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Hoc cach str dung thoi gian hieu qua

Tat ca ching ta déu mudn chac chan rang minh song
tot va sit dung thoi gian hiéu qua nhat, nhung thoi
gian la c6 han. Vay lam thé nao chung ta c6 thé st

dung tot nhat thoi gian ctiia minh?

Moi ngudi déu cé nhitng dac diém tinh cach khac nhau va nhu cau da
dang va@i viéc st dung thoi gian.

Trong sudt 30 nam lam viéc, tdi da phai tw hdi minh mot s6 cau hoi kho:
T6i muon gi trong cudc song? T6i muodn dat dwgc nhitng gi? To6i thudc kiéu
ngwoi nao? Lam thé nao t6i c6 thé phat trién ban than véi tw cach la mot
con ngwoi? T6i mudn st dung thdi gian nhw thé nao? T6i nén dinh gia thoi
gian cua minh ra sao?

Cudn sach khong chi don gian la bai hoc vé cach thitc chiing ta st dung
thoi gian. Bo6 chinh 1a cach thitc chiing ta séng cudc song cia minh. Dudi
day la 50 bi quyét ma t6i da hoc duwgc, dugc chia thanh bay chuwong:

e Hiéu vé ban than. Néu ban hiéu minh thugc kiéu ngudi nao va muén
dat dugc gi trong cudc song, ban cé thé bat dau lap ra nhitng muc tiéu
can dugc wu tién.

e Hiéu veé cong viéc. Hiéu dwoc nhitng muc tiéu co ban trong cong viéc
sé gitp ban chd y dén viéc nhan dinh xem minh st dung thoi gian tot
dén mitc nao.

e To chirc tot. Chang han nhu luén c6 mot cuén nhat ky, thiét lap
nhitng hé thong va lap ké hoach lam viéc.

e Lam viéc tot hon. Viéc st dung thoi gian cha dong, xac dinh nhitng
van dé wu tién va lam tot moi nhiém vy, cho du la nhiém vu nhé nhat,
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la rat quan trong.

e Lam viéc nhém tot hon. Hay phat trién nhitng moi quan hé cong viéc
tot dep trong mot doi vdi sy phan cong trach nhiém ro rang va nhitng
cuoc hop dwgce dién ra tot dep.

e Giao tiép hiéu qua hon. Bén canh thu dién t, Internet, nhitng cudc
gdp mat true tiép hodc giao tiép thong qua dién thoai cling nhu cac ky
nang viét, doc va lang nghe hiéu qua rat can thiét cho viéc quan ly tot
thoi gian cua ban.

» Kiém soat thoi gian. Ban sé quan ly thoi gian t6t khi hoc dwgc cach
tap trung vao nhiém vy, gidm thiéu sy gian doan va st dung nhitng
khodng thoi gian trong xuat hién ngoai dy doan.

Néu theo dudi bay bi quyét nay ban sé biét cach st dung thoi gian cta
ban mot cach hgp ly, cach dé song hiéu qua, cach dé tan dung nhitng sy
viéc bat ngd xdy ra trong cudc song. Mong moi diéu tot dep sé dén vGi ban!

Ban c6 thé hoc dé kiém soat cach sit dung thoi gian ctia minh.
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Hieu ve ban than
Chuong mé dau nay sé gitp ban hiéu vé nhitng van dé rong hon lién
quan dén cach ban st dung thgi gian cia minh. Xac dinh nhitng gi ban
muon trong cudc séng, muc tiéu cua ban cling nhw khi nao va lam cach nao
ban lam viéc t6t nhat sé gitip ban hiéu dwoc thi tw wu tién chung ctia minh.
Dbiéu nay sau dé sé duwgc dién giai thanh cach thitc ban quan ly thoi gian.

1.1
Bat dau vOi mot vai giac mo

Trudc khi bat dau nhin vao cach ban sit dung thoi gian ¢ noi lam
viéc, viéc nghi vé cudc song cia ban trén phuwong dién rong hon sé rat
hitu dung. Ban c6 mét tam nhin ré rang cho cudc song cia minh
khong? Ban say mé nhat voi diéu gi? Tra loi nhitng cau héi nay sé giap
ban quyét dinh nhirng diéu thyc sy quan trong trong cugc song va tw
do ban sé Iva chon cach sit dung thoi gian cia minh.

Duéi day la nam van dé dé suy nghi:

1. No lwc. Diéu gi thye si lam cho ban bi kich dong? Diéu gi thic day
ban? Diéu gi truyén nang lwgng cho ban va khién cho ban cam thay vo
cung hai long vé ban than. Ban dang nam gii* nhitng gia tri nao trong
cudc song? Ban quan tam sau sac dén diéu gi?

2. Mo wdc. Ban luon lu6n mudn lam gi? Ban mudn thdy minh & dau
trong m6t nam tGi? Con trong nam nam thi sao? Hay mo mot vai giac
mao.

3. Phat trién. Nhitng k¥ nang, kha nang hay tai nang bam sinh nao ma
ban c6 va ban c6 thé phat trién?
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4. Thao luan. Théao luadn vé cau tra 10i cia mdt vai trong s6 nhitng cau
héi nay vé6i ban bé ctia ban. Ban trung thyc hay hoan toan vién vong
vé ban than? Co6 hat giong nao cho mot s6 kha nang c6 thé trg thanh sy
that khong?

5. Xac dinh. Viéc ban c6 thé 1ap nhitng muc tiéu ro rang va tich cyc nhu:
“T6i mudn...”, “Trong vong nam nam tGi t6i mudn c6 da kha nang
dé...” sé gitp ban rat nhiéu. Sau dé ban cé thé chia nhitng muc tiéu
nay thanh nhitng muc tiéu ngan han, chang han nhuv cac buéc dé dat
dwogc mot trinh do chuyén mon, tich Iy kinh nghiém hoac hoc nhitng
k¥ nang mé6i. Hay nghi vé nhitng budc tiép theo dé c6 thé hoan thanh
cac muc tiéu va muc dich ma ban da dat ra cho ban than.

“Viéc chi don thudn tdp trung cudc song vao viéc kiém tién sé chi ra
rdang ban la mét nguoi nghéo tham vong. Piéu do yéu cdu qud it & bdn thdn
ban. Va né sé khién cho ban cdm thdy khong toai nguyén.”

Barack Obama, Tong thong My

Hay tap trung vao nhirng dong lvc thic day, nhitng diéu ban muon
dat dugc va nhitng thanh tyu ca nhan co6 y nghia véi ban.

1.2
Nghi ve nhitng muc tieu ca nhan
Muc tiéu ca nhan co6 thé lién quan dén cong viéc, cudc song trong gia
dinh hay ngoai xa hoi cia ban. Chung tham chi cé thé lién quan dén
vai tro cia ban trong thé gigi. Cho du la gi di chang nita, mét khi ban
da thiét 1ap muc tiéu cua ban than, ban coé thé lap ké hoach dé bién né
thanh hién thuc.

Dbé thue hién nhitng muc tiéu chinh, ban c6 thé bat dau chia chiing thanh
nhitng budc nho hon.
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Mot bai tap hitu dung trong phan nay la chuan bi mot so d6 m6 hinh cta
nhitng hoat dong khac nhau xung quanh muc tiéu ctua ban. Pay la mot mo
hinh ma ban c6 thé vé mot cach sang tao nham thau tom nhitng gi ban cho
la khia canh chinh cho y twédng trung tdm ctia ban. D€ lam dugc diéu nay,
ban nén:

e L4y mot to gidy A4 trang va dat no theo chiéu ngang.

e Viét muc tiéu trung tdm cta ban (mot hodc vai tir, khong phai la mot
cau day da) ¢ chinh gitra to giay.

 Viét xung quanh ttr trung tdm do nhitng tir khéa khac lién quan dén no.

o Tiép tuc m& rong cac nhanh véi nhitng khia canh khac nhau ctia muc
tiéu hién ra trong dau ban.

e Néu bi mac & bat ct diém nao, hay tra 16i nhitng cau hoi co ban: Ai?,
Tai sao?, O dau?, Cai gi?, Khi nao?, Nhw thé nao? Viéc lam nay sé
kich thich qua trinh tv duy cua ban.

o O giai doan nay, dirng tir chdi bat c? mot suy nghi nao.

e Ban c6 thé danh dau nhitng tir khéa khac nhau bang cac mau sac khac
nhau dé chi ra mai lién hé gitta ching.

e Ban ciing c6 thé danh s6 cac tir khoa khac nhau theo mic do quan
trong.

Hi vong rang ban sé thdy dé la m6t cach hitu hiéu dé suy nghi vé moi
khia canh ctia nhitng muc tiéu cua minh va c6 dugc mot bire tranh ro rang
hon vé cac budc ban can thye hién dé dat dwoc nhitng muc tiéu do.

Hay xac dinh muc tiéu cia ban va suy nghi mot cach sang tao vé
nhirng khia canh khac nhau ciaa chiang.

Tinh hudng: Gidc mo va ciing la niém dam mé cta Alex la dwgc
lam viéc & Thai Lan. Anh da c6 du diéu kién dé tré thanh mot giao
vién, nhwng anh can cting c6 nhitng k§ nang ctia minh va hoc tiéng
Théi Lan. Anh khong thé tir bé cong viéc toan thdi gian, do d6 anh
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quyét dinh trong vong hai nam, moi tuan sé danh mot budi t6i dé hoc
tiéng Thai Lan tr m6t nguwdi ban, dong thoi tim hiéu vé van héa va boi
canh dat nuwdc nay. Nhitng budce di thye t€, tap trung ma anh thyc hién
dé theo dudi muc tiéu dai han ctia minh cubi cung ciing da mang lai
két qud, va bay gio Alex dang day hoc & Thai Lan va cam thdy thuc sw
man nguyen.

1.3
Biét duogc khi nao ban lam viéc tot nhat

Moi ching ta déu c6 mot khoang th¢i gian lam viéc hiéu qua nhat
trong ngay. Do co thé la vao buoi sang sdm, giira gio sang sau khi uong
mgt tach ca phé, sau bira trira hoac vao budi tdi. Ban nén lam cong viéc
quan trong nhat va khé khan nhat khi ban tinh tao nhat.

Khi tim thoi diém ban lam viéc t6t nhat trong ngay, hay nhé rang viéc an
mot bita qua no sé khién cho cuwdng do lam viéc cia ban cham lai, va do do
ban sé dé méc sai lam hon.

Ban nén giit gin khodng thdi gian lam viéc hiéu qua nhat ctia minh va
dirng st dung n6 dé thuc hién nhitng nhiém vu khong mang lai nhiéu lgi
ich.

e Nhitng con ngudi cia buéi sang. V§i rat nhiéu ngudi, thoi gian tot
nhat trong ngay la vao budi sang, khi ho tinh tdo nhat, c6 mitrc do nang
lwgng cao nhat, va do d6 ho lam viéc tot nhat. C6 hai cau néi rat noi
tiéng danh cho nhitng con ngudi ctia budi sang: “Mot gio cta budi
sang co6 gia tri bang hai gio cua budi t6i” va: “Néu ban danh mat mot
gio ctia budi sang, ban sé phai danh ca ngay dé tim lai no.”

e Nang lwgng trong sudt mot tuan. Quy tac trén ciing duwgc ap dung
cho cac ngay trong tuan. Néu ban lam viéc tot nhat vao thit Hai va thi
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Ba, hay lap ké hoach cho nhitng cudc hop mang tinh tha tuc vao
nhitng ngay sau do.

Chang han nhv, ditng xép hang vao lic tdm gio sang dé dwa 6 t6 vao ga
ra la mot viéc lam vo nghia véi ban néu dé la khoang thoi gian ma nang
lwgng ctia ban dang ¢ mitc cao nhat. Néu ban cé thé dé viéc nay vao cudi
ngay, khi cong viéc khé khan nhat ctia ban da dwgc hoan thanh thi moi viéc
sé tot dep hon cho ban. Tan dung t6i da khodng thoi gian nay sé gitip ban
tranh bi xao nhang bédi tdt cd nhitng sy gian doan lién mién khién ban
khong thé hoan thanh nhitng viéc can lam.

Ban khong nén sit dung thi gian lam viéc hiéu qua nhat ciia minh
vao nhirng nhiém vu thong thuwong.

Tinh huéng: Stan lam viéc trong mot van phong va biét rang anh
lam viéc tot nhat vao budi sang. Hang ngay, anh thuwong co gang hét
sttc c6 thé dé hoan thanh nhitng viéc can nhiéu sy tap trung hon trong
khodng thoi gian ti chin gio sdng dén mot gio chiéu. Vao buoi chiéu,
anh tham gia vao cac cudc hop va lam nhitng cong viéc gidy to thuwong
nhat. Du phdi linh dong trong mot s6 hoan canh, nhung anh da hoan
thanh dwgc nhiéu viéc hon nhd biét chia cac nhiém vu thanh nhitng
viéc can su tap trung cao do va nhitng viéc hanh chinh thuan tiy thay
vi lam lan lwot tirng viéc mot.

1.4
Kiém tra cach st dung thoi gian
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Mot budc quan trong dé quan ly thoi gian la biét minh dang thyc sy
st dung quy thoi gian ciia minh nhw thé nao. Mot bai tap rat hiru ich
deé kiem tra chinh xac diéu nay la ghi lai titng chi tiét trong ngay.

Co hai cach dé biét dugc ban danh bao nhiéu thoi gian cho nhitng nhiém
vu khac nhau: Mot 1a wéc lwgng, hai la ghi chép chinh xac. Cach thit hai tot
hon. Néu lam diéu do6 trong mot ngay, ban sé c6 thé ngac nhién khi thay rat
nhiéu nhiém vu da tiéu tén nhiéu thoi gian hon ban nghi.

Hay lap mot bang bao gom nhitng cot sau:
Mo ta
Thoi gian bat dau
Thoi gian két thic
Thoi gian tinh bang phit
Uu tién
Vi cot “wu tién”, hay lya chon mic do tr 1 dén 5, vGi 1 la mitc do wu
tién cao nhat va 5 1a mitc do wu tién thap nhat.

Ghi chép chi tiét & mitc do nay chac chan sé boc 160 nhitng diéu ma ban
chwa nhan thitc dwgc vé ngay lam viéc cia minh. Chang han, n6 c6 thé
chitng t6 rang ban tiéu ton nhiéu thoi gian hon cho viéc di lai hodc lam
nhitng nhiém vu thwong nhat, hodac ban danh it thoi gian hon mitc can thiét
cho viéc 13p ké hoach hay suy nghi.

Khi dién vao c6t wu tién, hay can nhac nhitng diéu sau:

Nhitng nhiém vu nao la trung tam vd&i vai tro ctaa ban.

Nhitng nhiém vu nao c6 thé uy thac dugc cho ngudoi khac.

Nhitng nhiém vu nao c6 thé duwgc thue hién mét cach hiéu qua hon.
Nhitng nhiém vu nao dang ra ban khong nén lam ngay tir dau.
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Hay tinh toan thoi gian ban sit dung cho nhirng nhiém vu khac nhau
va gia tién theo gio tinh ca phu phi.

e Tinh toan phan hiéu qua ctia moi ngay, thwong nam trong khoang twr
50 dén 80% — chang han la 65%.

e Gia du, ban lam viéc 8 gio moi ngay x 65% = 5,2 gio lam viéc c6 hiéu
qua cao. Gia st lvong cua ban la 30.000 bang mot nam, nhan doi con
sO nay sé ra tong so tién cong ty trd cho ban (ca lwong, thudng va cac
chi phi nhan céng khac) trong mot nam. Con s0 lic nay la 60.000
bang.

e Chia s0 d6 cho 52 tuan, trir di 6 tuan nghi phép va 6m = 46 tuan x 5
ngay x 5,2 gio moi ngay = 1.196 gio moi nam.

e Lam tron thanh 1200 gio va 1dy 60.000 bang chia cho 1200 gio = 50
bang mot gio.

e Diéu nay c6 nghia la trong cong ty hay t6 chitc ctia ban, ban c6 gia 50
bang cho moi gio lam viéc hiéu qua — mot dong lyc dé khong lang phi
thoi gian.

1.5
Kiém soat cam giac cang thang

Phan 16n ching ta cé qua nhiéu ap lyc — da dé khién ching ta phai doc
mot cudn sach vé quan ly thoi gian! Khi ap Iwc ngay cang tang, ching ta tw
thay ban than khong c6 kha nang ra quyét dinh va mat di sy can bang trong
cudc song.

Chuing ta tré nén that vong bdi du da co gang hét sirc, dy an ctiia ching ta
van dam chan tai ch6. Ching ta nghi minh qua ban dé c6 thé c6 mot ky
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nghi. Néu nhitng cam giac dé thwong xuyén dén vdi ban, viéc thyce sy quan
trong ma ban can lam la tim ra cach phu hgp dé quan ly va gidm ap lwc cho
minh. Dué6i day la mot s6 hwéng dan (Xem thém phan 4.8):

e Thudong xuyén lén ké hoach cho thei gian nghi ngei. Néu da biét
minh vita c6 mot tuan lam viéc rat ban, ban hay c6 gang lam cho
nhitng ngay cudi tuan hodc lich trinh lam viéc cta tuan sau d& ban
hon.

* Hoc cach néi khong. Birng c6 gang kiém soat moi thit trong vii tru:
hay 1ap cho ban nhitng muc tiéu thyc t€ (Xem thém phan 5.5).

o Lap ké hoach cho ky nghi tiv trwdc. Co ngwoi lap ké hoach cho viéc
di nghi cubi tudn moi sau tudn, nhw vay sé c6 mot diéu gi dé dé cho
dgi.

e Danh thoi gian cho nguei ban deoi va gia dinh. Lap ké hoach dé
danh thoi gian cho gia dinh trong nhat ky ctia ban néu can.

e Tim kiém sé thich méi. Hodc tinh nguyén gitip do mdt t6 chirc vi
cong dong & dia phwong. Lam viéc vGi nguwdi khac sé kéo ban ra khoi
chinh minh.

e Danh thoi gian cho ban be. Ban cii va ban mdi.

o Phat trién khiéu hai hwdc. D6 la mot trong s6 nhitng liéu thudc giai
doc tot nhat cho ap luc.

o Tap thé duc. Chang han nhu di chay bo, dap xe, boi, di bo hay khiéu
vi.

e Thwéng thirc hoi hoa hay am nhac. Danh thoi gian dé dén mot cudc
trién 1am nghé thudt, rap hat hay trung tam chiéu phim.

e Huwéng t6i phan tam linh trong ban. Danh thdi gian cho mot kiéu
cau nguyén hodc thién nao dé dé giap lién hé vai thé gidi phi vat chat
cua ban.

Hay nghi dén nhirng phwong phap thyuc té dé giam ap lyc trong cudc
song caa ban.
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Tinh huong: Trong tdm nam dau lam viéc doc lap, Ron thuong
xuyeén bi kiét sttc bdi anh khong thé nghi ngoi ké ca khi khong con &
noi lam viéc nita, va moi quan hé cua anh v@i vg con trd nén toi teé.
Cudi cung anh thdy minh can phai hoc cach xay dwng mot cude song
can bang hon. Do vay Ron danh nhiéu thdi gian hon cho gia dinh. Anh
cling tap théi quen di bé quanh khu nha dé thw gian va phat trién mot
nhom nhitng ngwoi ban thuwong xuyén gap nhau. Anh tré nén kién
cwong hon va c6 “co ché doi phé” dé gitip anh nhanh chéng vuot qua
nhitng ltic cang thang.

1.6
Chuan bi dé thay doi

Mot phan quan trong ctia cuén sach nay la gitup ban xac dinh dwoc
nhitng gi ban can thay déi dé cé thé quan ly thoi gian hiéu qua hon.
Nhung ban cé thiéu dong lvc dé thay doéi khong? Dwéi day la tam bi
quyét giip ban tré nén quen thudoc hon véi y twéng vé sy thay doi
trong cugc song cua minh.

1. Thit nhitng cach thitc lam viéc méi. Vuot ra khéi tam ly “Téi van
ludn ludn lam viéc do6 theo cach nay”. Ban c6 thé bat dau véi mot vai
viéc rat nho, chang han nhuw di mot con duwong khac dén cho lam. Thiét
1ap nhitng muc tiéu thuyrc té€ dé tao ra nhitng diéu chinh nhé. Chang han
nhr dirng xuéng bén xe bus gan cong ty ban nhat, thay vao do, hay
xuong & bén trede do va di bo not doan dwong con lai dé dén cong ty.
Néu ban c6 thé lam viéc d6 khodng hai lan mét tuan, dé sé la mét
diém khdi dau.

2. Thira nhan rang ban khong biét mei thit. T6i da tirng duoc giup do
bdi cau néi: “Nguwdi manh mé la nguwdi dam thira nhan nhitng diém
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yéu ctia minh.” Piéu nay c6 nghia la ban sé lang nghe nhiéu hon, thtra
nhan sai 1am va san sang dén nhan nhitng phan hoi cling nhw hoc hoi
tr sai lam.

3. Pat nhiéu cau héi hon. Hay nhé nhitng muc dich cling nhw muc tiéu
co ban cua ban, va suy nghi mot cach sang tao vé cach dat dugc né.

4. Tién lén tr nhirng trai nghiém trong qua khir. Hoc tiv qua kht cia
ban, nhung dirng qua lo lang vé nhitng sy kién cu thé.

5. Pirng s¢ that bai. Nha phat minh ngwoi My Thomas Edison da noi:
“To6i khong hé that bai. Toi chi tim thdy 10.000 cach lam sai théi.”

6. Thuwong xuyén xem xét lai. Viéc thwong xuyén tham dinh lai moi thi
c6 thé dem lai wu thé cho ban.

7. Panh gia nhitng muc tiéu. M6t khia canh cua viéc thiét 1ap muc tiéu
la nho do6 ban c6 thé nhin thdy liéu minh c6é dang di ding hwéng hay
khong.

8. St dung ban bé dé giup ban thay doi. Hay tdp trung quanh minh
nhitng nguwdi ban, nhitng nguwdi ma ban cé thé chia sé muc tiéu va sy
that bai ctia minh. Cho phép ho giip d& va hudng dan ban khi céan
thiét.

“Khi khong con du khd ndng dé thay doi mét tinh huéng, chiing ta dang
d6i mdt vdi thit thach phdi thay doi ban thdn minh.”

Victor Franki, bac si tam 1y hoc nguei Uc

Chuan bi tam thé cho nhirng cach thitrc méi dé thyc hién moi viéc.
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Hiéeu ve cong viec

Cung véi viéc hiéu dugce ban thudc kiéu nguéi nao, c6 mét viéc quan
trong la suy nghi mot cach cu thé vé cong viéc ctia ban. Ban can phai hiéu
rd vé vai tro ctia minh va nhitng trach nhiém ma ngudi khac muén ban
hoan thanh. Ching ta ai cling c6 lic can duwgc gitp d& dé duy tri dugc su
tap trung vao tat cd cac khia canh trong cong viéc ctia minh: dé dirng viéc
lang tranh nhitng cong viéc hang ngay hodc nhiém vu khé khan, dé vuot
qua dugc nhitng dong co toi, dé duy tri sy tap trung va ra nhitng quyét dinh
ding dan. Chwrong nay c6 nhitng cong cu dé gitip ban lam dugc viéc do.

2.1
Lam ro cong viéec cua ban

Tat ca chiing ta déu qua ban ron, nhung viéc dirng lai va tim hiéu ré
rang vé cong viéc lai vo cung quan trong. Tw dé, chung ta cé thé nghi
xem lam thé nao dé thyc hién mot cach hiéu qua cong viéc ciia minh.

1. Viét ra nhitng muc dich chung nhét trong céng viéc ctia ban. Chang
han nhw, dé lanh dao mot déi nham cung cap dich vu khach hang xuat
sac qua dién thoai.

2. Bay gio hay viét ra nhitng linh vic chinh gép phan tao ra muc dich
chung trong céng viéc cua ban. Chang han nhw: 1anh dao, theo doi so
liéu thong ké, cung cdp dich vu khach hang, dao tao va phat trién nhan
vién, quan ly thoi gian, quan ly hoat dong ctia nhan vién bang cach
tham dinh va gap g0 ti'ng nguwoi.

3. Bay gio hay viét ra nhitng viéc ma ban phai lam dé thuc sy hoan thanh
cong viéc trong nhitng linh virc ma ban da liét ké & phan trudc. Chang
han nhw véi linh vic dao tao va phat trién nhan vién: duy tri bang
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phan cong dao tao va lén lich dao tao t'ng ca nhan, dat lich cho nhan
vién dé tham gia nhitng budi dao tao bat budc.

. Bay gid hay nghi vé cach ban thuc sy st dung thoi gian ctia minh. St
dung nhitng gi ban da viét trong ba phan trén, hay xac dinh xem ban
da danh bao nhiéu thgi gian dé hoan thanh muc dich chung ctia minh,
nhitng Iinh vyc chinh ma ban da liét ké va nhitng hoat dong thuc su?
biéu gi ban mudén lam nhiéu hon? Hi vong ban dang danh phan 16n
thoi gian ctia minh theo cach nay, thay vi cho nhitng cong viéc hanh
chinh chung chang han (trtr khi do 1a cong viéc cua ban).

. Néu ban la thanh vién ctia mot doi, hdy nam ré cong viéc, cac linh vuc
va hoat dong cta ban phu hgp nhw thé nao véi nhitng diéu d6 ¢ dong
nghiép, ong chu va bat cit thudc cap nao cua ban.

. Thudng xuyén xem xét lai bon diém dau tién vdi ong cha cia ban va
tai cac budi nhan xét vé ban. Nhitng cudc hop nhw thé cé thé la nhitng
dip hitu ich dé ban xem xét, chang han nhuw, diéu gi dang ngan can ban

hoan thanh muc dich chinh cia minh va kham pha ra ban dang di
chéch hudng ¢ dau trong nhitng linh vyc va hoat dong khac.

Hay chac chan la ban thyc s danh phan 16n théi gian cho phan
chinh trong cong viéc cia ban.

2.2
Nguwng né tranh cong viéc
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Ban c6 thé thudc kiéu nguoi thwong xuyén né tranh nhirng nhiém vu
nham chan hoac kho khan. Cang tri hoan thyc hién mgt nhiém vy, ban
cang khang cy né nhiéu hon, va do do, ban cang gap nhiéu kho khan
dé co thé hoan thanh nhiém vu dé hon.

Ban c6 thé né tranh mot nhiém vu vi vo s6 nhitng ly do khac nhau: cong
viéc qua nham chan hodc mang tinh tha tuc, cong viéc khong cé thoi han
hoan thanh, muc tiéu khong r6 rang, hodc don gian la ban c6 qua nhiéu viéc
dé lam dén mitrc khong biét phdi bat dau ti dau. Hodc ban c6 thé sg that bai
hay bi bac bé néu khong lam t6t cong viéc.

Trong mot s6 hoan canh cu thé, viéc ra quyét dinh khong dam nhéan
nhiém vu la ding: khi ban can phai thu thap tat cad moi théng tin hodc can
thoi gian dé suy nghi. Nhung, trong rat nhiéu hoan canh khac, chung quy
chi la tri hoan lam viéc gi do.

Dudi day la mot so cach dé giup ban pha v rao can cada sv tri hoan kéo
dai:

1. Chia mét nhiém vu 16n thanh nhiéu phan nho, dé quan ly hon (Xem
phan 4.5). Giai quyét mét phan, khong nhat thiét phdi 1a phan dau tién.
Thuye té 1a khi hoan thanh mot phan nhd, ban sé cam thay t6t hon truée
toan bo nhiém wvu.

2. Bat dau thye hién phan kho6 nhat. Lam viéc nay trong khoang thdi gian
nhiéu nang lwgng va hoat dong hiéu qua nhat ctia ban. (Xem phan 1.3)

3. Trao cho chinh minh mot phan thuwéng, nhwng chi sau khi ban thue sy
hoan thanh mot nhiém vu.

4. Lam nhitng cong viéc hang ngay trong khoang thoi gian ban lam viéc
kém hiéu qua nhét hodc trong nhitng quang nghi sau khi thuc hién
nhitng nhiém vu can do tap trung cao.

“Ban c6 thé tri hodn, nhung thoi gian thi khéng, va thoi gian da mat di
thi khong thé ldy lai duoc.”
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Benjamin Franklin, chinh tri gia My

Sv tri hoan cudi cung sé lam cho cong viéc tré nén khé khan hon.

