nhirng 16i khuyén va goi y dyra trén thyce té€ cua
doanh nghiép va té chife. Chung khong nam trong bat ky chuong trinh
giang day MBA nao, rt sinh dong, thang thin, hoan toan khong mang
tinh phan xét, dé doc, dé hiéu va dé thyuc hién.

R4t nhiéu 10i goi y duoc viét dudi dang quy tic hay 16i day. Mac du
cudn sich duge viét nham muc dich gidp ban dat duge nhirng tién bo
trong cOng viéc, nhung ban van c¢d thé 4p dung chung trong cudc séng
hang ngay.

Cach chic chin nhit dé trd thanh chu tich hay CEO ciia mot tap
doan 12 mua mot doanh nghiép hoic bit ddu modt cong viée kinh doanh.
Néu ban ¢d ké hoach gay dung su nghiép trong moét tap doan 16n, cuén
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sdch nay sé giup ban. TAt nhién, néu ban muén tién xa hon bang cdch
giy dung mot doanh nghiép cua riéng minh, cudn sach nay van sé co
ich.
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LUON LAM NHING CONG VIEC CO LWO'NG CAO NHAT

Sau khi quyét dinh c6ng viéc mudn lam, du trong linh viee ngan
hang, quang cdo, san xuat hay bat ky linh vie nao, ban hay chon cong
ty tra lwvong cao nhat. Néu ban van chua quyét dinh sé theo dudi cong
viéc hay nganh nao, hiy dam nhan céng viéc mang lai cho ban nhiéu
tién nhat. Con néu ban dang lam viéc trong mot tip doan, hay ludn lya
chon nhirng diéu chuyén hay nhiém vu tra cho ban nhiéu tién nhat.

C6 mot sO 1y do cho thay ban nén lam viéc vi tién. Trude hét, moi 1gi
ich, bong 16c¢, tién thuwdng va cdc dot tang lwong vé sau déu dya trén
tién lwong hién tai ciia ban. Cac khoan phuy cip déu duge tinh theo phan
tram lrong. Do do, mic tdng 10% cua khoan lwong 22.000 d6 la sé cao
hon mirc ting 10% cua khoan lvong 20.000 do-la.

Thi¢ hai, ban cang dugce tra lwong cao, ban cang dugce ban giam ddc
cap cao chuy.

Thi¢ ba, ban cang dugce tra nhiéu tién, ban cang dugc trong dgi dong
gop nhiéu hon. biéu nay cé nghia la ban sé duge giao nhiéu trach
nhiém hon, nhiéu nhiém vy hon va giai quyét nhiéu van dé hon. Va co

hoi thé hién ban than chinh 14 16i madi goi dén thanh cdng.

Thi¥ tw, néu hai nguoi cung 14 trng vién cua mdt dgt thang ti€n cho
mot vi tri co mire lwong 50.000 d6-la, trong dd, mot ngudi co mire lvong
1a 30.000 do6-1a, con nguoi kia 1a 40.000 do-1a thi nguoi cd muce lwong
hién tai cao hon ludn gianh chién thing, khong can biét tai ning cta
nguoi do thé nao, mire d6 cOng hién ra sao, v.v... Cac tap doan ludn ap
dung nhirng cich lam don gian, va s€ don gian hon khi thang chirc cho
nguoi duge tra lwong cao hon 1a nguoi ¢cé6 mire lwong thap.
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Cudi cung, trong kinh doanh, tién bac 1a bang ghi diém. Ban cang
ki€m dwgc nhiéu tién, ban cang chirng t6 minh dang thye hién tot cong
viéc. That don gian, dang khong?
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NEN TiM KIEM NHZNG CONG VIEC BOC LAP

Cong viéc doc 1ap 1am ra tién cho tap doan. Cong viéc doc 1ap mang
lai tién bac hoac truec ti€p lién quan dén 10 14i.

Trong cdc tap doan, diém phan biét gitra cOng viéc theo nhédm va
cong viéc doc 1ap doi luc rat mo nhat, nhung cong viée doc 1ap mdi that
su 1a noi dé hanh dong.

Cac codng viéc ddc 1ap bao gém nhan vién ban hang, gidm déc ban
hang, gidm doc san pham, gidm ddc ké hoach, gidm ddc marketing,
quan ddc, gidm sat vién va téng giam ddéc. Cac cong viéc theo nhdm
gom luat su, nguoi lap k€ hoach, ngudi xir ly dir liéu, nha khoa hoc
nghién ciru va phat trién, nha quan tri moi linh vire. Cong viéc ddc lap
true ti€p giup cong ty thu hit va gitr chan khach hang. Con cac coéng
viéc theo nhom chinh théng gian ti€ép thu hut va giit chan khach hang.
Nhirng céng viéc khoéng tham gia vao viéc thu hut va gitr chan khach
hang déu la du thira.

Trong hau hét cdng ty, da phan moi nguoi déu lam trong linh vire
quan tri va ban hang. Nhitng nhan vién lam viéc trong linh vuc quan tri,
hanh chinh khong yé€u kém, cling khong phai thi€u tai nang. Tuy vay, ho

khong thudc d6i ngi tién phong. Cong ty khong phu thudc vao ho.

Chi tham gia vao céng viéc theo nhém néu nhw nd chi 1a tam thoi, 1a
mot bude dém va duge tra nhiéu tién hon.

Hay chic chin ban biét cong viéc theo nhdm va cong viée doc 1ap
trong cOng ty 1a gi. Hay chic chin rang ban da chon dugc cong viéc
phu hop.
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TU HOACH DINH SU’ NGHIEP

That ngac nhién khi van ¢4 rat nhiéu gidm ddc cho ring phong nhan
sy ¢6 bon phan tao dyng con duong sy nghiép cho ho. Ho tin twdng céc
cOng ty luén c6 ké hoach quan trong cho ho. Theo ho, viéc thang tién
duogc xac dinh truede & mot s loai cong viée nhu trong quan doi hay s&
canh sat. Mot giam ddc tré tham gia mot khda huén luyén co ban va
cong ty sé thang chitc cho anh ta.

Tuy nhién, thye té khong dién ra nhu vay.

Cac tap doan khong c6 ké hoach sy nghiép cho cdc gidm doc tuong
lai. Néu ho c¢6 ké hoach nay cho mét ai dd, diéu nay that dang ngo. Su
nghiép cuia ban phat trién cung trach nhiém ctia chinh ban, chir khéng
phai ctia ai khac. Ban phai bi€t minh mudn gi. Ban phai vach ra ké
hoach dé dat dugc nd. Ban phai xdc dinh cdc ky ning va kinh nghiém
can thiét dé dat tdi vi tri cao nhat trong c6ng ty. Trach nhiém ctia ban 1a
dat dugc nhirng kinh nghiém do.
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THU HUT VA GIO° CHAN KHACH HANG

Khéach hang 14 huyét mach cua bat ky cdng ty nao. TAt cd moi nguoi
déu hiéu ro diéu nay. TAt cA moi nguoi déu ndi: “Khach hang 1a thuong
dé€”, “Ching ta lam tat ca vi khach hang” va “Khach hang mdi 1a nguoi
chu that sy”. Tuy nhién, rt it nhan vién trong mot tap doan sin sang
lam bat ky viéc gi dé thé hién nhirng tuyén b6 nay. Thong thudong, mot
nha quan tri cd dia vi cang cao, nguoi do cang it giao thiép vdi khach
hang hién tai va khach hang tiém nang.

Cac nha quan tri tai t6 chire bd may, loai bé mot s vi tri va bao chira
cho tinh trang 16n x6n bing cdch ndi ho chi “cadch khach hang hai dén
ba cap”. That nham nhi! Khong thé cd rao can nao gitra cac thanh vién

trong cOng ty va khach hang.

Vay tai sao van cé qud it ngudi that sy 1am viéce dé thu hut va gitr
chan khach hang? B&i vi lam viéc véi khach hang khong don gian.
Khach hang loai trir ngusi ban hang, ho thwong lugng, dat ra cac yéu
cau khit khe, ky vong nhu cAu cua minh sé duge dap tng va cé thé
khong kién dinh. Hon nira, viéc xir Iy cdc nhiém vy hanh chinh dé dang
hon, khong lién quan dén ca nhan va la cong viéc an toan.

Ban phai lam viéc vGi khach hang hién tai va khach hang twong lai vi
ho 1a nguoi cung cap cac y tudng cho san pham mdéi va cac tinh ning
mdi. Ho cung c4p nhirng tin hiéu canh bao vé chit lwgng va tinh hop
thoi cia san pham. Ho biét dGi th canh tranh cta ban. Hiéu ro khach

hang tikc 1a hiéu roé twong lai ctia ban.

Khach hang la thugng d€ dich thyre. Va vi giam doc tuong lai hiéu tai
sao khach hang lai 1a “nguwoi tao ra vua”
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GIC* CO’ THE KHOE MANH

B0 ndo gildp ban lam ra tién, nhung co thé mang bd ndo cta ban.
Stre khde cang tot, ban cang c¢6 kha nang lam viéc lién tyc va hiéu qua.

C4 stte khoe t6t, ban sé ¢ thém nhitng 1gi thé khac. 90% nhirng
nguoi tréo 1én nic thang dia vi trong tap doan déu cd tinh trang sirc
khoe x4u. Ban c6 thé bit diu sém hon, it thuwdng xuyén dirng lai hon va

chay nudc rit dé két thic mdt ngay ctia minh.

Ban ciing sé ngd ngon hon. Ban sé tran day sinh lyc va it mét moi
hon. Tinh than ctia ban s& phan chin va ban sé khong chan nan. Ban sé
¢4 nang lwgng va dong Iye dé 1am nhitng cong viéc nhw hudn luyén vién
bong da, di xem kich hay lam tinh nguyén vién.
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HAY LAM MOT VIEC GI DO KHO KHAN VA BON BOC

Thye hanh déu dan mot viéc gi dé khé khan va mang tinh ¢4 nhan.
Hay 1am mot viéc gi dé ma ban biét rat it ngudi sdn sang lam. NO sé giup
ban tré nén déo dai, ty phat trién nhirng pham chit wu tu va sin sang
cho cudc chién kinh doanh.

Hay hoc dém dé 14y bang thiét k€ thoi trang, dic biét 1a vao mua
dong, khi tat ca moi nguoi da di ngu. Hoac chay duong dai vao sang

som (tranh chay b6 vao gig an trua véi mot ddm dong).

Ché cui, viét 1ach, lam vuon, doc tdc pham Vua Lear, hay bat ¢ viéc
gi ban c6 thé 1am mot minh.

T4t ca van dong vién vi dai va thanh c6ng déu nhé nhirng khoang
thoi gian dai vo tan khi 1am nhirng cong viéc cye nhoc ma hau nhw

khoéng dugce thudng cong. Chu tich cac tap doan ciing lam nhuw vay.
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DUNG BAO GIC® VIET MOT BAN GHI NHG' GAY KHO
CHIU

birng bao gio vi€t mdt ban ghi nhd chi trich, coi thwong, ha thap
pham gid hay lam t6n thuwong dong nghiép. Pirng bao gio viét mot ban
ghi nhé nhao bang, ha minh hay khong tr t€. Pirng bao gio giri mét ban
ghi nhé viét trong lic gian dir hay that vong.

Thé gidi kinh doanh rit nhé bé. Chiing ta duge thang chike, thay doi
cOng ty, thay d6i cong viéc, c6 nhitng nguwdi ban quyén lye va lam tat ca
moi diéu trén khip thé gidi trong suét 40-50 nam sy nghiép. Cac cong
ty sap nhap, mua lai va dugc mua lai. Ban ¢ thé tao ra ké thu & bat ¢
dau. Pirng bao gi¢ dua cho cong ty ddi thi cia ban mdt bang chiing t6é
cdo. Hay sir dung nang lugng cua ban vao nhitng viéc tich cyre.
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HAY SUY NGHT MOT GIO' MOI NGAY

Hay bo ra mot gio mdi ngay dé 1én ké hoach, dé wdc mo, suy nghi va
dy tinh. Hay xem xét lai cdc muc tiéu, cAn nhic cic lya chon, suy nghi
cac van dé, viét ra cac y tudng, luyén tap trong dau kich ban cho cac
cudc goi chao hang hay cdc cudc trién 1am 16n, vach ra cac phuong an
hoan thanh céng viéc.

Hay lam viéc nay moi ngay vao nhitng khoang thdi gian nhat dinh,
ngay tai ban lam viéc. Durng thyre hién no trong khi dang 13i xe, chay b0,
cao rau hay di tAm. Néu ban danh thdi gian suy nghi trong khi dang 1am

viéc, ban sé bi gidn doan.

Hay viét nhitng ghi nhé vao “cudn sé tay y tuéng” dac biét cia ban.
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LUON MANG THEO “CUGN SO TAY ¥ TUONG”

Hay mua mot cudn sO tay ma ban thich. CAt nd vao ngan kéo hay
trong cap tai liéu. Viét ra tat ca y twdng, k€ hoach, muyc tiéu va wdc mo

cua minh.

Hay str dung cudn s6 nay nhuv mot nguon danh sach “nhirng viéc
phai lam” hang ngay, hang tuan, hang thang, hang nim cta ban. Cac y
twdng hay thuong co thoi diém. Khi chung xuét hién, hay bi€n ching
thanh hanh dong thong qua danh sach “nhitng viéc phai lam” cua ban.
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DUNG TU TAP UONG RUGU

birng tu tap udng rrgu sau gio lam viéc. Viéc nay sé tiéu ton thoi
gian va tién bac. Hiy uéng vdi vg/chdéng hay mét ngudi ban cia ban.

birng udng vao bira an nhe. Tot hon la dirng an nhe. Hay choi bdng

quan hoac lam viéc.

Khi ban dang trén duong dén tham diy mot cudc hop ban hang, mot
budi hoi thao chuyén dé hay mot cudc hop ban gidm dfc, dirng dy tiéc
cocktail trude bira téi. Thay vi dd, hay chay bo hoic di boi. Hiy di tim

hoi va an toi.

birng bao gio uéng say véi bat ky ai lién quan téi cong ty cia ban.

P6 14 dau hiéu cua nhuge diém. NS chi ra tAng ban mat kiém soat.
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DUNG HUT THUGC

Hut thudc 14 gy anh huwdng xau cho nhitng nguoi xung quanh. Ban
sé khong gap may khi lam mét 1ong mot ngudi khong hut thude - nguoi
¢4 thé gitp dd hoac lam tén hai sy nghiép cuia ban. Tham chi, ngay ca
nhirng nguoi hit thudce cling khong thich khéi thudce va tan thude, cac
dau thudc va gat tan khong sach sé cting nhw mui ctia nhirng ngudi hut
thuoc.