2.3
Git tap trung

Ban can phai thiét 1ap cho ban than nhitng muc tiéu thyc t€ ma qua
do, ban co thé sit dung nhirng ky nang ciia minh va gitp cho cong viéc
cua ban troi tray. Néu muon, ban cé6 thé sit dung phan thwéng dé nhan
manh y nghia cia thanh cong.

o Thiét 1ap cho ban than ban mét muc tiéu. Muc tiéu nay phai mang
tinh kich thich va doi héi sy né lwc & ban, nhung né khéng nén qua
khat khe hay phi thuc té. Hay lap ké hoach dé nghi ngoi sau khi dat
dugc muc tiéu ctia minh va hoan thanh mot nhiém vy; t* b6 mong
muon c6 nhitng ky nghi dot xuat khong theo ké hoach.

e Nham t¢i mot nhiém vu. Muc tiéu cua ban phai la hoan thanh mot
nhiém vu thay vi chi don gian la 14p day thoi gian, vi vay hay tw noi
v&i ban than: “T6i muodn cé dugc tat ca so liéu vé doanh s6 ban hang
vao lic ba gig,” thay vi: “T6i sé danh mot gio dé thu thap so liéu
doanh s6 ban hang va xem xem t6i c6 thé lam dwgc t6i dau.”

e Dinh ra mot khoang thoi gian. Sé rat t6t néu ban nham t&i nhitng
nhiém vu can khoéng ttr 30 dén 90 phut dé hoan thanh. Cac nhiém vu
ngan hon sé khong du tinh thi thach va cac nhiém vu can thoi gian
hon lai c6 thé phi thuc té. Néu ban hoan thanh nhiém vu nhanh hon
khoang thoi gian ma ban dat ra, tot thoi. Nhung néu ban khong thé,
dirng tuyét vong. Bung tir bo hodc dirng lai quan ly thdi gian néu ban
nhin thdy duwgc két qua. Néu dirng lai, ban c6 thé sé mat da va sé mat
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thoi gian dé gianh lai sttc day d6. Hay tiép tuc lam viéc mot cach kién
dinh cho téi khi ban hoan toan hoan thanh nhiém wu.

» Bi gian doan va thiét 1ap tré lai. Néu bi gian doan, hdy ghi cha van
tat ban da lam cong viéc ctia minh dén dau, nhw vay ban cé thé tiép tuc
lai mot cach dé dang hon. Néu ban gdap mot khé khan khong khac
phuc dwgc khién qua trinh budc phdi dirng lai, hay 1ap muc tiéu nho
hon va suy nghi mot cach sang tao vé mot cach ti€p can khac véi van
de kho khan. Hodc thic hién mot phan khac cia nhiém vu va trg lai
v0i con duvong khé khan doé sau.

Lap muc tiéu dé hoan thanh mét nhiém vu thay vi chi don gian la
lap day mot khoang thoi gian.

Tinh huong:

Muc tiéu cta t6i khi viét cudn sach nay la moi ngay sé hoan thanh
bon phan nhé. Chang han, trong phan nay, t6i viét nhitng chd y so
lwge cho linh viec mudn dé cap t6i va sau db viét cau chuyén tinh
hu6ng nay, cudi cing la phan ndi dung chinh va phan gidi thiéu. Toi
cd gang lam viéc mot mach va sau khi hoan thanh, doc lwét lai phan
nay, roi nhin vao vi tri cia n6 trong ca tap sach. Toi thdy viéc 1ap muc
tieu cu thé mang lai nhitng lgi ich nhat dinh. T6i ty cho phép minh
nghi ngoi m6t chit sau khi viét hai phan va sau dé lai m6t khoang
nghi ngoi nita sau khi viét hai phan con lai. P6 1a mot muc tiéu day
thach thirc, nhung thyre t€ va cé thé dat dugc.

2.4
Vuot qua nhitng ltuc thiéu dong luc

Co gang nhan thitc dugc ly do ban lai thiéu dong lyc tai thoi diem
dé. Hoc cach thach thitc nhitng suy nghi ngan chan hoac khién ban
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phai dirng viéc tién 1én va thyc sy hoan thanh mét nhiém vu.

Dudi day la mot s6 nhitng suy nghi thwong gap khi thiéu dong luc va goi
y vé cach xtt ly ching.

e “Toi khong cam thay thich lam viéc d6.” Hay lam viéc gi ma ban
biét la diung va bo qua cam giac cta ban. Ngay t6i roi van phong dé
thdo luan vé cuén sach dau tién cta minh, t6i da bo qua tat ca nhitng
suy nghi bén trong tam tri vé viéc: “Tai sao ban lai thay lo lang khi
dén cudc hop nay?” T6i da hanh dong dung, sau do cudén sach nay da
ban dwoc rat nhiéu nghin ban.

e “Toi khong biét phai bat dau tiv dau.” Hay chia nhiém vu thanh
nhitng phan nho va dé quan ly hon.

e “Toi khong cam thay thich lam viéc.” Hay 1ap nhitng nhiém vu don
gian dé hoan thanh. Hay twdng twong dé la mot nhiém vu ma ban thyc
su mudn thue hién. Hay nghiém khac véi ban than, nhung sau dé hay
tw trao cho ban mot phan thuwéng khi hoan thanh nhiém vu do.

e “No6 that la buon té!” Hay lap gidi han vé thoi gian hoan thanh mot
phan cta nhiém vy, chang han nhw mwoi phut.

e “T0i chi c6 thé lam t6t ngay tridc thoi han phai hoan thanh.” Tot thoi,
ddy c6 thé la van dé, nhwng ban van c6 thé 1ap ké hoach thoi gian t6t
hon.

e “Toi s¢ rang toi sé that bai.” Hay nhd rang ngwoi khong bao gio that
bai 1a nguwdi khdng bao gio lam bat ct viéc gi. Bing lo lang; hay nghi
xem diéu t0i té nhat cé thé xay ra la gi? Hoc ti nhitng sai lam trong
qua kh cia ban. Diing cdm 1én! Néu can, hdy hoc mot vai ky nang
moi.

e “Toi da luon luon lam viéc dé theo cach nay.” Hay tht mao hiém.
Lam mot cai gi do khac di. Hay vuot ra khoi gidi han han hep. Thay
d6i quan diém cua ban. B6i méi la mét co hoi dé nam bat, khong phai
la m6t thach thirc. Hay nam 1ay co héi.
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Hay lam diéu ma ban biét la diing, bé qua cam giac lanh dam cua
ban.

Tinh huong:

Marcus nhan ra anh dang ngéi canh vi gidam doc diéu hanh trong t6
chitc cia minh trén mot chuyén bay. Thay vi cé cam giadc lo lang vé
viéc phdi no6i chuyén véi mot ai dé & vi tri rat cao trong cong ty, anh
thach thitc suy nghi vé that bai va noi sg hai rang anh c6 thé néi nhitng
diéu sai 1am. Anh phac thao, so lvgc nhung 16 rang, nhitng diém manh
va diém yéu ma anh nhin thay trong t6 chitc va cach anh nhin nhan vé
twong lai ctia cong ty. Két qua 1a, vai ngay sau, Marcus nhan duwgc mot
cudc goi c6 lién quan tryc ti€p dén viéc anh duwgc dé bat. Nho nghiém
khac vai ban than, Marcus gitt cdm giac sg hai cia minh lai va khong
lo lang. Anh Ién tiéng, va anh dwoc dén dap.

2.5
Nang cao kha nang ra quyét dinh

Tat ca ching ta van lién tuc phai ra quyét dinh trong cudc song —
mac gi, an gi moi ngay... — nhung cé thé sé kho khan hon khi phai ra
nhirng quyét dinh quan trong hon.

Duwdi day la mot s6 hwdng dan vé qua trinh ra quyét dinh. Co thé sé hitu
ich khi viét ra tat ca nhitng lwa chon ma ban c6. Néu c6 qua nhiéu lya chon,
hay loc ra nhitng lwa chon quan trong nhat. Ty héi ban than ban nhitng cau
hoi sau:

e Pau la wu diém va nhugc diém caa moi lrva chon? Ban c6 thé can
phai chi trong hon dén mot s6 wu nhwge diém dé lIya chon con duwong
di tiép.
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e Tac dong cia moi lya chon la gi? Chéng han nhw, Iwa chon mot cong
viéc mdi c6 thé c6 nghia la phdi di lam xa nha nhiéu tuan va két qua la
Iwa chon do6 sé c6 anh hwdng nghiém trong dén cudc song gia dinh
ban.

» Dieéu gi sé xdy ra néu ban khong ra dugc bat ¢ quyét dinh nao?
Viéc do co6 lién hé nhu thé nao véi viéc hoan thanh muc tiéu dai han
cua ban?

o K& hoach thoi gian dé ra mot quyét dinh la gi? Chang han, néu ban
phai bdo cdo vé quyét dinh ctia minh trong mot cudc hop, hdy danh
thoi gian dé viét bao cdo. Néu chuwa c6 mot ké hoach cu thé, hay ty dat
ké hoach cho minh va thuyc hién theo.

e Toi c6 thé xin 10i khuyén tir ai cho van dé nay? Ly twéng la, ban sé
xin 10i khuyén tit ai d6 c6 nhiéu kinh nghiém hon ban, nhung bat ci
nguoi ban tot nao cling c6 thé lam viéc giong nhw mot “quan su™.

e Suy nghi vugt ra ngoai gi¢i han thong thuwong. Hay sang tao va
giau twong twgng trong viéc suy nghi vé nhitng gidi phap c6 thé thuc
hién. Co6 thé sé hitu ich néu ban thit tha 1ong, ngtrng nghi vé viéc budc
phai ra quyét dinh dé tap trung vao bitc tranh 16n hon tai diém nay.

* DPung bé qua ban nang caa ban. Tryc gidc caa ban phan @ng nhu thé
nao véi nhitng lwa chon khac nhau ma ban dang d6i mat?

Trong khi tim cach ra quyét dinh, hay suy nghi that logic, nhung
ciing dirng quén can nhac nhirng gi ban nang cia ban dang mach bao.

Tinh huong:

To6i phdi ra quyét dinh vé viéc sé & dau trong mdt thang tham gia
khoa hoc chuyén sau: tai nha, va sé mat bon gio cho viéc di lai moi
ngay, voi anh trai ¢ trung tam London, hodc vd&i bac t6i ¢ vung ngoai
0? Tai liét ké ra nhitng lwa chon khac nhau, tinh toan chi phi tai chinh,
thoi gian di lai va kha nang ti€p can dugc véi may tinh. Qua phan tich,
toi nhan ra rang yéu td quan trong nhat khong phai la chi phi hay thoi
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gian di lai, ma la t6i sé tiép tuc lam viéc hiéu qua & mitc nao. Diéu nay
giup toi quyét dinh & v6i anh trai va st dung mdy tinh xach tay ciing
nhu mdy in va bd diéu gidi (modem) ctia anh ay.

Hay linh dong ve noi lam viec
Néu c6 thé lam viéc tai nha du chi la thinh thoang, rat cé thé ban sé
lam dugc thém rat nhiéu viéc nira. Ban sé c6 kha nang lam viéc linh

dong va kiém soat ké hoach lam viéc cia minh ma khong cé6 ai kiem tra
ban.

Hay hoc cach st dung thdi gian ctia ban bat ci* noi nao. Vi duy, néu ban
thwong xuyén phdi di chuyén bang tau hodac may bay, hay lap ké hoach
mang theo céng viéc cia minh dé ban c6 thé lam viéc trong khi di chuyén.
Néu c6 thé lam viéc tai nha trong mét s6 ngay cu thé, ban sé nhan thay rang
ban c6 thé hoan thanh céng viéc gidy t0 mot cach hiéu qua hodc cé thoi
gian dé suy nghi sang tao ma khong bi mat tap trung. Néu thwong xuyén
lam viéc & nha, ban can:

e Co ky luat. Lap thoi gian biéu r6 rang vé thoi gian bat dau va thoi
gian két thuc cong viéc. NhG 1ap ké hoach cho thoi gian nghi ngoi
trong thdi gian biéu cta ban.

e Thiét 1ap hé théng hé trg cta riéng ban. O noi 1am viéc, ban c6 thé
néi chuyén véi dong nghiép. O nha, ban chi c6 mot minh. Do dé6, ban
can phai cha dong 1ap ké hoach gap gd ban be.

e Tranh mat tap trung. No6i v6i ban bé va gia dinh la ban dang lam
viéc va dirng quay ray ban. Mot s6 nguoi sé nghe 10i, mot s6 nguoi sé
khong, nhung ban can phai thiét 1ap nhitng ranh gidi ro rang.

e Tim kiém sy gitp d& ctia cac chuyén gia. Ban lu6n can su gitup do cta
cac chuyén gia trong nhiéu linh vuc ctia cudc song. T6i da tirng dugc
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gitup do rat nhiéu béi mot ngwdi ban l1a quan ly mét ngan hang da nghi
huwu. Anh ay da gitp do toi kiém tra chi phi, 1ap ké hoach dong tién...

Poi khi lam viéc tai nha co6 thé cé nghia la ban lam dwgc nhiéu viéc
hon.

Tinh huong:

Jo da lam viéc tai nha trong gan 30 nam. Diéu nay dem lai rat nhiéu
lgi ich, nhuv it phai tham gia cac cudc hop hon, gidm thiéu thoi gian di
lai va c6 thé & nha khi con c0 di hoc vé. Tuy nhién, c6 da mat lién hé
thwong xuyén véi dong nghiép cia minh va da hoc cach tham gia cac
hoat dong vao gio nghi triva nhw dén cau lac bo thé duc tham my va
thwong xuyén gap gd ban bé. Biéu nay lam gidm cadm giac bi c6 lap,
cam giac cua rat nhiéu nhitng nguwoi lam viéc tai nha, dong thoi duy tri
dugc strc khde va cam giac hanh phtc cua co.
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Ngan nap

Don dep sach sé nhitng thit 16n x6n, khong can thiét trén ban sé gitp
ban suy nghi va lam viéc t6t hon. Cé mét cuén nhat ky va 1ap mot “danh
sach nhitng viéc can lam” sé gitt cho ban ludn kiém soat duwgc céng viéc.
Néu da viét ra mot cai gi do, ban sé khong can phai giitt né & trong dau va
do dé, ban cé thé tdp trung vao nhitng nhiém vu sang tao khac. Thiét 1ap
mot hé thong dé gitip ban thye hién nhitng nhiém vu hang ngay va lap ké
hoach chi tiét cho viéc thyc hién cac dy an. Khi d6, néu nhan ra rang minh
dang cham hon so vGi ké hoach, ban sé cé thé hanh dong dé theo kip nhip
do ban dau.

3.1
Don dep ban cua ban

Mot phan cuia viéc song ngan nap la dat tat ca nhirng thir can thiét ¢
gan ban, khong bi bao quanh béi mé giay t¢ 16n xon va nhirng thit ma
ban khong can. Muc tiéu ctia ban la sap xép lai moi thit dé ban cé thé
lam viéc hiéu qua va c6 thé tim dwgc nhitng thit ban can mgt cach
nhanh chong. Sap xép nhirng dung cu ban thwong xuyén sit dung dé né
¢ gan ban nhat va cé thé phuc vu ban tot nhat.

Duéi day 1a nam budc thiét thye gitip ban sap xép lai mot noi lam viéc
tot hon:

1. Bo tat ca nhitng thi khong lién quan dén dv an gan day cda ban ra
khoi ban. Viéc lam nay sé gitp ban tap trung chd y vao nhitng van dé
thue sy trong cong viéc. Bat nhitng thit ban thwdng xuyén can & gan
cho ban ngoi, trong tam v6i dé ban khong phai thwong xuyén ditng
day trong khi dang lam viéc.
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2. Néu ban c6 khay dung cong van gidy t0 dén va khay dung cong van
gidy t0 di, hay st dung ching. Thinh thodng, hdy soan lai khay dung
gidy t0 dén va bo di hodc phan loai nhitng gidy t0 ma ban dé & khay
nay.

3. Danh thoi gian dé don dep méi truong lam viéc cta ban — but, gidy,
tay, coc, gwong, but chi, kep ghim... Cat nhitng thtt ma ban khong
thwong xuyeén st dung di.

4. Luu trit nhitng tai liéu cli. Dan nhan cho nhitng tai liéu cti hodc dong
hop va ghi ro ndi dung, ngay thang cua chung.

5. Hay chac chan la nhitng thiét bi may tinh ctia ban dwgc sap xép sao
cho ban c6 thé lam viéc hiéu qud, an toan va tién lgi. Man hinh may
tinh can phai c6 tdm cao chuan — cadch mat ban it nhét la 63 cm va
phan cao nhét ctia man hinh phdi ¢ dwdi tdam mat ban. Hay chac chan
la ban dang ngoi trén mot chiéc ghé dugc thiét ké phu hgp va cé chiéu
cao chuan. Don dep khu virc dwdi gam ban dé c6 da cho cho do6i chan

cua ban.

Don dep khéi ban nhitng thit khong thwong xuyén can dén, ban sé co
thé suy nghi r6 rang va tap trung hon.

3.2
Viét nhat ky
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Co6 mot cuon nhat ky dong nghia véi viéc ban cé thé theo sat moi
viéc. Mot cuon nhat ky ciing rat hitu dung cho viéc nhac nhé ban veé
thoi gian can nop bao cao hay tham gia mot cugc hop. Hay nhé rang,
néu ban sit dung nhat ky trén Outlook & noi lam viéc, nhiéu nguoi cé
thé biét ké hoach cua ban hoac thoi gian ban ban.

e Giay hay dién t¢? D6 khong phai van dé, van dé la ban c6 mét — va
chi mot cuén nhat ky cho tat ca cac cudc hen cong viéc va ca nhan caa
ban. Trong do6, ban cling c6 thé ghi lai nhitng viéc phai lam, nhitng
nguoi phai gap, nhitng thw dién ti phai viét va nhitng cudc dién thoai
phai goi... Mot thoi gian dai toi c6 hai nhat ky, mot cho cong viéc con
mot cho nhitng hoat dong con lai trong cudc song, nhuwng to6i nhan ra
nhu vay lai khong hiéu qua.

e Lap ké hoach hgp ly. Danh thoi gian dé suy nghi vé viéc lap ké
hoach cho céc cudc hen: Diéu gi sé xdy ra néu mot cudc hop dién ra
qua lau so véi dy kién? Ban c6 muén tham dy mdét cudc hop thong
trra khong? Hay nh@ khi nao ban lam viéc hiéu qua nhat va danh thoi
gian do cho nhitng van dé quan trong.

e Ghi chép du chi tiét. Trong nhat ky ctia minh, hdy viét du chi tiét dé
ban c6 thé hiéu dugc diéu d6 khi doc né sau nay. Ban ciling c6 thé
muon no da ro rang dé ngwdi khac cling c6 thé doc dugc.

e But chi hay bit bi? Néu nhat ky la ban citng, mot s6 nguwdi thich dugc
str dung bt chi dé dé dang thay doi.

e DPat ché do nhac nhé. St dung cac phwong tién nhac viéc dién tw dé
1én lich cho nhitng dau viéc dinh ky. Hay dat ché do nhac viéc vé
tredc thoi diém phai lam mot viéc nao d6 mot khoang thoi gian dua dé
ban suy nghi va ra soat lai bat cit hanh dong cu thé nao.

e St dung lich lam viéc treo twong. Viéc nay cé thé gitip ban nhin
duwgc bire tranh tong thé hon. Trong dé, hay danh dau nhitng ky nghi,
nhitng thoi diém hodc nhitng giai doan cu thé cia mot dw an.
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e Thé con nhitng thong tin khac thi sao? Ban c6 thé dé nhitng thong
tin nhu s6 dién thoai, dia chi e-mail va thong tin lién hé trong nhat ky,
nhwng néu ban st dung ban citng va thay doéi hang nam thi sé t6t hon
néu ban str dung mot quyén s6 danh ba riéng cho nhitng thong tin nay.

Sé hitu mot quyén nhat ky sé giap ban kiém soat cach ban sit dung
thoi gian ciia minh.

Tinh huong:

Mike nhan ra anh lam viéc t6t nhat véi mot cuén nhat ky kho A4
trinh bay theo titng tuan véi th Bay va Chi nhat dé tréng. O chd danh
cho thit Sau, anh danh mdt goc riéng cho nhitng van dé can gidi quyét
trong tuan t6i. Cudi moi ngay lam viéc, Mike lai lap ké hoach cong
viéc cho ngay lam viéc tiép theo ... Vao tht Sdu, anh xem xét mot
lwgt nhitng cong viéc sap t6i dé 1én ké hoach cho tuan sau. St dung
phwong phap nay, anh da hoc dwoc cach kiém soat co ban tirng ngay
lam viéc cua minh.

3.3
Xay ding cac hé thong

Co thé cé rat nhiéu nhiém vu ma ban lam nhw mot phan céng viéc hang
ngay, hang tuan, hang thang. Néu tim cach sap xép nhitng cong viéc nay
hiéu qua hét sitc c6 thé, ban sé c6 thém mot chit thoi gian nita va sé lam
viéc hiéu qua hon nira.

Xac dinh nhitng nhiém vu ma ban thuvong xuyén phai thye hién va la mot
phan cong viéc ctia ban. Mot vai viéc, chang han nhw kiém tra thw, dién ra
thuong xuyén dén mitc ban khéng can phai liét ké chiing ra — chiing da an
vao mau ban.

Nhitng diéu t6i dang suy nghi la nhitng viéc nhu:
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Nhirng nhiém vu hang ngay va hang tuan. Dién vao bang cham céng,
goi dién cho nhitng méi quan hé méi, lwét qua bao va cac trang web dé co
nhitng thong tin thich hop.

Nhiém vu hang thang. Nhitng nhiém vu nay c6 thé bao gém viét bao
cao tién trinh, viét thw thang va cap nhat trang web ctia ban. Pao tao ciling
c6 thé nam trong nhom nay, cling nhu viéc theo duéi nhitng khach hang
tiém nang, nhitng moi lién hé mdéi va chuan bi cho cac cudc trién 1am hoac
cac cudc hop kinh doanh.

Nhiém vu hang nam. Nhitng nhiém vu nay cé thé bao gom danh gia
nhan vién thuwong nién va chuan bi bao cao ké toan cudi nam.

Xac dinh nhiém vu. Ddt cac nhiém vu 16n trong nhat ky nhu cac muc
dinh ky.

Di sau vao chi tiét hon. Chia nhé mot nhiém vu thanh cac phan nho va
dé quan ly hon néu can thiét, va liét ké nhitng ngwoi ban can lién hé trong
moi hoan canh, ca theo tham nién hay theo th& ty nhitng phan khac nhau
cua nhiém vu.

Gio thi hay lap danh sach kiém tra. Soan mé6t danh sach kiém tra cho
nhitng nhiém vu ma ban thwong xuyén phai thuyc hién dé ban cé thé danh
dau vao dé khi hoan thanh chiing. Phat trién danh sach kiém tra cho cang
nhiéu nhiém vu cang tot, nhd vay bat ctt khi nao nhan dwgc mét nhiém vu
nhw thé, ban sé khong can phai suy nghi lai vé nhitng giai doan khac nhau,
nhitng ngwdi ma ban van phai lién hé...

Lap ké hoach cho nhitng nhiém vu thwong xuyén va phat trién cac
hé thong dé hoan thanh ching.
Tinh huong:

Depak lam viéc trong mdt nha mdy san xudt thitc an. Anh phai
chuan bi ban bao cdo hang thang cho 6ng chu cia minh. Anh luén
ludn phai ndp ching vao ngay thit Hai cta tuan thit tw trong thang tiép
theo. Ngay khi ban sao ké tai khodn ngan hang duwgc gtti dén, Depak
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bat dau céng viéc cta minh, phan tich cac héa don, chitng tir trong
tuan thit nhat, xem xét lai cac con sé trong tuan thi¢ hai, thong qua lan
cudi va xac dinh cac nghi van trong tuan thit ba va dén tuan thi tuw,
Depak da san sang lam ban bao cdo tong két hoan chinh cho 6ng chu
cua minh.

3.4
Sap xeép

Sap xép gidy to dong nghia vai viéc ban c6 thé tiép can thong tin mot
cach de dang khi can. Mot hé thong lvu trit tot tuan tha nhitng nguyén
tac cu thé, va nhitng nguyén tac nay ap dung dong thoi cho ca cac tép
tai liéu cirng va tép tai litu mém. Duwéi day la mot s6 hwong dan quan
trong de lam theo trong viéc sap xép tai liéu.

e Stt dung mot hé thong. St dung mot hé thong c6 hiéu qua véi ban va
dé la hé thong ma ban sé nhg.

RO rang. Néu ban dang lam viéc trén mdy va muon dat tén cé bao
gom ngay thang, hay chac chan rang ban luén st dung mot dinh dang
giong nhau.

e Cu thé. Vdi nhitng dv an 16n, hay chia nho n6 thanh cac khia canh,
v6i moi tép tai liéu cho mot khia canh.

e Co ich cho ban than ban. Péi khi toi viét chi tiét lién lac quan trong,
chang han nhu mét s6 dién thoai hodac mot dia chi e-mail, & ngay trén
mat mot tép tai liéu.

e Nghi dén twong lai. Ty viét chd y cho minh. Ban c6 thé nghi rang ban
sé nhd dugc mot diém cu thé, nhung liéu ban c6 nhé dugc diém dé
trong mot tuan, mot thang hay mot nam sau?

e Tuan theo thit tw. V&i mot tép tai liéu ciing, gilt cac tai liéu gan nhat
¢ trén cung. Cit vai tuan, t6i lai loc lai mot quan ly thoi gian tép tai
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liéu va phan loai cac tai liéu da hoan thanh va chwa hoan thanh.

* Di trudéc mot buwdc. Hay cai dat tép tin “Spare” hoac “Temp” trén
may dé st dung khi cé dip.

e Sap xép thwong xuyén. Danh thoi gian dé thuong xuyén sap xép gidy
t0 cua ban. St dung khodng thoi gian ban lam viéc it hiéu qua nhat
trong ngay dé lam viéc nay.

* Bo6 nhirng tai liéu khong con can thiét nira di. Ping lvu tri? moi tha.
Doi khi cho tot nhat cho mot mau giay la & trong thung rac!

Néu ban quyét dinh st dung hé thong lwu trit dién t, hdy nghi cach sap
x€p cong viéc cia minh. Thay vi phan loai thw vao tirng muc cho moi dv
an, ban c6 thé c6 mot hom thw dén va mot hom thw gii di c6 dung luwgng
16n: sap xép thw cta ban theo cach nay cé thé tiét kiém thoi gian hon cho
ban.

Phat trién nhirng hé thong sap xép tai liéu c6 hiéu qua cho ban va
hinh thanh thoi quen sit dung chung.
Tinh huong:

Gan day mot nha xudt ban da lién hé vGi toi vé van dé tai st dung
nhitng tai liéu ti* mot cudn sach ma téi da viét cach day 15 nam. Toi
dé dang tim dwgc nira dau nhung vGi nira sau téi phai kiém tra hé
thong lwu tri¥ dién t. Vi moi thi déu dugce gan tén rd rang, toi da tim
thay tai liéu phu hop trong vong 20 phut. T6i that sy biét on ban than
vi ngay tir dau da phat trién mét hé thong lwu triv thong tin rat ro rang.

3.5
Tao mot danh sach hanh dong

Khi chia nhitng muc tiéu thanh nhiéu nhiém vu nhé hon, dé quan ly
hon, ban cé thé 1ap danh sach hanh dong cho nhirng nhiém vu can giai
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quyét va hoan thanh trong mot ngay cu thé. Mot ké hoach hanh dong
hang ngay la noi tap hop tat ca nhitng nhiém vu caa ban.

Ban c6 thé liét ké nhitng muc tiéu dai han, nhitng nhiém vu trong cac dy
an cu thé ma ban dang thuc hién va cac cudc hop thuong xuyén. Mot diéu
quan trong ma ban can nhé la dirng chi tap trung vao nhitng viéc can lam
ngay. Ban con can phai nhin xa hon, vao nhitng nhiém vu thuc sy hoan
thanh muc tiéu dai han cta ban.

Khi 1ap mot danh sach hoat dong, hoac danh sach nhitng viéc phai lam
trong mot ngay, t6i thwong liét ké moi viéc can phai hoan thanh, do do t6i
khong phai phu thudc vao tri nhé ctia minh. Toi liét ké nhitng nhiém vu
chinh trong cac dv an dang thyc hién ma toi phai hoan thanh trong ngay do,
cac cudc hop, cac dong nghiép va ban bé ma téi can phai gwi thw. Tuy
nhién, ban can phai thuyc té€ va dirng c6 gang kéo minh ra cang qua.