Bén canh nhitng ly 1& quéd pho bi€n phan ddi viéc hut thudce, con ¢d
céc ly do cu thé khéc trong kinh doanh dé khong nén hut thudce 14. Hut
thudc 1ang phi thoi gian. Hut thudce 14 moét s thich ich ky. Pé ¢6 thé tién
xa hon trong doanh nghiép, ban phai nghi dén nhitrng nguoi khic, nghi
dén nhu cau va mong mudn cua ho chit khong phai ctia ban. Hit thu6e
gay tré ngai cho ban.

Nhitng ngusi hut thudce bi, hoac xem ra bi kiém soat. Nhirng nguoi
chién thing trong kinh doanh lu6n ty chu.

Hut xi-ga sé khong c6 van dé gi... n€u ban ¢ mot minh hoac véi ban
beé. Hut moét diéu xi-ga dit do trong tAm nhin ctia mot 1anh dao tap doan
la sai 1Am. Nguoi 1anh dao tap doan sé xem ban 1a mot nguoi khoa
treong, tiy xem minh 14 quan trong, hodc 1A ngudi ¢ qud nhiéu tién va
tiéu pha hoang phi. Néu 6ng chi moi ban mot di€u xi ga véi y tan
duong, hay cat nd di. Ban ¢4 1é van chua gianh dugce quyén hut mot

di€u xi-ga thang lgi.
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BO QUA MOI BUA TIEC NO'I CONG SO

Khong cd bira tiéc nao gidng bira tiéc & cong ty hay “bira tiéc noi
cong sG”. Cong ty khong phai 1a noi tu tap ban be, ma la noi lam viéc.
birng bao gi¢ tham dy moét bira tiéc noi coéng sé. Ban sé khong ton hai
gi khi khong tham dy. Nhung cling dirng 1am moi nguoi kho chiu bang
cach chi trich budi tiéc hay cong khai y dinh ctia ban. Chi don gian 1a
dung tham dy. Hay dwa ra moét ly do lich s

birng bao gio tham gia mét budi pic-nic cia coéng ty néu ban khong
thé duwa vg/chdng ctia ban di cung. PO that sy 1a mot van dé. Ban tham
gia d6ng nghia véi viéc ban co nguy co vuedng vao nhirng viéc 1am
khong t6t cung nhirng ngudi khac.

Néu quy tic bat thanh van 1 “ban phai tham dy hoic sé cd 16i néu
khong tham dy” thi hay di. Nhung chi nén u6ng soda. burng tham du
qua 45 phut. CAm on tha tredng vi da moi ban va ra vé. Néu mot ai do
hoi ban dinh di dau, hily ndi vdi ho ring ban chuén bi di gap vo/chéng,
cha me, vg chwa cudi, bac sy, thiay day nhac hoac nguoi day kém cta
ban.

Néu cac budi tiéc ban cho 1a vui vé, hily tham dyu cung nhitng nguoi

ban cua minh.
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THU SAU LA NGAY “DAO NAY BAN THE NAO?”

Vao tat ca cac ngay thi sdu, hdy moi mot trong nhirng ngudi ma ban
cAn ra ngoai an truwa va hoi: “Dao nay anh thé nao?” Théng thuong, day
la nhirng nguoi khong thudéc phong ban ctuia ban. Ho 1a banh rang quan
trong trong mot ddéng co, 1a ngudi giup ban hoan thanh cong viéc. Néu
ban & b6 phan ban hang, ngudi ban maoi ¢o thé 1a trg ly cua gidm déc
ban hang, hoac 1a ngudi phan bo cac chi tiéu hay nguoi dinh gid san
pham. Néu ban & b phan marketing, nguoi ban moi sé 1a mot ai do
thudc bd phan san xuit, bd phan R&D hoac bat ky bd phan nao khac.
Néu ban thudc bat ky bé phan nao, ban sé luén madi duge ai do.

Néu ban khong biét ai 1a nguwdi minh cin, hiy tim ho. Doanh nghiép
gi6éng modt ¢d mdy, moi bd phan can phai hoat dong va can dugc boi
tron. Hay tim ra ngudi ma ban can, bat ké ho co dia vi thap trong to

chitc, va hiy dé ho biét ring ban can va tran trong ho.

Hang thang, hay tao mét lién minh tét trong cong ty.
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TAO LIEN MINH V(1 CAP DUG1 CUA DONG NGHIEP
NGANG CAP

bong nghiép ngang cip 1a déi thi cho chire vy k€ tiép cia ban. Do
vay, su ung ho tir phia dong doi cuia dGi thi danh cho ban rat quan
trong. Sy ung hd cua ho sé€ giup ban hoan thanh céng viéc, cho du cac
dong nghiép ngang cap vo tinh hay ¢ y qua mat ban. Néu déng nghiép
ngang cip noi tot vé ban, cap dudi ciia nguoi do sé cam thiy hai long vi
ho ciing nghi vé ban nhw vay. Con néu dong nghiép ngang c4p ndi xau
ban, cap dudi ciia nguoi do sé nghi ngo nguoi do, hoac khong dé y
nhiéu dén ngudi do vi ho da nghi tot vé ban.
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HAY TIM HIEU TEN CUA MOI NGU'OY

VGi hau hét moi ngudi, khdong cé diéu gi tuyét voi hon khi tén ciia ho
duge ghi nhG va phat Am chinh xdc. Hay tim hi€u tén diy du cia moi
nguoi, tim hiéu xem ho 1am cong viéc gi va tai sao cong viéc cua ho lai
quan trong. Néu ban chan thanh tim hi€u va thé hién véi moi ngudsi 1a
ban biét nhirng diéu dd, ban sé thanh cong.

M6t phuong phap rat hiéu qua 1a dua khach (co thé 1a khach hang,
ng vién xin viéc, ban bé) dén tham quan van phong lam viéc hoac nha
mady. GiGi thiéu ho véi moi ngudi va noi véi ho rang, tat cd moi nguoi

déu rat quan trong doéi véGi tap doan.

bong nghiép cia ban sé tran trong, biét on va hanh dién vi ban da
danh cong sitc dé nhan ra nang lyc cta ho, danh gid cao ban than ho
cling nhu cong viéc cua ho.
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T0 CHUC CAC CUQC VIENG THAM “BIEU DUONG
THANH TiCH”

Thinh thoang ban c¢6 thé dwa nguoi ¢ dia vi cao nhat trong t6 chire
di viéng tham phong ban cua ban. Trudce cac cudc viéng tham, hay viét
ra mot tAm thé nho vé tirng nhan vién trong phong. Trén moéi tAm thé,
vi€t moOt hoac hai dong vé thanh tich hoic déng gép ciia mdi nhan vién
cho t6 chie hay ca nhan. Str dung nhitng tam thé nhw 1 “thé ggi y” cho
ngusi dirng dau dé ho ¢ thé dich thin cam on va biéu duong tirng
nguoi.

TAt cd moi ngudi déu gianh chién thing trong chuyén viéng tham
“biéu dwong thanh tich” nay. Nguoi ding dau sé rat vui mirng tredge y
ki€n phan hoi tich cyce ty nhién tir phia nhan vién cta ban, va ho sé ¢d
duge nhiéu théng tin hon. Nhan vién ctia ban sé rat thich dugc thira
nhan va sé thay dugc dong vién nhiéu hon khi biét minh dwge tran
trong. Ban sé thay rat tuyét. Nhitng di€ém tich cyre ciia nhin vién sé 1a
thanh qua cua ban.

birng dé cho bat ky ngudi nao trong cong ty biét ban 1am viéc nay.
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THUC HIEN CONG VIEC THEM MOT LAN NOA

Ted Williams va Joe DiMaggio - hai trong s6 nhitng tay ghi diém vi
dai nhat trong lich sit béng chay - moi nguoi déu tap luyén cdc cd danh
nhiéu hon tat ca déng doi cua ho cOng lai. Alexander Graham Bell phai
mat hon mét nghin 1an thi¥ nghiém dé tao ra mdt mau dién thoai co thé
ton tai trén thuwong truong.

Syt khac biét gitra nguwoi thanh cong va nguwoi hang trung chi tinh
bang centimet. Ngudi ban hang thyre hién thém mot cudc goi chao
hang, nguoi viét bai quang cdo thyre hién thém mot ban phac thao,
ngudi thg méc dong dinh thém madt cai bang, nhan vién nghién ciru thi
truong thye hién thém mot cudc phong van - ho dang tré thanh nhirng
ngusi gioi nhAt.
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DEN SGM 45 PHUT, VE MUON 15 PHUT

Néu ban dy dinh tré thanh nguoi dan diu trong tap doan, hiy bt
dau bang cich trd thanh ngudi dan dau trong cong viéc. Nhitng ngudi
di lam mudn khong thich c6ng viéce cta ho... it nhat 1a trong suy nghi
cua ban quan tri cap cao. Nguoi ta khong dén mudn 12 phut khi di xem
phim. bi lam sém luén dem lai cho ban mét 1¢i thé tam 1y so véi nhitng
ngudi khac trong cong ty.

birng & lai van phong dén tan 10 gio t6i. Lam nhw vay 1a ban dang
thé hién minh khong theo kip ti€n d6 cong viéc hodc cé cude séng
riéng tv nghéo nan. Thay vao dd, hay ra vé muon hon 15 phit. Khoang
thoi gian dé du dé ban t6 chife cOng viéc cho ngay ti€p theo va don dep
ban lam viéc cuia minh. Ban sé ra vé mudn hon 95% nhan vién trong

cong ty, nhw vay ban sé ludn gitr duge tiéng 1a mdt nhan vién cham chi.

Trong nghé nghiép, c¢6 rat nhiéu tinh huéng nhw cac lich bay, cudc
hop ban hang, budi tong két cuGi nam, v.v... sé khién ban vé muodn. Hay

danh thém thdi gian cho gia dinh.

Cong 45 phut di sém va 15 phut vé mudn bing 1 gio mobi ngay, hay
250 gio moOi nam hoac 31 ngay. Ban ¢4 thé ti€én nhanh tdi vi tri dAn dau

bang cdch lam viéc thém mdt thang méi nam.
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DUNG MANG VIEC VE NHA

HAy danh thoi gian & nha dé 13ng nghe cdc thanh vién trong gia
dinh, nghién citu, 1én ké hoach, mé roéng nhirng diéu minh quan tam va
cham séc gia dinh. Thuwong xuyén phai mang viéc vé nha, chirng t6 ban:
(a) khong quan ly thoi gian hop ly; (b) ban mét mai; (c) ban dang 1ang phi
thoi gian nghi ngoi quy bau ctia minh; va (d) tit ca nhitng diéu trén.

Mot gidm d6c quang cdo rat gioi va rat ban ron ludn mang hang tan
cOng viéc vé nha. Ptra con gdi nho tudi ciia ¢6 ngay tho hai: “Me, ¢d
phai me lam cham hon nhitng ngudi khac khong?”

Cac giam ddc thwong mién cudng mang viéc vé nha. Nhung ngoai
viéc doc cac ban ghi nhé khdéng quan trong va cac ban bdo cao thang,
ban s& khong thé that sy hoan tit cong viéc nao. Cap trén ctia ban cd
thé khong biét ban mang viéc vé nha va quyét dinh giao cho ban nhiéu
du an va trdch nhiém hon. vVa dé 1a mot diéu tot.
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PUQ'C MO'T VAO “VONG TRON THAN TN

O c4p cao trong moi tap doan, luén cé modt cosa nostra, mot gia dinh
nodi bo dac biét. Pay 1a nhém dwa ra quyét dinh cudi cung ai sé trg thanh
CEO va sé giir chirc trong bao lau. Ban phai dugc mdi vao nhdm than tin
nay. Ban khong thé ci¥ don gian tién vao hoac tim cich tién vao bing
nhirng dong gép ndi bat cliia minh. Ban phai ¢é nhitng thit khic ngoai
tai ndng. Ban phai gianh dugc nhirng kha nang twong tyr dic trung cho

vong tron than tin nay.

Nhirng dic diém nay thudng khic nhau & moi tap doan. G mot s tap
doan, tat ca nhirng nguoi ditng dau trude do déu 1a nhan vién ban hang,
hodc déu lam viéc & cac bo phan duge hudng dac quyén dac 1gi, hoac
ho 1a ngudi Do Thai hay Boston Brahmin, hoac la thanh vién ctia nhém

sang lap.

Hay tim ra ngusi ¢ trong vong tron than tin. Hay tim hiéu tai sao ho
lai & d6. Can nhic nhitng phAm chAit can thiét. Néu khong thé dat dugc
cic pham chat can thi€t, hay phan dodn xem liéu ho ¢ thé dua ngusi &
ngoai vao khong (ho thuong lam thé). Néu ban khong thé duge moi vao
vong tron than tin, hay tim dén mot tap doan khac, noi ma ban ¢ thé
dat dugc diéu nay.

Néu tat ca nha quan tri c4p cao cia ngan hang déu la cyu vién chire
4 bo phan cho vay, ban phai dadm bao phuc vu mot thoi gian trong bd
phan cho vay. Néu moi nguoi trong ban diéu hanh déu 1a ky sw, t6t nhat
ban nén 1a mét ky sw. Néu nhirng ngudi ditng dau tirng 14 nhan vién ban

hang, t6t nhat ban nén 1a mdt nhan vién ban hang.

Néu ban ¢4 thé tré thanh CEO cua mot tAp doan ma khong phai do
duge moi vao, ban sé khong thé ton tai lAu dai. Ban sé bi “d4” ra ngoai
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trong vong 3-5 nam bGi nhitng nguoi quyén Iyc khic, bsi mot ¢6 dong
16n hoac phe chi€m wu thé ctia hoi ddng quan tri.
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KHI DI CONG TAC, HAY TRANH CAP TREN

HAu hét moi nguoi déu cd ging leo 1én vi tri cao trong tap doan
bang cdch nam 14y co hdi dugce di cOng tac vdi cdc nhi quan tri cip cao
cua cong ty. Ho nghi viéc thét dai chu tich, tong gidam ddc hay bat ky
nguoi nao nhan dip dy 4&n méi nhat ctia ho thanh cdéng va chiing minh
ho théng minh dén mitc nao 1a con duong dat dén dinh cao. Pirng lam
nhu vay. Cac nha quan tri cap cao tai gidi danh gia dya trén két qua chir
khoéng phai qua cac cudéc dam luan khén khéo. Thém nira, ho cling luoén
ban rdn, va trir khi ban dang thuc hién mot trong nhirng dy an cua ho,
sau 10 phut, ho mu6n dung thoi gian cia ho vao bat ky viéc gi khac
nhung khong phai danh cho ban.

Ban nén danh thoi gian di cong tdc cia minh vao cong viéc. Thoi
gian ngoi trén may bay la thoi gian 1am viéc, vi thé hiy di mdt minh.
Néu ban di cung v&i mdt nha quan tri cap cao cua tap doan va danh
toan b6 thoi gian dé l1am viéc (ban phai lam thé), vi quan tri cap cao do
¢4 thé nghi ban dang lam viéc vi 1gi ich cua ho. Hoic té hon, néu ho ngu
hay doc tap chi hang khong, ho sé cam thiy khong thodi mai vi sy cham
chi cua ban. Néu ban phai bay cung chuyén vdi ho, hay ngdi & khoang

khac.

Thoi gian & khach san cling 1a thoi gian lam viéc. Néu ban di cung
vOi cap trén, ho ¢ thé sé cam thdy guong ép khi moi ban an t6i. Néu ho
khong maoi, ban sé cAm th4y bi xic pham. Va du thé ndo, ban van lang
phi thoi gian lam viéc quy gia.
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DUNG B(A TRONG PHONG KHACH SAN

Vi ban di du lich mét minh va vi ban danh ca ngay lam viéc véi khach
hang hay thyre hién cdc thuwong vu khac cuaa cong ty, ban nén co nhirng
budi téi ranh roi. (Néu ban dam phan kinh doanh trong bira t6i, phai
dam bao ban hoan thanh mét vai thuong vu. bat ra muc tiéu trong bira
t6i va hoan thanh nd). Danh nhirng budi t6i xa nha, xa gia dinh va ban
be dé lam viéc. Hay dung bira tdi trong phong. Hoan tat cic cong viéc.
Hoan thanh cdc ban bao cdo, doc cdc tai liéu nghién citu, viét cac ban
ghi nhd, kiém tra thw dién tr, hoan tat cdc khoan chi phi.

An t6i trong phong sé ti€t kiém thoi gian va tién bac. N6 cing ¢6 ca
tinh ctia ban. N6 kéo dai ngay lam viéc va m¢& rong van phong cua ban.
Hay trai cdc dy 4n cua ban ra, ma tivi xem mot tran ddu bong hay mot
b6 phim, goi mdt chai Beaulieu Vineyard cho bira tGi va hoan thanh mot

vai cong viéc.

HAy dung bira sang trong phong. Sip x€p thoi gian phuc vy chinh
xac. Thite diy sém, tap thé duc, thay dé va bat dau lam viéc. Pirng lang
phi thoi gian vao bira diém tAm vdi ca tram thuwong nhan. Pirng doc bao
chi dia phwong. Néu ban dang ¢ bo bién phia tiy, hay goi cho b bién
phia dong. Lén k€ hoach cho ngay lam viéc. bat ra cac muc tiéu hang
ngay. Viét thu dién tir. Hiy hoan thanh mot vai cong viéc.

Néu ban ¢6 mot cudc hop vao bira sang (va day 1a nhitng cudc hop
tuyét voi), hay dat ra muc tiéu va nhitng van dé phai ban bac va lam viéc

dé hoan thanh no.
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TREN MAY BAY, DUNG BOC SACH, MA HAY LAM VIEC

bi mdy bay khong dé chiu chuit ndo: dong dic, gidn doan va voi va.
Tuy nhién, sé khong co ai goi dién thoai 1am phién ban. Hay 1én ké
hoach cho cong viéc theo thoi gian bay. Hay 1am mot cong viéc dé quan
ly. Mang theo mot cdi dap ghim, mét phong bi 16n dan sin tem dé gui
két qua cong viéc vé van phong. Mang theo vai chi€c phong bi va tem
dé sap x€p cdc ghi chu viét tay ti€p theo. Trén mdi chuyén di, hay dé ra

moOt muc tiéu cong viée cu thé.
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HAY LUU GIT “HO SO CA NHAN”

Hay kiém modt cudn s6 dia chi tién 1gi hodc mot chiée may tinh xach
tay. Ngay tir ngay dau tién di lam, hay luu gitr tAp ho so vé tat ca nhirng
ngudi ma ban gap hay lam viéc cung va tién hanh tim hiéu. Hay dam
bao ghi chu vao cu6n s6 nhirng gi ho lam: thanh vién méi cia ban quan
ly, quan tri thwong hiéu, nguoi cung cap dich vu in 4n, nguoi lam nghé
viét ty do. Hay dung but chi dé ghi chép vi moi nguoi thuong xuyén
thay doi cong viéc va sé dién thoai.

CU sau thang mot 1an, hily giri mot 14 thu ngdn cho nhitng ngudi ma
ban khong thuwong xuyén gap: ban hoc, dong nghiép ci, v.v... Ludn xin
danh thiép cua moi nguoi, va chic chin ho ciing sé xin danh thi€p cua
ban. Gio day, ban di ¢ hd so ctia ho. Lwu gitt mot ban sao “ho so ca
nhan” ¢ noi an toan. Hay str dung ho so nay trong sudt s nghiép cua

ban.

Thye hién hanh dong “lién két con ngudi” don gian nay. Sé khong c6
nguoi nao thue hién theo cach hoan toan twong ty nhw vay. Hiy dau tu
Vao con nguai.

https://thuviensach.vn



GU'I THU VIET TAY

Phuong tién lién lac dai chung dang tran ngap: thw fax, thu dién tir,
thw rdc, thu thoai, cdc loai mdy nhén tin, PIN, ATM, céc ctra 6 to noi, cac
cudc goi bdo thite s6 hda, thiép chic mirng in san, v.v...

Cac 14 thu viét tay thuong gay 4n twgng. Chung 1a loai digitalis cho
thé gidi ky thuat s6. Chung sé lam ban noi bat, chiing to ban 14 mot
nguoi cé phong cach va pham chit. Ching mang tinh ca nhan, lich 1am

va khong bao gio mat phong céach.

CO vo sO dip dé gtri mot bire thu tay: thu cam on, thu ca nggi, thw
chic murng, thw chia budn... cho thong tin cia ban, suy nghi ma ban
mudn biét, sy hién dién cuia ban that tuyét voi, mon ra-gu ctia ban tuyét
nhat thé gidi.

bén mot ctra hang van phong pham tét. bat mua mét hop thiép va
phong bi dac biét... ¢o tén cua ban do. Gitr chi€c hop trong ngan ban va

mang theo mat it trong cap.

GUri mot bire thu tay moi tuan dé bat dau.
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DUNG SUONG SA VG1 CAP TREN

Ban va cip trén ctia ban la nhirng ngudi cung c6ng tac kinh doanh
chit khéng phai ban bé. Can phai ¢é mét ranh giGi nhat dinh gitra ban va
ho. blrng vuot qua ranh giGi do va tré nén sudng si. Ban ciing dirng dé
cap trén vugt qua nd. Rat nhiéu ngudi nghi rang tré thanh ban be véi
nha quan tri c4p cao 1a thong minh, va ho ¢ thyce hién bang duge. Ho
sap dat cac cudc gap g, tim kiém co hdi maoi cap trén dén dy cic bubi
tiéc, gia nhap cac cau lac b qudc gia, v.v... Piéu nay khong phai 1a nén
tang cho mot sy nghiép thanh coéng. N6 1A mot hanh dong thay thé cho

tai nang. va nd 10 liéu.

Tim hiéu that k§ cip trén cua ban va cip trén cua ho. NAm dugc cdc
van dén nan giai, k€ hoach, tinh cich, phong cach riéng, diém manh,
diém yéu va tat ca cic van dé khac cua ho. Ludn san sang giip dd ho, ca
trong cong viéc 1an nhirng vin dé riéng tw. Nhung hay dirng lai truée
ranh giGi ban bé. Ban ¢6 thé tré thanh ban be cuia ho khi ban 1am viéc

trong mot cong ty khac.

Lam diéu twong ty vGi cdp dudi ctiia ban.
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DUNG CHE GIAU MOT “CON VoI”

Cac van dé 16n luén néi cdm. Néu chiing bi che gifu, thAm chi khéng
chu y, hau qua tiéu cye ludn té hai hon. “Nhitng nguoi che gidu” ludén
chudc hoa vao than, bat ké 1a tong pham. “Nhirng ngudi phat hién” luén
an toan, bat ké 1a dong 16a. Khi ban phat hién mdt van dé, mot nguoi
ngu ng6c, mot tinh trang hon loan, va nd rit quan trong, hay bao cho
cdc giam sat vién va dong nghiép cua ban biét ngay. Néu khong, ban sé

lam van dé tré nén nghiém trong hon.

Ban co thé bi€én mot vaAn dé nghiém trong thanh moét co hoi téa sang.
Xac dinh va giai thich van dé that cin than. Pra ra danh gid vé nhirng
nguy co tiém an. Mo ta cdc vién canh cd thé xay ra. Pé xuit mot so giai
phdp. Yéu cau dugc gitp d&. biéu nay rat quan trong. Va viéc khing
dinh ban nhu mot nguwoi bao cdo ddc lap, tir chu cling vo cung quan
trong. M6 ta van dé va xir ly nd nhu thé ban khong ¢d lién quan gi trude

dé. G& bo cdc vuedng mic.

Vu Watergate va cac vu pha san doanh nghiép gay sirng s6t 1a nhirng
“con voi” kinh dién, cé vé dugce che gidu ky cang, nhwng thuye té da vuot
khoi tam ki€ém soat va gay ra nhirng két qua tai hai. Moi “con voi” dugce
ting tredng bang hooc-mon cua sy hoang loan va ddi tra. Cidc nha quan
ly khiing hoang giéng nhw nhirng dira bé dang c¢6 gang ciru 1au dai cat
khoi thay triéu cudn tréi. Tuy nhién, hay lvu y cach Téng théng John F.
Kennedy dan xép vu that bai Vinh Pigs cua 6ng. Ong phu dau, cong khai
trén truyén hinh: “P4 14 16i cta t6i, ching ta da bé 18 nd, con ciu hai gi
nira khong?”, Kennedy cang noéi bat, vo sy, va thue té 1a cang virng vang
hon.
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HAY THU'C THI Y TUGNG

Hay tv thang tién trong cong ty. Lam viéc ndy bang cidch tham gia
thye hién cdc dy 4n trong tAm mat cip trén hoic cic dy an duge cap
trén dac biét quan tam. Hay héi moi ngudi nhitng van dé 16n 1a gi roi
suy nghi vé ching, dua ra giai phap, kiém nghiém gidi phap, viét mot
bai bdo cdo vé cdc dé xuit va sip xép hop ly cic y tudng.

birng ndi vé viéc ban gidi dén mirc nao. Hiy chirng minh né bing
hanh dong, 1ap di 1ap lai nhw viy. Hay ludn nhd ring 10i ndi thi ré tién,
hanh dong mdi dang quy.

Gido su Ted Levitt, treong Pai hoc Kinh doanh Harvard, viét: “Tinh
sang tao ma khong thuece thi 1a vo trach nhiém.” Cac y tudng s€ khong la
gi néu khong duge thye hién.

C4 qua it ngudoi trong cac tap doan that sy thye thi cac y twdng dén
noi khi mot nguoi thue hién 14 ¢ thé nhan thay ngay va thuong duoc
yéu ciu thye hién nhiéu hon.

Chon vi tri dé téa sang. Cac budi trinh bay véi ban quan tri cap cao,
huwdng dan cho mot 16p huin luyén va thuyét trinh truede doi ngi ban
hang 14 nhitng noi dé nhan thay nhAt. Hay tim kiém ching, va 1am viéc
hét minh dé chuin bi c4c budi trinh bay xuit sic.
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LUON DI NGHI

Nha quan tri khoe khoang ring minh khong bao gi& di nghi 12 mot
nguoi khong thong minh hoac 14 mot giam ddc dang thwong. Ban phai
¢4 kha nang thiét 1ap phong ban, cong viéc hoac linh vye ban chiu trach
nhiém dé né cd thé hoat dong sudn sé khi khong c¢b ban. Néu khong,
ban sé khong thé di gap khach hang.

C6 vai ly do nghé nghiép dé di nghi. Néu di nghi & mot dia diém tot,
ban sé tang co hdi gap g& nhitng ngudi ¢ tiém nang giup dd ban. PO
cling la dip dé quan sat phong cach s6ng khac, nhirng mét thgi trang va
xu huédng mdéi, nhirng cach thirc kinh doanh khac nhau va nhd d6, mé
rong tam nhin cua ban. DS 1a thoi gian dé viét sach, tap chup anh hoac
th(r nhirng mén an mdi la. PO 1a thoi gian dé€ suy nghi va 1én ké hoach.
Va, khong quan trong, mot ky nghi da 1én ké hoach budc ban phai lam

viéc cat lyce trude khi di va hoan tat nhiéu cong viéc.

Lu6n 1én k& hoach trude cho cdc ky nghi. Sap dat cdc ngay nghi
dong truede mot nam. Thong bao cho cip trén biét trude thoi gian.
birng bao gio huy bo. birng dé lai s6 dién thoai. Hay thiyre nghiém va di
dén cdc dia diém khac nhau. Hay lu6n di nghi.
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n /4 n /4 n n\ n n A
LUON NOI “VANG™ VO'l YEU CAU CUA CAP TREN
Cac cudn siach vé quan ly thdi gian sé ndi diéu nay 1a sai, ring noi
“vang” sé lam giam khA nang kiém sodt thdi gian ctia ban. Nhung hay
luon ndi: “Toi ¢ thé thye hién viée d6” khi nguoi ding dau yéu cau,
cho du 6ng ta yéu cau ban di twdi cay ¢ hanh lang.

Hay 1ing nghe c4n than yéu cAu. Cap trén cd thé ggi y mot giai phap
chit khong néi ré van dé c6t 16i. Tuy nhién, diéu 6ng ta that sy mudn la
van dé dugce giai quyét. Hay danh gid giai phdp cua cip trén xem no cd
phu hgp vdi yéu ciu hay khong. Néu khong, hay dé xuat moét giai phap
khac va hoan thanh céng viéc trén thye té.