MGt sO nguwoi ghi chii @ mot bén ctia moi nhiém vu khoang thoi gian ho
dy kién sé hoan thanh n6. T6i khong lam viéc dé — né cé thé sé ngon qua
nhiéu thoi gian cua t6i! Toi chi thich lam mot viéc don gian la liét ké nhitng
van dé & nhitng vi tri khac nhau trong mét t0 gidy A4 (theo khdé nam
ngang):

e Bén Ié trai. Nhitng nhiém vu chinh can phdi hoan thanh trong ngay
hém nay. (Phan nay thwong chi gom mot hodc hai van dé.)

e Dinh giita. Nhitng ngwoi t6i can lién hé qua dién thoai (d) va qua thw
dién tw (t) vao thoi gian nghi gitta gio sang.

e Bén lé phai. Nhitng cong viéc hang ngay can dwoc thyc hién gitta
nhitng quang thdi gian trong trong ngay, chang han nhw trong lic cho
doi ai do khi noi chuyén dien thoai, trong khi chd may tinh van hanh
hodc trong thdi gian lam viéc it hiéu qua nhat trong ngay.

T6i c6 gang 1ap ké hoach cho thdoi gian suy nghi vao mét muc — vi du
nhw lam cach nao dé tiép can mot nguwoi dong nghiép vé mot van dé kho
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khan. Dy tru thoi gian cho viéc di lai cling nhv nhitng gian doan ngoai ké
hoach ciing 1a réat can thiét.

Mot ké hoach hanh dong hang ngay la dac biét quan trong.

3.6
Lap mot ké hoach lam viéc that thuc té

Mot ké hoach lam viéc khong chi la nén tang deé ban lap ké hoach
cho nhitng nhiém vu don 1é thugc mot duw an, ma con dac biét co y
nghia trong viéc giap ban luén biét minh dang ¢ dau khi dy an dang
dugc thyc hién.

Dué6i day la mot so hwdng dan gidp ban 1ap ké hoach lam viéc:

1. Chia dy an cua ban thanh nhitng phan hodc nhitng nhiém vu nho hon.
Viéc nay gitp ban dé ban nam dwoc tinh hinh dién bién cong viéc va
viéc st dung thoi gian cua ban.

2. Sap xép cac nhiém vu khac nhau theo th ty: mot sé viéc can dugc
hoan thanh ké tiép nhau, do vay ban sé can phai hoan thanh mot s6
nhiém vu nhat dinh trwéc khi c6 thé thye hién nhitng nhiém vu khac.

3. Xac dinh thoi gian phai hoan thanh moéi nhiém vu — tinh theo gio hoac
theo ngay. Xac dinh cang ro rang, chinh xac cang tot.

4. Xac dinh nguodn lwe va hau can. Ban sé can nhitng gi dé hoan thanh dw
an — tinh theo nhan lwc va tién bac?
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5. Thém cot ngay bat dau va ngay két thic cho toan bo dy an va cho moi
nhiém vu cu thé. Ban ciling c6 thé thém cot ngay sém nhat cling nhw
ngay mudn nhat cé thé bat dau quan ly thoi gian va két thic, nho do
ban c6 thé nhin thdy minh dwgc linh dong dén mitc nao. Hay st dung
do thi Gantt.

6. Khi 1ap ké hoach, hay nhé rang mot vai dong nghiép lam viéc v6i ban
trong dy an nay c6 thé cling dang lam viéc vdi nhitng dy an khac.
Ngoai ra, hay danh thoi gian dé bo phan cé tham quyén phé duyét cac
giai doan khac nhau.

7. Cubi cung, hdy du tru thoi gian cho nhitng sy tri hoan ngau nhién,
nhitng ky nghi ctia nhan vién, hay viéc nhan vién bi ém... Viéc lap ké
hoach ctia ban can dya vao co s& 40 dén 44 tuan mot nam (khong phai
52) dé dat dugc hiéu qua cao nhat.

“10% cudi cung cta dv dn chiém 90% thoi gian.”

Khuyét danh

nhin lai xem ké hoach ctia ban diing dan nhw thé nao.

Lap mot ké hoach lam viéc c6 nghia la ban co6 thé nhin thay rat r6
rang kiéu quy trinh ban tién hanh thyc hién dy an.
Tinh hudng:

Toi thwong viét ro tat cd cac cong viéc can lam trong ngay. Khi
hoan thanh mo6i nhiém vu, t6i gach né di. Néu vi mét ly do nao dé ma
mot nhiém vu chwa dwgc hoan thanh, toi sé khoanh tron nhiém vu doé
va dé n6 vao ké hoach ctua ngay tiép theo.
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Lam viec tot hon
Lam viéc hiéu qua khong chi la van dé cta viéc hiéu ban than ban va
cong viéc cua ban hay ludn ngan nap, chwong nay cé cac bi quyét dé dat ra
nhitng chién lwge cu thé gitp ban thanh céng va trd nén ndi bat gitta dam
dong. C6 dugc nhitng muc tiéu ro rang, suy nghi sang tao, luon chu dong
va hoc cach dé lam ding ngay tir dau... tat ca déu can thiét dé gidip ban tiét
kiém thoi gian va lam viéc t6t hon.

4.1
Lam viec thong minh (SMART)

Pat ra nhitng muc tiéu mo ho va phi thyc té la mot viéc hoan toan vo
nghia. Diéu doé cé thé tot cho viéc truyén cam hirng, nhung dé hoan
thanh cong viéc, ban can phai tw duy thyc té€ va ré6 rang hon. Hay xac
dinh nhitng muc tiéu cu thé dé chac chan rang chung thyc té va cé thé
dat duoc.

Mot cach tot nhat dé c6 thé nhé duge diéu nay la: Muc tiéu nén thong
minh (SMART).

e S = Specific = cu thé. Khong mo ho ma phai r6 rang va thuc té. Xac
dinh ro rang nhitng diéu ma ban muon dat dwgc. Tap trung chinh xac
vao nhitng gi ban muon lam.

e M = Measurable = c6 thé danh gia dwgc. Nhitng muc tiéu cta ban
nén dinh lwgng duwgc theo mot cach nao do, nhd vay ban cé thé danh
gia duwgc minh dang & dau. Ban ciing c6 thé xay dwng nhitng budc
trung gian dé hoan thanh muc tiéu tong thé cia minh dwéi dang nhitng
cOt moc.
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A = Achivable = c6 thé dat dwgc. Ban can phai tap trung vao nhitng
muc tiéu thyc t€ va cé thé dat dugc; ching nén doi héi nhiéu & ban,
nhung khong nén viegt qua kha nang cia ban dén mic phi thuc té.

e R = Relevant = phu hgp. Hay nhin vao muc tiéu trong boi canh ké
hoach 16n hon cia ban. Muc tiéu d6 c6 gop phan hitu dung vao vién
canh 16n hon cho nhitng diéu ban muén dat dugc hay khong? Ban co
kha nang huy dong da nguon lyc cho n6 hay khong?

e T = Timed = thoi gian. V&i mot khoang thoi gian xac dinh cho viéc
hoan thién, ban c6 thé 1ap ké hoach cho nhitng giai doan chuyén tiép
ma ban can phdi dat duwgc. Diéu nay sé gitp ban hoan thanh cam két
ctia minh bang viéc bat dau hanh dong ngay tir bay gid. Mot s6 chuyén
gia con thém “ER” dé bién n6 thanh SMARTER (thong minh hon).

e E = Evaluated = danh gia. Viéc c6 da kha nang kiém tra sy tién trién
trong qua trinh thyc hién dé chac chan rang ban hoan thanh nhitng
muc tiéu cua minh la vd cung quan trong.

* R = Reported = bao cao. Sé rat hitu ich néu cac muc tiéu dugce ghi lai

dwdi dang mot bao cao.

“Thé gidi tao ra con duong cho nguai biét minh dang di dau.”

Ralph Waldo Emerson, triét gia My

Cac muc tiéu cang chinh xac, ban cang dé theo sat va tap trung.

Tinh huong: Andrew nhan ra rang dé tr¢ thanh mot ké toan thuce s
gioi giang, anh can phai hoc 1én. Tuy nhién, anh khong c6 du tién, va
do vay anh can mét cong viéc lam thém cudi tuan thay vi gidm cac chi
phi khac. Andrew da thang than, thyc t€, va bang cach 1ap ra nhitng
muc tieu thong minh, anh dat dvgc muc dich cua minh sau vai nam.

4.2
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Danh thoi gian de tiet kiém thoi gian
Hay nghi vé nhitng phuwong phap lam viéc tét hon, hiéu qua hon.
Diéu nay sé giap tang hiéu qua va hiéu suat chung ca toan cong ty hoac
to chirc cia ban.

Gan day, t6i dugc thué véi tw cach 1a mot nha tw van dé xem xét mot to
chitc hoat déng kinh doanh trong Iinh virc bdo cdo vé tai nan giao thong
trong thanh phé. Toi kham pha ra rang nhitng k¥ sw viét bdo cdo danh qua
nhiéu thoi gian dé can nhac vé nhitng chi tiét it lién quan dén cac vu tai
nan, chang han nhw bé mat dwong hay tinh trang xe, chi dé chinh nhitng chi
tiét d6 bi mot ky suw cap cao, nguwdi sau dé kiém tra nhitng ban phac thao
bao cao x6a di.

Toi goi y rang cac ky su va ngudi ky sw cdp cao nén gap nhau khi bat
dau diéu tra dé quyét dinh nhitng khia canh c6 lién quan nhiéu nhat dé theo
duoi. Két qua la hiéu qua lam viéc da cao hon: cac k¥ su tap trung hon vao
nhitng khia canh cu thé va ngwoi ky su cap cao phai danh it thoi gian hon
cho viéc x6a nhitng chi tiét khong quan trong.

Vay, hay dung lai va suy nghi.

e Tim cach tiép can tot nhat. Liéu cé cach nao t6t hon cach ma ban
dang thuc hién dé c6 thé hoan thanh muc tiéu va nhitng muc dich ctia
minh?

e Luon giit muc tiéu trong tam tri. Ping chi tap trung vao nhitng chi
tiét ciia nhiém vuy; hay tap trung vao nhitng muc tiéu rong hon va tim
nhitng phwong phap sang tao dé dat dugc ching.

e Danh thoi gian dé lam viéc hiéu qua. Ké hoach mdi cta ban c6 thé
can thoi gian thiét 1ap ban dau, nhung cudi cung viéc nay sé tiét kiém
thoi gian cho ban.

“Ly do chiing ta khéng dat dugc phdn I6n cdc muc tiéu la vi chiing ta
danh thoi gian ctia minh dé lam nhitng viéc kém quan trong truéc.”
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Robert J. McKain, tac gia

Tap trung vao muc tiéu tong thé cudi cung cia ban va nghi vé nhirng
cach sang tao hon dé dat dwgc muc tiéu do.

Tinh huong: Sheila dugc yéu cau t6 chitc mot cudc hop gitta cac
dong nghiép & Anh va cac dong nghiép & An Bg. C6 danh mot ngay
dé xem xét nhitng lwa chon khac nhau: tim kiém thong tin vé gia ca

ctia may bay va khach san & Anh, so sanh vGi gia thué céac thiét bi
danh cho viéc t6 chitc hdi nghi truyén hinh. Thoi gian Sheila danh dé
xem xét cac Iya chon khac nhau da dem lai hiéu qua tot: c6 thuyét
trinh tinh hinh thyc té€ véi ban giam doc va ho quyét dinh sé to chitc
mot cudc hoi nghi truyén hinh dé st dung tot nhat cac nguon lyc. Diéu
nay c6 nghia la cac nhan vién sé khong phai danh qua nhiéu thoi gian
cho viéc di chuyén, nhung van cé thé cung nhau thao luan trong mat
cudc hop tryc tuyén.

4.3
Hay chu dong, dung chi phan wng lai

Chu dong c6 nghia la hanh dong cé trach nhiém, quyét dinh nhirng
gi ban muon lam va tao ra nhitng thay doi nhdt dinh. Phan &ng lai
nghia la ching ta hanh dong theo thoi quen, dira vao nhitng gi da xay
ra va phan wng v@i no.

Dbé chu dong, hay thyc hién theo ba diém sau:

e Co trach nhiém. Hay nhan ra rdang ban khong chi don gidn la danh
thoi gian dé “chita chdy” — nghia la, phan &ng véi khing hoéng.
Chung ta qua thwong xuyén bi diéu khién bdi nhitng ap lywc bén ngoai,
va do la mot cach st dung thoi gian thiéu hiéu qua. Hay cé trach
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nhiém v@&i cach ban st dung thoi gian cia minh, va néu ban can phai
c6 nhitng thay do6i chién lwgc dé ban than tré nén hiéu qua hon, hay
coi d6 nhu la mot muc tiéu va no Iyc hanh dong cho nhitng thay doi
can thiét.

Hay nghi vé nhitng ham y va hiéu &ng cia cac ké hoach caa ban.
Lap mot s6 muc tiéu dai han va suy nghi vé cach dé thyc hién tron ven
duwgc chung. Piéu nay dong nghia vdi tap trung suy nghi va hanh dong
ctia ban vao tat ca cac khia canh ctia dy an ma ban tham gia. Chang
han nhw, néu ban dang 1ap mot hé thong ké toan mdi, nhitng diéu ban
can phai nghi khong chi la tat cad nhitng thong tin can phai dat vao hé
thong ma con tat ca nhitng thong tin ma ban muén nhan dwgc tir n6, dé
phuc vu cac bao cdo va nhitng van dé khac. Hon nita, ban sé can phai
nghi vé viéc ai la ngudi can truy cap dit liéu, va n6 c6 thé anh hwéng
dén tinh bdo mat cta hé thong nhw thé nao.

Tién phong. Dé dat duwgc muc tiéu, ban sé can phai lwa chon mot con
dwong cu thé. Biéu nay c6 thé sé can dén long diing cam, vi ban sé di
mot con dwong mai va c6 thé sé phai déi mat v4i nhitng dong nghiép
phan doi cach lwa chon vé th ty wu tién ctia ban. Hay tin twdng vao
ban than minh cling nhw nhitng céng viéc, tich cwc ma ban dé lam dé
dwa ra nhitng lya chon ctia minh.

Hay nghi vé cach ban cé thé thay doi théi quen hién tai dé tré nén
chu dong hon va kiém soat twwong lai cia ban tot hon.

Tinh huong: Ngay sau khi bat dau t6 chitc cac cudc hoi thao vé
phwong phép viét tiéng Anh mach lac, t6i nhan ra rang minh can phai
m& rong hoat dong dé canh tranh t6t hon. T6i kham pha ra rang c6
mo&t nhom nhét dinh cac nha lanh dao dat dugc nhiéu nhét tir nhitng
cudc hoi thao cua minh: nhitng nguoi lwa chon mot khoa hoc ma ban
dau khong bao ham viéc viét. Cu thé, t6i xac dinh khach hang muc
tiéu ctia minh la cac ké toan, va gan day, dé la mét trong so nhitng khu
vure phat trién cta t6i. Thanh cong nam & viéc cha dong: cht dong

https://thuviensach.vn



quyét dinh mot chién lwge mdi va cha dong tao 1ap mot ké hoach dai
han mé&i mé dé chiém dugc mot phan khic cu thé trong thi treong.

Xac dinh nhirng viec quan trong va
nhirng viec cap thiéet

Néu tan dung mot danh sach hanh dong (Xem phan 3.5), ban sé cé
san théi quen danh gia mitrc do quan trong va cap thiét cia moi nhiém
vu. Gidi quyét nhirng nhiém vu cap thiét va quan trong nhat ngay lap
tirc.

Xép loai moi nhiém vu bang cach viét mot con s6 bén canh dé chi ra
mitc do quan trong va cdp thiét cia n6 — giong nhw viéc thé hién bang con
sO tir 1 dén 4 duwdi day. Coé thé lwa chon st dung cac chit cai hodc cac mau

sac khac nhau. Cho du ban c6 st dung phwong phap nao thi diéu quan trong
van la ban phai phéan biét:

1. Nhitng nhiém vu quan trong va cap thiét. C6 nhitng nhiém vu budc
phai gidi quyét khi phai déi ph6 véi mot cudc khiing hodng hoac khi
sap dén ngay hét han. D6 la nhitng nhiém vu ban phai gidi quyét dau
tién. Tuy nhién, doi khi viéc lién tiép gidi quyét nhitng van dé cap thiét
va quan trong cling gay rac roi, nén sé t6t hon néu doi phé vdi cac van
dé quan trong theo thi ty va theo cach it gdy cam giadc hoang sg nhat.
Néu mot nhiém vu cap thiét va quan trong xudt hién thwong xuyén,
cho du la hang thang hay hang nam, hay ghi chu vao nhat ky tai mot
thoi diém phu hgp tréc ngay hét han, nhd dé ban cé thé giai quyét nd
hiéu qua hon trong Ian tiép theo.
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2. Nhitng nhiém vu it cap thiét nhung quan trong. Nhitng nhiém vu nay
cau thanh khoi lwvgng cong viéc chinh ctia ban, do vay phan 16n quy
thoi gian ctia ban nén danh cho nhitng nhiém vu & cap d6 nay. Pay la
nhitng nhiém vu can gidi quyét sau nhitng nhiém vu cép thiét va quan
trong. Chuing ciing c6 lién hé mat thiét v4i viéc hoan thanh nhitng muc
tiéu dai han cua ban.

3. Nhitng nhiém vu cap thiét nhung it quan trong. Nhv viét thw cho
dong nghiép, goi dién... Gidam thiéu nhitng nhiém vu nay, va ty thac
cho ngudi khac néu co thé.

4. Nhirng nhiém vu khong cap thiét va khong quan trong. Lam nhitng
viéc nay trong khodng thdi gian ban lam viéc thiéu hiéu qua nhat.

Néu ban khong biét phai bat dau tir dau véi mot nhiém vu cu thé, hay bat

dau tir phan viéc ban it mong chd dwogc thye hién nhat, hodc phan dai nhat,
khé nhét.

Hay chac chan rang phan lon theoi gian dugc danh cho nhirng cong
viéc quan trong nhwng khong cap thiét - diéu nay nén la phan chu yéu
trong cong viéc cua ban.

4.5
Chia mot nhiém vu thanh nhiéu buwéc
nho hon
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Chia mot nhiém vu thanh nhitng phan nhé hon cé thé khién ban cé
cam giac do sg hoac lo lang vé cach thirc thyc hién né.

Néu mot nhiém vu 16n c6 vé nhw rat kho thyc hién va ban khong biét
phai bat dau tr dau, hdy tao mdt so do mo hinh cho né (Xem phan 1.2). Khi
da chac chan hon vé nhitng khia canh khac nhau cia nhiém vu dé, hay chia
né thanh nhitng buwdc nhé va dé quéan ly hon. Sap xép chung trong mot
danh sach phan anh thi¢ ty ctia nhitng hanh dong can dwoc hoan thanh, sau
d6 tao mot bang tinh tir danh sach d6. Néu ban can phai hoan thién nhitng
bwdc cu thé vao mot thdi diém nhat dinh, hdy thém vao bang hai cot, mot
cot la: “Ngay dy kién hoan thanh” va cdt con lai la: “Ngay thuc sy hoan
thanh.”

“Chia moi nhiém vu khé khan thanh nhiéu phan hét sirc co thé dé giai
quyét né.”

Rene Descartes, nha triét hoc Phap thé ky 17

e Hoan thanh moi buwdc nhé trwdc khi ban tién dén budc tiép theo.
Thyc hién hai hay ba nhiém vu cing mét lic chi khién ban béi roi
them!

e Bat dau voi nhiém vu dai va khé khan nhat. Triv khi nhitng hanh
dong can dwgc hoan thanh theo mot thi tw cu thé, hdy loai nhitng
nhiém vu khé khan nhat ra khoi con dwong triedc. Viéc nay sé cho ban
cam giac dugc thiuc day vé mat tinh than.

e Lap mot khung théi gian. Hay nham dén viéc hoan thanh mot lwgng
cong viéc nhat dinh trong mot ngay cu thé hodc mot quang thoi gian
cu thé trong ngay. Dién ngay hodc thoi gian ban thuc sy hoan thanh
chung vao bang tinh ctia minh.

e Dirng cong viéc cia moi ngay 6 mot cho phu hgp. T6t nhat 1a, ban
két thiic dwgc mot hanh dong cu thé, do d6 ban c6 thé dé dang bat dau
mot hanh dong méi trong danh sach khi tiép tuc cong viéc.
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Kiém soat cong viéc ciia ban bang cach chia nhé mét nhiém vu
thanh nhitng budc cé thé quan ly dugc.

Tinh huong: D€ thue hién mét dw &n méi Ross chia nhé nhiém vu
ctia minh thanh nhitng buwéc khac nhau: thiét ké va 1ap ké hoach, chi
phi, hdi déng quan tri phé duyét va ba giai doan ctia viéc hoan thanh

dy an thye sy, Anh thém cot ngay du kién hoan thanh tat ca cac nhiém
vu dé theo doi dién bién cua tat ca nhitng phan khac nhau. Khi hoan
thién so d6 mo hinh, anh nhén ra rang anh can phai no Iiy'c hon trong
viéc ban bac vé tién trinh thyc hién dy an vdi tat ca nhitng ngwoi cé
lien quan. Phan tich cong viéc theo nhitng budc nho hon gitip Ross
hiéu thau dwogc tirng chi tiét trong tong thé, va anh cam thdy minh cé
thé kiém soat du 4n tot hon.

4.6
Lam ding ngay ti dau

Ban c6 thé cam thdy minh va cong viéc cua minh khéng quan trong, va
khong ai danh gia cao ban, nhung ban dong mot vai tro quan trong trong
cong ty hay to chitc. Biéu quan trong 1a, bat cit viéc gi ban lam, ban cling

phai lam tot va hiéu qua.

Lam ding ngay tir dau, cho du céng viéc dé c6 vé khong quan trong, sé
tiét kiém thoi gian va tién bac cho cong ty va tdé chitc ctia ban. N6 cling
mang lai 1gi ich cho ban, khi ban khong phai thyc hién nhitng nhiém vu
buén té va lap lai.

Nhung hdy twdng twong mdt tinh hudng khi ban khong lam ding mét
diéu gi d6. Chuyén gi sé& xdy ra? Ong chu ctia ban c6 thé s& phai xin 15i
khach hang, hodc t6 chitc mét cudc hop dé thao luan vé cach giai quyét tinh
huéng, hodc lang nghe nhitng nhan vién khac nhau néi vé cach khac phuc
sai lam.
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Rat nhiéu ngwoi phai danh thoi gian dé co gang diéu chinh moi viéc cho
ding, diéu nay sé lam ho sao nhdng khoi nhitng trach nhiém chinh, va
nguyén nhan la do ban da khong hoan thanh vai tro cia minh mot cach
thich dang.

Dé thdm nhuan gia tri “lam ding ngay tir dau” vao mot td chirc, hdy chac
chan rang tat cd moi nhan vién trong t6 chitc déu nhan thitc dwgc nhitng
van dé sau:

e Ho hiéu duwgc tam quan trong cua chat lvgng.

e Ho hiéu ro6 vai tro va trach nhiém cta minh.

e Ho hiéu o ngudi khac mong dgi nhitng gi & ho.

e Ho sé lam tat ca nhitng gi c6 thé dé ngan chan chat lwgng toi.
e Ho hiéu 10 céi gia cta chat lugng toi.

e Ho luon lam hét sitc minh trong moi thoi diém.

e Ho ludn nghi vé cach dé nang cao chat lwgng hon nita.

“Sw chudn bi tot nhdt dé lam viéc hiéu qud ngay mai la lam viéc tot ngay
ter hom nay.”
Eibert Hubbard, dién vién My

Cho du nhiém vu cé la gi, lam ding ngay tir dau la cach sit dung thoi
gian hiéu qua nhat.

Tinh hudng: Mot cong ty giat kho 1a hoi nhan dwgc rat nhiéu 16i
phan nan do chat lwvgng giat t6i va dich vu khach hang khong thoa
dang, va cong ty quyét dinh sé thay doi phwong phap tong thé. Tat ca
moi mat cua viéc kinh doanh, ttv giay phut khach hang buéc vao cira
hang dén nhitng quyét dinh cua hoi dong quan tri, déu duwgc xem xét
chi tiét dé ngan nhitng sai 1am c6 thé xay ra. Cac nhan vién thuong
xuyén dugce nhac nhd rang mac sai lam sé lam mat tién cia cong ty.
Khach hang nhan duwgc sw chao don than thién khi ho dén ctta hang va
mot danh sach nhitng viéc phai dap &ng dwoc quan triét véi nhan vién
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dé chac chan rang quan 4o luén dwgc lam sach va tra lai vdi diéu kién
tot nhat.

4.7
Phan *ng sang tao vdi cac van de

Tat ca chiung ta déu da ting & trong nhitng hoan canh khi dau 6c hoan
toan trong rong, khong thé suy nghi gi va khong thé giai quyét dugc van de.
Thoi gian tréi di rat nhanh va ban can phdi nhanh chéng gidi quyét van de
va di ti€p. Chuing ta can phai nhin khé khan va cac van dé nhw nhitng thach
thitc phdi giadi quyét.

Dudi day la mot s6 cach thirc sang tao dé gidp ban giai quyét kho khan.

Noéi chuyén voi dong nghiép. N6i vdi ho, dirng viét thw cho ho. Giai

thich kho khan v&i ho mot cach don gian va vGi cang it biét nglt cang

tot. Piéu nay sé khuyén khich ban xac dinh van dé va ban chat cua né.

Théo luan van dé, khong chi lam rd ma con tim ra nhitng cach sang

tao dé giup ban gidi quyét n6. Lang nghe ho. Thyc sw lang nghe...

e Tim sy twr van tir chuyén gia. Ly twdng la, ban sé mudn néi vdi ai doé
da ting giai quyét thanh cong kiéu van dé nay. Nguwoi do co6 thé ggi y
gitip ban cach nhin van dé tir mot géc dé6 ma ban chwa tirng nghi tdi.

e Nghi ra nhitng cach khac nhau dé mo ta kho khan. Vé khé khan.
Nghi ra mé6t cach twong ty dé mo ta né bang nghé thuat, am nhac hoac
kich. Nho cac dong nghiép vGi nén tang khac nhau tw van. Chang han
nhw, nhitng nguwdi c6 nén tang khoa hoc c6 thé hoi nhitng cau héi tryc
tiép va thyc té€ hon nhitng ngwdi c6 nén tang nghé thuat.

* Suy nghi sau sac vé né. Hay giai quyét nhitng van dé sau xa, khong

phai chi bé néi. Néu ban dang khéi dau mé6t san pham mdi, dirng co6
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chi nghi ang 4ng vé thanh cong cia n6. Hay tw hoi minh: “Thanh cong
cu thé sé thé nao?”

e Nghi theo nghia den. Viét mot so d6 mo hinh (xem phan 1.2), diéu
nay sé giip ban suy nghi sang tao. Mot dong nghiép can nhac viéc
nudi ga da tao mot so do mo hinh dé xem xét cac van dé khac nhau.
Co nhan ra thtr thach 16n nhat khong phai la bat c& khia canh tai chinh
nao ma la nhitng dnh huwéng c6 thé c6 déi vGi hang x6m. St dung twr
dién hodc tir dién chuyén dé dé thu thap cac y twéng phu hop, tir va
cum ttt, dong thoi nhin vao nhitng diéu doi 1ap.

e Nghi ngoi. Tam hoan lai, néu thoi gian cho phép, va quay lai vGi van
deé sau do.

Giai quyét van dé khong phai chi la ve logic cirng nhac. Poi khi ban
can phai sang tao trong suy nghi ciia minh.

4.8
Cuoc song bén ngoai cong viéc

Phai, trong tam chinh ctia cuon sach nay la vé viéc quan ly thoi gian
cia ban t6t hon trong cong viéc. Nhung mot phan quan trong caa viéc
lam viéc tot la cham séc tong thé ban than ban, va né bao gom ca
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nhitng quang thei gian nghi ngoi trong cong viéc: khong chi la tam
nging trong ngay lam viéc ma con la nghi ngoi sau gio lam viéc va
danh thoi gian cho nhirng ky nghi.

Néu khong nghi ngoi, ban sé déi mat v4i rii ro cta viéc qua tai va bi 6m.
C6 hai linh vic hoat dong co ban nén la mot phan trong cudc séng cua ban,
ca hai déu nham gitp ban duwgc nghi ngoi va cho nhitng phic 1gi 16n hon
cua ban. Chung la:

e Cac hoat dong xa hoi. Ching bao gém viéc danh thdoi gian cho gia
dinh va ban bé cua ban, di dén trung tdm chiéu phim, rap hat va cac
bu6i hoa nhac, ghé tham cac bao tang hay cac trién lam nghé thuat, t6
chitc cac budi quyén gép tir thién... Tat cd nhitng hoat dong nay sé
giup kich thich va lam khuay khoa dau 6c.

o Tap thé duc. Bac biét néu ban lam viéc trong van phong va cac moi
treong bi gidi han twong tw, thé duc rit quan trong trong cudc song
cta ban. Van dong sé gitp cai thién sitc khoe ca vé mat vat chat lan
tinh than bang cach giai phong tri ndo ctia ban khéi cong viéc.