Du yéu ciu la gi, hiy mang lai cho c4p trén nhiéu hon nhirng gi 6ng
ta mudn, sém hon mong dgi, va véi phong cdch déi méi ¢4 nhan cua

riéng ban.

Nguoi hoan thanh céng viéc 1a nguoi ludén cé dwge nhitng cong viéc

hang dau.
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DUNG BAO GIC* LAM CAP TREN NGAC NHIEN

C4p trén khong thich sy ngac nhién. Ho da ¢4 da nhirng diéu chua
biét tir moi treong kinh doanh, tir cdc giam sat vién, cac doi thi xao
quyét va cap dudi ctiia ho. Ho khong can nhitng diéu giy ngac nhién tir
ban - du t6t hay x4u. Ho muédn dugce thdéng bao. Ho mudn ¢ kha nang
tra 16i cau hoi tir cap trén cua ho vé tinh trang dy an, ti€n trién cia
cudc khiing hoang mdai nhat va moi cau hoi khac. Cap trén cia ban
mudn to ra 14 ngudi ¢ kha nang kiém soat, dAn dau moi viéc. S& 14 mot
sy khiém nha ddi vGi cap trén, va véi té chire, néu ban che gidu thong
tin trudc cap trén.

Néu ban lam c4p trén ngac nhién, 6ng ta sé bat dau khong tin twdng
ban. Ban phai ¢é dugce 10ng tin cta cap trén. Du tét hay x4u, ho thuong
¢6 anh hudng nhat téi sy nghiép bude dau cua ban.

Cap trén thuong dugce thong bao nhiéu hon vé cac sy kién cia cong
ty khong lién quan dén ban. MOt su ngac nhién, cho du véi muc dich
tot, khi xay ra cung lic véi mot sy kién toi té ¢d thé 1a mot tai hoa.

Hay dat minh vao vi tri cia c4p trén. Khong cé mdt sy ngac nhién

nao hét.
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HAY LAM HAI LONG CAP TREN, VA LAM CAP TREN CUA
HO HAI LONG HON

bé dugce thang ti€n that s, cAn cé mdt chd khuyét trén thang dia vi.
Co hoi tot nhat ctia ban 14 k€ nhiém c4p trén. Nhung ho lai khong thé
thang ti€n trir khi c6 ai d6 thay thé ho. Hay lam ho hai long, tin dung co
hoi thang ti€n, va vi ban l1am ho hai l1ong nén ho sé mudn ban & gan. Va

Iuc nay, ban da dugce thang tién.

C4p trén cia ban khong thé thang chife cho ban khi khong duge cap
trén cua ho tan thanh. Néu ban 1am cho cip trén ctia ho cam thay hai
long hon, toan bo qua trinh thang ti€n ctia ban sé dugc thuan 1gi. Cap
trén ctia ho ludn 1a chiéce chia khéa cta van dé. Ho thwdng quan tim va
anh hwdng nhiéu hon dén sy nghiép cua ban so véi cap trén trye tiép
cua ban. biéu nay hoan toan diing néu cip trén ctia ban khong thang

ti€én hoac diéu chuyén cong téc.

Hay lam cho nhitng ngudi ndy cAm thay hai 1ong bing cich doan
trude cac nhu cAu va van dé cua ho, va bang cdch 1am thém cong viéc
can thiét dé ¢4 cau tra 1oi. Hay luén thong bao cho ho moi viéc, luén
hoan thanh céng viéc trudce thoi han, luén lam thém mot chut nira. Hay
quan sat cong viéc ctia ho, gitp dd ho bing cdch thuc hién cic dy an va
dua ra cac dé xuit nhu thé ban dang & vi tri cia ho. birng dé ho mic sai
lam.
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DUNG BAO GIO’ DE MOT CAP TREN GIOI MAC SAI LAM

M6t trong nhirng diéu t6t nhat cé thé xay dén vdi ban, giup ban
cung ¢ vi thé ctia minh trong mét tap doan la lam viéc cho moét cap
trén gioi. Mot cap trén gioi dao tao ban dé k€ nhiém vi tri ctia ho, va khi
ho dugce thang cap, ban ¢d co hoi phat trién.

burng dé cap trén gidi mic nhirng sai 1Am cd thé 1am tén hai dén qua
trinh thang tién cta ho, bdi nd cling sé ton hai true tiép dén co hoi
thing tién cua ban. Pirng dé c4p trén gidi mac sai 1Am dan dén viéc gay
ton hai cho cong ty, bdi diéu d6 khi€n cong ty kho hung thinh hon...
Cong ty cang hoat dong t6t, sé cang sin ¢ cdc ngudn danh cho khen
thudng.

Néu cap trén can thém nhiéu sy kién dé ra quyét dinh, hiy phu giup
ho. Néu ho chwa chuan bi cho mét cudc hop, hdly cung cap cho ho tai
liéu vé cudc hop. Néu ho cd mot budi thuyét trinh khong tét, hay giup
ho.

birng tu gin nhirng sai 1am tiém niang vdi cap trén. bung ndi:
“Ong/ba dang pham sai 1am”, hay “Trong ban bdo cdo ctia 6ng/ba cd
mot chd sai”. Hay xir Iy viéc tranh sai IAm nhuw sau: “Mary, hinh nhu cé
van dé trong ngan sach nay. CO vé nhu cac con s6 chi phi nay khong
chinh x4c. Néu ching ta chi mic 10 d6-1la cho mdi gio thay vi 8 do-la,

ching ta sé ¢6 mot ngan sach thyuce té€ hon.”

Hé qua: Hay ndi vdi nhirng ngudi lam viéc cho ban - trong hay ngoai
t6 chife - rang ho dirng bao gio dé ban mac sai 1am. Hay chic chin cip
trén cta ban biét ban cé nguyén tic nay.
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DEN THU VIEN MOI THANG MOT NGAY

RGi van phong 1am viéc va danh moi thiang mot ngay, hoic it ba
tuan mot 1an, dén thu vién coéng cdng hay thu vién cua cac treong dai
hoc. Hay muwgn mot chi€e ban lam viéce 16n va td chire tat ca cac dy an
“phai lam” ctia ban; rut bt nhivng thit tiéu tiét, hoan thanh diit diém
cac administrivia, chia cdc dy 4n 16n thanh nhitng c6ng viéc nho, dé xir
ly, cap nhat ho so nhan sy, thiét 1ap cudn sich y tudng, viét tat ca cac
ban ghi nhd ti€p theo, thu giri khdch hang va thu cAm on.

Mot ngay lam viéc hiéu qua, khong bi gidn doan trong mot thu vién
yén tinh sé cho phép ban hoan thanh céng viéc nhiéu hon giap mudi 1an
so vdi khi ban lam viéc tai van phong trong cung mét khoang thaoi gian.
Cam gidc hoan thanh nhiéu cong viéc sé khuyén khich ban, cho ban
cam gidc dan dau, ¢4 kha ning kiém sodt va thuc day ban lam viéc
cham chi v&i nhitng trach nhiém thong thwong ctia minh.
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MOI NAM THEM MOT BIEU MG ME VAD cUGC SONG

bé c6 du diéu kién trd thanh nha quan tri cao nhat ctia mot tap
doan, ban phai dugc danh gid cao, hi€u bi€t rong va ¢ nhiéu quyén 1¢i
khac nhau. Ban can phai xem xét giai phap cho cdc van dé ctia minh
dudi nhiéu géc d6 khac nhau. Ban cling cAn tap trung sic lye va ¢ tinh

ky luat.

Thém mot diéu mdi mé vao cudc song sé gidp ban sin sang dam
nhan chitc chu tich tap doan. Piéu mdi mé dé ¢ thé 1a hoc ngoai ngt,
cach ndu an Trung Qudc, nhi€p anh, vi€t mdt cudn sach, trong phong

lan, nudi chim hoang yén hay hoc chaoi piano.

Lén danh sach nhirng viéc ban mu6n lam trong vong mudi nam téi.
Khong nén bo qua nhitng gi ban mudn lam. Khi ban ndi minh qua gia dé
choi tennis, cé nghia 1a ban dang néi minh khoéng c6 kha nang phat
trién, ma& rong hodc diéu hanh mot doanh nghiép. Néu ban khong c6
thoi gian, lam sao ban c¢6 thé giai quyét mét cong viéc 16n hon véi trach
nhiém gap doi?

Hay chitng minh kha nang phat trién cta ban.
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“MAC DO CHO BUOI KHIEU VO

Mot hiéu truedng rat sang sudt ctia mot treong trung hoc tirng khong
dong y vdi chu tich hoi sinh vién tré khi ngusi nay muon thay déi quy
dinh an mac cho buoi khiéu vii sinh vién nim thi hai: “Mac d6 da bong
dé da bong. Mic do6 khiéu v dé khiéu vii.” Bai hoc tuwong tu duge ap
dung trong kinh doanh. Khi ban lam kinh doanh, ban phai an mac phu
hgp vdi cong viéc cua minh.

O mot s6 noi, mdt s6 cdng ty hay nganh nghé, chudn myc dn mac
khac nhau phan anh cdc nén van héa khac nhau. Pay 1a diéu tot, va ban
nén phu hgp véi mdi nén van hda. Vi dy, nhan vién ctia cadc doanh
nghiép & Hawaii va Puerto Rico thudng dugce chi dao mic 40 so mi. O
cOng truong, gidm doc doi khi mang Uing cao va mil cirng. Cac gidm doc
nha mday deo kinh bao vé va mac 4o bao ho. Day la nhirng trueong hop
ngoai 1& dé hiéu.

Tap lam chu tich moi Iuc, dac biét trong ca viéc an mac. Ban khong
can phai bo ra ca tan tién dé cit may nhitrng bo com-1é hay tré thanh
nguwoi an mac ding mot. Hiy mua mot cuén sach hwdng dan cich an
mac trong doanh nghiép, vi du: cuén John T. Molloy’s New Dress for
Success hay New Women’s Dress for Success ctia John T. Molloy. béng
thoi, hay chi y cdch an mac cua nhirng ngudi thanh dat.
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AU TU VUOT MUC VAO CON NGUCY

Hay thué nhitng ngudi gioi nhat. Thu hit, khuyén khich, dao tao va
thuwdng cho nhitng ngudi gidi nhat.

C4c cong ty “tiét kiém tién” bang cich chi thué nhirng ngudi “cé kha
nang” 1a cong ty huéng dén mirc tAm thuwong trong nganh cta ho... néu
ho chwa & mire d6. Thué mdt nguoi dac biét vai mire 60 nghin do-1a sé
t6t hon thué hai ngudi binh thudng véi mire 25 nghin do-la moi ngudi.
Va hay dau tu that nhiéu vao khia canh tinh cAm. Hay danh cho nguoi

thanh cong s tin cay, su doc 1ap, 16i khen ngoi, ti do va sir dong vién.

Lanh dao cta cac té chife biét ring con nguoi lam nén moi viéc. Ho
khong bao gio quén sy that ¢6t 16i nay. Khong ¢é mot doi quan, vi
tudng sé khong 1a gi. Néu moi ngudi trong to chire ing ho, Ky vong, tin
twdng va ton trong ban, ho sé dua ban tgi dinh cao. Nhung moi nguoi
trong t6 chike chi cho lai nhirng gi ho nhan duge. Ho nhw tAm guong
phan chi€u moi vat. Néu dugce Ky vong, ho sé Ky vong lai. Néu duge ton
trong, ho sé ton trong lai. Rat nhiéu nha quan tri that bai vi cic nhan
vién cua ho bi€t ring Ianh dao khong chin thanh, khong trung thue,
dang s¢ hoac khong dang tin cay. Nguoi ta sé chap nhin nhirng khiém
khuyét vé tri thike, thé chat, van hda, tham chi ca nhitng khiém khuyét
vé dao dic cua lanh dao. Nhung ho sé khong bao gi¢ chap nhan nhirng
dac diém phan nhan cach.

~, ¢C 9’.
I

Hay thué nhan vién theo ba chir

I - Integrity: Chinh trye. Pay 1a vu tién s6 mot.

2»”, <

I - “I can do it”: “Toi ¢6 thé thiyre hién cong viéc d6.” Pay 1a diém then
chot.
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I - Intelligence: Thong minh. Néu nhirng nguoi niy biét rang ho
khong biét diéu gi, hoac bi€t ho phai lam viéc cat lwe hon 10% so véi
mot Ph.D., nhw vay la di thong minh.

Khi ban tim duwgc nhitng con nguoi hiém cd nay, hay dau tw that
nhiéu vao ho. Ho sé biét diéu do va sé tra lai cho ban mdt khoan 1gi

nhuan 16n trén khoan ban dau tu.

Con ngudi khong ngde nghéch. Ho khéng G trong cong ty dé mat
tién, dé mac sai 1am va tao ra ké thu. TAt ca nhirng gi ho can 1a mdt chut
dau tu khén ngoan.
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TRA THU LAO HAU HINH CHO NHAN VIEN

M6t ngudi biét minh nén duge tra 5 d6-la/gic. Néu ban tra ho 4,75
do6-1a, ban sé ton nhiéu hon 100 1an khoan ban ti€t kiém dugc cho sy
pha hoai. Ho sé cam thAy bi ltra. Ho s& khong tién thém mot centimet
hay lam thém mot gio. Ho sé tim cdch - vé mat tinh than, thé chit hoac
kinh t€ - dé trirng phat ban vi da tra thu lao cho ho khéng c6ng bang.

Néu mot nguoi nén duge tra 5 do-la, va tat ca moi nguoi déu biét
diéu nay, hay tra cho ho 5,75 do6-la. Ban sé nhan duge thém rat nhiéu so
vGi khoan 0,75 do-1a tra thém, vi ho sé ¢ ging dé ching minh niém tin

ban dit vao ho 1 dung dan.

Nhitng gidm ddc thién cAn khong hiéu diéu nay. Ho nghi minh dang
giam duogc chi phi. Ho nghi nhan vién nén cam thay hanh phuc vi truée
hét da c6 cong an viée lam. Ho tin ring nhain vién khong xitng dang vdi
khoan ho tra. Mot s6 nguoi that sy khong xitng dang véi khoan tién
dugce tra, va ho ¢ thé ton tai & moi cip bac trong té chirc. Hiy sa thai
ho, vi ho 14y tién cia nhitng ngudi lam viéc that sy. Lwong cua mot
ngusi khong xirng dang cé thé chia cho nhiéu ngudi khéc.