Lap ké hoach cho nhitng hoat dong nay trong chwong trinh thuwdng xuyén
ctia ban. Bat chap mot thye t€ 1a viéc nghi trra da dwgc chitng minh 1a c6
thé tang dwoc hiéu qua lam viéc, n6é van thwong bi lang quén trong nhitng
ngay ban ron.

Mot thit khac can phdi chd y dén la thitc an va do uéng. Chu y dén bira
sang va bita phu cia ban. Tranh st dung qua nhiéu ca phé va thudc 14, can
nhac xem ban c6 nén giam rwgu bia khong. Gidm viéc st dung duwong va
chat béo. Btrng an mot bita qua bo dudng vao budi toi. Mot ché do an hop
1y va phong cach song diéu do sé c6 anh hwdng tich cuc dén cong viéc cia
ban.

Hang ngay, nhd danh ra mot khoang théi gian dé lam nhirng gi ban
thich.
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Tinh hudng: Trong nhiéu nam, gia dinh va ban bé da canh béo t6i
vé viéc toi dang qua tai, nhung t6i luén bo ngoai tai. Cudi cung, toi da
ra hai quyét dinh: tham gia vao mot phong tap thé duc dia phwong va
dang ky mot 16p gidm béo. Toi phai ti chat van dong co ngheo nan
ctia minh bang viéc tu héi tai sao toi cit tri hodn viéc ra nhitng quyét
dinh nay. Nhitng diéu lam t6i boi r6i la: (1) phai danh thoi gian dé thay
quan 4o céng s& thanh quan 4o dé tap thé duc va (2) tw hoi moi ngwoi
sé nghi gi vé t6i & phong tap thé duc. To6i xtr ly van dé thi nhat bang
cach lam viéc trong bo quan o tap thé duc cia minh va véi van dé thi
hai bang cach tw n6i véi ban than rang that 1a ngoc nghéch khi lo lang
vé nhitng gi ngudi khac sé nghi hodc khéng nghi. Bang viéc di nhitng
budc di tich cue nay, sttc khoe thé chat va tinh than cuda t6i da dugc cai
thién 10 rét.
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Lam viec nhom tot hon

Lam viéc hiéu qua khong don gian la moi ca nhan lam viéc hiéu qua.
Khi moi nguwoi lam viéc cung nhau, nhitng n6 Iyc dwgce két hgp cta ho
mang lai nhiéu 1gi ich hon 1a tong cac két qua ca nhan caa ho. Trong mot
doi c6 moi quan hé cong viéc tot, moi ngwoi déu hiéu ro vé vai tro, trach
nhiém va quyén han cta minh. Cac nhiém vu dwgc uy thac ré rang va mot
doi can bang sé phat trién véi tat ca cac thanh vién cam thdy minh cé gia tri
va dwoc tinh dén. Churong nay sé xem xét dén van dé lam viéc nhom hiéu
qua.

5.1
Hoc cach quan ly cap trén

Hay twéng twgng tinh huong sau: Sép cia ban khong hi vong gi ¢ to
chitc va thwong xuyén thay déi vé thit tw wu tién. Nhitng chi dan ma ho
dwa ra khong ro rang va sau do ho lai cao giong véi ban khi cam thay
ban khong lam theo nhitng chi dan do.

Mot lwa chon khac, hay twédng twgng mot kich ban ngwoc lai: Sép dwa ra
cho ban nhitng chi dan rat r6 rang nhung de doa ban dé chac chan rang ban
thure hién tat ca nhitng diéu ma ho mong mudn. Ban khong cam thay dugc
tin twéng dé thyc hién cong viéc cia minh. Trong ca hai tinh huéng, cudi
cung ban déu cam thay that vong va thay minh vo gia tri.

Xu huwéng ty nhién cta ching ta la lam nhitng gi sép chiing ta mudn hoac
hi vong, nhung hoc cach quan ly sép cling la mot viéc lam rat quan trong.
Dudi day la mot so bi quyét:

Nghi ve kiéu lam viéc caa sép. Tim hiéu vé nhitng diéu an chira bén
trong tam hon ho chit khong phai chi la nhitng gi ho thé hién ra ngoai va
nghi vé ho vdi nhitng diém yéu, diém manh ctia mot con nguoi.
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Thé hién ro rang rang ban muon dwec hoc héi. Lap ké hoach cho
nhitng cudc hop thuwdng xuyén véi 6ng chi cia ban dé xem xét xem ban da
thure hién céng viéc hiéu qua dén mitc nao.

Yéu cau sy ro rang. Néu ban khong hiéu rd vé nhitng chi dan, hay yéu
cau dugc giai thich r6é rang. T6t nhat l1a hay doi thoai true ti€p, thay vi giri
thw. Néu héi nhitng cau hédi nay trong thw, ban c6 thé sé cit di loanh quanh
ma khong tién thém duwoc budc nao.

Théa thuan veé nhirng viéc can wu tién véi sép. Diéu nay dac biét ding
néu sép ci tiép tuc don ngay cang nhiéu céng viéc cho ban. Néu vay, ban
can phai théa thuan muc tiéu chinh cta cong viéc ctia ban va thit ty wu tién
can thiét dé hoan thanh muc tiéu do6. Sau khi ban quyét dinh nhitng diéu
nay, hay lam viéc véi sép vé nhitng hanh dong cé thé va khong thé gitip ban
hoan thanh th ty wu tién nay. Sau do, hdy qua quyét: tranh nhitng hanh
dong khong théa man dugc thi ty wu tién da théa thuan.

Quyeén lgi caa sép ban la khong lang phi théi gian cta ban.

Tinh hudng: Barry bat dau mét cong viéc mdi va can lién tuc dat
nhitng cau hoi cho quén ly cta anh, Gill — mot nguwdi rat ban ron. Sau
mot thoi gian, Gill bat dau tra 10i nhitng cau hoi cia Barry bang mot
cau hoi quen thudc: “Theo anh thi anh nén lam gi?” Piéu nay, khién
Barry cam thay that vong sau sac. Nguwoc lai, Gill biét rang Barry da
nhanh chéng c6 dugc thém kinh nghiém va thwe si c6 dwge hiéu biét
sau vé tinh huéng hon c6 — cling nhw nhitng giadi phap kha thi cho né.
Nhu vay, khi Barry tw tin hon, anh c6 dt kha nang dé tra 1oi cau héi

cta chinh minh con Gill thi c6 thé thong qua mot cach hiéu qua nhitng
y twong cua Barry.

5.2
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Phat trien mot doi can bang
Khi cac dong nghiép lam viéc tot véi nhau trong mot doi, cong ty
hoac t6 chitc c6 thé c6 nhitng anh hwéng rat 16n: ho cam thay sy ton
tai cia minh trong doi va thay man nguyén, cac nhiém vu cé thé dugc
hoan thanh véi mot dong luc tot.

Moi ngudi trong so ching ta déu c6 phong cach va kiéu lam viéc riéng,
va mot doi tot dwoc 1ap ra dé tao sy can bang gitta nhitng phong cach khac
nhau. Nhitng phong cach khac nhau bao gom cac dong nghiép c6 kha nang:

e Pwa ra y twéng: Mot s6 ngudi mang dén rat nhiéu y twéng va long
nhiét tinh cho doi va c6 kha nang tao ra mot tam nhin.

e DPwa ra phwong hwéng. Nhitng ngwoi khac dwa ra phuwong hwéng dé
dat dwgc muc tieu mot cach hiéu qua.

e Quan ly chién lwgc. Ban c6 thé cé nhitng dong nghiép c6 kha nang
rat tot trong viéc chia nhé mét chién lwge thanh nhitng nhiém vu dé
quan ly hon, theo mot trinh tw nhat dinh.

e Quan ly nhitng van deé lién quan dén hau can. Nhitng ngudi khac c6
thé phu hgp hon véi viéc t6 chitc va quan ly nhan sy, quy trinh va
nhitng nguon lyc khac mot cach hiéu qua.

e Thuic day. Sé rat tot néu co ai do co thé thic day dong nghiép, truyén
cam hirng va giup ho phat trién.

e Mang dén sy sang tao. Nhitng dv an md&i dac biét can sy sang tao tw
nhitng ngudi co tri twdng twong tot.

e Tao sy xuyén suodt trong toan dy an. Tat ca cac doi déu can nhitng
nguoi xuat sac trong viéc hoan thanh cac dy an tot va ding thoi han.

o Tim kiém giai phap. Ai d6 dé di chéo lai qua khting hoang.

e Xay dung cau noi. Khién cho nhitng ngudi cé nhitng nén tang va
trinh do khac nhau lam viéc cung nhau va tin twdng lan nhau la mot
viéc lam hét sitc quan trong.
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“Pén véi nhau la budc khéi dau. O bén nhau la qud trinh. Lam viéc
cung nhau la thanh céng.”

Henry Ford, nha tw ban cong nghiép

Khi cac dong nghiép lam viéc cung véi nhau trong mét doi, thoi gian
cua tat ca moi nguoi déu dugc sit dung hiéu qua hon.

Tinh huong: Susanah la mot nha quan 1y dich vu khach hang va co
nhan ra rang c6 khong thé ti minh lam tat cd moi viéc. Do d6 Susanah
quyét dinh dau tw thoi gian va nguon lwe cia minh dé dao tao Louise.
Piém manh dac biét ctia Louise la kha nang lang nghe tot; c6 cling c6
thé nhan ra nhitng diéu ma Susanah bo s6t. Ho lam viéc tét cung nhau
va, theo thoi gian, Louise ddm nhan ngay cang nhiéu trach nhiém. Khi

Susanah chuyén sang mot phong mdi, Louise da c6 thé dé dang dam
nhan vi tri cia Susanah.

5.3
Lam viec hoa thuan cung nhau

Ban can lam r6 vai tro va trach nhiém dé moi thanh vién trong doi
déu biét hg dwgc mong muon lam nhitrng viéc gi. Diéu nay sé lam giam
cang thang va khién cho viéc giao tiép tré nén dé dang, thuan lgi hon.

Hoc céach dé ludn tich cwe véi cac loai ky nang va tam quan trong cla
nhitng thanh vién khac nhau trong doi. Dwdi day la mot vai kim chi nam
cho tinh than cua doi.

» Giao tiép. Hay ndi vé muc tiéu chung cia ban, dwa ra nhitng chi dan
rd rang va gidi thich hanh dong cia ban dé dong nghiép cé thé nhin
thdy bitc tranh 16n hon.
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Lam ro vai tro. Hay ro rang vé nhitng quyén han ma moi ca nhan cé.
Suy nghi tich cuc vé dong nghiép. Hay tim kiém co hoi dé cong nhan
nguoi khac thay vi chi trich.

Hoc cach lang nghe. Ton trong tirng thanh vién trong doi véi tw cach
ca nhan, va nhan ra dwgc rang ho ciing can thé hién ban than.

Thao luan vé nhirng sy khac biét. Khi m6t van dé xuat hién, hay
tach bach gitta cac tinh tiét cua su viéc, nhitng cdm giac lién quan va
nhitng cau hoi da dugc néu dé xac dinh nhitng van dé phat sinh. Doi
khi gid dinh cia ching ta vé du dinh ctia ngwoi khac lai khong ding.
Néu ban can phai déi chat v4i mot thanh vién cua doi, hdy kin dao lam
viéc nay thay vi cong khai. Thé hién sy chi trich nhw mot 101 ggi y hay
mot cau héi néu ban c6 thé.

Khuyén khich sy tin twéng. C6 gang tao ra mot moi trudng ma trong
do6 cac dong nghiép tin twdng lan nhau va c6 thé noéi vé nhitng nhu cau
phat trién ctda ho.

Panh gia nhitng lva chon khac nhau. Pic biét 1a nhitng van dé nho.
Pung budc toi. Thay vao do, hay xac dinh nhitng van dé thyc sy va
c6 nhitng cach sang tao dé gidi quyét mau thuan. Hay cw x& that chin
chan. Néu ban da ting thuyc hién thanh c6ng mot nhiém vu nao do,
dirng khoe khoang vé né.

Tin vao sy déng nhat cia toan di. Hiy nhd POI c6 nghia 14 cling
v&i nhau, moi nguwdi dat dwgce nhiéu thanh tyu hon nita.

Hay giao tiép véi cac thanh vién trong doi nhiéu hét sitc c6 thé vé
muc tiéu tham gia va y dinh cua ban.

Tinh huong: Linda t6 chitc mdt cudc hop sang tao véi 15 ngudi
quan ly cao nhat. C6 gan vai to gidy trang trén twong phong hop, véi
tiéu dé la tdm linh viec ma ban quan tri can phai dong y thay doéi. Co

chia cac nha lanh dao thanh nam nhém, méi nhém ba ngudi. Moi
nhom sé danh nam phit cho moi to gidy dé viét ra nhitng hoat dong
ma ho nghi 1a ho can lam dé x 1y trong linh vic d6. Phén con lai ctia
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cudc hop dung dé tong két cac két qua. Moi ngudi déu cam thay thoi
gian da dwoc st dung hiéu qua. Mot sy tién b 1o rét da duwgc tao ra
cho viéc lam viéc cung nhau dé thyc hién chwong trinh thay doi.

5.4
Uy thac hiéu qua

Uy thac la hanh déng giao nhiém vu, trach nhiém hoic quyén han
cho ai do dé ho cé thé thay ban hanh dong. Po6 la mét cach quan trong
giap lam viéc hiéu qua va né giup tan dung tot hon thoi gian caa tat ca
moi nguoi.

Mot s6 nha lanh dao khong ty thac vi ho nghi rang ho 1a duy nhét, khong
thé thay thé hodc tham chi s¢ rang nhitng dong nghiép ma ho 1y thac cong
viéc c6 thé hoan thanh nhiém vu t6t hon ho, nhung do 1a suy nghi qua thién
can. Khi uy thac nhiém vy, ban phat trién déng nghiép. Diéu nay c6 thé
gilp tang dong co va nang cao tinh than cia ho: ho cdm thdy dwgc danh gia
cao hon. Khi uy thac, hay chac chan la ban lam nhitng viéc sau:

e Chon diung nguoi. Lya chon nhitng ngudi ban c6 thé tin twédng dé lam
tot nhiém vu. Can nhac dén viéc thué ngoai hodc chuyén nhitng nhiém
vu khong qua can thiét cho mét doi khac.

 Giai thich r6 rang vé nhiém vu. Cho ngudi khac co hoi dugce dat cau
héi. B6i khi ban cé thé giai thich muc tiéu ctia nhiém vu va 1y do ban
muodn dat dwgc nd, réi sau dé dé cho nguwdi ma ban uy thac tw tim ra
phuwong phép tot nhat ma nguwdi dé sé thyce hién nhiém vu.

e Thao luan vé nhirng kho khan cé thé gap phai. Hay suy nghi truéc
vé nhitng van dé cé thé xdy ra va cach thirc tiép can ching. Biéu nay
c6 thé déng nghia vGi viéc ban tham gia vao nhitng thoi diém quan
trong cua dv an.
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e Cung cap du cac nguon hwc. Hay chac chan rang nguwdi ma ban ay
thac nhiém vu c6 moi tht ma ho can dé c6 thé thuce hién tot nhiém vu.

e Giam sat cong viéc mot cach dang dan. Sap xép dé nhan vién bao
cdo lai cho ban va dé ban giam sat (chtt khong phdi can tr¢) cac nhiém
vu trong tién trinh lam viéc.

e DPanh gia cong viéc. Khi hoan thanh nhiém vy, hdy lam mot ban danh
gia dé nhin nhan xem moi viéc da duwgc thuc hién tot dén mitc nao va
diéu gi can thay déi trong lan tGi.

S€é rat tot néu ay thac nhiém vu & mot pham vi 16n, khong chi nhitng
nhiém vu té nhat hoac kho khan hay nhitng nhiém vu ma khong c6 ai thuc
st mudn lam. Uy thdc nén dong nghia véi viéc st dung thdi gian cta ban
tot hon. Trén thuc t€, ban chi nén lam nhitng viéc ma ban khong thé uy
thac. Nhv vay ban chi nén lam nhitng viéc ma chi cé ban lam dugc.

“Cudc song nay qud ngdn ngui dé tw minh lam bdt cwt viéc gi ma mot
nguoi co thé trd tién dé nguoi khdc lam thay minh.”

W Somerset Maugham, tac gia Anh

Giadi thich mot nhiém vu ro rang va cho nguoi khac co hgi dugc dat
cau héi khi ban 1y thac.

5.5
Hoc cach noi khong

Néu ban néi “c6” bat cit khi nao co ai do de nghi ban lam gitip mot
nhiém vu nao do, ban sé khong bao gio hoc dugc cach quan ly thoi
gian ciia minh mot cach ding dan. M¢t phan cua viéc quan ly thi gian
hiéu qua la duy tri kiém soat nhitrng cong viéc ma ban phai lam. Do do
ban can phai hoc cach khang dinh minh va néi “khong” dang lac.
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No6i khong rat kho: néu néi khong, ching ta cé thé cdm thdy minh lam
ton thwong nguwdi khac hodc lam hong nhitng co hdi trong twong lai. Nhung
néu khong hoc cach khang dinh ban than da dé néi khong tai mot so thoi
diém, chung ta c6 thé sé dé dang bi ap luwc khi c6 qua nhiéu cam két va
khong thé lam tat cd moi nhiém vu tot nhat cé thé. Dwdi day la mot so
hwéng dan vé cach khang dinh ban than:

e Hay ro rang ve thit ty wu tién va nhitng muc tiéu cia ban. Néu
nhiém vu dugc ggi y phu hgp v6i nhitng viéc ma ban wu tién va muc
tiéu ma ban dat ra, hdy can nhac. Néu khong, hay ti chai.

 Hay nghi vé anh hwéng cia viéc nhan théem mot nhiém vu nira.
Ban c6 phai tri hoan hoan thanh nhitng nhiém vu khac khong? Pau sé
la anh hwéng cho cudc séng 16n hon cia ban?

e Hoc cach cong bang véi ban ciing nhuv véi nguei khac. Nhan thire
duwgc rang ban c6 quyén duwgc néi khong. Ban khong can phai chap
nhan moi diéu xudt hién trén con dwong cua ban, va ban cé quyén thé
hién quan diém cua riéng minh.

e Khang dinh ban than mot cach qua quyét va tich cuwc. Ggi y nhitng
lva chon khac ma ngwoi kia c6 thé lam theo. Pirng xin 16i. Hoc cach
qua quyét va truc tiép, khong hung hang hay rut ré. Hoc cach noi
nhitng cau nhw: “T6i rat muén dwgc tham gia vao cong viéc nay trong
chiéu nay, nhung t6i da cé ké hoach mat r6i.” hay: “T6i can phai kiém
tra s6 nhat ky ctia minh — hay yéu cau t6i sau nhé.” (khéng phai: “Toi
sé tra 1oi ban sau.” — dong nghia vGi ty dat mot ganh nang 1én vai
minh.)

Néu sép yéu cau ban thyc hién mét nhiém vu khac, hay nhé rang ban c6
thé yéu cau ho quyét dinh lai bang cach noéi: “Pugc thoi, day la viéc toi
dang lam tai thoi diém nay — 6ng/ ba mu6n t6i lam viéc nao truedc?”

Ban khong nhat thiét phai chap nhan moi diéu xuat hién trén con
duwong ciia minh.
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Tinh huong: Bill cudi cung ciing dugc dé nghi phat biéu trong mot
cudc hop. Tuy nhién, cudc hop dugc sap xép ding vao thoi gian vo
anh dy kién sinh dita con thit hai. Do vay anh budc phai lwa chon giita
viéc & bén vo va gia dinh hodc dwgc phat biéu trong cudc hop. Cudi
cung, anh lya chon & bén canh vg minh. Anh giai thich 1y do cho
nhitng ngwdi té6 chivc cude hop, ho da rat an twong véi quyét dinh can
bang trong cudc song va cong viéc cta anh. Ho khang dinh v4i anh
rang ho sé tiép can anh mat lan nita cho cudc hop tdi dién ra vai thang
sau do6. Va ho da lam thé.

5.6
Lap ké hoach cho nhitng cudc hop tot
hon

Xac dinh muc tiéu cho nhitng cuéc hop cia ban. Liéu ban c6 t6 chirc
mot cudc hop chi béi vi ban van luén lam thé khong? Liéu ban cé to
chitc mot cudc hop dé thao luan vé nhirng cuoc hop khac khong?

Muc dich cia mét cudc hop c6 thé 1a bat ky hodc tat ca nhitng muc dich
sau: thong bdo, thao luan va quyét dinh.

e Thong bao. Dé tom tat vé cac bao cdo tién trinh; dé trao doi thong tin;
hodc c6 thé chi la dé thic day dong nghiép.

e Thao luan. Dé théa thuan mot hgp dong hodc théng qua lan cudi
nhitng sap xép cho mot dw an hodc mot sang kién mdi; dé néi vé
nhitng khia canh khac nhau ctia mot van dé; dé gidi quyét mot mau
thuan dang gia tang.

e Quyét dinh. D€ ra quyét dinh vé nhitng buwdc tiép theo ma t6 chirc can
phai tién hanh hodc dé thong nhat nhitng diém chinh dé cac dong
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nghiép can lam theo.

Chuan bi cho mot cudc hop theo cach sau:

e Xac dinh nhitng van dé thyc té. Nhv nguwoi tham dy, thoi gian bat
dau va thoi gian két thic, noi t6 chitc.

e Chuan bi chwong trinh cu thé. BPwa ra mot muc tiéu rd rang cho
chuong trinh. Buwng chi n6i chung chung.

e Sap xép chwong trinh. Sap xép dé nhitng phan quan trong hon dugc
dwa ra sém trong cudc hop. Ban cé thé bi chéch hwéng néu lam ngugc
lai vi moi nguwdi danh qua nhiéu thoi gian cho nhitng van dé nhé va
quén mat hodc danh it thdi gian cho nhitng cha dé 16n hon.

e Lap ké hoach truéc. Lwong trede nhitng sw phan doi c6 thé khién
muc tiéu khong dugc hoan thanh. Thao luan trwdc nhitng van de doi
1ap v6i nhitng ngwoi phu hgp.

e Lap ké hoach cho viéc tham dy. Néu mot s6 nguwdi nhat dinh chi can
xuat hién trong mot vai phan cu thé ctia cudc hop, hay sap xép diéu do
trudce.

e Dé nguoi tham gia doc truwdc tai lieu. Phat nhitng bdo cdo ngan gon
(nhiéu nhat la mét trang) trwdc.

“Hop hanh la mét ddu hiéu ctuia mét t6 chirc t6i. Cang it hop cang tot.”

Peter F. Drucker, nha ly luan quan ly
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Biét dugc ly do ban t6 chitrc cugc hop la diéu vo cung quan trong.

5.7
Dbiéu hanh mot cudc hop tot hon

Tham chi néu mot cugc hop dugc lap ké hoach tot, no cé thé van
khong hiéu qua. Nguoi tham dy c6 thé dén muon hoac khong cé6 mat;
thao luan co6 thé khong tap trung hoac thiéu tinh xay dung; cac dong
Iwc cé thé thap. Lam thé nao dé ban thay doi mot tinh huong nhw vay?

Mot ngwoi diéu hanh giéi sé diéu hanh cudc hop hiéu qua. Nguoi do sé
gay anh huwéng 1én ngudi khac, vira khéo 1éo vira cuong quyét, va khong dé
cho chi mot vai ngudi thao ting cudc hop. Nguwdi dé sé tong két toan bo
tién trinh bang cach khang dinh lai nhitng diém quan trong va duva ra chi
dan, biét khi nao nén két thiic cudc thao luan, kéu goi mot quyét dinh va
chuyén sang phan ti€p theo. Mot ngwoi diéu hanh tot sé luon luén rd rang
vé nhitng diém hanh dong.

Trong mot cudc hop tot, tat cd nhitng nguwdi duwge yéu cau tham dy déu
tham gia. Mot s6 cudc hop khong thanh cong bdi moi ngudi déu chd mot ai
do 1én tiéng. T6i tin rang moi nguwoi tham gia déu c6 mot vai tro quan trong
dé thé hién. Dwdi day la danh sach nhitng diém can nhé khi déng mot vai
tro chu dong trong cac cudc hop:

e Lang nghe quan diém cta nguwdi khac.

e Binh luan mot cach ro rang.

e Xac dinh vai tro va trach nhiém khi can thiét.

 San sang thay doi suy nghi ctia ban.

e Tich cuc va cdi mé.

e Lam rd cac van dé néu ban thay khong chac chan.

e Dai chat vé van dé, khong phai vé nguwdi néu ra van de.
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e LuOn tap trung.

Diéu quan trong la tai cudc hop tat cd moi nguwdi déu dong y véi viéc ai
sé lam gi va khi nao thi phai hoan thanh mét nhiém vu cu thé. Cac diém
hanh dong nén SMARTER (Xem phan 4.1). Bong thoi xem thém 10i
khuyén veé viéc ghi chi va bién ban viét tay (Xem phan 6.7).

Hay dam bao rang cac cudc hop cia ban luon bat dau va két thiic
dung gio.

Tinh huong: Julie dwgc yéu cau sap xép lai bo may khong sinh 1gi
ctia mot iy ban. Co ngay 1ap titc nhan ra rang cac thanh vién tham gia
khong dén ding gio. D€ giai quyét van dé nay, c6 bat dau mot cudc
hop ding thoi gian dy dinh, tham chi néu chi c6 mot nguwdi khac tham
gia; nhitng ngwoi khac nhanh chong nhan dugc thong diép. Co cling
nhan ra rang khong c6 mét chwong trinh thich hgp nao dwgc chuan bi
tredc. Cac dong nghiép chi dén dy cudc hop va héi: “Ching ta can
phai thdo luan vé viéc gi?” Két qua 13, thao ludn lan man, khong c6
trong tam 1o rang. Julie chi dinh mot nguwdi diéu hanh x ly van dé
nay. Co cting nhan ra rang khéng c6 mdt muc dich hanh dong nao
dwgc dong y khi két thiic cudc hop, do vay c6 gidi thiéu mot quy trinh
giam sat dé cac muc dich hanh dong c6 thé dugc danh gia khi bat dau
cudc hop tiép theo. Két qua: Mt iy ban dwgc van hanh trdi chdy.
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Giao tiep hieu qua hon

Ching ta dang song trong thdi dai cia giao tiép tirc thi va thu dién tw la
phwong tién duwgc st dung thwong xuyén nhat. Mac du vay, dé khong phai
lic nao ciling la phuwong tién giao tiép tot nhat. Bo6i khi, mot cudc dién thoai
hodc gdp go truc tiép véi dong nghiép sé hiéu qua hon rat nhiéu. Bi quyét
la biét dugc tai sao ban lai giao tiép. Chi dé kiém tra thuc té hay dé xay
dwng mot mo6i quan hé? Trong chwong nay, ban sé can phai tap trung vao
cach ban st dung nhitng cong cu khac nhau trong giao ti€p va hoc cach tré
thanh ngwoi giao tiép hiéu qua hon.

6.1
Hay nghi vé cach ban giao tiép

Phan 16n cac cudc tro chuyén ¢ van phong ngay nay déu dugc thue hién
thong qua hinh thitc gtri the dién t. Can nhac nhitng hinh thitc giao tiép
khac, chang han nhw gap truc ti€p hodc goi dién thoai, 1a mot viéc rat quan
trong.

Dudi day la mot s6 wu, nhuge diém cta moi hinh thitc giao tiép:

Thu dién t&. Uu diém: Nhanh, chuyén dugc nhitng bao céo tic thoi va
lam viéc xuyén mui gio, dinh kém dir liéu dé dang, giao tiép dugc véoi
nhiéu ngwoi. Nhuoe diém: khong xay dung dwge moi quan hé tot bang giao
tiép truc tiép; khong hiéu qua khi xt 1y cac van dé nhay cam.

bién thoai. Uu diém: Mang tinh c4 nhan hon thu dién t®, gitp c6 dugc
phan héi ngay 1ap tic, tot cho viéc phat trién quan hé va cho phép ban giai
thich thong diép ctia minh nhiéu hon néu can. Nhugc diém: khong thé giao
tiép dé dang v4i mot nhém ngudi va bi han ché do chénh l1éch thai gian.

Mat doi mat. Uu diém: Hinh thic nay c6 ich nhat trong viéc dua ra
nhitng tin xau hodc tin quan trong; khi thdo luan nhitng van dé nhay cam;
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khi ban can phai xem phan tng cua ai d6 cling vay. Nhuoc diém: ton thoi
gian.

Mot so kiéu giao tiép nhat dinh nén dwgc ap dung theo mot s6 cach nhat
dinh:

e Khi chon ngay t6 chitc hop, hay goi dién cho mot hai ngudi thue su
can c6 mat va dé ho lwa chon ngay ho c6 thé tham gia. Sau do6 gui thw
dién t& cho nhitng nguwdi khac dé xem ho c6 thé dén vao nhitng ngay
d6 hay khong.

e Khi can lién hé v6i mot khach hang md&i, hay goi dién hodc gui thuw
dién tir dé sap xép mot cudc gap go truc tiép dé ban c6 thé xay dung
mot moi quan hé cong viéc tot.

e Néu ban dang yéu cau dong nghiép gép y vé mot dé xuat dugc phac
thdo bang thw dién t, hay ndi r6 thdi gian ban muon ho gop y vé dé
xuat do.

e Dé xac nhan nhitng chi tiét da thdéa thuan trong mot cudc noéi chuyén
qua dién thoai, tot nhat la dung qua thw dién tt, nhung dé c6 mot thoa
thuan mang tinh phap ly ma céa hai bén déu phai ky thi thw bang van
ban la tot nhat.

e Néu ban can phai giai thich vGi sép 1y do mét dy an bi tri hoan, cach
tot nhat la sap xép mot cudc gap truc tiép.

Thu dién ti¥ la mot phwong phap giao tiép hiéu qua, nhwng khong
phai lic nao ciing la phwong phap tot nhat.

Tinh huong: Sandeep st dung chiéc Blackberry ctia minh rat nhiéu.
That 1a ly twdng, vi anh phéi di chuyén va anh c6 thé nhan tt ca cac
thw dién t¥ va cudc dién thoai cung mot lic, dong thaoi gii tin nhan

cho ban bé va dong nghiép mét cach dé dang. Van dé duy nhat la phai
biét khi nao thi nén tat may di, béi vi né c6 thé kiém soat cudc song
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cta anh — va ca vg anh nita. Gio day Sandeep budc minh phai tat dién
thoai ngay khi anh xu6ng tau cu6i moi ngay lam viéc.

6.2
Xt 1y thw dién tir

Vai nam trudc, the dién ti¢ da cach mang héa cach thitc giao tiép cta
ching ta trén toan thé gigi. N6 ré, twong doi dang tin cay va, trén tat ca, nd
nhanh. Nhung lam thé nao dé ching ta c6 thé x ly thuw dién ti& trong hop
thu cua minh?

Ban sé bi xao nhang khdi nhitng nhiém vu hién tai ciia minh néu thuong
xuyén kiém tra thw, do vay hay lap ké hoach cho nhitng thoi diém cu thé dé
ma va tra 1oi thu dién tt. Pung c6 ludn ludn tao cho minh cai ap lyc phai
tra 10i ngay lap tirc.

Duéi day la muoi kim chi nam cho viéc stt dung thw dién tir:

1. Ghi chu dé r6 rang. Viéc nay sé giip nguoi doc nam duwgc ban dang
viét vé cdi gi va tam quan trong cua no.

2. Luon c6 phan mé dau va két thac. Khong cé phan chao hoi va/hoac
két thic la mot viéc lam khong than thién. Khong c6 mot quy wéc co
dinh nao cho viéc nay ca: Kiéu chao trong thw dién tir khong qua trang
trong nhw trong thw tay, nhung dé: “Chao Adam” véi mot nguwdi ma
ban chwa bao gid tiép xuc trwedc dé la qua thiéu suy nghi. Hay tao phan
chit ky véi nhitng cum tir ban thwong xuyén dung, chang han nhu:
“Rat vui duwgc gap ban vao...” va: “Rat mong nhan duwgc hoi am cda
ban.” Thém thong tin lién hé (so dién thoai, dia chi...) vao phan “chir
ky” cta ban.

3. Chi giti ban sao téi nhitng ngudi thue sy can xem thw. Gtti ban sao
dén cang it ngwoi cang tot.
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4. Xac dinh phan héi ban muon nhan dugc véi thw dién ti caia minh.
N6 da du r6 rang chwa? Ban ¢c6 mudn ho phan hoi thw ban khong? Néu
c0 thi khi nao?

5. Trong bitc thw dién ti¥ dai, hay dac biét cha y dén nhirng gi xuat
hién trong phan mé dau. Nguodi doc sé st dung phan d6 nhw mot co
s& dé quyét dinh xem c6 nén doc phan dudi hay khong.

6. Can than voi viéc dien dat. M6t trong s6 nhitng nhwgc diém cta cta
thuw dién ti 1a t nglt c6 vé coc 16c. Ban c6 thé can phai dién dat mot
cach mém mai hon dé xay dung moi quan hé véi ngudi doc thw ban.

7. Pung bat can. Vi thu dién ti, ban khong co ly do gi dé bao chira cho
16i chinh ta, 16i ngir phap hay hé thong dau cau.

8. Dé y ky dén cach dién dat. Thu dién tir khong dong nghia véGi viéc
ban c6 thé viét nhitng cau dai lan man ma khong cé cau tric phu hgp.
Hay suy nghi ro rang, phac thao ban nhap sau do xem xét lai mot lugt.
Vi nhitng thong tin quan trong, hdy in th va doc ban cing, ban cé
thé phat hién ra nhiéu 16i hon.

9. Chi viét tat vGi nhitng diéu ma ban chac chan nguwdi doc da biét, dirng
mo hoé vé nhitng tir cé thé dugce nhin nhan la khong ro nghia.

10. Tranh viét hoa. Chir viét hoa biéu hién tiéng la hét va can phai tranh.
Mot bite thw dién ti khong phai la noi dé thé hién cam xuc.

Hoc cach kiém soat viéc sit dung thw dién ti¥ cia ban.

6.3
Noi chuyen dien thoai

Thay vi viét thu dién ti, toi thich sit dung dién thoai khi muon xay
dung mot moi quan hé kinh deanh véi mot dong nghiép ¢ mot to chirc
khac. Am diéu giong néi cia ho thé hién qua dién thoai va toi cé thé
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giai thich mot s6 diéu de dang hon néu cam thay nguoi kia cé vé nhu
khong hiéu nhirng gi toi néi.

Hay chuan bi bang cach tao m6t danh sach nhitng diém ma ban mudn
thdo luan hodc xac nhan tredc khi goi dién. Khi két thic cudc goi, hay théa
thuan va tong két lai nhitng diém hanh dong, chang han nhu ai sé lam gi va
lam khi nao. Ghi va lwu lai nhitng diém chinh, néu quan trong, hay xac
nhan nhitng gi cac ban da thoa thuan thong qua thu dién tu.

Khi n6i chuyén dién thoai, t6i thuwong hoi nguoi kia co thoi gian khong
va néu ho khong ranh, t6i sé sap xép dé néi chuyén vao mot thoi diém khac
thuan tién hon. Doi khi t6i néi: “Lam on bd qua cho hinh thitc giao tiép cii
k¥ nay” dé khién khong khi thodi mai hon, va dong thoi kiém tra xem liéu
ngwoi nhan dién thoai c6 dang ban ron hay kho chiu khong. Néu ban cam
thdy ho dang khong san sang, hay kiém soat tinh huéng va dé nghi dugc goi
lai cho ho vao thoi diém phu hgp hon.

Khi néi chuyén vGi mot dong nghiép qua dién thoai, hdy trinh bay quan
diém cua minh va lang nghe nhitng phan hoéi ctia nguwdi ma ban dang noi
chuyén. Néu nhan ra sy do du ¢ dau day bén kia, ban c6 thé gidi thich quan
diém mat lan nita va m@ réng né dé lam ro van de.

Néu ban dang sap xép mdt cudc hen qua dién thoai, hdy gidm thiéu kha
nang phai thyc hién nhitng cudc goi khac bang cach néu chinh xac thoi
gian, dia diém, va thoa thuan goi lai néu c6 gi thay doi.

Nhitng diém can chud y khi giao tiép thong qua dién
thoai:

e Chuan bi nhitng van dé va nhitng cau héi ma ban mudn hoi trudc khi
goi dién.
» Sau khi goi dién, ghi lai nhitng van dé da dugc thong qua.
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e Kiém tra lai dé chac chan rang moi viéc da ban bac déu rd rang va
thong nhat nhitng viéc phéi lam néu can.

e Néu ban dang goi dién dé sap xép mot cudc hop, hdy quyét dinh moi
thit thay vi phdi mat thém mdt vai cudc goi nita dé sap x€ép thoi gian,
dia diém...

Hay chuan bi cho mot cudc goi quan trong bang cach viét ra truéc
nhirng diém lién quan ma ban muon thao luan.

6.4
St dung may tinh hieu qua

May tinh cé chira rat nhiéu cong cu cé thé giup tiét kiém thoi gian
cia ban. Hay hoc vé nhitng cong cu do deé sit dung thoi gian hiéu qua
hon.

e Theo doi sita doi (Track changes). Stt dung tinh nang nay khi stra
van ban dé xac dinh dugc ai la ngwoi sira.

e Tao mau (Template). Tao mot ban mau c6 san cho nhitng ndi dung
ma ban thwong xuyén dung.

e Sap xép tép tai liéu dé de dang tim kiém. Chang han, t6i dat tén tép
tai liéu trong dw an ctia nha xudt ban Zondervan la “azondervan”, nhuw
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vay né bat dau bang chir cai dau tién trong bang chir cai nén sé giup
tiét kiém thoi gian khi t6i mudén mé né.

e Sit dung phan mém phoi hgp. Outlook hay phan mém twong tw c6
kha nang két hop thw dién t, lich, chi tiét lién lac... cta ban.

e Tao macro. Mot macro la mot nhom lénh c6 thé dugce cai dat dé thuc
hién ty dong chi bang mdt ct nhap chudt. No tiét kiém thoi gian thuc
hién nhitng nhiém vu thuwong xuyén cua ban.

e Sao lvu du phong dir liéu cia ban. Hay chac chan la ban thuwong
xuyén lam viéc nay. Kiém tra dinh ky viéc sao lwu va thuc sy khoi
phuc lai cac dit liéu dé chac chan rang hé thong ctia ban hoat dong.

e Tao nhdc nhé ty dong. V&i bat c nhiém vu thuwdng xuyén nao, nhac
nha ty dong sé gitip ban rat nhiéu.

Hay chu dong ti€p can va tan dung nhitng tién ich cong nghé c6 thé giiup
ban lam viéc hiéu qua hon.

Hoc cach st dung day du cac cong cu trong may tinh cia ban dé tiét
kiém thoi gian va lam viéc hiéu qua hon.

Tinh huéng: T6i cuc ky tin twdng vao cong cu stra 16i chinh ta tw
dong. T6i st dung n6 khi bién tdp mot cudn sach dai chin triéu tir. Khi
1ap dv an, toi biét rang t6i sé go nhitng tir thong dung trong tiéng Anh

rat nhiéu lan. Do dé t6i nhin vao danh sach 100 tir théng dung va dat
ché do viét tat dé co thé ti dong diéu chinh (auto-corrected). Chang
han nhu “because” la “bec”; “would” thanh “wd” va “the” thanh “t”.
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Toi nghi la toi da tiét kiém dwoc vai tuan danh cho viéc danh may chi
bang cach viét tat nay.

6.5
St dung Internet hieu qua

Internet da cach mang héa cugc song, trong ca moi trwong kinh
doanh lan xa hoi. Né giup tiét kiém thoi gian theo rat nhiéu cach khac
nhau — nhing, né ciing c6 thé la mgt trong nhitng nguyén nhan lam
lang phi thoi gian nhiéu nhat.

Nho ¢6 toc do truy cap t6i mét ngudn dir liéu vo cung 16n, Internet cung
cap rat nhiéu cach giap tiét kiém thoi gian. Duwéi day la mot s6 cach st
dung Internet dé lam dwoc diéu do.

e Nghién ctu. Internet la mot cong cu to6t dé tim kiém thong tin vé cac
cong ty va cac to chirc, dé kiém tra so liéu thyc té va tim kiém lich
trinh cta tau, xe bus hodac may bay khi t6 chitc cac chuyén di. Trudc
khi c6 Internet, thw vién tham khao la mot trong nhitng noi quan trong
dé c6 thé tim kiém thong tin. Tuy nhién, ban sé mat nhiéu thoi gian dé
di t&i thuw vién, doc rat nhiéu tai liéu va gio ma ctra thi lai bi gi¢i han.

e Mua hang héa heac dich vu. Mua hang truc tuyén la mot cach thiec
khac dé tiét kiém thoi gian. Thoi gian ma ban tiét kiém dugc la thoi
gian ban danh dé di loanh quanh trong cita hang. Hay tap trung vao
thit ma ban mudn mua, sau dé st dung cong cu tim kiém va dién dan
danh cho khach hang dé tim san pham va dich vu t6t nhat vGi gia ca
hop 1y nhat.

e Tiép nhan tin titc cap nhat. V&i nhitng tin tic toan cau, kiém tra thi
treong tai chinh hodc cap nhat nhitng diéu kién thay doi trong linh vy
ma ban quan tam, Internet la da tré nén khong thé thiéu duoc.
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e Giao tiép va két noi. Ciling giong nhw gwi thw dién t cho dong
nghiép va ban bé (Xem phan 6.2), Internet da va dang duwgc st dung
ngay cang nhiéu cho cac trang két noi kinh doanh va xa hoi tryc tuyén,
chang han nhw Facebook hay LinkedIn. Cac trang lién quan dén céng
viéc c6 thé hitu ich cho viéc phat trién va duy tri nhitng mdi quan hé
kinh doanh. D6 la mot cach dé tim hiéu xem ai lam viéc & dau, vdi du
an nao va deé truyén dat cho nguwdi khac thong tin vé ban va cong viéc
cua ban.

Internet la mot nguon lyc tuyét voi, nhwng hay chac chan la ban
khong danh nhiéu thei gian hon mitc can thiét cho no.

Tinh huong: Trong viéc két n6i, Karl biét rang Internet rat c6 ich
dé c6 dugc nhitng théng tin co ban, nhung anh cling thuwong xuyén
tham gia vao nhitng sy kién giao Iwu trong cudc song thie, ngi anh co
thé gap tryc tiép nhitng moi lién hé cong viéc mdi. Bang cach kiém tra
trrdc cac trang web va trang giao lru chuyén nghiép, anh tim thay tat
ca nhitng gi c6 thé vé mot td chitc hodc mot ngwoi trede khi thue sy
gap ho. Bang cach nay, anh chuan bi cho minh nhitng cau hoi thong
minh vé ho trong cudc hop.

6.6 Lang nghe can than

Nghé thuat lang nghe nguoi khac thwong it duwgce chi y. Nhung no lai
vo cung quan trong, dé st dung hiéu qua nhat thoi gian cta ching ta
va dé gitap tranh nhirng rac roi cua viéc hiéu lam.

Lang nghe t6t c6 nghia la gi?

1. Danh sy ton trong cho moi ca nhan, nhan ra rang ho c6 nhu cau va
quyén dugc thé hién ban than véi tw cach 1a mot ca thé déc nhat.
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2. Tap trung vao ngudi doi dién: nhin vao ho. Thuong thi trong cac cudc
héi thoai, khi ngwoi khac dang noi, ching ta lai dang nghi vé viéc
chuing ta c6 thé ndi gi dé phan hoi lai véi ho thay vi thue si lang nghe
ho. Lang nghe t6t gitip cdc moi quan hé trd nén gan giii hon.

3. Lang nghe nhitng 16i ngwdi khac noi, tat nhién roi, nhung hay lam
nhiéu hon thé: chd y dén am lwgng, cach thé hién va cach ngat, nghi
cta ho; nhan thitc dwgc cdm xtc cia ho va chd y ca dén nhitng gi
khong dugc noi ra.

4. Hiéu ngudi khac. Ching ta chi c6 thé lam viéc nay hiéu qua néu ching
ta tw tin vao ban than minh, thay vi, chang han nhu, lo lang vé viéc
moi ngwoi dang nghi gi vé ching ta.

5. Ton trong quyén riéng tw cda moi nguwdi va dirng dao sau vé van de
nhiéu hon mic nguwdi néi mudn trinh bay.

6. Lang nghe dé nhan ra nhitng ddu hiéu rang ngwoi néi muodn thé hién
nhiéu hon vé ban than ho, sau dé phan hoi phu hgp — cé thé bang mot
am ngan “mmm?”, thé hién mong mudn dugc nghe nhiéu hon t¥ nguoi
doi dién hodc mot cau hdi ngan dé khuyén khich ho néi nhiéu hon.
Mot nguroi ma toi mdi quen da tirng noi voi toi: “Toi thuc sy dau don
ké tir khi vo t6i mat.” Va tdi da héi: “P6 1a tir khi nao?” Ong tra 10i toi
la tit 12 nam tredc va sau do6 néi rat nhiéu vé nguwdi vg da qua co cla
minh. T6i da nhan ra mong mudn duwgc ndi ctia 6ng va phan hoi lai véi
dau hiéu do.

7. Goi lai — do la viéc tom tat trong vai tir — nhitng gi ngudi doi dién vira
néi. Diéu nay chi ra rang ban da thyc sy lang nghe va c6 gang dé hiéu.
Ho sé sdm dinh chinh cho ban néu ban hiéu nham.

“M0ot con ct gia tinh anh ddu trén mét cdy so6i. N6 nhin thdy cang nhiéu
thi ndéi cang it. N6 cang noi it thi cang nghe nhiéu hon. Tai sao tdt cd chiing
ta lai khong thé giong mét con chim gia thong thdi?”

Pong dao co
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Biét cach lang nghe sé lam cho cac méi quan hé tré nén gan gii hon
va giam thiéu kha nang lang phi théi gian cho nhitng hiéu nham khong
dang co.

6.7
Ghi chu tot

Ban ghi cha dé lvu lai nhitng diém chinh cia mt van ban, mot bai
thuyét trinh hoac nhirng quyét dinh dwoc ra trong cugc hop hoac mot
cudc dién thoai, dé tao thanh mot ho so chinh xac ma ban cé thé xem
lai sau dé.

C6 ba cach dé ghi chu:

» Viét danh sach cé sap xép theo 16 gic nhitng diém chinh dwdi cac
tiéu dé. Danh so6 cac diém khac nhau. Chu y nhitng tir khoa. Viét theo
cum t, khong theo ciu. Viét tat theo cach cta riéng ban. T6i ludn sao
chép nhitng diéu minh da ghi lai. Viéc nay mat thdi gian va nhung no
giup dwgc toi rat nhiéu. Trong qua trinh sao chép lai nhitng ghi chd
ctia minh, t6i cé co héi dugc suy nghi ky cang vé nhitng gi toi da viét
trede do.

* Gach chan hoac danh dau cac cum tir trong van ban. Lam viéc nay
hodc trong sach ctia ban hodc trong ban copy ctia n6. Banh diu nhitng
cum quan trong, viét cau héi ra lé va st dung duwong gon séng dé chi
nhitng quan diém ma ban khong dong tinh.

e Hoan thanh mot s d6 mo hinh cia nhitng gi ma ban da hiéu. Khi
doc mé6t van ban hodc tham gia mot cudc hop, hay lap mét so do tw
ngtt (Xem phan 1.2) vé nhitng gi ban da thu thap dugc tir nhitng diém
duoc thao luan.
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Muc dich chinh cia ban ciing 1a ghi chép lai nhitng diém quan trong
(khéng phai tat ca cac phan) ctia nhitng gi ban da doc hoac da nghe. Néu
dang ghi bién ban cudc hop, ban can phai ghi lai rd rang ai sé la nguwdi chiu
trach nhiém lam viéc gi va khi nao thi can hoan thanh ching (Xem phan 4.1
vé viéc lap nhitng muc tiéu SMART). Néu trich dan chinh xac céc tir hoac
cau no6i, ban can chac chan rang minh ghi nguon trich dan bén canh. D6i
khi t6i cling viét lai suy nghi ctia minh trong cac ddu ngodc vuong.

Khi nghe hodc doc, hay luon tu hai:

e Tac gid dang trinh bay quan diém gi?
e Do thuc sy la veé cai gi?
e Tai sao no lai quan trong?

Ghi chu la mét giai phap vo cung hiéu qua giap cho viéc hiéu dugc
van dée.

Tinh huéng: Mot phan cong viéc ctia Annie la ghi bién ban cudc
hop. Chu tich ty ban, Sandra, rat giéi trong viéc néu ra ro rang nhirng
quyét dinh da dugc théng qua trong cudc hop va Annie ghi chép lai
ching chinh xac. Sau khi Annie ghi chu vé cac quyét dinh va go lai
ching, c6 chuyén cho Sandra dé xac nhan lan cu6i trwdc khi Iwu hanh.
Doi vGi nhitng diéu khong duwgc thong qua, co6 nhan ra sé rat tot néu
dung cach dién dat: “C6 mot s6 y kién khong dong tinh v6i quan diém
nay va dwdi day la nhitng binh luan vé van dé”, va sau d6 la danh sach
nhitng binh luan dé. Annie da dwgc tan dwong rat nhiéu vé sy ro rang
trong cac bién ban hop cua co.

6.8
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Poc nhanh hon

Poc la mot phan ctia qua trinh giao tiép: Ban mudn tiép thu dugc nhitng
tai liéu viét nhanh va hiéu qua hét sitc c6 thé. Xac dinh tai sao ban lai doc
mot cai gi dé 1a diéu rat quan trong — ban c6 muén ruit ra dwgc mot thong
tin cu thé nhat dinh tr mot trang web, mot bai bao hay mot quyén sach
khong? Liéu ban c6 phai trd 101 mot s6 cau hoi lién quan dén nhitng gi ban
dang doc khong? Liéu ban c6 phdi viét vé né khong?

Sau khi ban quyét dinh tai sao minh lai doc mot van ban, hay suy nghi
xem ban muon danh bao nhiéu thai gian cho viéc doc? Ban chi cé vai phut
va ban can phdi dinh vi mot thong tin cu thé mot cach chi tiét, hay ban
muo6n doc mot doan viét vi nhitng quan diém thao ludn rong hon?

e Tim mot chi tiét cu thé. Dau tién, hay nhin xem liéu van ban cé phan
muc luc hay bang chii dan ma ban c6 thé stt dung dé dinh vi nhitng
thong tin ma ban dang tim kiém hay khong. Néu n6 1a mot bao cdo,
hay kiém tra xem né c6 phan tém tat hay két luan khong. Bong thoi,
chu y dac biét dén phan dau hodc phan cudi cia moi chwong, va, trong
do, la cac tiéu muc hay cac doan. Néu dé la mot van ban dugce viét tot,
thi ban sé c6 thé hiéu dwgc ndi dung chinh ctia doan dé khi doc cau
dau tién.

e Hoc cach doc lwét. Néu ban muon hiéu mot van ban theo quan diém
thao luan rong hon nhung c6 qua it thoi gian, hday xac dinh ro rang
rang ban khong nhat thiét phai doc tat cd moi tir. Thay vao do, hay tap
trung anh mat cda ban vao nhitng cum tw, dat biét la vao nhitng tir c6
chtta ndi dung chinh (danh tir hodc dong tr) thay vi nhitng hv tr nhw
“mot s6”, “nhitng”, “nay”, “kia”. Pung dirng lai dé tra trong tir dién
nghia cua nhitng t&* ma ban khong hiéu. Chi lam viéc nay néu do c6 vé
la mot t quan trong.

e Hiéu cac luan cir. Néu ban can phai tra 16i cau hoi hodc viét vé nhitng
van dé ma ban dang doc, hdy ghi chu trong van ban. Ghi chi cé thé
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bao gom viéc dién dat lai (bang ngén ngit cia riéng ban) hodc trich
dan lai chinh xac nhitng gi tac gia viét. Néu ban khong lam viéc do
ngay, hay chac chan rang ban ghi lai s6 trang, tén trang web...

Sau khi két thac viéc doc, ban c6 thé suy nghi vé nhitng gi ma van ban
da noéi. Ty héi ban than nhitng cau hoi vé y nghia ctia no:

e Ban c6 dong y vdi van ban khong? Néu khong, tai sao?
e Ban da tirng dién dat nhitng diéu nay theo cach khac chwa? Néu co,
theo cach nao?

“Doc la dé ren luyén tri 6c ciing nhu tdp thé duc la dé rén luyén co thé”

Joseph Addison, nha viét tiéu luan nguoi Anh thé ky 18

Pirng nghi la ban phai doc tat ca mei tir trong mot van ban. Hay hoc
nhitng cong cu giap ban nam dwgc y nghia tong thé ctia né.

6.9
Nghi vé nhitng gi ban dang viét

Thuv dién t¢ va nhitng phwong thivc khac caa viéc giao tiép bang
hinh thitc viét thwong 1gn xon va toi nghia. Dieu nay c6 nghia la nguwoi
doc chiing sé phai danh rat nhiéu thoi gian dé c6 gang hiéu nhirng gi
ban muodn néi. D€ giap nguwoi doc sit dung tot nhat thei gian cua minh,
hdy suy nghi ky vé nhitng gi ban muén chuyén tai.

Dudi day la mot s6 diém dé suy nghi khi ban c6 dy dinh viét mot birc thw
dién tw, thu tay hay bao cdo. Ching dugc rit gon trong chit viét tat AIR:

e A = Audience = khan gia. Hay nghi vé ngudi sé doc nhitng gi ban
viét. Ngwoi doc cé hiéu biét nhiéu vé chu dé ban dang viét khong?
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Ban sé viét theo nhitng phong cach khac nhau, tuy thudc vao doi
twgng cua ban: chang han nhu cach ma ban viét cho 6ng chu hay giam
doc quan ly sé khac vGi cach ma ban viét cho nguwdi dong nghiép ngoi
ké bén.

e I = Intention = dy tinh. Ty hoi ban than thong diép nao ban mudn
chuyén tai. Suy nghi k§ vé ndi dung chinh ma ban muén trinh bay.
Pau la nhitng thong diép cha chot cia n6? Ban ¢6 can phdi gidi thich
mot chit vé cac thong tin co ban hodc dwa ra béi canh trwdc khi noéi
nhitng diéu ma ban thyc sy mudn néi khong? St dung nhitng doan
tiéu chuan cho nhitng phan trong mot van ban ma ban thwong xuyén
viét, hoac sao chép tir nhitng tai liéu khac, nhung hay luén chi sit dung
ching nhu nén tdng cho tai liéu ma ban dinh viét. Kiém tra ky dé chac
chan rang doan sao chép d6 hoan toan phu hgp cho tai liéu cu thé ma
ban dang viét.

e R = Response = phan heéi. Khi chuyén tai nhitng théng diép cua
minh, ban mong mudén nhan dwgc nhitng phan hoi nao? Ban muon
nguoi doc lam gi véi thong diép cia ban? Trong mot trong s6 nhitng
khoa dao tao k¥ ndng viét cda toi, phan h6i ma mot nguwoi dong nghiép
muoén nhan duge bi vui 1ap trong mot cau dai 79 tir! Néu chinh ban
cling khong hiéu rd minh mong mudn nguwdi doc phan héi nhu thé nao,
lam thé nao dé ngudi doc co thé hiéu dugc?

“Luc dé bat dau viét mot bai bdo la khi ban da hoan thanh né dén dé hai
long. Tai thoi diém do ban dd bat dau co cdi nhin ré rang va 16 gic vé
nhitng gi ban thuc sy muén néi.”

Mark Twain, tac gia My

Bat cit ltic nao ban can viét mot tai liéu, hay nghi theo dinh hwéng
AIR.
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6.10
Viét ro rang hon

Néu viét ré rang, ban sé giap nguoi doc sit dung tot nhat quy thoi
gian ciia minh. Nguoi doc sé khong can phai doc van ban cua ban vai
lan dé hiéu nhirng gi ban muodn néi, nhw vay dé la mot ky nang quan
trong can dugc phat trién.

Dudi day la cach dé lam ro nhitng thong diép ma ban muén chuyén tai
trong van ban. Ban can nhd ba chit ABC

e A = Accurate = Chinh xac. Kiém tra co sé 1ap luan cta ban, va kiém
tra lai ching. Hay chinh xac va rd rang hét sitc co6 thé. St dung ngit
phap chuan va stta cac 16i chinh td hay ngit phap. Néu khong chac
chén, hay kiém tra, va dirng chi tin twdng vao tinh nang kiém tra 16i
ngit phap trén may tinh cua ban; né sé khong tim ra dwgc 16i stt dung
sai ti, chang han nhu 16i “ngang” thanh “ngan” hay “viét” thanh

e B = Brief = Ngan gon. Mot s6 ngudi c6 xu huéng dong dai, thé hién
cung mot suy nghi theo nhitng cach thitc khac nhau trong suét van
ban. Nhitng nguwdi khac lai qua ngan gon, chi viét cé 15 tir va sau do
tw hoi tai sao thé gidi khong hé thay déi. Vi ca hai kiéu ngwoi nay, t6i
déu khuyén: Hay tw hoi ban than: Ai? Tai sao? Cai gi? O dau? Khi
nao? va Nhu thé nao?