Ban khong thé cit giam chi phi cho con nguoi va tiét kiém tién bac.
Con ngudi 1a tai san, 1A mot khoan 1gi nhuan trén khoan dau tw. Ban
ki€m tién nho con nguoi. Néu mdt khoan dau tw vao ngan hang mang
lai cho ban 20% 1gi nhuan trén vén, ban cd cit giam chi phi khong?
(giam bét khoan dau tw cia ban). TAt nhién 14 khong. Ban sé tang khoan

dAu tw ctia minh.

Ban sé kham kha hon néu cé mot vai ngusi dac biét 1am ra nhiéu
tién hon murc ho nén lam, hon 1a ban phai tra mic Iwong tuwong tw hodc
thap hon cho nhiéu nguoi.
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“DUNG LAI, QUAN SAT VA LANG NGHE”

Cac vi chu tich thuwong suy ngdm. Ho khong ndi 4u. Ho suy nghi, ciAn
nhic, quan sat, tham do va 1ing nghe. Ho dirng lai va quan sat. Ho dirng
lai truede khi ndi vé moét diéu gi sai trai. Ho dirng lai treée khi duwa ra mot
quyét dinh dot xuat. Ho dirng lai trueée khi giri mot 14 thw chi trich. Va ho
theo d6i, 1dng nghe thém mot chuit niva.

bé trg thanh mot cha tich, ban phai lam chi nghé thuét va kha nang
dirng lai, quan st va Iing nghe. Ling nghe 1a mot viéc rat khd, dic biét
doi véi nhirtng ngudi x6ng xdo, manh mé va hoat bat. Ban phai ty rén
luyén dé lu6n “tiép thu cao dd”. Ban phai nghe nhirng diéu khdong dugc
ndi ra, gidng nhw tham t Sherlock Holmes, nhan vat trong bo tiéu
thuyét trinh tham ctia Conan Doyle, 13ng nghe con chd khdng sua. Ban
phai 1ing nghe nhirng diéu ma do6i mat, ban tay va cdi cau may dang noi.
Ban phai 1ing nghe khich hang, nha cung cip, cdc gidm sat vién, déng
nghiép, nhan vién ban hang cia cong ty, ddi thi canh tranh va tat ca
moi nguwoi.

Ky nang 1ang nghe cé thé hoc dugce. Va né ¢é thé thye hanh duoc.
Khi ai d6 dang ndi, hay dirng nhirng gi ban dang lam, quan sat va 1ang
nghe ngudi dS. Nhitng ngudi 1dng nghe t6t duge xem nhw nhirng nha
dam thoai tuyét voi. Kha ning 1dng nghe duge danh gid ngang vdi sy
hiéu biét va tri théng minh.

Ling nghe, 1ang nghe va 1ang nghe!
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HAY LA MOT NGU'O'l YEU CONG TY

Néu mudn lam chu tich cia cong ty, ban phai tir cam két sé hét minh
v3i cong ty va véi san pham hay dich vu cua né. Ban phai hi€u va tin
twdng vao sit ménh cua cong ty. Ban phai cd nhan hda van hda cua cong
ty, sau d6é b6 sung thém vao nd. Ban phai lam diéu nay khong mét mai,

c6ng khai va hét minh.

Ban phai sit dung san pham cua cong ty, néu cé thé, va khong mét

moi gidi thiéu no vaéi tat ca moi nguoi.

birng lam viéc cho mét cong ty néu ban khong thé ty hao ndi to cac
vu diém cua san pham do cOng ty san xuat. Néu ban khong tin vao
thudc 14, stiing luc, sAm panh hay sira chua, thi dirng lam viéc cho cac
cOng ty san xuat nhirng san pham nay.

Mua ¢6 phan cta c6ng ty néu cd thé.

Chi mua san pham ctia cong ty, néu diéu dé hgp ly, va quang ba
chung véi ban be, gia dinh.

Hoai nghi vé cong ty ctia chinh minh 1a d4u hiéu ctia nhirng nguoi

thua cudc, chit khéng phai ciia mot vi chu tich twong lai.
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\ \ n 4 x n ~ n
TIM VA LAP “CAC LO HONG DU’ LIEU”
Trong kinh doanh, khi ai dé noi: “T6i nghi”, “Chung t6i tin” hay “bo la
quan diém cua to6i”, diéu do nghia 1a ho khong biét. Hay xdc dinh nhirng

gi ban va t6 chike ctia ban khong biét. Chuing 14 “cdc 16 h6ng dir liéu”,

birng bi mé mudi bdi sy khdp noi thong minh cia nhirng ngudi lanh
1gi trong cong ty, nhitng ngudi chi ndi chuyén véi nhau va khong bao
gio roi van phong. Hay thu thap cdc sy kién, ndi chuyén véi khach hang

va nguoi tiéu dung.

Nhirng ngudi bi€t minh khong thé bi€t hét moi thir nhwng van sin
long 1am viéc hét minh dé tim dir liéu - ho sé thanh cong.
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LAM VIEC 0 NHA

Hau hét moi nguoi trong doanh nghiép khoéng that sy lam viéc cham
chi. Ho 1am ra vé ban ron bang sy hdi ha va nhitng cong viéc ban biu.
Ho doc cdc ban bao cdo, di hop, viét nhitng ban ghi nhé dai dong, dién
cic mau don, va 1ang phi thoi gian. Pay 1a “hdi chiing ghé xich du” -
chuyén déng rat nhiéu, nhung lai khéng di dén dau.

Nhirng nhan vién cham chi st dung mét lugng thoi gian tuwong tu,
nhung rat hiéu qua. Ho 1am nhitng c6ng viéc khd khan. Ho lam viéc &
nha. Ho tim hiéu thyce té. Ho vach ra cich thirc hoan thanh céng viéc.
Ho 1udn 1am viéc dya trén thue chat cua van dé. Ho bao quat moi can cw
va can nhic moi lya chon. Nhung trén hét, ho suy nghi va ho nghién

cuu.

Nhitng nguoi “hdi chitng ghé xich du” chuén bi cho bai tric nghiém
lich str ciia minh bang cdch doc tdm chwong mudi 1an trong bay gio.
Nhitng nguoi lam viéc ¢ nha chia nhé cac chuong, tong hgp théng tin
va ghi nhé tam chwong trong bay gio.

Thanh cong trong cac dy 4n ciling giam xu6ng. Nhirng nguoi lam

viéc 6 nha xac dinh truege diéu nay.
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DUNG BAO GIC* HOANG HOT HAY MAT BINH TINH

Khong cd gi khién mét ngudi chiém wu thé hon han nhitng ngudi
khdc bang kha nang gitr binh tinh trong moi hoan canh.

Thomas Jefferson

Nhitng con gian gitr, sy bat dong, quyét dinh dot xuat thi€u khon
ngoan, tro tay va cac hanh dong nhat gan, tat ca déu la dau hiéu cua sy
khung hoang. Nhitng vi l1anh dao gidi khong hoang sg. Ho khong boc 10
cic con gian dit. Ho kiém soat duwge ban than, va do do, ho cé thé kiém
soat dugc cac tinh hudng.

Trong quy trinh lam ra loai rugu hao hang, mét trong nhirng giai
doan quyét dinh 1a giai doan ép. Giai doan nay kéo dai vai tuan. Nho
dugce Iya chon dé thu hoach, ki€ém tra chit lwgng, duge Ira chon hoac
bi loai bo réi ép dé 14y nudce, nude nay cudi cung sé thanh rugu. Nhirng
sai sOt hoac phan dodn sai trong sudt qua trinh ép ¢4 thé gay tac dong
bat 1¢i 1én toan bo két qua san pham rugu vang, dan dén viéc pha hiy
danh tiéng, lam giam gid thanh va lgi nhuan ctia doanh nghiép.

Cach day vai nam, khi dang trong giai doan ép mot loai regu vang
noi tiéng, vi cha tich da nhan mdt cude goi hoang hot tir cac gidm ddc
cua 6ng. Nguoi pha ché regu vang da xin nghi viéc. Vi chu tich biét 16
nhirng thiét hai tiém 4n, song van gi binh tinh. Sau khi suy nghi vai
gidy, ong hoi: “Cac 6ng sé lam gi néu nguoi pha ché rugu vang chét chir
khong phai xin nghi viéc?” Cac gidm ddc ndi ho sé tim mot ngudi pha
ch€ nao da. “Vay ¢ lam nhuw vay di”, vi chu tich nodi, va ngusi pha ché
rugu vang mdi ti€p tuc truyén théng san xuat rugu trong hon 15 nam.

Néu mét dong nghiép chi trich ban qua dang, dirng phan ng lai,
nhung c6 thé cuoi nhao. Nhitng ngudi ung hd ban sé cam thay bi xuc

https://thuviensach.vn



pham nhw ban. Con nhi*rng ngudi giém pha sé thay dugce kha ning kiém
soat cua ban. Va tat ca nhitng nguoi khac sé thay ban da tranh dugc
mot cudc xung dot. bing gian dir. BGi vi ké ca khi ngudi gian di ¢o ly
thi nhitng nguoi quan sat ciing s€ lang tranh ho.

Hay ty rén luyén ban than dirng hoang hot. Hay ty nha: “Binh tinh!”
Néu ban ¢é muoi gidy dé ra quyét dinh, hiy suy nghi trong chin giay.
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HOC NOI VA VIET BANG TIENG ANH THONG DUNG

Ban phai hoc giao ti€p. Ban phai ¢ kha nang an ndi lvu loat. Thoi
gian va tién bac bi mat trong kinh doanh vi giao ti€p t6i nhiéu hon bat
ky ly do nao khac. Hang nam, hang ty d6-1a danh cho quang cdo bi lang
phi. Hang ty gio lao ddng bi 1ang phi cho nhirng cong viéc khéng can
thiét. Hang ty trang tai liéu can doc khong bao gio duge doc.

Truyén thong trong kinh doanh phai chinh xac, day du va hoan toan
dé hiéu. Ca truyén dat ndi va viét, dac biét 1a trong chi dao cong viéc,
phai di vao trong tam. Nhirng thong tin dai dong, té nhat, hoa mi va s

dung nhiéu biét ngir déu gay 1ang phi.

Néu nhan vién cuia ban khéng hiéu ding, ho sé khong lam ding. Hay
danh mot lwong thoi gian can thiét dé cung hi€u diy du vé nhirng viéc
can hoan thanh. Sy mia mai cta truyén thong trong kinh doanh 1a
truyén dat qua nhiéu vé viéc thiéu phuong tién truyén thong. Truyén
thong tot 1a mot viée kho khan, doi hoi sy nhay cam cua khan gia hoac
doc gia. Ban phai hiéu nhu ciu cta khan gia, suy nghi ctia ho, thdi gian
san c¢9, cdc wu tién khdc, cdch thire ho tiép nhan thong tin va trinh do
hoc van cua ho.

Hay 1am theo nhitng hudng dan sau day dé truyén thong dé hiéu:
bam bao 14 thuw hay ban ghi nhé cia ban la cAn thiét;

bat ra mét muc tiéu truyén thong cu thé;

Chon phuong thire don gian nhat;

Lam viéc ¢ nha va thu thap moi su kién;

Vi€t mot “bi€u do tan xa” cho tat ca y kién cua ban;
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T6 chite can than thu tin;

Vi€t mot ban phdc thao zero;

Vi€t mdt ban phdc thao dau tién;

Chinh stra manh tay thanh ban phéc thao cudi cung dai mdt trang;
Str dung ngdn ng ma khan gia ctia ban sé hiéu.

MOt nguyén tic rat hay: Suy nghi trong ba gio, viét trong mot gio.
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pOI XU DAC BIET VO TAT CA MOI NGUCY

Con ngudi khong chi 1a con ngudi. Ho 1a nhitng ca thé. Ho 1a nhirng
nguoi me, nguoi cha, huin luyén vién béng da, nhan vién hoi tir thién,
tinh nguyén vién PTO, gido vién troeong hoc Chu nhat va cdng tac vién.
Ho ¢6 thé 1am dugc rat nhiéu viéc néu diéu do dugce danh gid cao, va ho
¢4 thé 1am duge nhiéu hon nita néu duge ddéng vién va cam on.

Nhirng gidm ddc xuit sic 1am cho moi ngudi cam thay minh:
bugc hoi, chir khoéng phai bi chit van...

bugce tra dw, chit khong phai bi tra thiéu...

bugc danh gia, chit khong phai bi gidm sat...

La con ngwoi, chir khong phai nhan viéen...

bugc thoai mai lam viéc, chir khong phai bi sai bao...

La phuong tién, chir khéng phai 1a coéng cu...

La cong nhan, chit khong phai lao ddng cudng bitc...

La nguoi dong gop, chir khdng phai gay hao phi...

La quan trong va dugc chuy.
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LA NGU(Y TAO LONG TIN, CHU' KHONG LAY BI LONG
TIN

Hay cho moi ngudi 100% 10ng tin vé cong viéc ho lam. Néu ban ¢d
nam nhan vién chiu trach nhiém trudce ban, va moi ngudi nhan duge
100%, ban sé co 500%. Do chinh 1a quy luat.

biéu nay gidng nhu xay mdt can nha: 100% cho thg lam mong, 100%
cho thg 1gp, 100% cho thg dién, va nha thau sé cd tong cac phan.

R4t nhiéu gidm doc khoéng hiéu diéu nay. Ho nghi néu nhan vién cta
ho cd vé thoai mai qud, ho sé bi giam sut. Ho nghi ho phai cd dugc long
tin, dic biét 1a vé mai nha khong twdng. Vi thé, ho danh cip nd. Ho ndi
vGi 6ng chu ho, véi cac cap trén khac, véi dong nghiép, va tham chi 1a
vGi nhirng nguoi lam cong viéc ma ho that sy chiu trach nhiém.

Nguoi 18y di long tin khong cam thiy an toan, khong trung thue, va
moi ngudi déu biét. Nguoi 14y di 1ong tin khéo 1éo nhat cudi cung ciing
s€ bi phat hién. Anh ta bi phat hién trudce tién do nhitng ngudi lam viéc
duéi quyén anh ta. Sau do 1a nhirng ngudi con lai trong té chire, du cd
muon hon.

Hay cho di 10ng tin thich ddng va ban sé dugce biét dén nhuw mot
ngudi tao 1ong tin, mot nguwdi hoan thanh coéng viéc va mot ngudi dang
dé ngudi khac 1am viéc cho minh. Nhan vién ctia ban sé lam viéc rat

cham chi, vi ho biét ho sé dugc cong nhan mot cach codng bang.
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v n rd n’ \ n 4
TRAQ TANG PHAN THUO'NG BAT NGO’ KHONG CHINH
THUC
Néu ai d6 hoan thanh xuit sdc mot cong viéc, diac biét dé khong phai
la mo6t phan trong trach nhiém cua anh ta, hy trao tang cho anh ta moét
phan thudng. (Pirng mong dgi chinh siach khen thudng cua cong ty sé
cho phép lam viéc nay. S& khéong cd. Gidng nhw moi chinh sich cia
cOng ty, chinh siach thuéng duogc 1ap ra dé 1am nan long sy doi mai).

birng dé ra tiéu chuan cho hé thong tién thuwdng cia ban. Tham chi,
dirng dé ra hé théng tién thudng. birng theo quy tic cirng nhic. Hay
thay doi s6 lwgng khic nhau vao céc thoi diém khac nhau trong nam.

TAt cA moi ngudi 1am viéc cho ban déu biét ring néu ho thyc hién
xuit sic mot cong viée thi ho cé thé nhan duge phan thudng bat ngo.
Va ho sé lam viéc cham chi dé tang co hdi cho minh.
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HAY LICH SU* VOl TAT CA MOI NGU'(1

Lu6n cu xir t6t véi moi nguoi. Hay to ra lich thiép. Pirng bao gio cay
quyén. birng bao gio y thé 6ng chi ctia minh. birng hut thude trong van
phong hoac xe hoi ciia nguoi khac. Pirng hit thudc tai cac cudc hop hay
bira an. Pirng nguyén raa hay dung ngon tir tho tuc. Pirng giAm chan
1én d6 dac van phong. birng dat cap cua ban 1én ban hoi nghi. Coi van
phong cua ban, van phong cua nhitng ngudi khac, xe cua nhan vién ban
hang va moi tai san cia coéng ty nhw thé chiing 1a ctia ban.

Hay luén ding hen. Pirng dé nhan vién ban hang hay khach viéng
tham dgi ngoai hanh lang. birng dé ngudsi khac phai cho dién thoai. Hay
y thike vé thoi gian ctia nguoi khéc... Pirng 1ang phi né. Pic biét, dirng
l1ang phi thoi gian ctia cap dudi. Lich sy 1a mdt viée tot.

Luo6n gidi thiéu ban than, vg/chOng cua ban hay bat ky mot ngudi
nao doé ro rang va cham rai. Ludn gidi thiéu cap dudi cia minh véGi cap
trén trong t6 chikc.

Luon noi “lam on” va “cam on”.
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\ n n /4 "’ \ V4 L) n N
MUQl BIEU NEN NOI BE NGU'O'l KHAC CAM THAY HAI
LONG

Nhitng ngudi ludén cam thay hai long vé ban than va cong viéc cua
minh sé dong gop ¢ mirc do cao. Néu ho lam viéc cho ban, véi ban,
hodc gan ban, ho sé day ban tién lén phia trude ho. Hay ndi nhirng diéu
tot dep khién moi nguoi cam thay hai long. Nhung ban phai tuyét doi
chan thanh. Thye hanh va nhd ndi nhirng diéu sau:

1. “Lam on!”

2. “Cam on!” (MOt nha quan tri gidi ¢b ly do dé nodi “cadm on” 20 1an moi

ngay).

3. “Ban nh& Larry Kessler trong b phan Tai khoan phai tra ctia chung
ta” (MOt 101 gidi thiéu ai do véi cap trén).

4. “Ban da lam dugc mot cong viéc xuat sic.”

5. “Toi danh gid cao nhitng nd Iyc ctia ban.”

6. “TOi chu yéu nghe thay nhitng diéu tot dep vé ban.”

7. “TOi rat vui vi ban & trong nhém.”

8. “T6i cAn ban gitp da.”

9. “Ban chic chin dugc khen ngoi va ban xitng dang vdi diéu nay.”

10. “Xin chic mung!”
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VINH QUANG DEN SAU CONG VIEC KHO KHAN VA
NHAM CHAN

T6t nghiép, thang chire, cac thanh tich, tiéng tam, thw maoi cia
trwong dai hoc, giai thudng Nhan vién ban hang ctia nam, thanh vién
Cau lac bo Chu tich va nhitng diéu twong ty bi€u trung cho vinh quang.
Chung la nhitng phan thanh cong hiru hinh trong kinh doanh. Tuy
nhién, ching lai 12 nhitng cong viéc vat va hang ngay, vo hinh, ding sau
hau treong va 1a nhitng coéng viéc nham chan ma rat nhiéu nguoi khong
hiéu ro, khong danh gid cao hay thye hién chung.

Chinh nhitng c6ng viéc kho khan va nham chan lam nén vinh quang.
PO 1a phai mang viéc vé nha, phai diy sém, cdc chuyén di xa nha vao
cudi tuan, kiém tra va ki€ém tra lai, thir nghiém va phat hién 16i, va vo s6
gio ti€n b tirng budce da lam nén vinh quang.

Néu ban byre bodi véi nhitng cong viéc dod, ban sé khong ¢6 duge vinh
quang.
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CHINH SUA, THAY DOI, THU NGHIEM

Trong kinh doanh, chi phi cho that bai qué 16n dén ndi hau hét cac
cong ty cAm thAy hai long véi hon mét nghin nhan vién da tranh rui ro
cua viéc cai tién. C6 1& phai dén 97% nhirng ngudi trong moi td chire s
sy thay doi va d6i mdi. Nhung chinh nhirng y twéng mdi va san pham
mdi tao ra khach hang mdi, 1a nguén duy tri sy ton tai va phat trién cua
mot cong ty.

Kha ning tao ra nhirng san pham mdi thuong gy mét mai, kho
khan, va, bat ké cong ty khoa trwong thé nao, hau hét déu phan van
hoa. Tré thanh mot nha cai cach trong cac tap doan la khac thuwong,

nhung do chinh 1a pham chit ma ban gidm ddc tim kiém.

Khong ¢4 nhiéu thir hoan hao ngay tir 1an dau tién. Cac cudn tiéu
thuyét ban chay khong phai duwgce xuat ban chi sau mot 14n phéc thao.
Phat tri€én san ph4m mdi la mot mé cung cua cac 10 trinh sai va tinh
trang bé tic. C4c y twdng caAn duge nhen nhdm, chinh stra va thay déi
dé trd thanh kha thi.

Hay nuo6i dudng nhirng y twdng hay. Danh mot it thoi gian, dirng qua
nhiéu. Pirng mao hiém sé tién 1én cho giai doan phoi thai. Hay 14y y
ki€n phan hoi. Thay doi y twdng cho phu hgp hon véi nhu cau cia
khach hang muc tiéu. Quan trong nhat I1a phai thir nghiém mot cai gi do.
Hay thir nghiém y twdng nay, y twdng kia. Pirng ndi chuyén, dirng hop
hanh, dirng viét cdc ban ghi nhé. Hay lam viéc gi do: tao mot y twdng
quang cio, xay dyng mot mo hinh mau, phan phat hang mau. Sau do,
chinh stra, thay d6i va thir thém mot 1an niva. Qua thir nghiém, ban sé
nhanh chdng phat hién y twdng tdi va hiy loai bé nd. Néu dd 1a mot y
tuwdng hay, ban c6 thé ban né cho tap doan. Ban ¢4 thé ki€ém sodt rui ro

va kiém sodt khoan dau tu dang ting dan.
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HAP TAP SE GAY LANG PHi

Mot ngd nhan trong kinh doanh do 1a tré thanh mdt nha quan tri
thao vat, quyét doan, nhanh chdng dua ra hét quyét dinh nay dén quyét
dinh khac that ddng nguéng md. Phong cach nay co6 thé 6n néu cac
quyét dinh c6 thé dao ngugce hoic thay déi ma khong Anh huwdng nhiéu,
hoac néu cé modt tai hoa xay ra trong khung thdi gian chic chin, vi du
nhu moét tran hoa hoan trong nha mdy. Nhung viéc ra quyét dinh vi muc
dich ti€n dd thuwong mao hiém.

C4 hai loai quyét dinh: ¢6 thé hiy bo va khong thé hiy bo. Nha quan
tri gioi bi€t ro sy khac biét gitra chung. Cac quyét dinh ¢4 thé hiy bo 1a
cic quyét dinh ¢ thé thay d6i va dugce dua ra twong doi dé dang, vi tac
dong cua chung rat nho va néu chung sai thi van co co hoi 1am lai. T8

chire phai ton tai véi cdc quyét dinh khong thé hiy bo.

Hay tim hi€u vé nhirng gi dugc xdc dinh 1a ¢ thé hily bo va khong
thé hily bo trong té chire cia ban. Dudi day 14 moét s6 vi du dién hinh vé
nhirng quyét dinh c¢d thé hiy bo:

e Cach b6 tri van phong

e Cdac k€ hoach quang cdo

e binh gia

e Khong ra quyét dinh

e Cac nhiém vu uy ban

e Cac chinh sach cua céng ty

e Lua chon mdt cong ty bao hiém
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e Cac dich vu dién thoai
Thong thuong, cic loai quyét dinh dudi day khong thé huy bo:
e Ten nhan hiéu
e Viéc mua lai
e Thué giam ddc diéu hanh
e Cac cong trinh xay dyng
e Cac hé théng may tinh

Ban phai luon suy nghi nhanh, nghién cttu nhanh dé cd thé ra quyét
dinh nhanh chdng.
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AU TU VAO MOT VIEC TOT

Néu ban tim thay mot viéc tét, bat ké chung tam thuong hay cii thé
nao, hay da dugce thir nghiém va dung dan, haly dau tw vao nd. Khong
phai moi thanh cong déu xuit phat tir viéc gidi quyét cac van dé 16n,
phat trién cdc san pham ban chay hay vue diy mdt bo phan yéu kém.
Muc tiéu tai chinh ctia mdt doanh nghiép 1a cung cap moét khoan 1¢i
nhuan dang ké cho ¢6 dong. Ban 1am diéu nay bang cach tim kiém 1gi
nhuan va dap rng nhu ciu ctia khiach hang. Néu khach hang thich no,
ban dirng thay doi nd. Pirng thay d6i nhan mdc, thanh phan, tén, gia ca,
quang cdo, hay bat ky thi¥ gi khac.

CoOng ty Disney hiéu ro moét viéc tot. Chudt Mickey xuat hién 1an dau
tién trén san khiu cach day 50 nam. Hi€u ro sire 16i cuén phi thuong
cua Chuot Mickey, Disney da dau tw manh dé tao mot biéu twong My. Va
ngay nay, Chudt Mickey chao don cadc em nhé G Thé gidi Disney, cac
ngoi sao trong cac cudn sach va cac b phim, ban moi thi tir bup bé

dén miét kinh, va 14 ngdi sao clia cdc ctra hang Disney.

Procter & Gamble ludn hirng thu khi néi véi moi ngudi rang xa bong
Ivory “99,44% 1a tinh khiét”. Thuc t€, P&G van sir dung cAu khiu hiéu dd
trong hon mét thé ky qua, va xa bong Ivory tié€p tuc 1a mot trong nhirng
loai xa bodng ban chay nhat & My.

birng thay d6i cong thire thanh c6ng, hily diu tw vao no.
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NGUON GOC Y TUGNG KHONG QUAN TRONG

Lu6n tim ki€m céc y twdng. Hoan toan khéng phan biét ngudn goc.
Tim ki€m y twdng tir khach hang, tré em, d6i thu canh tranh, tir cac
nganh khdc, hoac tir cdc tai x€ tic-xi. Viéc ai nghi ra y twdng khong
quan trong, van dé 1a ai sé thyre hién y twdng.

Nhiéu nha quan tri khong hiéu diéu nay.

Nhirng nguoi co 6c sang tao la nhitng ngudi thyce hién. Ho nhanh
chdéng nhan ra mdt y twdng hay. Ho b6 sung c4 tinh riéng cia minh khi
khong ngirng thye hién y tudng.

Nhirng ngudi sang tao khong ndi: “Y tudng tuyét voi do 1a cna ai?”
Ho khong xem thuong cdc y teéng va nhitng nguoi ggi y. Ho khong hé

ban tam.

Nhirng nguoi sdng tao that sy nhan ra minh chi cé mot bd nao, du
¢4 phong phui dén mitc ndo. Do dd, ho tang kha ning cd duge cacy
twdng hay bang cach 1ang nghe y twdng cia nhitng ngudi khac. Néu ho
13ng nghe 100 ngudi, ho da tang kha ning sang tao ctia minh 1én 100
lan.
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DUNG NGOAI SU' AU DA G NO'I LAM VIEC

R4t nhiéu nha quan tri nghi con dwong vueon téi dinh cao dugce lat
bang chinh déng nghiép cia ho. Ho Am muu can trd hoic gidng chire
cdc gidm doc cung cap v6i ho. Nhitng ké tho thién ném dd, con nhirng
ngudi khéo 1éo hon dung dao gam. Ho thudng la nhirng ké ninh hét. Ho
& chan hoic ¢6 hong ban. Ho 10 liéu. Ho chi ton tai trong cdc t6 chire

A

toi.

Sy d4u da qud khich & noi lam viéc 1a biéu hién ciia mot 1anh dao
yéu kém. Hé thdng thudng gan nhu chic chin khong cong bing hoac
khong ro rang. Tham chi, viéc phan chia linh viee hoat dong cling gap
ric roi. Thay vi chién d4u vdi d6i thu canh tranh hoac t6 chie chién
dich tim khach hang mdi, cdc nha quan tri ddu d4 1an nhau, ¢6 ging bg
d& va gay lang phi thoi gian.

burng 1ang phi thoi gian cua ban. Hay danh thoi gian vao viéc sang
tao va hoan thanh cong viéc. Trong cac cong ty tét, sy dong gép mdi la
diéu quan trong.

Hay 1a ngudi biét cudi cung. Pirng dé bi 16i kéo vao cic cudc dau da.
birng dé ngudi ta ndi véi ban chuyén gi n€u ho ndi do 1a “diéu bi mat”.
birng hoi, dirng tra 101, dirng dong y. birng ndi bat ky diéu gi khdng tét

vé bat ky ai. birng ngoi 1&é doi mach. Hay noi: “Toi khong bi€t.”