[{fg

vit”.

Nhitng ngwoi c6 xu hwdng dong dai sé thay quy tac trd 16i nhitng cau hoi
nay thuc sy hitu dung trong giai doan chinh stra. Khi tra 10i ti'ng cau hai,
ban c6 thé nhan thiy ban da tra 10i ching vai lan trong toan van ban. Hay
thay doi vi tri nhitng doan c6 lién quan va chinh stta dé ching thé hién luan
c* mot cach co6 trinh ty hon. Nhitng nguwdi qua suc tich sé nhan thiy viéc
trd 101 nhitng cau hoi nay mé rong luan ci¢ ctia ho va khién chiing tré nén
sau sac hon.
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e C = Clear = R0 rang. Dé stt dung t6t nhat thoi gian cua ngudi doc,
ban nén c6 gang gitp ho hiéu ngay lap titc nhitng gi ban c6 gang
truyén tdi khi ho doc nhitng gi ban viét. Ngwoi viét thuwong chi viét ra
nhitng suy nghi cia minh khong theo mot trinh ty nao cd, khién nguoi
doc rat kho hiéu. Thé hién ban than ré rang la két qua cda tw duy ro
rang va kha nang sap xép van ban mot cach 16gic va c6 trinh tw hgp ly.

“T6i khong co thoi gian dé viét mét 1d thuw ngan, do do téi viét mét la thw
dai.”

Mark Twain, tac gia My

Danh thoi gian dé lam cho tai liéu ctia ban rd rang hét sitc co thé,
nhu vay ching coé thé sit dung t6t nhat thoi gian cia nguoi doc.
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Kiem soat thoi gian

Co vo so nhitng cong cu khac nhau dé gitup ban quan ly thoi gian cua
minh hiéu qua hon. Ching bao gém dat ra nhitng khung thoi gian trong ké
hoach dé hoan thanh mét nhiém vy, nhd do6 ban tap hgp duge da day cho
cong viéc cua minh; ddm bao nhitng ké hoach ti€p theo dé giam thiéu
nhitng van dé trong twong lai; luén tap trung va c6 muc dich; sap xép dé
cong viéc cua ban it bi gian doan nhat va st dung hiéu qua nhitng khoang
thoi gian bé tré bat ngo xuat hién

7.1
Tao cac khung thoi gian

Co thé sé rat hitru dung néu ban tao ra cac khung thoi gian khi thyc
hién nhitng nhiém vu khac nhau. Piéu nay dac biét hitu dung cho
nhitng viéc chinh ma ban can lam, va né ciing hitu dung cho ca nhirng
cong viéc thwong xuyen.

Chang han nhuw, ban can 1ap bao cao ban hang hang tuan vao ngay thir Ba
cda tuan tiép theo. Vay, hdy danh thdgi gian vao thit Hai hang tuan dé noi
chuyén vé&i cac dong nghiép & phong kinh doanh, dong thoi kiém tra chac
chan rang nhitng s6 liéu dugc cung cap trong hé thong may tinh cia ban la
chinh x4c. Sau dé, thit Ba hang tuan, hdy sap xép mot khoang thoi gian dé
bat tay vao viét bdo cdo. Pay la nhitng nhiém vu can dwgc wu tién ma ban
khong nén xao nhang.

Ddt ra thoi gian danh riéng cho nhitng viéc nay trong nhat ky sé gidap ban
tranh chi lam chang khi ban thich.

Dudi day la mot s6 bi quyét khac cho viéc quan ly thoi gian ctia ban
trong lic thyc hién nhitng cong viéc can tap trung cao do:
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e Tu cach ly. Néu moi thit déu thuan tién, hay tat dién thoai di dong,
déng ¢ng dung thw dién tir va dé dién thoai ban & ché do tra 10i tyw
dong (dong thoi tat tiéng). Néu thuc sy can phéi tap trung, hdy xem
liéu ban c6 thé roi dén mot cho khac trong van phong, noi ma khong ai
c6 thé lam phién ban hay khong.

e Hoc cach siét chat thoi gian. Hay dat cho ban mot gidi han, chang
han la 30 pht, va sau d6 kéo cang ban than ra dé xem liéu ban c6 thé
Xt ly duge cong viéc ma thong thuwong ban can 40 phut khong. Ban sé
ngac nhién tredc nhitng gi ban lam dwoc. Diéu nay cling c6 hiéu qua
theo mot cach khac: Mot cudc hop du dinh kéo dai 90 phut sé co vé
nhw qua dai. Hay xem liéu ban cé thé gidam n6 xuéng khoang 10, tham
chi 1a 15 phat khong.

e Cho phép minh nghi ngoi. Sau khi tap trung lam viéc khoang 50
phut, hay cho phép minh nghi ngoi 10 phut: viéc nay sé cho phép tam
tri x ly va dao sau thém suy nghi cia ban, va ban cé thé thdy minh
gidi quyét dwgc mot s6 van dé phat sinh trong lic ban lam viéc tap
trung.

“Cong viéc sé luon né ra dé ldp day quy thoi gian danh dé hoan thanh

no.

DPinh luat Parkinson, dugc viét bai C. Northcote Parkinson, London
1955

Lam viéc trong nhitng khoang thei gian dinh san tao ra luc day cua
chinh no, giap ban cé di kha nang dé lam viéc hiéu qua hon.
Do c6 thé 1a cach st dung thoi gian hiéu qua hon so véi phwong phap
khong dv tinh trudc.
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7.2
Git tap trung

Hay huwéng toan bo sy tap trung vao nhiém vu ma ban dang phai
thuc hién gan day, nhw vay ban c6 thé hoan thanh né mot cach tat
nhat.

Diéu nay c6 thé cé nghia 1a, thay vi n6i v6i ban than rang ban sé danh
hai gio dé lam bao cdo trudc khi vé nha, ban c6 thé noi: “T6i sé hoan thanh
viéc viét hoan chinh hai phan ctia bao cdo.” Dwéi day la mét so6 nguyén tac
co ban khac dé duy tri sy tap trung vao thdi gian ctia ban.

» Pat ra mot thoi han thyc t€ dé hoan thanh cong viéc. Néu khong
gia han cho minh, ban sé doi mat vd&i nguy co lang phi thoi gian, do
vay hdy cuwong quyét véi ban than va kéo cang minh ra, nhung ding
c6 phi thye té hodac doi hdi qua nhiéu. Khi gia han, hay hoc tir nhitng
kinh nghiém trwéc dé. Chang han, t6i gitt mot tap tai liéu c6 tén la:
“Phan tich dy an”. Cubi moi dv an, t6i so sanh chi phi va thoi gian t6i
thue si da dung vao viéc hoan thanh dyu an véi nhitng gi t6i du tinh lic
dau. T6i st dung tai liéu nay khi xem xét nhitng dy 4n twong ty trong
twong lai dé du doan nhitng nguén lyc ma minh can.

* Hoc cach doi pho hiéu qua véi sy gian doan. Néu ban bi gian doan
khi dang lam viéc, hdy c6 gang hoan thanh phan céng viéc dang dé&
dang. Doi khi toi noi voi nhitng nguoi lam gian doan cong viéc cua
minh: “Anh c6 phién khong néu t6i viét not cau nay khong?” Trudc
khi ban di an trira hoac cu6i moéi ngay, hay viét mét ghi chi ngan gon
vé viéc ban da lam dén dau va bat ct suy nghi, y twéng nao vé buéc
tiép theo. Diéu nay sé gitp ban dé dang quay trd lai vdi cong viéc cia
minh.

o Kiém soat sy giao tiép ciia ban. Néu ban thwdng xuyén giao tiép véi
mot dong nghiép, hdy xdy dung mot danh sach nhitng diéu ban can
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thdo luan hoac ti€p tuc thém ching vao ban nhap thw dién t, thay vi
giti moOt chuoi thuw hodc goi vai cude dién thoai. Hay c6 gang st dung
phwong phap cé hé thong hon bang cach sap xép dé noi chuyén dién
thoai vao mot thoi diém cu thé trong mot ngay nhat dinh trong tuan
chang han.

Tranh xao nhang va tap trung vao viéc hoan thanh cong viéc dé dat
dugc nhiéu hon nira.

Tinh huéng: Uy ban cau lac bd nhan ra ring ho da 1am viéc khong
hiéu qua va, khi Ed quan ly véi tw cach la chu tich tiy ban, anh quyét
dinh sé thay doi. Cac thanh vién cua uy ban thuwdng néi vé nhitng van

dé quan trong, nhwng thoi gian da bi lang phi béi ho khong bao gio
theo dudi chu dé dén cung va khong bao gid dat dugc tGi bat civ mot
két ludn nao. Ed quyét dinh yéu cau mot thanh vién ty ban chuan bi
tai liéu thao luan vé quy dinh trong twong lai dé phat cho cac thanh
vién khac tredc moi cudc hop. Tai liéu nay liét ké nhitng Iiva chon cho
dinh hwéng trong twong lai ctia cau lac bd, véi nhitng diém hanh dong
nghiém tic. Nho vay, cac cudc hop cta hoi dong tré nén cé trong tam
hon va hiéu qua hon.

Kiem soat giay to
Néu ban tiép tuc phai xit ly cac gidy to khac nhau ma khong ra dugc
mot quyét dinh r6 rang veé viéc phai lam gi véi chung, ban sé lang phi

thoi gian. Hay luon chac chan la ban chi phai xi¢ ly mét lan véi moi
van ban & trén ban ctiia minh.
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Vay khi ban nhan mot tai liéu, hay tao thoi quen xt 1y né theo mot trong
s0 nhitng cach sau:

e Cho vao thiing rac. Bé hét cac thw rac di. Bé di nhitng tai liéu ma ban
da xtr ly va khong con can nita. Hay chong lai sy cam do dé ding lwu
tri* qua nhiéu nhitng tai liéu kiéu nay. Cho nhitng tai liéu khong mang
tinh bi mat vao thung rac, nhung dung quén xé nhitng tai lieu mat,
chang han nhu héa don hay van ban luat, bdo cao thué, thanh tirng
manh nho va huy chung.

o Xt ly. C6 nhirng tai liéu c6 thé can phai doc hoac tra 16i. C6 mot cach
la viét cau trd 10i vao chinh tai liéu d6 va gwi lai n6 cho ngudoi gri.
Neéu tai liéu d6 quan trong, ban c6 thé ghi chi vao danh sach nhitng
viéc can lam cda n6 dé quay tré lai vdi no tai mot thoi diém phu hop
hon — thoi diém ma ban déc biét danh cho nhiém vu nay. Hodc do6 co
thé 1a mot tai liéu nhac nhé ban goi dién hodc gtri thw cho dong nghiép
— néu dung thé, hay viét chi tiét vao danh sach nhitng viéc can lam cua
ban va gitt lai nhitng tai liéu phu hgp gan trong tam tay.

e Luwu trit. Luu trit nhitng tai liéu quan trong, nhung hdy tw bo thoéi
quen lwu trit tai liéu chi dé phong khi ban sé can dén n6. Chi lwu trit
nhitng tai lifu ma ban chac chan rang ban sé can (chang han nhw hoa
don, hop dong, thong tin thué). Thuwong xuyén kiém tra ta tai liéu cta
ban, bé di nhitng gidy td ma ban khong con can nita. Pirng héi ban
than: “Liéu minh c6 nén gitt n6 khong?” ma hdy hoi: “Liéu minh co
can git* n6 khong?”
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Hay luén chac chan la, ban chi xit ly moi tai liéu mot Ian khi no xuat
hién trén ban ban.

Tinh hudng: Jack thuwong phan nan vé s6 lwgng thu tin ma anh phai
xtt ly, nhung anh da thwong xuyén vi chiing ma xao nhang trong cong
viéc ctia minh. T6i chi ra cho anh thiy diéu dé va yéu cau anh ta cé
nhitng nguyén tac ro rang v6i nhitng buwu kién nay. Gio day, khi nhan
dwgc thwe hang ngay, Jack ném mot nita trong so chiing — dac biét la
nhitng tai liéu quang céo, ti€p thi — thang vao thung rac. Anh dat mét
lwgng nho thw tin sang mot bén dé doc sau do vao thoi diém anh dinh
san trong nhat ky ctia minh va tra 10i ngay 1ap titfc mot phan rat nho
nhitng yéu cau vé thu tuc hanh chinh ma anh nhan duwgc. Bang cach
nay, anh nhan thay gio day minh da hoan toan kiém soat dugc cong
viéc gidy to.

7.4
St dung hiéu qua thoi gian trong

Tat ca ching ta deu c6 nhitng quang thoi gian trong. Chiing co thé
kéo dai mot vai phit, mot vai gio' dén mot vai ngay, tuy nhién, cho du
khoang thoi gian do c6 ngan dén mic nao, bi quyét la hoc cach s
dung nhirng khoang theoi gian trong do hiéu qua.

biém dau tién la dy dodn va chuan bi tredc cho nhitng khoang trang.
Ching c6 thé dén khi ban cho dgi mdt dong nghiép tai van phong cua
nguoi do, khi ban dén du hop sém, khi chuyén tau ma ban cha bi tré... Néu
dy tinh dugc trirde, ban sé san sang st dung hiéu qua nhitng thoi diém nay.

Dudi day la mot s6 cach dé ban c6 thé tan dung hiéu qua nhitng lgi thé
cta kiéu thoi gian nay:
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Goi dién. Gitt lién lac vdi dong nghiép, tim hiéu tién trinh mot dy an,
kiém tra viéc thanh toan...

Kiém tra va tra loi thu. Néu khong & trong van phong, ban sé can
phai mang theo may tinh xach tay hodc mot cong cu khac cho viéc
nay.

Poc mot bao cao. Mac du vay, hay chac chan rang dé khong phai la
mot bao cdo mat.

Don dep giday t¢ hoac lvu trit tai lieu cia ban. M6t cach st dung
hiéu qua thoi gian néu ban dang & trong van phong la ban cling c6 thé
don dep cac tai liéu trong may tinh ca nhan ctia minh.

Kiém tra cac ghi chép. Poc cac ghi chép trong cudéc hop, sau mot
cudc doi thoai... Ban c6 thé sap xép va viét chiing ra nita.

DPoc sach hoac tap chi vé kinh deanh. Chiing ta thwdng qua ban ron
va khong cé thoi gian cho viéc doc, va thoi gian trong 1a mot quang
thoi gian hoan hdo dé ban c6 thé doc sach vé nhitng van deé lién quan
dén cong viéc.

Poc sach hoac tap chi khong lién quan dén cong viéc. Viéc nay co
thé gidi phéng tam tri va gidp ban suy nghi sang suot hon.

Giai quyét mot van dé. N6 c6 thé la mot van dé kho khan trong cong
viéc hodc mot vai thit rat khé hiéu, chang han nhu tro choi 6 chi.

DPi bo. Di bo la mot hanh dong dac biét tot dé giip con ngudi suy
nghi.

Xéa nhirng tin nhan cii trong dién thoai. Day khong phai la mot
cong viéc thd vi nhung né can dwgc lam va day c6 thé 1a thoi gian tot
nhat dé lam viéc nay.

Luon luon chuan bi dé sit dung tot nhirng khoang thoi gian trong
tinh co xuat hién.

7.5
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Xu ly sy gian doan
Tat ca ching ta déu bi gian doan khi dang lam viéc, khién chiing ta
lam viéc cham chap hon hoac xao nhang khéi nhitng nhiém vu ma
minh dang thyc hién. Chiing ta can phai hoc cach doi phé véi chiing dé
giam thiéu nhirng tac dong tiéu cuc.
Duwdi day la mot s6 hwéng dan dé gidp ban doi pho tot hon véi sy gian
doan trong cong viéc hang ngay:

e Pung ty lam minh xao nhang. Hay luon nghiém khac va ty kiém
soat ban than. Lap ké hoach lam nhitng viéc thwong xuyén phai lam
vao nhitng khodng thoi gian cu thé.

e Chu dong. Néu ai dé gtri thu cho ban va héi xem khi nao thi ho cé thé
néi chuyén va@i ban qua dién thoai, hdy kiém soat va noi vGi ho thoi
gian tot nhat, dwa ra mot khodng thoi gian chinh xac.

e Dwa ra chi dan r6 rang. Khi uy thac céng viéc cho nguoi khac, hay
dwa ra hwédng dan thue sy r6 rang, va ho sé khong phai thuong xuyén
xin 101 khuyén tt* ban nita. Khi ai d6 can dén sy gitp d& cua ban, hay
héi nguwoi d6 xem ho cé thé tw gidi quyét van dé khong — diéu nay sé
giip ban tiét kiém thoi gian vi ho sé hoc cach lam va c6 dugc cam
giac ty tin dé ty gidi quyét cac van dé cua ho.

e Uy quyén cho nhitng déng nghiép ma ban tin twéng. Giao trach
nhiém va quyén han cho nhitng dong nghiép ma ban tin twéng nhat, va
chdp nhan rang kiéu lam viéc ctia ho c6 thé khac ban. Bung gay tré
ngai trir khi ban budc phai lam thé.

e Giit kiem soat. Co gang lap ké hoach gidi quyét sy gian doan vao
nhitng thoi diém khac phu hop véi ban: “Hay noéi vé van dé doé vao lic
4 gio chiéu.” Néu khong thé, hay ndéi vdi ho rang hién tai ban cé nam
phiut. Hay hoan thanh nhiém vu con dang d& cua ban dé giam thiéu
nhitng anh hwdng cua viéc bi gian doan.
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» Hay quyét doan. D6i khi ban cling can phai biét néi khong. Déi khi,
“khong” 1a cau tra 16i hgp ly duy nhat néu ban dang lam viéc hiéu qua
trong vai tro cua minh.

Hay luon chu dong sap xép moi trueong lam viéc cia ban dé co thé
giam thiéu sy gian doan.

Tinh hudong: Néu cac dong nghiép di dén ban cua Peter, anh sé
khong maoi ho ngoi, nhw vay ho khong néan lai. Anh biét rang sé tot
hon néu gdp ho sau. Khi Peter c6 nhitng cong viéc can tap trung, anh
chdn cac cudc goi dén va tat dién thoai, ndi véi dong nghiép rang anh
khong muon bi quay ray trong mot khodng thoi gian. Boi khi anh tim
mot goc yén tinh trong van phong dé hoan thanh mot bao cao, va thinh
thodng lam viéc & nha dé han ché tdi da su gian doan.

7.6
Chong lai syt mét moi

Tat ca chiung ta déu c6 nhirng lic cam thay qua tai. Vi du nhw, khi
sap dén han hoan thanh mot cong viéc hoac khi phai déi phé véi nhirng
van de ngoai mong dogi. Vao nhirng thoi diém nhw thé, ching ta co thé
sé can phai lam viéc nhiéu gio hon va giir tap trung, bat chap nhirng
anh hwéng cia cam giac mét méi.

Dudi day 1a mot s6 kim chi nam dé duwong dau véi nhitng giai doan cang
thang ctia cong viéc va chéng lai anh hwdng ctia cam giac mét moi. Nhung
hay nhd: D6 la nhitng bién phap doi pho nhat thoi va khong dwgce lam dung
néu khong muon chiu nhitng hau qua nghiém trong vé mat sitc khoe.
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* Diung lam dung ca phé. Khi cdm thdy mét moi va van can lam viéc,
ching ta thuwong nghi t6i mot coc che hodc ca phé that dac. Tuy nhién,
hdy chi y rang sit dung qua nhiéu sé dan dén trang thai bon chon lo
S

e Uong nuwdc. Tinh trang mat nwdc sé gép phan tao cdm gidc mét moi,
vi vay hdy thuwong xuyén udng nuwdc trong ca ngay lam viéc.

e Nghi ngoi. Tham chi khi ban nhat, tri tué va co thé cua ching ta van
can duwgc nghi ngoi. Hay nhéd, ban sé lam viéc hiéu qua hon sau khi
nghi ngoi mot chuit.

e Thw gian trwdc khi nga. Sy cang thang trong cong viéc c6 thé gay
nhitng anh hwong bat lgi cho gidc ngu. Hay danh khodng 30 phit
tredc khi di nga dé thuw gian thue sy, kiém soat va lam diu tam tri va
co thé cua ban lai.

o Tap thé duc. Chinh khi cdm thay qua ban mdgi la Iic ban can tap thé
duc nhat bdi né sé cho tam tri ban mét cai gi d6 dé tap trung vao va
kéo gidn cac co trong co thé.

e To6i wu hoa thei gian lam viéc hiéu qua nhat cia ban mét cach
thong minh. Hay c6 gang st dung giai doan nay cho nhitng nhiém vu
kho khan nhat.

e Stt dung danh sach. Viéc chia nho cong viéc thanh nhitng nhiéem vu
dé quan ly hon la v6 cung quan trong. Hay stt dung danh sach cho viéc
nay, nhd do ban cé thé danh dau nhitng viéc da hoan thanh va cé dugc
cam giac veé tién trinh va thanh qua.

e Chia sé khoi lwgng cong viéc. Hay ty thac tham chi 1a nhitng nhiém
vu rat nhé bat ct khi nao ban cé thé. N6 sé gitip tao ra cam giac vé
tinh than dong doi va do dé né rat tét cho tinh than. Va gitt lién hé
chat ché vé6i cac dong nghiép dé chia sé vgi ho thay vi kim nén va
khién cho ho cdm thay cang thang.

“Thé gidi da chirng minh rdng s6 nguoi dang bi giét boi cong viéc qua
tdi dd nhiéu hon mitc can thiét.”

Rudyard Kipling, tac gia Anh
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Tap thé duc thuwong xuyén, nghi ngoi va uong nhiéu nwéc dé doi phé
v0i cam giac mét moi.

7.7
Bién tat ca thanh hanh dong

Muc dich cta cudn sach nay khong chi la gitp ban hanh déng ding, ma
con giup ban hanh dong hiéu qua.

Duéi day la mét s6 nhitng 161 cudi cung dé khuyén khich ban st dung tot
nhat thoi gian cia minh:

e Lap thit ty wu tién. Thiét 1ap mot thit tw wu tién cu thé trong cudc
song cda ban, va phat trién nhitng ké hoach trén nén tang nhitng thi ty
do.

e Chinh phuc nhitng nhiém vu 16n va phitc tap. Chia nhitng nhiém vu
16n thanh cac nhiém vu nhé hon. Tai moi thoi diém x& ly mdt trong s6
ching va c6 hét sitc dé hoan thanh né.

e Ngan nap. St dung tép tai liéu va kho trit mot cach hiéu qua bang
cach dan nhan va sap xép ro rang; sap xép nhitng nhiém vu thudng
xuyeén thanh hé théng.

e Xac dinh thoi gian lam viéc hiéu qua nhat. Hay nam dugc thoi diém
lam viéc hiéu qua nhit trong ngay cia ban va c6 gang danh thoi gian
d6 cho nhitng nhiém vu khé khan va yéu cau su tap trung & mirc do
cao nhat.

e Phat trién mot mé hinh lam viéc hiéu qua. Lam viéc trong nhitng
lic tap trung cao do, dam bao rang ban thuong xuyén nghi ngoi. X ly
cang nhiéu van dé cang tot.

e Stt dung thoi gian trong cia ban. Chuan bi nhitng cong viéc dé cé
thé lam trong nhitng lic roi rai.
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Uy quyeén cho nguwoi khac thyce hién nhiém vu cia minh néu cé6
thé. Dwva ra nhitng chi dan r6 rang néu ban lam viéc nay.

Nam ro duwoc vai tro cia minh. Lam rd vai trd ctia ban véi sép va
tim hiéu xem ho thuwc sy muén gi & ban.

Hoc cach néi khong. N6i khong dé tranh bi qua tai.

Giam cang thang. Phat trién nhitng cach thitc dé gidp ban gidam cang
thang. Kiém soat cach ban lam viéc dé c6 thoi gian danh cho viéc tap
thé duc va giai tri.

Quan ly tot thoi gian cuodi cung sé dong nghia véi viéc quan ly tot
cugc song.
Tinh huong: SEp cta Jim yéu cau anh thic hién mét dw an mdi.
Sau cudc gap thi hai vGi sép, anh nhan ra né hé khong don gian. Anh
quyét dinh viét m6t so d6 mo hinh cho tat ca cac khia canh chinh cta
dy 4n va sau do6 bat dau 1ap mot ké hoach lam viéc. Anh phac thao
ngay gap go cac dong nghiép c6 tham gia vao nhitng giai doan quan
trong ctia dy an. T4t ca cac viéc nay mat nguyén mot budbi sang, nhung
anh da dat dugc rat nhiéu. Anh trd nén ty tin rang minh cé thé trinh
bay ké hoach so lwgc véi sép, va, sau mot vai cudc thao luan, ho théa
thuan duoc ké hoach thue hién.
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GIAI THICH CAC BIET NGU

Huan luyén vien
Dé hwdng dan mot ngwoi phat trién trong cong viéc, cac moi quan hé va
vai tro trong mot td chic.

Uy thac
Giao nhiém wvu, trach nhiém hodc quyén han cho mot ai d6 dé nguwoi do
thay ban hanh dong.

Tong két

Tém tat chung cta toan bo bao cao.

X « A
HoO tro vien

Ngudi lam cong viéc gitp do mot ngwdi khac hodc mét t6 chite dat dwoc
mot muc tiéu cu thé.

Biéu do Gantt

Mot biéu d6 minh hoa thdi han ctia nhitng nhiém vu cu thé doc theo
nhitng quang thoi gian déu dan (tuan, thang...); biéu do nay rat hitu dung
cho viéc lap ké hoach va ghi thanh bang gio giac.

Hacker
Nguwoi tham nhap vao hé thong may tinh cia m6t ngwoi, cong ty hay mot
to chitc khac.
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Macro
MGt 1énh riéng 1é bang ngon ngit 1ap trinh ma két qua la mot chuoi 1énh
bang ng6n ngi* mdy tinh.

Co van
Tw van cho mot nguwdi, dac biét la v&i nhitng van dé lau dai cta cudc
song.

Thue ngoai
Chuyén giao cong viéc cho mot cong ty khac. B6 c6 thé 1a toan bo hoac
mot phan ctia mot du an.

Dién giai
Giadi thich o vé diéu gi do6 co6 st dung nhitng tir ngit khac.

So do mo hinh
Mot so do sang tao dugc vé dé tap hgp va nam dugc nhitng y twéng khac
nhau xung quanh maot tir khéa trung tam.

Thw fw vu tien
Dé phan biét va gidi quyét nhitng khia canh dwgc cho la nhitng phan
quan trong nhat ctia céng viéc hodc ciia mot dy an cu thé.

Chu dong
Dan dau va quyét dinh nhitng gi ban mu6n lam — ngwgc lai v6i phan ng
lai, nghia la ching ta hanh dong theo théi quen, dwa vao nhitng gi da xdy ra
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va phan ttng vdi no.

Phén (ng lai
Xem Chu dong

Thu rac
Nhitng birc thw dién tiv khong duwgc mong dgi duwge gii cho mot s6 lwgng
16n nguwdi nhan tai cing mot thoi diém.

Poan tiéu chuan
Nhitng phan ma ban thuwdng xuyén viét trong nhitng van ban nhw mot co
s@ cho thu dién t, thu tay hodc cac bao cao ca nhan...

Chién luoc

K& hoach dai han gitip hoan thanh nhitng muc tiéu chinh cuaa ban.

Sttc manh tong hop

Hiéu &ng gop khi cac thanh vién trong cung mot doi lam viéc thanh cong
cung v6i nhau dem lai sé 16n hon rat nhiéu so véi tong thanh tich cta cac
ca nhan khi lam viéc doc lap.

Twr dong nghia

Mot tir c6 nghia giong hodc twong tw nhw mét tir khac, chang han nhuw to
va lon.
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Chién thuat
Nhitng ké hoach dwgc sit dung dé thye hién mot chién lwoc.

Thesaurus
Mot tr dién vGi nhitng tir dong nghia, dugc sap xép theo chu dé hoac
theo bang chir cai.

Danh sach hanh dong

Danh sach tat ca cac nhiém vu ma mot ngwdi can phai hoan thanh trong
mot ngay cu thé.
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"Helen Keller (1880-1968): ngwoi viét hoi ky va la nha gido duc noi tiéng
nguwoi My. Bi mu va diéc bam sinh nhung ba da hoc doc, hoc viét va trg
thanh gido vién day nhitng nguwdi khiém thi." "Gary Warren Hart (sinh nam
1936): Thugng nghi si bang Colorado, hai lan ra tranh ct lam ng c vién
Tong thong cta dang Dan cht nam 1984 va 1988, nhuwng déu phéi bé cudc
vi bé boi." "Eleanor Roosevelt (1884—1962): nha ngoai giao, nha van, vg
Tong thong Franklin D. Roosevelt. La dai biéu tai Lién Hgp Quoc (1945-
1952 va 1961-1962), ba da manh mé dau tranh bdo vé nhan quyén." "David
Koresh (1959-1993): nguoi sang lap ban nhac Branch Davidians tai Waco,
Texas" "Michael Robert Milken (1946): nha tai chinh M¥, ndi tiéng vGi cac
vu dau tv chitng khoan tai Phé Wall." "Alan Greespan (1926—): nha kinh té
hoc My, dugc bo nhiém lam Gidm doc Cuc dv trit Lién bang M¥ tir nam
1987 cho dén nay." "Karan Donna, (1948-): nha thiét ké thoi giang ndi
tiéng cia MJ." "Carl Celian Icahn (1936-): ty phu, nha tw ban tai chinh
My." "1\. Pat Riley, The Winner Within, Nha xuat ban Berkley, New York,
1994 trang 175" "2\. “Bac Sam can anh va Pepsi ciling vay” Jennifer
Merritt, Business Week (Thang 4 nam 2000), trang 52" "1\. Pamela Kruger
“A Leader’s Journey”, Fast Company (Thang 6 nam 1999, trang 116." "2\,
James Collins “Build to Flip”, Fast Company (Thang 3 nam 2000), trang
131-143." "3\. J. Richard Hackman “Work Design”, Improving Life at
Work (1977), trang 129." "4\. “State of the industry”, Training (Thang 10
nam 1999), Hiép hoi dao tao va phat trién My, trang 37-38." "5\. Robert O.
Brinkerhoff va Stephen Gill, The learning Alliance: Systems Thinking in
Human Resource Development (New York: Jossey—Bass, nam 1994)." "6\.
Regina Fazio Maruca “Voice”, Fast Company (Thang 9 nam 2000 — New
York: Warner Books Inc), trang 105-144." "7\. Bao cao cua Nicholas
Lemann; “The Word Lab”, The New Yorker (S6 ngay 16 va 23 thang 10
nam 2000), trang 100-112." "8\. Roger Ailes You are the message: Getting
what you want by being who you are (New York: Doubleday Books, 1989),
trang 16" "9\. Dacher Keltner, “Reading their lips”, Psychology Today
(thang 9-10 nam 2000), trang 52-53 Ailes, op.cit." "Daniel Irvin Rather
(sinh nam 1931): 1a nha bdo My, lam viéc cho Ban tin t6i cia Hang CBS tw
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nam 1981 dén thang 3 nam 2005" "Peter Charles Jennings (1938 -
7/8/2005): phu trach Ban tin World News Tonight cia Haing ABC ké tw
nam 1978 cho t6i tdn dau nam 2005." "James Douglas Muir Leno (sinh
nam 1950): la nha hai kich My, chu nhiém chwong trinh The Tonight Show
rat dong doc gia cia Hang NBC." "Johnny Carson (sinh nam 1925): nha hai
kich My, dong cht nhiém chuong trinh The Tonight Show (1962-1992)."
"10\. Christopher Peterson va Fiona Lee, “Reading between the Lines”,
Psychology Today (Thang 9-10 nam 2000), trang 50-51." "James Leonard
Farmer (1920-1999): nha lanh dao quyén con ngudi, nguwoi sang 1ap T6
chitc Binh dang Chuing toc (1942)." "Jesse Louis Jackson (1941-): nha lanh
dao quyén con ngudi ctia My, hai lan that bai khi ra tranh c* lam ng cw
vién chic tong thong ctia dang Dan chu (1984 va 1988)." "Gloria Steinem
(1934-): ngwoi dau tranh cho quyén phu nit, sang 1ap tap chi Quy ba
(1972)." "Elizabeth Cady Stanton (1815-1902): ngwdi dau tranh cho quyén
phu ni*t My va la nha cai cach xa hoi. Ba tham gia thanh 1ap hoi nghi ban vé
quyén cda phu nit lan dau tién tai Seneca Falls, New York (1848)." "Susan
Brownell Anthony 1820-1906: ngwoi dau tranh cho quyén phu nit. Nam
1869, ba tham gia sang lap Hiép hdi Tranh dau cho Quyén bd phiéu cuia
Phu nit (National Woman Suffrage Association)." "Vallabhbhai Jhaverbhai
Patel (1875-1950): chinh khach An D9, lanh tu cia Pang Quéc dai, Phé
Thua twéng trong nodi cac dau tién cia An Do." "1\. John Bowe, Marisa
Bowe va Sabin Streeter Gig Americans Talk about their Jobs at the Turn of
the Millenium, (New York: Crown, 2000)." "Adlai E Stevenson. (1835-
1914): Chinh khach hang dau ctia My trong thé ky XX, Thong doc bang
Illinois, Pai sit My tai Lién Hgp Quoc. Hai lan lam tng ¢ vién tong thong
cua Pang Dan chu canh tranh v6i Dwight D. Eisenhower, nam 1952 va
1956, nhwng déu that bai." "1\. Con dugc goi la Khu twdng niém Qudc gia
Mount Rushmore, nam & Dakota. Tai ddy, khuon mat ctia bon c6 tong
thong My la Washington, Jefferson, Lincoh va Roosevelt dugc khac noi
trén da" "Patton, George Smith, Jr. 1885-1945: vién twéng My nobi tiéng
trong Chién tranh Thé gigi thit Hai, nguwdi chi huy dao quan thit Ba vugt
qua Phap va tién vao Pirc (1944-1945)." "Montgomery, Tt twdc (1887—
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1976): twéng Anh trong Chién tranh thé gidi thit hai, ngwdi mang lai nhitng
chién thang cua Anh trudc cac lyc lwgng Pirc ¢ Bac Phi (1942) va quan
Pong minh tai Normandy (1944)." "1\. Warren Blank, The Nine Natural
Laws of Leadership (New York: AMACOM, 1995)" "2\. Dean Hamer va
Peter Copeland, Living with Our Genes (New York: Doubleway Books,
1998)." "3\. Geoffrey Colvin, “Nhitng cong ty dugc ngudng mo nhat nwéc
My”, tap chi Fortune (ngay 21/2/2000), trang 108—112." "Vince Lombardi
(1913-1970): huan luyén vién béng bau duc, nguwdi dan dat doi Green Bay
Packers nhiéu lan v6 dich bang va lién bang My." "4\. Meenakshi Ganguly,
“Speaking Her Mind”, S6 dac biét vé Moi treong cuda tap chi Time (thang
4-5/2000), trang 47." "Jackson, Jesse Louis (sinh nam 1941): chinh khach
va nha lanh dao tranh dau cho quyén dan sy @ My, ting hai 1an ra tham gia
tng cit cho chitc &ng c¥ vién Tong thong ctia Bang Dan cha (nam 1984 va
1986)." "1\. Joshua Cooper Ramo, “A Two-man network”, Time
(24/1/2000), trang 50." "2\. Jerry Oppenheimer, Martha Steward — Just
Desserts: The unauthorized Biography (New York: William Morrow and
Co., 1997)." "3\. John Douillard, Body, Mind and Sport (New York: Crown,
1995)." "4\. Henry Mintzberg, “Planning on the Left Side and Managing on
the Right”, Harvard Business Review (Thang 7-8/1976)." "5\. Charles
Thompson, What a Great Idea! (New York: Nha xuat ban HarperCollins,
1992), trang 83." "6\. Peter Russell, The Brain Book (New York: E. P.
Dutton, 1979)." "Chi s6 Myers—Briggs Type (MBTI) la bai tht nghiém tam
ly dugc thiét ké nham danh gid tinh cach va thién hwéng cd nhan. Thw
nghiém nay do Katherine Briggs va con gai la Isabel Myers 1ap ra trén co
s phat trién cac ly thuyét cia Carl Jung trong cuén Tam ly hoc." "7\.
Howard Gardner, Frames of Mind (New York: Basic Books, 1985)." "1\
Elliott Masie, “Time to Walk in the Shoes of e—Learners”, trén Internet.
Cac xu huwdng hoc hoi cong nghé www.techlearn.com/trends (ngay
16/10/2000)" id="188," "2\. Madelyn Burley—Allen, Listening: The
Forgotten Skill (Lang nghe: M6t ky nang bi bé quén). Xuat ban lan thit hai.
(New York: John Wiley & Sons Inc., 1995), trang 2-3." "3\. Tom Peters,
The Circle of Innovation: You Can’t Shrink Your Way to Greatness (New
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York: Alfred A. Knopf, Inc., 1997)" "4\. Masie, Online, TechL.earn Trends
(Ngay 19/10/2000)" "5\. Ken Blanchard va Spencer Johnson, The One
Minute Manager (New York: William Morrow and Company, Inc., 1982),
trang 39" "1\. Marcus Buckingham va Curt Coffman, First, Break All the
Rules: What the World’s Greatest Managers Do Differently (New York:
Simon and Schuster, 1999)" "2\. R. Charon va G. Colvin, “Why CEOs
fail”, tap chi Fortune (21/6/1999), trang 68-71" "3\. “Fast Pack 2000”, Fast
Company (thang 3 nam 2000), trang 247" "John Hagelin (sinh nam 1954):
la nha vat ly 1y thuyét, tirng 3 lan tranh dua lam @ng ct@ vién chitc Tong
thong M¥." "Pat Buchanan (sinh nam 1938): chinh khéach, nha binh luan
chinh tri cua dai CNN, noi tiéng la bao tha, c6 van chinh tri cho Tong thong
Nixon, Giam doc Truyén thong cho Téng thong Reagan. Sau nay, ong ba
lan ra ng cw chitc Tong thong My (1992, 1996, 2000) nhung déu that bai."
"4\. Christopher Peterson va Fiona Lee, bai bao “Reading between the
lines”. tap chi Tam ly hoc ngay nay (thang 9—10 nam 2000), trang 50." "5\.
Gary Hamel, Leading the Revolution (Boston: NXB Trwong kinh doanh
Harvard, thang 8 nam 2000)" "6\. Peterson va Lee, tac pham da trich dan."
"1\. Frederic Golden, “A Century of Heroes”, Tap chi Time, 4n ban vé moi
treong, thang 4-5 nam 2000, trang 54" "2\. Barbara Ward, The Rich
Nations and the Poor Nations (New York: W. W. Norton & Co., 1962)" "3\.
Gary Klein, Sources of Power: How People Make Decisions (Boston: MIT
Press, 1998)" "4\. Daniel Okrent, “Happily Ever After?”, tap chi Time
(24/1/2000), trang 39—43" "5\. Ibid." "6\. The Motivational Manager, ban
tin cuia Lawrence Ragan Communications, nam 2000" "7\. David Welch,
“Cadillac Hits the Gas”, tap chi BusinessWeek (4/9/2000), trang 50" "8\.
Ronald Grover va David Polek, “Millionaire Buys Disney Time”, tap chi
BusinessWeek (26/6/2000), trang 141-144" "9\. Josua Cooper Ramo, “A
Two Man Network”, tap chi Time (24/1/2000), trang 46-50" "10\. Patricia
Sellers, “These Women Rule”, tap chi Fortune (25/10/1999), trang 94-1"
"1\. Charles Fishman, “Whole Foods Is All Teams”, Fast Company (thang
4— 5/1996), trang 103—-109" "2\. Joseph Nocera, “I Remember Microsoft”,
tap chi Fortune (thang 10/2000), trang 123—131" "3\. James C. Collins va
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Jerry 1. Porras, Build to Last (New York: Happer Business, 1994)" "4\. Gail
Meredith, “Breaking Down Barriers”, iQ, trang 510-514" "5\. Michael
LeBoeuf, How to Win Customer and Keep Them for Life, (New York:
Berkley Publishing Group, thang 3/1989), trang 13-14" "6\. Martha
McNeil Hamilton, “Blockbuster Branches Out”, t0 Washington Post
(19/9/2000), trang E1, E7" "7\. Michael Arndt, “The Industry Will Pay for
United’s Deal with Pilots”, tap chi BusinessWeek 18/9/2000, trang 52" "8\.
Nanetter Byrnes, “The New Calling”, Tap chi BusinessWeek (18/9/2000),
trang 137-148" "Michael Jeffrey Jordan (sinh nam 1963): cau tht béng ro6
noi tiéng nhat trong lich st My vdi doi Chicago Bulls (1985-1993, 1995-
1999), bon lan la cau tha xuat sac nhat do hiép hoi NBA binh chon.”
"Rudolf Hametovich (1938-1993): nghé si trugt bang nghé thuat ndi tiéng
nguwoi Nga." "Joe DiMaggio (1914-1999): cau thu bong chay ndi tiéng nhat
ctia My, choi cho doi New York Yankees (1936-1951), chéng ctia Marilyn
Monroe." "Luciano Pavarotti (sinh ndm 1935): nguoi Y, mot trong nhitng
ca si opera noi tiéng nhat thé gidi." "Roger Ailes (sinh nam 1940): Cha
tich, Tong Giam doc hang tin FOX News. Ailes titng n6i: “Anh chi cé6 60
ngay dé chitng to ban than trong mot cong viéc mai, nhung chi c6 7 giay dé
thé hién an tuwgng tot cho lan dau tién. By gidy doé la tit cad nhitng gi ma
moi nguwoi can dé danh gia vé anh. Néu anh khong thé chitng t6 sy nhiét
tinh cia minh trong ngay dau tién, anh sé bi nghién nat”." "1\. Geoffrey
Colvin, “CEO Supper Bowl”, tap chi Fortune (2/8/1000), trang 238" "2\.
Hiép hoi quan tri Kinh doanh Hoa Ky, 1601 Broadway, New York, NY
10019, www.amanet.org" "3\. Stephanie N. Mehta, “What Minority
Employees Really Want”, tap chi Fortune (10/7/2000), trang 181-200" "4\.
Warren Blank, The Nine Natural Laws of Leadership (New York:
AMACOM, 1995)" "Trung uy Constance Atwork: Mot bién phap tu tw
(choi chit) ctia tac gid, chi mot con ngwoi luon lam viéc can man
(constantly at work)." "Trung iy Malcolm Tent, ngwdi lo chuyén “léu trai”
(tent) va xe cO & Tiéu hanh tinh s6 3." "CIA: Chir viét tat dugc nhiéu nguoi
biét, chi Cuc Tinh baoTrung wong My (Central Intelligence Agency). Day
la mé6t trong cac phép luyén tri nhé (chon nhitng chit viét tat pho bién va
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ggi nhg) thuwong dugc nhiéu ngwoi ap dung." "Purgatory, theo Co doc gido,
la noi cac linh hén bi day doa (c6 thé hiéu nhw dia nguc)." "Oprah Winfrey,
ni* MC noi tiéng nhat nwdc My hién nay." "1\. Tiéng Latin, trich tit mot bai
thanh ca cia W.A. Mozart (1756-1791): [Con hday ng6i bén phai cua ta,]
cho t6i khi ta bat duwgc ké thu ctia con, dat lam ghé dau dwéi chan con." "2\.
Tac gia chu thich: 'Par Dieu! Monsieur mon amy, magis magnos clericos
non sunt magis magnos sapientes' (Rabelais, livre I, chap. XXXIX) - nghia
la: 'Lay Chda! Thwa 6ng ban cua t6i, nhitng cha c6 to xac nhat dau phai la
nhitng ké sang su6t nhat." "3\. Kinkin: mot ké san ban trom thwong say bét
nheé nao ddy (xem thém Chwong 'Bita tiéc trong ring')." "4\. Rwgu 4p xanh
hay ruwgu khé ngai." "5\. Thudc 14 hit: loai dé dan ghién hit vao mdii, thay vi
hit bang miéng, khi mudn tranh lam phién nguwoi chung quanh.” "1\. Otto
von Bismark (1815 - 1898): thu twéng Pho, ngudi da thong nhat nudc
Pirc." "2\. Nguyén van: Chd v6i ban bd da gau khi ta chwa ha dugce gau"
"3\. Tiéu nglt cia nwéc Phap ké tr cach mang 1789." "4\. Tam dich
'Alboche’, tir miét thi chi nguwdi Bic." "1\. Bay ngua gié (cavale du vent):
tac gia vi gié nhw ngya." "2\. Adonis: nhan vat dep trai trong than thoai Hy
Lap" "1\. Ao céc linh muc mic khi 1am 1&." "2\. Lourdes: thanh phé nho &
gan rang Pyrénées, noi don rang Dirc Ba Maria tirng hién ra nhiéu lan (nam
1858). Hang nam rat dong nguwdi mo dao hanh huwong dén day dé cau khoi
bénh nan y va xin 'nwéc thanh'." "3\. Fenimore Cooper (1789 - 1851), nha
van M¥ noi tiéng, tac gia quyén 'Ngwoi Mohican cudi cung'." "4\. 'Nong
thon thie tinh' va 'Bom Ira'." "5\. Tré em dao Thién Chua chi dwgc nhan
banh thanh trong nhitng budi thanh Ié sau khi da qua dwgc ky 'sat hach' vé
gido ly lan dau tién." "1\. That ra chi c6 mot sgi con tot, sgi kia ditt (xem
Chuong 'Coc troi hanh hinh')." "2\. Nha van Gabriel Mirabeau (1749 -
1791)" "1\. Pantheaon: Lang cac vi nhan Phap." "2\. Bas de Cuir: mot nhan
vat trong truyén tranh cua Georges Ramaioli." "3\. Georges Danton (1759 -
1794), mot trong nhitng lanh tu ctia cich mang Phap 1789." "4. O phuong
Tay, khi xong phan thd, cht nha va thg xdy dung cdy néu, lién hoan bang
doi ba ly rwgu, goi la 'lé xong phan thé." "1\. Francois Rabelais (1494,
cling c6 thé 1a 1483 - 1553): nha tho 16n nhat cia Phap thoi Phuc hung. Trwe
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mot vai cha thich cua tac gia (dwgc ghi rd), moi chi thich khac déu la caa
nguoi dich (LCC)." "2\. Y néi thi vin chwong bac hoc va mau muc." "3\,
Celte: mot tdc nguwdi ¢ xwa & Tay Au, titng c6 mit & Pic, Phap, Tdy Ban
Nha, Anh va Ireland, sau bi nhitng toc khac nhv German, Anglo-Saxon day
lti. Mot nhanh quan trong la Gaulois (t0 tién dan toc Phap) chiu anh hwéng
manh cta van hoa Latin. Nhanh con lai & Ireland, Wales, Scotland va
Bretagne (Phap) van gitt duwgc ngon ngit Celte ¢6. Cho dén giira thé ky 20,
nguwoi vung Bretagne (cling nhw ngwoi dao Corse) van bi nha nwéc Phap
cam dung ngon nglt cia minh." "4\. Jean Racine (1639 - 1699): mét trong
nhitng tac gia noi tiéng nhat cua van hoc c6 dién Phap." "5\. T6i coi day la
diéu tién quyét (chu thich cua tac gid)." "1\. T6i rdt mong ba hang néu trén
sé cam on t6i da tw phat quang cdo cho ho bang cach moi hang gti cho t6i
mot hop thudc ngon nhat (chu thich cta tac gid)." "2\. La Joconde, hay
Mona Lisa, la bitc danh hoa nguwdi dan ba véi nu cwdi 'bi an' cia Leonardo
da Vinci (1452 - 1519)." "3\ Isis: ni* than Ai Cap thoi c6 dai." "1\. Trw
Lebrac khong tu hoan ho dé nghi ctia minh, con 44 dia! C6 vai cho tac gia
nham giita 45 va 40 d¥a." "2\. Tiéng Phép la 'Passe tes cornes' (Chuyén cai
sttng cua ba/éng di!) - Tac gia chuthich: Han la Pax tecum! (tiéng Latin,
nghia la: Cau cho 6ng/ba dwgc an lanh)." "3\. Estitut va Patéon: do Camus
phat am sai Institut (de France) la Vién Han lam Phap va Panthéon, & Paris,
la noi tho cac vi nhan Phap." "1\. Murie: c6 1€ 1a tén do tac gia ty dat cho
mot thit bénh dich mua viém nhiét, nén khong thay trong nhiéu T dién
tiéng Phap." "2\. Y Camus muén néi 'con chién' (Tac gia)." "1\. Judas: theo
Kinh thanh (Tan wdc) thi Judas, nguyén la mét do6 dé cta Chua Jésus, da
ban Chia cho quan La Ma. Do d6, Judas dong nghia vGi phan boi." "1\
Louis de Crillon, mét vién tw 1énh noi tiéng thé ky 16, ban va chién hitu cta
vua Henri IV. Sau chién thang & Arques, nha vua viét cho Crillon: 'Hay treo
co di, hai Crillon diing cam. Quan ta thang tran Arques, con ngwoi vang
mit!™ "2\. Chidu tht* Nim céc trwong tiéu hoc thudng nghi." "3\. Am chi
cac 6ng c6 dao (vi ho mac do den)." "1\. Chéroub: thién than &nh sang canh
gitt vieon dia dang, sau khi 't6 tong loai ngwoi' la Adam va Eve bi Chua
Troi dudbi vi dd dam cdi 164, dn trdi cdm (Kinh thanh - Cyu Udc)." "1\. O Au
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My¥ nha ctta thuwong dong im im, nén c6 nha lam mot 6 trong & ctta chinh -
c6 tdm che chan - da 16n cho méo c6 thé ra vao bat ¢t lic nao." "2\. Tiéng
Do Thai la ngay 1é tho phung Chada Troi; v4i dao Hoi la ngay thit Sau, véi
dao Do Thai la ngay thit Bay, v6i dao Thién Chua la ngay Chu nhat." "1\
Thud t6i con bé hau nhw nha ndéng nao ciling chita nwdc trong bon go, roi
muc ra chau dong. Khi khat, ngwdi ta udbng nwdc tir chau ay (chu thich cua
tac gid)." "2\. Mot tdc da dé ¢ Bac My." "3\. Mot thit linh danh thué chuyén
cwdp boc cia dé quoc Ottoman (nay la Tho Nhi Ky) vao thé ky 15, 16."
"4\. Trong ban tiéng Phap tac giad dung ti 'bacul' la miéng day da thong
duwdi dudi ngwa kéo xe. O day tam dich 1a céi 16 cho twgng hinh va dé hiéu."
"1\. Braque: mot giong cho san." "2\. Nguwoi cong hoa la nguwoi chong ché
d6é quan chd, chit khong theo nghia dang phai nhw & mét s6 nuwdc - chang
han & My." "3\. Léon Gambetta (1838 - 1882): chinh tri gia Phap, chong lai
dé ché tht hai." "4\. O-ré-ka (Eureka): 'T6i tim ra ro6i', twong truyén
Archimeéde da reo 1én nhw thé khi phat hién ra dinh luat vé sitc day." "5\.
Archimeéde (287 - 212 trudc CN): twong truyén rang nha thong thai Hy Lap
nay da dung thau kinh hoi tu dnh sang mat troi dot chién thuyén La Ma
(gan day dai hoc Athéne da tht nghiém bang cach hoi tu anh sang phéan
chiéu cua nhiéu tdm khién danh béng va qua that da dot duwoc thuyén).
Thau kinh hay dau lang trong tiéng Phap déu la lentille, nhung Lebrac chi
biét mot nghia dau lang!" "6\. Giay dé go, hién van con ¢ mdgt s6 vung
qué... nhung 1a loai khong day." "1\. Asperges me (ti€éng Latin): xin vay
nwdc thanh cho con - cling la tén bai thanh ca dugc hat 1én vao lic nay."
"2\. Don Juan: mot nhan vat tiéu thuyét noi tiéng trang hoa." "3\. Aztec: tén
mot bo toc da dé ¢ Mexico." "4\. Bénh Murie: tén bénh nay c6 1€ do tac gia
tw dat ra - xem thém Chuong IV, Phan III, 'Chuyén thoi qua khit oai hung'."
"1\. Vae victis (tiéng Latin): Khon kho cho nhitng ké chién bai." "2\. X
Gaulois bi dé€ quoc La Ma dé ho t nam 225 dén 190 trude Tay lich." "3\
Le con: tiéng léng chi bo phan sinh duc phu nt." "4\. Chua té cac than
(than thoai Hy lap)." "5\. Pié bang khoang 0,3208 m va put bang 0,027 m la
nhitng don vi do lwong & chau Au, cho t6i thé ky 19, dinh tuy tién bing
chiéu dai ban chan (pied) hay ngén chan cai (pouce) ctia mot 6ng hoang, ba