Hay chi lam viéc.
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HAY CHAM SOC VE BE NGOAI

Vé bé ngoai rat quan trong. Hay cham sdc ban than va tao vé bé
ngoai thu hit. Hay an mac gon gang, dé ki€u téc phu hgp, tranh méic
nhirng bo dob 10e loet, Ky cuc hay ré tién. Hay giit vé bé ngoai chirng
chac, tranh vé xanh xao, nhot nhat.

birng té vé 6m yéu. Hay suy nghi lanh manh. U6ng vitamin. TAp thé
duc va an udng hop ly. Nhan ra tdc hai cia tinh trang cang thing, tim

cach thw gidn va gidm cing thang. Hiy kham sitc khde hang nim.

Hay luén né mot nu cudi rang rd. Gilt rang miéng sach sé€ va hoi thd
thom tho. Gilr dau tdc, tay va mong tay sach sé. Loai bd gau va tranh
dung loai nwde hoa mui qud gat.

Thuwong xuyén danh giay. Cai mot bong hoa twoi trong ve 4o cuia ban

néu ban thich. Tao ddng di khoan thai.

Ngang cao diu va mim cuoi.
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THI BUA, HOC TAP VA YEU MEN THU TRUGNG GIO!

HAu hét moi nguoi ¢6 thé dém trén dau ngdn tay nhirng ngudi thiy
dang nhd cua ho tir thoi mau gido dén dai hoc. biéu twong ty cling
dung déi véi cac hudn luyén vién va nhitng ngusi ¢d van. Piéu nay ciing
dac biét dung trong kinh doanh. Nhirng thu tredng tuyét voi thuwong
hiém gap. C6 rat nhiéu thu trudng tét, va cling cé mét s6 tha truedng
gay tai hoa. Nhung nhirng tha tredng tuyét voi thuong rat hiém.

Ho day ma khong thuyét gido. Ho khen nggi hop ly. Tha treéng tuyét
vOi 1a nguoi thach thire va dé ra nhitng muc tiéu cong bang. Ho trung
thyee. Ho dé nhan vién phat trién ma khong can trd bang cach phé binh
gay gét, chi trich cong khai hay bang thdi quan liéu trong tAp doan. Vai
ngudi ¢6 thé c¢d phong cdch riéng, c¢d nhirng Iic cao hirng, tham chi ¢é
chit nho nhen. Nhung ho luén day dan kinh nghiém, lam viéc cham chi,

cdi mé va thong minh.

Hay sém tim ra nhitng ngudi doé trong su nghiép cuia ban. Hay lam
viéc cho ho. Hay theo sat ho. Xem cach ho xtr ly 10i phé binh va giai
quyét kho khan. Luu y cdch ho quan ly nhan vién. Tim ra cach ho hoan
thanh cong viéc.

Hay hoc hoi phwong phap lam viéc cua ho.
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DUNG VU'QT QUA NGAN SACH

Hay hoan thanh cOng viéc dung thoi han va trong khung ngan sach.
Cac lanh dao cap cao thang chirc cho nhitng ngudi thye hién duge diéu
ho mong dgi. Vgt qua ngan sich sé gay ra cac van dé. Cac doanh
nghiép ludn chiu sire ép cat giam chi phi. Cac khoan vugt ngan sich sé

lam gia tang ap lyec.

Ngay ca quy mo6 nho nhat cia moét tap doan ciing ¢é nhu ciu khéng
ché ngan sach. Ganh nang ddi véi nha quan tri 1a phai bi€t ré muc tiéu

cua minh, Ién ké hoach va dinh gia can than qua trinh thyc hién.

Ngan sach chat ché sé tang kha nang sang tao, tai khéo 1éo va tai
phat minh. Hay xem ngan sach eo hep nhu moét thach thirc. Hay tim ra
nhirng cich thifc mdi dé thye hién cong viée véi chi phi thidp hon. T6
chikc sé ngay cang phat trién. vVa ban sé duge danh gia cao.

https://thuviensach.vn



DUNG BAO GIC* DANH GIA THAP DOI THU

bai thu ¢d thé 1a nhitng ngudi canh tranh, nha quan tri kinh dich
hoac cdc hiép hoi mua ban. Ho ¢4 thé 1a dan 6ng, dan ba, ngudi béo,
ngudi gay, gia, tré, vo duyén hay cd uy tin. bdi thi 1a nhitng ngudi an
ndi Iwu loat, hoac lung buing, ngudi hay dao ddong. Pirng dé bi danh ltra
bGi vé bé ngoai hoac danh tiéng. Pirng qua ty tin hay thién can. birng
gia dinh diéu gi.

birng bao gio danh gia thap sy thong minh, khi nang chiu dyng
hodc ky nang cia moét doi tha. birng bao gio danh gid thap kha nang
cua ho trén ci phuong dién t6t 1an x4u, bao gém ca sy trao trd, khong
trung thuce va xao tra.

Néu ban danh gid thip d6i thid, ban ¢ thé bi danh bat. Néu ban danh
gid qua cao mot ddi thi, ban ¢ thé cd mot sy ngac nhién thi vi.
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BAP TAN AM MUU HUY HOAI DANH TIENG CHi BANG
MQT CAU DON GIAN

Mot trong nhirng tré ngai nguy hiém nhat déi vdi sy nghiép cia mot
nguoi la ké huy hoai danh ti€ng. Ké hiy hoai danh ti€éng thudong phat
trién trong nhitng céng ty nhé bi cuén vao cac vy ddu da ¢ noi lam viéc.
Nhung ho ciing ¢6 thé ¢ bat ky dau. Ho ¢6 thé 1a thi tredng cia ban. Ho
thuong khong trung thye, tham vong va boi tin. Nhitng ké nay nhim
vao nhirng ngudi co trién vong. Ho theo sau tat ca nhitng déi tha tiém
nang, nhung cdc nha quan tri phan d4u 1én cao thudng dé 1a nan nhan,

vi ho thudng gip nhiéu rui ro va méc nhiéu sai 1Am hon.

Theo ban nang, ké hiy hoai danh ti€éng hiéu ro 16i nhan xét ndi tiéng
cua Mark Twain vé sy sai 1am, trong bai luan Loi khuyén cho gidi tré:
“Giét chét sy that khong khé” nhung “mét 16i ndi dGi duge noi khéo sé
sOng mai”.

Ké huy hoai danh tiéng 16 1iéu va hién ro ddi vdi nhitng ngudi quan
sat nhay bén, ho sé& va sdn sang t4n cong moi ngudi. Hai dac diém nay
chinh 14 di€ém yéu cua ho.

Khi cudc hoi thoai véi mdt dong nghiép bién thanh Am muu hiy
hoai danh ti€ng, va sé nhu thé, néu ban 1a muc tiéu, hay noéi don gian:
“TAt nhién, véi 6ng X, khong ai duge tha thir.”

bdéng nghiép cua ban, biét duge phong cich cua 6ng X, sé cho riang
ong ta ciing 12 mdt muc tiéu gin day. Am muu hiy hoai danh tiéng bi
dap tan.
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PHAI THU'C THI HOAN HAQ

Néu ban ch¢ dgi thoi diém hoan hao, sdn pham méi hoan hao, cac
diéu kién that thich hgp, ban sé khong bao giG bat dAu duge. Tham chi,
cac cong ty va cdc san pham 16n nhat cling duge cai tién ngay tir budc
dau. Néu mot san pham tot hon bat ky san pham nao khac va dap tng
nhu cau t6t hon nhitng gi dang ¢ trén thi truedng, hiy ti€én hanh san
xuét san pham do. Néu ban tim dugce bién phap cai ti€én san pham, dirng
dgi dén khi tim dwge bién phap nao do tot hon.

Thye hién viéc phat trién va gigi thiéu san pham that cong phu.
burng dé€ viéc gi chura duge hoan thanh. Hiy tung ra san pham vao duing
thoi diém. bam bao viéc dinh gid, quang cdo va moi thir khac déu dugce
thye hién hoan hao. Bat ké ban dang c6 gang bit dau viéc gi, tir mot san
pham madi dén mot quy trinh san xuit mai, thi chinh viéc thyce thi xuat

sdc mdi quyét dinh thanh cong hay that bai.
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GHI LAI NHO'NG SAI LAM V&1 SU' THAN TRONG VA
LONG TU HAO

Cac sai 1am 14 sy kién quan trong. Ban c6 thé méic sai 1Am khi hoat
déng trong mot linh viee mdi va ban chua ¢d kinh nghiém. Nhuwng ban
¢6 thé hoc hoi tir sai 1am ciia minh. Hay theo doi ching trong cudn s6
tay y twdng. Xac dinh chinh xdc ban da lam sai diéu gi, & dau va tai sao.
Ban cd gian dir, hanh déng x6¢ ndi, ndi chuyén tam phao hay khodc lac
khong? C6 phai ban da bo qua mot bude trong bai tap, 10 di moét chi tiét
¢4 vé nho nhat, hoac ban da luwdi biéng?

B4t ké nguyén nhan khién ban pham sai 1am 14 gi, hay ghi lai. Ban
gin nhu chic chin sé khong bao gid pham sai 1Am mot 14n nira. Hay ghi
chu vé nhirng gi ban hoc duge, cach thire ban giai quyét van dé twong
tw mot 1an nira.

Thira nhan sai 1am 14 mét d4u hiéu cua sy an toan va ty tin, cho thay
ban sin sang thr nghiém nhirng diéu mdi mé va chip nhan cic cudc
dau tv khong chic chin.

M6t ban ghi chép sai lAm thwong 1a nhirng sy viée dang ghi nhd cua
nhitng nguoi rat thanh cong.
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SONG CHO HOM NAY, DU TiNH CHO NGAY MAI, QUEN
NGAY HOM QUA

Ban khong thé quay tré lai ngay hom qua. Vi thé, dirng thir. Pirng
nghién ngAm vé ngay hom qua, va ciing dirng ha hé. Hiy séng v&i hom
nay. Hom nay rat quan trong. N6 1a bat ky diéu gi ban mudén né tré
thanh.

Hay dy tinh cho ngay mai. NO sé& 1a mét ngay tét lanh.
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HAY LUON VUI VE

Cong viéc kinh doanh di kho khan dé khong thé uon vui vé. Néu
cOng viéc cua ban khong thu vi, ban phai thay d6i cong viéc hodc tim

cdch thém mot vai niém vui vao do.

Néu ban ¢6 thé tao niém vui cho c6ng viéc cua nhitng nguoi khac,
ho sé lam viéc cham chi va sdng tao hon, cam thay hai 1ong hon vdi
nghé nghiép va cudc séng cta ho. Mot moi treong lam viée day quyét
tam, 4p luc va qua nghiém tdc sé dan dén cing thing va khong hiéu

”

qua.

Nha quan tri cé kha nang duy tri cam giac hai hudc va giam nhe ap
lye tinh thAn cho dong nghiép sé luén cé mot doi ngi tich cye, tan tuy
va vui veé.

Ccam gidc hai hudce 1a biéu hién cia tri thong minh. b6 14 mot pham

chit ddng mo wée & cac vi chu tich tap doan.
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XEM GIA DINH NHU' KHACH HANG SO MOT

Ban rat dé bi sy nghiép kinh doanh ddc chi€ém toan bo thi gian va
sinh Iye. Ban cang huwéng vé hanh dong, ban cang bi cuén hut vao dao.
Nhung budc vg/chdng va con cdi ctia ban & vi tri thir hai 14 mét sai 1am.

Ban cain su ho tro cna gia dinh. Gia dinh sé gidp ban trong sy nghiép
cuia minh. Ban cAn mdt ngudi vo/chéng nhiét tinh hiéu rd ring can phai
¢6 mot vai hy sinh nao doé. Gia dinh phai 1a mot dong minh trong cac ké

hoach tuwong lai ctia ban.

bat gia dinh trong thoi gian bi€u ctia ban. Lén lich cang nhiéu tran
bdéng da cang t6t. Lén lich cac ky nghi. Hiy roi cong viéc sém néu ban
dinh dua con cdi di choi. Hay duwa cac hoat dong gia dinh vao danh sach
“Nhirng viéc phai lam”. Hady danh cho ching mirc wu tién cao. Khoang
thoi gian vui vé bén gia dinh sé thudng c6ng cho ban gip nghin Ian.

Khi vg/chong hoac con cdi ndi vGi ban, hay bo to bdo hoac cudn
sach xudng, hodc tit Am thanh tivi, va quay sang nhin ho khi ho dang
ndi. Ban sé cung c¢d duge moGi quan hé do va cung lic thye hanh cac ky

nang lang nghe cia minh. PS ciling 13 mot hanh dong rat lich su.

Hay ddi xir vGi gia dinh nhw ban déi véi cdng viée, hoac véi mot
khach hang Ién va quan trong.
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KHONG CO MUC TIEU, KHONG CO VINH QUANG

Trong mo6n khiic con cau va bédng d4, ban can ¢ cac muc tiéu dé
chién thing. MOt ban thiang 1a két qua cua nd Iye thanh cong. Khong ¢cé
cdc muc tiéu, s& khong cd chién thing, khong cd vinh quang. Trong
kinh doanh cting nhw trong cudc séng, khéng ¢ cac muc tiéu, sé khong
co vinh quang.

Ban phai xac dinh cdc muc tiéu cho chinh minh. Cac cudn sach vé
quan ly thoi gian nh4n manh viéc dé ra muc tiéu la bude dau tién trong
ti€n trinh kiém soat thdi gian. Cdc muc tiéu dinh hinh cédc ké hoach,

dinh huwéng cho sike Iire va tap trung cdc ngudn hye ciia ban.

Ban phai viét ra cdc muc tiéu trong cudn s6 y twdng ciia minh. Ban
phai c6 it nhat hai hé thdng muc tiéu: mét danh cho sy nghiép va mot
danh cho cudc séng. Cac muc tiéu cua ban phai c¢é cédc thoi gian biéu 20
nam, 10 nam, 5 nam va 1 nam. Cac muc tiéu 1 nam nén dugce chia nho
theo 12 thang. Muc tiéu moi thang nén dugce chia nho theo tuan.

Ban phai lap mét danh sach “Nhitng viéc phai lam” hang nam, hang
thang, hang tuan va hang ngay. Trong danh sach nay, hiy ghi nhirng
viéc phai lam dé dat dugce cac muc tiéu. Trong danh sach “Nhirng viéc
phai lam” hang ngay, hay dat mot vai hanh déng nao dé sé gilp ban ti€n
gan hon dén cic muc tiéu dai han. Viéc nay sé giup ban tap trung vao

muc tieu.
Néu ban khoéng dé ra cac muc tiéu, ban sé khong dat dugce ching.

Cac muc tiéu tao ra cac muc tiéu.
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LUON NHG' BEN BAN D3I CUA CAP DUG

Mot sy nghiép kinh doanh doi héi rat nhiéu ¢ mot nguoi. Thanh
cOng cda ban phu thudc rat nhiéu vao sy déng gép cua nhitng nguoi
trong nhom. Ban cang lam nhe b&t gdnh ning céng viéc, nhan vién cua
ban cang lam t6t trach nhiém hon. Mot ngudi vg/chdng cd thé gidp da,
cling c6 thé gay tén hai. Ho ¢4 thé hiéu va ho trg ban doi ctia minh, va
cling ¢4 thé ndi ra ndi vao hoic than phién. Ho ¢4 thé giip dd dong
nghiép cuia ban lam thém gid hodc di cdng tac. Hodc ho ciing ¢6 thé 1am
tiéu tan toan bo nd lyc. Nguoi vg/choéng cia nhan vién 1a mot dong
minh quan trong cho tap doan, hoic ciing c6 thé 1a mot ké dich dang
SQ.

bay 1a diéu rat binh thuwong, nhung cac tap doan thudng quén hoac

gat bé nguoi vg/chdng cia nhan vién ra ngoai.

burng quén gia dinh cta nhan vién. Khi cé co héi, hay dich than cam
on vé sy ho trg cia ho. Khi nhan vién tham dy cudc hop ban hang quéc
gia, hay guri cac bo hoa cho vg/chdng cia ho. Khi ban dang trén dudng
di va mét dong nghiép mudén maoi ban di an tdi, hdy nhé mai vg/chong
cua ho.

Hay thu x€p mdt “ky nghi cudi tuan cho hai nguoi” dé thudng cho

nguoi hoan thanh tot cong viéce.

Hay nhé tdi vo/chong ctia nhan vién. Moi ngudi sé phan nao cam
thay hanh phic hon.
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\ n n J 7 n n /4
NHIN CONG VIEC QUA CON MAT CUA NHAN VIEN BAN
HANG

Mot trong nhirng chan ly cii nht trong kinh doanh dé 1a: “Khdéng cé
gi xay ra cho dén khi ¢é nguoi ban mot cdi gi dé.” Cac ké toan vién sé
khong tinh todn, cdc nha ché tao sé khong ché tao, va cac nha quan tri
sé khong quan ly... cho dén khi va trir phi ai dé ban mdt thir gi do. Rat it
san pham ty ban. Hau hét phai duge ban. Ai dé phai cé don dat hang, co
san pham trén gid, cé khich hang tiéu tién. BAn hang 1a chia khéa cua
doanh nghiép.

B4t ké ban gitr chirc vu gi trong cdng ty, bat ké cong ty thudc loai
nao, va bat ké san pham hay dich vu cuia ban 1a gi, ban phai nhin c6ng
viéc qua con mat cia nhan vién ban hang. Ho 14 nhitng ngudi tiép xuc
truce ti€p vdi khach hang. Ho nghe khach hang phan nan. Ho ciing 1a
nguoi nhan sy tir choi.

Hay danh thoi gian 1am nhitng cong viéc thyre t€. Hay ban hang néu
ban cd thé. Hay di cong tac v4éi nhan vién ban hang. Hay thye hién cac
cudc goi. Tham dy cdc cudc hop ban hang. Huéng din cdc khda dao
tao. Hay tim hiéu diéu gi dang dién ra & ngoai kia.

Viéc nay sé giup ban gianh duge nhitng 14 phiéu tin nhiém cua hyc
lvgng ban hang - luén 1a lye lwgng bo phi€u manh trong mei cong ty.
Ban s€ gianh dwogc sy ung hd cua ban quan ly ban hang, day ludén 1a mot
lve lwgng manh trong moi cong ty. Ban sé biét diéu gi khich 1é va khong
khich 1é nhan vién ban hang. Ban sé ¢ kién thitc vé khach hang, va do

1a mét ngudn sirc manh to 16n.

Hay giai quyét nhirng tinh huéng khé khén, va chiing sé mang lai két
qua cho ban.
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HAY LUON LA MOT “NGU('l BAN HANG HET MINH”

Ban phai nd lyc hoc cdch ban hang. DU ban mudn dodi ngll nhan vién
phong ban cia minh lam viéc ca ngay thi bay, hay mudn cap trén phé
duyét ké hoach mdi nhat ciia minh, hoac ban mudn dam nhan mot du
an mang lai nhiéu 1gi nhuan, ban phai cé don dat hang. C6 hang triéu
cudn sach viét vé phurong thire ban hang. Hay doc vai cu6n. Ban phai
tré thanh mot nhan vién ban hang bén bi va nhan dugc don dat hang.

b€ tré thanh mdt nhan vién ban hang gidi, ban khong can phai 1a
nguoi cGi maG hay hoat ngédn. Ban phai thue hién nhirng diéu sau:

1. X4c dinh nhu ciu “cta khach hang” cua ban;

2. Xac dinh “san pham” cua ban sé théa man nhu cau cia khach hang
nhu thé nao;

3. LuoOn kién tri va bén bi;
4. Thye hién “cdc cudc goi chao hang”;
5. bé nghi dat hang;

6. Chu4n bi thyre hién that nhiéu cudc goi chao hang can thiét dé co
dugc don dat hang.

Nhan vién ban hang kién tri, bén bi déu biét cic con s6 ¢d 1gi cho
ho. Ho biét 25% cudc chao hang thanh coéng duge thyre hién don gian
bang cach dé nghi don dat hang. Ho biét 75% con lai duge thye hién vao
cudc goi thit tw hoac cac cudc goi sau dd. Ho bi€t 90% s6 nhan vién ban
hang khéng bao gi¢ yéu cau don dat hang. Ho bi€t 95% cudc phong van
ban hang that su la cudc dam thoai hay giai tri chit khong phai ban
hang. Nhu vay, ho biét nhan vién ban hang kién tri va bén bi thwong gap
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it canh tranh. Ho biét cdng thirc thanh cong la thye hién thém cac cudc
goi chao hang va dé nghi dat hang.

Nhirng “nguoi ban hang hét minh” déu kién tri, bén bi va c6 thai do
tot.
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DUNG CO V GIANH THEM QUYEN LUC

Nhiéu nha quan tri 1Am tuwéng ring ¢4 ngan sich 16n nhit va cé
nhiéu nguoi lam viéc cho minh nhat sé dam bao co dugce vi tri cao.
Thue t€, chinh nhitng nha quan tri hoan thanh cong viéc vdi it nguon
Ive hon - it nhan Iire va tién bac hon - méi 1a ngudi cong ty can nhat.

birng bao gio than phién viéc ban duge mong dgi thye hién nhiéu
hon ngan siach cho phép. birng 1a mét nha quan tri lién tuc can tuyén
ngudi va luén bo sung vao phong ban ctia minh. birng 14y viéc thiéu

nguon lye 1am 1y do.

Hay quén di viéc gianh thém quyén lyc. Chire vi va quyén luc dén véi
cac nha san xuit, chit khong phai véi cdc nha quan tri nhan lyec.
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DAY MANH SAN PHAM, CHU KHONG PHAI CONG VIEC
HANH CHINH

Cac tap doan hién dai bi mic ket vao mot tinh thé tién thodi ludng
nan. Ho can hgp ly hda céc tha tuc va loai bo “sy banh treéng quan
liéu”. Ho can su d6i méGi va chdp nhan rii ro mdt cach khon ngoan. Ho
can tinh than doanh nghiép. Cac cong ty cAn danh moi ngudn lyc - tién
bac, thoi gian, con ngudi, nha may - dé dGi phd véi thi truong. Nhung
cac cOng ty lai thuwong bi 16i cudn vao cac coéng viéc hanh chinh va gidy
to.

Cac tap doan sg tinh thAn doanh nghiép ndi bd. Ho khong thé giai
quyét nhirng 16i chi trich ¢4 nhan gilip xay dirng doanh nghiép. Hau hét
cic nha quan tri khong thé ddi pho vdi phong cach than méat, chdng
chinh siach, chéng thu tuc ctia nhitng ngudi ¢d y twdng va nhirng ngusi
xay dung doanh nghiép. Cac tAp doan mudn cé bao cdo thang, ban ké
khai chi tiéu, ban danh gia c6ng viéc ctia nhan vién, bang ké chi tiét st
dung dién thoai, bdo cdo quy, bdo cdo cudi nam, ké hoach kinh doanh
hang nam 100 trang, k€ hoach dot xu4t va hang tram yéu cau hao ton
stre lye va thoi gian, tat ca déu khong lam chiéc may dém tién rung 1én.

birng sa vao cong viéc gidy t0. Bdo cdo thang thwong dai 1é thé, té
nhat. birng viét gi ca, néu ho nhit dinh yéu ciu, hiy luan phién ngusi
vi€t trong doi ngli nhan vién cua ban. Méi ngudi viét nhirng gi ho mudn.
birng khuyén khich nguoi vi€t bdo cdo sao chép cia bat ky ai (tiét kiém
thoi gian chép va doc). birng ban tam doc chung.

Cling dirng viét ban ghi nhG vé mét cudc hop ma moi ngudi vira
tham du, cdc bdo cdo chuyén di (ban ké khai chi tiéu phirc tap va nhirng
nguwdi lam chiing cho cong viéc), hoac nhitng thi¥ khéng trye ti€p giup
cOng ty phat trién.
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DAY LA HOC VA LA LANH BAO

Lu6n nidm co hdi thye hién thuyét trinh dao tao trong cong ty. Bat ké
cOng viéc cua ban 1a gi, ban c6 thé cai thién cong ty bang cdch day
nguoi khac nhirng gi ban lam (va nhirng gi nhan vién caa ban lam), ly do
ban lam, cach thitc ban lam, va bat ky diéu gi lién quan dén trach nhiém
cua ban. Néu ban thudc phong tai chinh hay quan hé lao ddéng, hay
giang cho nhirng nhan vién ban hang mdai vé tai chinh hay quan hé lao
dong. Néu ban chiu trach nhiém vé mang quang cdo hay nghién ciu thi
truong, hiy giang cho nhan vién san xuit nhirng dac thu va tinh phire
tap cuia thwong mai truyén hinh va thiét ké bang tham do y kién khach
hang.

Néu ban phai tham gia giang day, hay chu4n bi bai thuyét trinh cta
minh. Cong viéc chuén bi doi héi ban phai lam viéc ¢ nha, phai t6 chie,
téng hgp va thuye hanh. Phuwong phap rén luyén va sy nghién ctru can

thiét sé giip ban théng thao va bo sung ki€n thire cia minh.

Viéc chuan bi va luyén tap t6t sé tao nén mot budi thuyét trinh tot.
Buoi thuyét trinh tot sé gitip ban maé réng danh ti€éng trong c6ng ty nhw
mot chuyén gia trong c6ng viéc cia minh. Ban cling sé dugc nhiéu
nguoi trong cac bo phan khic nhau cua cong ty bi€t dén. Ban sé tao
duoc tAm anh hwéng manh mé.

Tham gia giang day sé giup cai thién kha ning trinh bay vé tam quan
trong cua ban trong c6ng ty. Khan gia ctia ban sé tin twdng ring ban

that sy quan trong vdi cong ty.
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DUNG NAN CHi Vi NHONG KE GIET CHET Y TUGNG

Cac cOng ty déu diy ray nhirng ké giét chét y twdng. Ké giét chét y
twdng thudc dua loai tinh cach, chike vu. Ké gi€t chét y twdng thuong noi

A 2% <¢

nhirng cAu nhw “Ching téi da thir diéu doé trudce day”, “Gidi quan tri sé
khong mua nd”, “Chung ta khong thé kham ndi né” va hang tram phat
biéu ngai rai ro khac. M6t trong nhitng phat sung chéng lai hanh dong
thuong gap nhat doé 1a cau néi khong thé chdp nhan: “N6 sé khong hiéu
qua.” bay 1a cau ndi dac biét gy bire minh bdi nd thwong xuat phat tir
ca nhirng nguoi cap cao 1an nhirng nguoi ¢é kinh nghiém trong cong ty.
Nhitng nguoi tré tudi khéng biét nhitng diéu khéng thé thye hién sé
nan chi. Nhitng ngudi khong 1am gi - nhitng nguoi ¢d hét sire dé dap
rng 10i tién tri caa ho - thi kéo dai hién trang.

Trong sudt thoi ky cAm van dau nhirng nam 1970 va ap Iire ting hiéu
suit cho nhitng chiéc 6 t6, mot trong nhirng nha ché tao xe hoi dé nghi
cac k¥ suw cap cao cua ho giam b6t dang ké trong lwong cua nhitng
chiéc xe. Cac k¥ su cap cao, bi viy him trong nhirng phuwong thire ci
cua ho, cho rang khong thé giam trong lwgng hon duge, chi phi qua cao
va nhiéu van dé vé an toan. Do dod, cong ty xe hoi da thué nhiéu ky su
tré khong c6 kinh nghiém. Ho giam trong lwgng ctiia nhirng chiéc xe,
don gian 1a ho khéng biét 1am gi t6t hon.

bung nhuong bd, dirng tir bo. Nhitng nguoi cia y tudng xay dung
nén cac doanh nghiép. Nhitng ngudi xay diyng dat dén vi tri cao. bing
dé nhirng ké giét chét y twdng bi€n ban thanh tAm thuwong. Hay suy nghi
tdo bao. Hay nhiét tinh thyc thi. Hay chi€én diu vdi sitc y quan tinh trong
cOng ty. M6t thanh c6ng nhé sé 16i cudén nhirng ngudi tham gia va
nhirng nguoi hod trg tir moi phia cia cong ty.

Hay xem nhirng ké giét y twédng nhw mot nhan té tich cue, mot dong

co khich 1é. Hay xem chu nghia tiéu cye ciia ho nhw mét ly do dé 1am
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thém viéc & nha. Hay nd lyce 1am nhirng viéc can thiét hon dé bién y
twdng cua ban thanh hanh ddng.

https://thuviensach.vn



PHAN KET

Cam on ban da doc cudn sach nay. Gio day, hdy mdé ngau nhién dén
mot hoac hai trang sach. bat ngon tay 1én mot doan va hay lam nhirng
gi nhu sach da viét.

Ban sé tién xa hon trén con duong tré thanh CEO.

https://thuviensach.vn
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