https://thuviensach.vn



chiia nao day, nén moi thoi moi khac, moi nwéc moi khac." "1\. Myria
(litre): van (lit)." "2\. Tac gid." "1\. Tro nhdy ctru: mot ngwoi cui thap dé
nguoi khac nhdy qua - ¢ Viét Nam tré em cling choi tro twong tw va goi la
nhay vo." "2\. Nha dia ly hoc nguoi Phap (1845-1918)." "3. Myriagram:
don vi trong lwgng c6, bang 10.000 gram." "Mt loai trong dwgc lam bang
da linh dwong xuat xi¢ tr xit chau Phi, dugc go bang tay. (ND)" "Nit than
cta sy hoang vu, diéu tan, ma thudt, yéu thuat. (ND)" "Dau bang sat nung
déng vao vai téi nhan. (ND)" "Froot Loops la nhan hiéu cua loai ngii coc an
sang duoc san xudt boi Kellogg’s va dugc ban ¢ Ao, An P9, Uc, Canada,
New Zealand, My, Han Quéc, Bic, Trung Bong, cac nwéc vung bién
Caribbea, Nam Phi va cac nwéc chau My Latinh. (ND)" "La mot qua bong
bang thép ndng, thuong dugc treo dau can cau, duge st dung dé pha do
cong trinh 16n. N6 da dugc phd bién nhat trong nhitng nam 1950 va 1960.
(ND)" "La than cua cac giac mo theo than thoai Hy Lap, nguoi ditng dau
Oneiroi. Morpheus cé kha nang bién thanh bat ct hinh dang con ngwdi nao
va xuat hién trong cac gidc mo. (ND)" "DPao Alcatraz (doi khi goi don gian
la Alcatraz hay Nui Da) la mot hon ddo nam gitra vinh San Francisco, thudc
dia phan San Francisco, tiéu bang California, Hoa Ky. Hon ddo nay tirng la
hai dang, sau dé la mot dong liiy quan doi, sau nita la nha ti quan doi, nha
tu lién bang noi tiéng ctia Hoa Ky. Nam 1972, hon ddo nay tré thanh mot
khu vue giai tri quoc gia, 1a noi du lich. Ngay nay, hon ddo nay la mot phan
cta khu gidi tri quoc gia Céng Vang. (ND)" "La mot trong cac vi than ban
so, dugc ngwoi Hy Lap ton tho 1a “dat me”, twgng trung cho mat dat. Gaea
la vi than thué ban so va dwgc coi nhw mot vi than am phu trong than thoai
Hy Lap. Ba dugc ton kinh nhw ni than vi dai hay nhw nit than me. (ND)"
"Trong than thoai Hy Lap 6ng dugc coi la “cha trdi”, ban than 6ng la con
va cling la chong ctia Gaea, me dat. Ouranos va Gaea dugc coi la t6 tong
ctia hau hét cac vi than Hy Lap nhung khong dugc thd cing. (ND)" "Frank
Lloyd Wright (1867-1959) la mét trong nhitng kién tric sw c6 dnh huwdng
nhat trong thé ky 20. Phong cach kién tric ctia 6ng thé hién rd nhat qua
kién tric caa Vién bao tang Guggenheim & New York. Phong cach ctia 6ng
duwgc xac dinh la mot phong cach kién tric mang lai nhiéu cam xuc va sy
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nhay cam v6i moi treong xung quanh. La mot trong nhitng nguwoi sang lap
cta kién tric hién dai & Bac My, Frank Lloyd Wright chu trong vao viéc st
dung cac cong nghé mdi, nguyén vat liéu va ky thuat dé tao nén cong trinh,
1a hinh mau co ban cta cac céng trinh xay dwng trong thé ky 20. Trong suot
cudc doi ong da thiét ké trén 1000 do an trong dé cé 400 do an da dugc duwa
vao xay dung. (ND)" "Arachne la tén mot co thg dét tai hoa trong than
thoai Hy Lap — La Ma. Qua kiéu ngao vGi tai nang cua minh, cd khoe
khoang rang tai nang ctia minh 16n hon ca nit than tri tué, va pha nhan khi
nhitng ban dét néi rang tai nang cia minh mot phan la sy ban an cta than
linh. Ni* than da dén tham c6 trong hinh dang mot ba lao dé khuyén nhu. Bi
xtc pham bdi c6 gai, nit than quyét dinh mé mdt cudc thi dau giita hai thg
dét. Sau cung c6 da bi bién thanh mdt con nhén. (ND)" "Nui Itra St Helens
cao 2.250 mét, nam trong “vong cung lta” bao quanh Thai Binh Dwong,
cach Portland 88 km vé phia dong bac va la ndi Iira hoat dong manh nhat
trong s6 12 nui Itta con hoat dong ctia Cascade Range, chudi nui Itta trai dai
tr bang California dén bang Washington. (ND)" "Enchiladas, phat xuat tt
Mexico, sau nay thi pho bién sang nhiéu nuwéc dung ti€ng Tay Ban Nha
khac nita. Enchiladas dwgc lam bang tortilla cuén véi rau cd/thit/hai san/...
sau d6 nuéng/bd 10 cung v6i pho mat & sot twong 6t. Khi an thi ngudi ta
thwong don kém véi com & dau ham nhuyén. (ND)" "Trong than thoai Hy
Lap, ni* than Hestia con c6 tén Vesta, la 1 trong 12 vi than trén dinh
Olympus. Hestia la con cua hai vi than Rhea va Kronos thugc dong doi
Titan, va la chi ca ctia thé hé cac vi than thit nhat trén dinh Olympus. Ni
than la ngwdi ma nit than Rhea sinh ra dau tién va cling la nguwdi ma than
Kronos nén ra cud6i cung. Nt than Hestia la vi than cta bép Itta, sy quay
quan ctia moi thanh vién trong gia dinh, sttc khoe gia dinh va ndi trg...,
nhuwng trede kia la nit than cta dao ditc, sy ton trong, tot bung, ngoan dao
va thién chi. (ND)" "Harriet Tubman (sinh Araminta Ross; khoang 1820
hodc 1821 — 10 thang 3 1913) la mot nguwdi My goc Phi, nha hoat dong
nhan dao hoat dong chong lai ché dé no 1€ ngudi My goc Phi, 1a mot diép
vién Lién bang trong ndi chién Hoa Ky. Sau khi thoat khéi ach né 1€, noi ba
duwgc sinh ra, ba da tién hanh 13 phi vu gidi ctu hon 70 nd 1€ bang cach st
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dung mang lw6i cac nha hoat dong chong ché dé no 1€ va cac nha an toan
duwgce goi la dwong sat ngam. Sau d6 ba da giup John Brown tuyén dung
ngwoi cho cudc tdn cong cta 6ng ¢ bén pha Harpers. Thoi ky sau chién
tranh, ba la nha diu tranh cho quyén bau c cia phu nt. (ND)" "Carlsbad
Caverns la cong vién quoc gia cia My, nam gan Carlsbad, bang New
Mexico. Pgng da voi thién nhién nay c6 dién tich 1219 m x 190 m va cao
107 m (diém cao nhat cua dong). Pay la dong 16n th 7 trén thé giGi véi
cach bai tri doc ddo cua nhitng loai da c6 nhiéu hinh dang tuyét dep. (ND)"
"14. Herman Miller: Tap doan san xuat thiét bi va ndi that van phong va gia
dinh ctia My." "15. Yum!: Tap doan an nhanh 1&6n nhat thé gi6i, s& hitu cac
thuong hiéu Taco Bell, KFC, Pizza Hut, Wingstreet va Long John Silver's."
"16. Volkswage: Tap doan sdn xudt xe hoi Pitc, s¢ hitu cac thwong hiéu
Audi, Bentley, Skoda, Lamborghini, Bugatti, SEAT, Porsche va
Volkswagen." "17. Wal-Mart: Coéng ty ban 1é hang tiéu dung 16n nhat My."
"18. Target: Cong ty ban lé hang tiéu dung 16n thi hai tai My." "19. Vogue:
Tap chi vé thoi trang, thiét ké va cudc séng xuat ban tai hon 18 nuwdc trén
thé gidi." "79. USP - Unique Selling Position: Ddc tinh ban hang déc nhat."
"80. Polo: Mot mon thé thao trong dé nguoi choi cudi ngya va dung cai
chay c6 can dai danh qua béng vao cau mon." "81. Ralph Lauren: Cong ty
thoi trang cao cap danh cho cd nam va nit cia nha thiét ké nguwdi My Ralph
Lauren c6 tru s@ tai thanh pho New York, My." "82. Steve Jobs (sinh nam
1955): Téng gidm doc dieu hanh cong ty may tinh Apple. Ong 1a mot trong
nhitng ngudi c6 dnh hudng 16n nhat trong nganh cong nghiép vi tinh." "83.
Jeff Bezos (sinh nam 1964): La nha sang lap, giam doc diéu hanh kiém chu
tich hoi dong quan tri cta trang web amazon.com." "84. Michael Dell (sinh
nam 1965): La nha sang lap va giam doc diéu hanh tdp doan may tinh
Dell." "85. W.L.Gore: Cong ty tw nhan chuyén san xudt nhitng san pham
lam twr flo-polyme, c6 tru s& tai bang Delaware, My." "86. Levi Strauss:
Cong ty quan ao tw nhan noi tiéng thé gidi véi thuwong hiéu quan bo Levi."
"87. Blacker & Decker: Cong ty chuyén thiét ké va nhap khau dung cu dién
va phu kién, dung cu stra sang nha ctta va hé thong khéa cong nghé, co tru
s@ tai bang Maryland, My." "88. Costco: Chu6i ctta hang bach héa ban
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budn danh cho hoi vién 16n nhat tai My." "89. Zagat’s: Trang web danh gia
va xép hang cac nha hang tai My." "90. Nielsen BASES: Mot dich vu cta
cong ty nghién cttu thi trwong Nielsen gitp khach hang dat mitc tang
tredng can thiét thong qua qua trinh dé6i méi san pham thanh cong." "91.
Ernst & Young: Mot trong nhitng cong ty dich vu chuyén nghiép 16n nhat
thé gidi co tru s& tai London, Anh." "92. Charles Shaw: Thwong hiéu rugu
cao cap gia hgp ly nay thudc s& hitu cia céng ty rwgu Bronco. Mét chai
rwou cé gia 1,99 do la nén con duge goi la Two-Buck Chuck (d6 udng gia
hai d6-la)." "93. Trader Joe’s: Chuoi ctta hang tap hoéa tw nhan, cé tru s@
chinh tai bang California, My." "94. Newman’s Own: Cong ty thwc pham
do dién vién Paul Newman va nha van Hotchner sang 1ap vao nam 1982."
"96. World Series: Giai vo dich bong chay chuyén nghiép thuong nién co
thi hang cao nhat tai My va Canada." "97. Carly Fiorina (sinh nam 1954):
La doanh nhan nguwoi My va hién dang dai dién cho bang California lam
ung cv vien Pang Cong hoa cho Thuwong nghi vien My." "98. Franchise
(nhwong quyén kinh doanh): Hoat dong thivong mai ma bén nhuwgng quyén
cho phép va yéu cau bén nhan quyén ty minh tién hanh viéc mua ban hang
héa, cung tng dich vu theo mot s6 diéu kién nhat dinh." "99. Curves: Trung
tam thé duc va giam can dugc thiét ké danh riéng cho phu nit do Gary va
Diane Heavin dong sang lap vao nam 1995." "100. Andrea Bocelli (sinh
ndm 1958): Nam ca si ngudi Y néi tiéng véi chat giong nam cao. Ong bam
sinh c6 tat @ mat, va hoan toan mu nam 12 tu6i vi tai nan. Tt khi bat dau sy
nghiép nam 1994 véGi album dau tay Il mare calmo della sera, 6ng da co
hon chuc album nhac pop va nhac c6 dién." "101. Kinh doanh mém (Soft
sell): Chién dich quang cdo st dung théng diép ban hang tw nhién, than
thién va tinh té." "102. Kinh doanh citng (Hard sell): Chién dich quing cao
stt dung thong diép ban hang cong khai, tryc tiép va day sttc thuyét phuc.”
"103. Chitng r6i loan cuwong duwong (Erection dysfunction): Chitng roi loan
tinh duc biéu hién tinh trang mat kha nang cwong citng dwong vat hodc duy
tri trang thai cwong citng can thiét dé c6 mét cudc ai an tron ven." "104.
Khoéa dan (Hook and loop): Khoa ctia 40 quan gém c6 hai ddi bang sgi
nilong, mot nham mot tron, khi ép lai sé dinh chat véi nhau." "105. Xe
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hybrid: Loai xe c6 hai moto khac nhau cung cap nang lwgng cho banh xe
hoat dong. Co cadu pho bién nhat 1a mot dong co xang gan véi mot moéto
dién cho phép dong co ngat dinh ky dé tiét kiém nhién liéu." "106. Tién sy
James Wetherbe: Gidm doc diéu hanh Vién nghién citu hanh vi nguoi tiéu
dung trén Internet tai Truong dai hoc cong nghé Texas. Ong con 1a tac gia
ctia 18 cuon sach noi tiéng va hon 200 bai bao vé kinh doanh va cong nghé
thong tin." "107. Tién sy Joseph Michelli (sinh nam 1960): La tac gia cua
nhiéu cudn sach kinh doanh ban chay nhat. Bén canh d6, 6ng con la dién
gidi quoc té chuyén nghiép va la nha tw van kinh doanh." "108. Larry
Bossidy (sinh ndm 1935): La doanh nhan va nha vin nguoi My. Ong tirng
gitt chirc nhitng chitc vu diéu hanh cdp cao tai General Electric trong 30
nam." "109. Ram Charan (sinh nam 1939): La nha tw van doanh nghiép,
nha dién thuyét va nha van ngwoi My." "110. Shirley Clarke Franklin (sinh
nam 1945): La chinh tri gia ngwoi My, thanh vién Pang Dan chua va git
chitc Thi tredng thanh phd Atlanta, bang Georgia, My." "111. Vevey: Mot
thi trdn thudc khu vire néi tiéng Phap cua Thuy S¥ va la noi dat tru s& chinh
cta cong ty thwe pham Nestlé." "112. Chi so gia tiéu dung (CPI - Consumer
Price Index): La chi s0 tinh theo phan tram dé phan anh mitc thay doi twong
doi cta gia hang tiéu dung theo thoi gian. S& di chi la thay déi twong doi vi
chi s6 nay chi dwa vao mét gio hang héa dai dién cho toan b hang tiéu
dung." "113. Tong sdn pham quoc ndi (GDP - Gross Domestic Product): La
gia tri thi truong cda tat ca hang hoa va dich vu cudi cung dwoc san xuat ra
trong pham vi mét 1anh tho quoc gia trong mot thoi ky nhat dinh (thwong la
mot nam)." "114. Webvan: Cong ty ban tap pham tric tuyén cia My da pha
san vao nam 2001. CNET, mot trang web hang dau chuyén cung cap cac
danh gia va so sanh vé cac san pham cong nghé thong tin, goi sy pha san
ctia Websan la mét trong nhitng tham hoa 16n nhat trong lich st nganh cong
nghiép kinh doanh truyc tuyén. Ngay nay, Webvan dwgc s@ hitu va van hanh
bdi Amazon." "115. Charles R. 'Chuck' Schwab (sinh nam 1937): La sang
lap viéen va chu tich tap doan Charles Schwab, mot trong nhitng cong ty
moi gidi giam gid 16n nhat thé gigi." "116. Kevin A. Plank (sinh nam
1972): La doanh nhan nguwdi My ndi tiéng vi da sang lap ra thwong hiéu
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thoi trang thé thao Under Armour." "117. Lawrence Joseph 'Larry' Ellison
(sinh ndm 1944): La trum kinh doanh ngusi M. Ong 1a dong sang 1ap vién
va gidam doc diéu hanh cua tdp doan phan mém doanh nghiép Oracle."
"118. Jim Koch (sinh nam 1949): Doanh nhan nguwoi My da tw bo sw nghiép
tw van kinh doanh ctia minh dé noi nghiép nau bia cta gia dinh va sang lap
ra cong ty Boston Beer vao nam 1984." "119. Acetaminophen (hay
paracetamol): La thu6c c6 tac dung ha sot va gidm dau, tuy nhién khéng
nhw aspirin n6 khéng hodc it c6 tac dung chong viém. Thudc co rat it tac
dung phu véi liéu diéu tri nén duwgc cung cap khong can ké don & hau hét
cac nuwdc." "120. Peter Drucker (sinh ndm 1909 - mat nam 2005): Chuyén
gia hang dau thé gidi vé tw van quan tri. Ong duogc coi 1a cha dé ctia nganh
Quan tri kinh doanh hién dai va dugc tap chi Financial Times binh chon la
mot trong bon nha Quan ly bac thay ctia moi thdi dai." "121. Ram Charan
(sinh nam 1939): La nha tw van, nha dién thuyét va nha van vé kinh
doanh." "122. Hillary Rodham Clinton (sinh nam 1947): La thanh vién
Pang Dan chuq, hién gitt chiwc Bo truang Ngoai giao dwong nhiém cua Hoa
Ky. Nam 2006, tén cua Hillary Clinton dugc dwa vao danh sach 100 phu ni
nhiéu quyén lyc nhat thé gigi cua tap chi Forbes." "123. Barack Hussein
Obama II (sinh nam 1961): La téng thong thi 44 Hoa Ky va la ngudi My
goc Phi dau tién thdng ct? chitc vu nay. Nam 2009, dng duoc Uy ban Nobel
Na Uy tuyén bo trao giai Nobel Hoa binh 'nhd nhitng n6 Iyc xudt sac nham
cing c6 ngoai giao quoc té va hgp tac gitra cac dan toc'." "124. John Sidney
McCain III (sinh nam 1936): La Thugng nghi si tham nién cia Hoa Ky
duwgc Pang Cong hoa dé ct ra tranh chitc tong thong trong ky bau civ tong
thong Hoa Ky nam 2008." "125. Orville Wright (1871 - 1948): Nha san
xuat ngwoi My noi tiéng vGi viéc phat minh va lap rap thanh cong chiéc
mdy bay dau tién trén thé gidi cung anh trai Wilbur Wright." "20. General
Motor: Tap doan san xudt 6 t6 cia My." "21. Daimler AG: Cong ty san
xuat 6 t6 ctua DPirc va la nha san xuat 6 t6 16n thit 13 thé gigi. Cong ty san
xuat 0 to va xe tai dwéi cac thuwong hiéu Mercedes-Benz, Maybach, Ssmart,
Freightliner va nhiéu thwong hiéu khac." "22. Absolut: Thwong hiéu rugu
vodka san xuat tai Thuy Dién, hién do hang Pernold Ricard ctia Phap s&
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hitu." "23. Smirnoff: Thuwong hiéu regu vodka ctia Nga, hién do cong ty
Diageo cua Anh s@ hitu." "24. Grey Goose: Thuong hieu regu vodka cao
cap san xuat tai Phap." "25. Barcadi Ltd: Céng ty rugu gia dinh ctia Cuba."
"26. Pernod Ricard: Cong ty san xuat do uong cd con cta Phap." "27.
Suzuki: Tap doan da quoc gia cia Nhat chuyén san xuat 6 t0 xe may" "28.
Lying Joe: Nhan vat phat ngon vién hu cau trong loat phim quang céo 6 t6
va xe tai cua Isuzu trén truyén hinh." "29. Isuzu: Céng ty san xuat 6 t6 va
xe tai cua Nhat." "30. Briney Spears (sinh nam 1981): Ca si nhac pop, nhac
si va dién vién ngwoi My." "31. Lindsay Lohan (sinh nam 1986): Dién vién
va ca si hat nhac pop nguoi My." "32. Paris Hilton (sinh nam 1981): Nguoi
thita ké cua tap doan khach san Hilton." "33. Peugeout: Thwong hiéu xe
Phap cia PSA Peugeot Citroén, nha san xudt 6 td 16n thit hai tai chau Au."
"34. Yogo: Thuong hiéu xe thugc tap doan Zastava cua Serbia." "35.
Daihatsu: Cong ty san xuat cac loai xe nho va xe duong trueong ctia Nhat."
"36. Daewoo: Tap doan san xuat 0 to va do dién tir cia Nhat." "37. Subara:
Cong ty con chuyén san xudt 0 t6 thudc tdp doan Fuji Heavy Industries
(FHI) ctia Nhat." "38. Saab: Thwong hiéu san xuat 0 t6 cua Thuy Dién, hién
do cong ty Spyker Cars NV cua Ha Lan s@ hitu." "39. Mitsubishi: Tap doan
cong nghiép 16n caa Nhat Ban" "40. Microsoft Window: Tap doan Cong
nghé mady tinh da quéc gia tam c& thé gidi cia My." "41. Apple: Tap doan
cong nghé may tinh cia My." "127. Charles Augustus Lindbergh (1902 -
1974): La mot phi cong, nha van, nha phat minh va nha tham hiém ngudoi
My, noi tiéng toan cau sau khi thye hién thanh cong chuyén bay khong nghi
t* New York t6i Paris trén chiéc phi co mot ghé, dong co don Spirit of St.
Louis." "128. Jack C. Taylor (sinh nam 1923): Doanh nhan ngudi My va
nha sang lap cua cong ty Enterprise Rent-A-Car. V@i tai san wdc tinh
khoang 9,5 ty do-la, 6ng dwgc Forbes xép hang la nguwoi giau thir 18 tai
nwdéc MY va giau thit 40 trén thé gidi." "129. Frank Frederick Borman, I1
(sinh nam 1928): Phi hanh gia kiém k¥ sw NASA da nghi hwu, noi tiéng véi
vai tro Chi huy tau Apollo 8 1an dau tién bay quanh Mat trang. Sauk hi roi
NASA, 6ng lam CEO cua hang hang khong Eastern tir nam 1975 dén nam
1986." "130. Ralph Lifshitz (sinh nam 1939): Tén khai sinh cua Ralph
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Lauren, nha thiét ké thdi trang va gidm déc kinh doanh ngudi My. Ong néi
tiéng véi thwong hiéu quan do Polo Ralph Lauren." "131. Jennifer Lynn
Loépez (sinh ndam 1969): Dién vién, vii cong, nha thiét ké thoi trang va ca si
Latin pop ndi tiéng da tirng hai lan duwgc dé ctr gidi Grammy. Co két hon
vOi ca sy Marc Anthony." "132. Thomas Cruise Mapother IV (sinh nam
1962): Mot dién vién, dao dién phim nguwdi My, tirng duwgc dé ci chinh
thitc cho 3 Gidi Oscar va 3 lan nhan gidi thwéng Qua cau vang. Tap chi
Forbes xép anh vao mot trong nhitng nhan vat c6 anh huwdng nhat trén thé
gidi trong nam 2006." "133. Kate Noelle 'Katie' Holmes (sinh nam 1978) :
Dién vién ngudi My, noi tiéng cht yéu nhd moéi quan hé dinh dam véi Tom
Cruise." "134. William Bradley Pitt (sinh nam 1963): Dién vién My va nha
san xuat phim, titng nhan dwgc hai dé ctt cho gidi Oscar va nhan dugc mot
gidi Qua Cau Vang trong s6 bon dé ctt. Brad Pitt dugc binh chon la mot
trong nhitng ngwoi dan 6ng hap dan nhat thé gidi." "135. Angelina Jolie
(sinh nam 1975): Ni* dién vién dién anh nguwoi My, cwu ngwoi mau thoi
trang, dai st thién chi cia Cao uy Lién hiép quéc vé ngudi ty nan
(UNHCR). C6 da nhan ba giai Qua cau vang, hai gidi Hoi dién vién dién
anh va mot gidi Oscar." "136. Xe hay (scooter): Mot loai xe hai banh cta
tré con c6 chd ditng mot chan, con mét chan dé hay." "137. Tina Brown
(sinh nam 1953): Tong bién tap tap chi, nha bao, dan chwong trinh kiém tac
gia cuon sach The Diana Chronicles (Bién nién st cong nwong Diana)."
"138. Harvey Weinstein (sinh nam 1952): Nha san xuat phim kiém chu tich
treong quay nguwdi My. Ong dwgc biét dén nhw nha dong sang 1ap hang
phim Miramax va dong chua tich cong ty san xudt phim The Weinstein
Company cung em trai Bob ké t* nam 2005." "139. Robert “Bob”
Weinstein (sinh nam 1954): Nha sdn xuat phim kich nguoi My, sang lap
vién kiém chu tich caa Dimension Films, cirru chu tich cua Miramax Films
va hién la dong chu tich cia The Weisntein Company." "140. Michael
Dammann Eisner (sinh nam 1942): Doanh nhan nguwdi My tirng 1a giam do6c
diéu hanh cong ty Walt Disney tir nam 1984 dén nam 2005." "141. Stephen
McConnell 'Steve' Case (sinh nam 1958): Doanh nhan nguwdi My noi tiéng
nhat trong vai tro dong sang lap vién kiém cyu CEO va cyu cha tich cta
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American Online (AOL)." "142. Mark Vincent Hurd (sinh nam 1957):
Pong cha tich, gidm doc va thanh vién hdi déong quan tri tdp doan Oracle.
Ong tirng 1 cha tich kiém gidm déc dieu hanh cia Hewlette-Packard."
"143. Ngai Howard Stringer (sinh nam 1942): Doanh nhan nguoi My goc
xt* Wale, Anh va 1a chu tich kiém CEO cua tap doan Sony. Ong duwoc nit
hoang Anh Elizabeth II phong twéc Hiép si vao nam 1999." "144. William
Henry Gates III (sinh nam 1955): thwong dugc biét duwdi tén Bill Gates, la
mot doanh nhan nguwdi My, ngudi di tién phong trong linh virc phan mém
may vi tinh. Cung Paul Allen, 6ng da sang lap nén tap doan Microsoft, mot
cong ty phan mém dwoc coi 1a 16n nhat thé gidi." "145. Betty Cohen (sinh
nam 1956): Chu tich kiém gidm doc diéu hanh ctia Cong ty dich vu giai tri
Lifetime tr nam 2005 dén nam 2007. Ba ting dugc Advertising Age binh
chon 1a m6t trong 100 nha marketing gioi nhat nwéc My va hién dang la
nha tw van quang ba thwong hiéu cho nhiéu céng ty truyén théng." "146.
Thomas “Tom” Curley (sinh nam 1948): Hién la giam d6c diéu hanh cta
Associated Press, mot co quan thong tan ctia My." "147. John Skipper (sinh
nam 1956): Gidm doc diéu hanh kiém pho cha tich cia EPSN, chiu trach
nhiém sang tao, viét chwong trinh va san xuat noi dung ctia kénh ESPN va
ABC Sports trén moi nén tang truyén thong." "148. Ann S. Moore (sinh
nam 1950): Chu tich kiém giam doc diéu hanh ctia Time Inc. Ba tré thanh
CEO nir dau tién caa cong ty khi dwgc bé nhiém vao chitc vu nay thang 7
nam 2002." "149. Harold 'Hal' Sydney Geneen (sinh nam 1910 - mat nam
1997): Doanh nhéan nguwdi My noi tiéng vai vai tro la cha tich cia Tap doan
ITT." "150. Roberto Crispulo Goizueta (1931 - 1997): Doanh nhan nguoi
Cuba noi tiéng véi vai tro Cha tich va Giam doc diéu hanh cua cong ty
Coca-Cola." "151. Philip Kotler (sinh nam 1931): Giao su danh du khoa
Marketing quoc té ctia Treong quan ly Kellog thudc dai hoc Northwestern,
My." "152. Carl Philipp Gottfried von Clausewitz (1780 - 1831): La mot
binh si nwéc Pho, nha lich st hoc quan sy, 1y ludn hoc quan sw c6 tam anh
huwéng 16n. Ong duwgc bidt dén nhitu nhét v6i ludn thuyét Ban vé chién
tranh." "153. CPA - Certified Public Accountant: Ké todn vién cong
chitng." "154. MBA - Master of Business Administraion: Thac sy quan tri
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kinh doanh." "42. IBM: Tap doan cong nghé may tinh cia My." "43.
Kodak: Nha san xuat phim anh va thiét bi in an ctia Nhat." "44. Interbrand:
Cong ty chuyén vé xdy duyng va phat trién thuwong hiéu." "45. Petters
Group: Cong ty kinh doanh da nganh c6 tru s¢ tai bang Minnesota, My."
"46. Chiquita Brands: Cong ty san xuat va phan phoi chudi va cac san
pham néng nghiép, cé tru s& tai bang Ohio, My." "47. J.D.Power &
Associates: Cong ty dich vu théng tin marketing toan cau do James David
Power III sang 1ap nam 1968, co tru s tai bang California, My." "48. SUV
(Sport Utility Vehicle): Xe thé thao da dung." "49. Guru: Ngudi c6 uy tin
16n trong cong dong nguwdi Hindu." "50. Procter&Gamble: Cong ty da quoc
gia chuyén sdn xuat cac sdn pham tiéu dung, cé tru sd tai bang Ohio, My."
"51. General Instruments: Nha san xuat dién tt c6 tru s& chinh tai
Pennsylvania, My, chuyén san xudt thiét bi ban dan va thiét bi truyén hinh
cap." "52. American Airlines: Hang hang khong 16n ctia My dong thoi cling
la hang hang khong ding thi¢ hai thé gigi vé van chuyén hanh khach, kich
thwdc may bay chd khach va doanh thu hoat dong." "53. United Parcel
Service (UPS): Cong ty van chuyén buu kién cia My vdi khéi lwgng van
chuyén mo6i ngay la 15 triéu buu kién dén 6.1 triéu khach hang trén hon 200
quoc gia va vung lanh tho trén thé gidi. Cong ty cling hoat dong trong linh
vuc hang khong." "54. Houston: Thanh pho 16n thit tw cia My thudc bang
Texas." "55. Honolulu: Tha phu bang Hawaii cua My." "56. Delta: Hang
hang khéng ctia My cung cap cac tuyén bay khap thé gidi." "57. Northwest
Airlines: Cong ty con 100% s& hitu cua Delta Air Lines, Inc. va la mot
hang hang khong 16n cia My." "58. Qantas: Hang hang khong qudc gia cua
Uc va 1a hang hang khong 16n thit 11 thé gigi." "59. Song: Thuong hiéu
hang khong gia ré cho Delta Air Lines s& hitu va diéu hanh." "60. Ted: Mot
trong hai thwong hiéu hang khong gia ré cua United Airlines tap trung vao
nhitng diém dén vao ky nghi 1e." "61. Eos: Hang hang khong hang thvong
gia cua My da thong bao ké hoach nop don xin bao hd pha san trén website
vao 26 thang 4 nam 2008 va ngtrng van chuyén hanh khach ké tir 27 thang
4" "62. MaxJet: Hang hang khong hang thuwong gia cia My chuyén bay qua
bién Pai Tay Dwong." "63. Dalas: Thanh pho 16n thit ba ciia bang Texas,
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My¥." "64. San Antonio: Thanh pho 16n thi¢ hai ctia bang Texas, My." "65.
New Orleans: Mot cang 16n cia My va la thanh phd dong dan nhat thudc
bang Louisiana, My." "66. Oklahoma City: Thua pha va la thanh pho 16n
nhat thugc bang Oklahoma, M¥J." "67. Tulsa: Thanh phé 16n th hai cia
bang Oklahoma, My." "68. Chuwong 11: Khi mgt cong ty nop don xin pha
san theo chwong 11, Luat pha san My thi cong ty dugc bao ho khai suc ép
trd ng dé c6 thoi gian tai cau tric hoat dong." "69. Taj Mahal: M6t trong
nhitng song bac 16n nhat tai thanh phé Atlantic ti'ng thudc s& hitu cta gia
dinh Crosby." "70. Holiday Inn: Thuong hiéu khach san thudc tap doan
khach san InterContinental cia Anh." "71. Harrah’s Marina: Khach san va
song bac dat tai khu virc cang bién ctia thanh pho Atlantic City thudc bang
New Jersey, My." "72. Overture: Cong ty cong cu tim kiém trén Internet
dwgc Yahoo! mua lai dé cung cap nhitng san pham tim kiém marketing trén
Yahoo." "73. AOL (American Online): Cong ty cung cdp dich vu Internet
toan cau cé tru s@ tai My thudc quan ly cta tdp doan Time Warner." "74.
Bartle & James: San pham d6 uéng lam tr lia mach, rwgu va hoa qua cé
nhiéu vi do céng ty xuat khau rwgu E & J Gallo Winery ctia My sén xuat."
"75. Clearly Canadian: San pham d6 uéng c6 ga c6 duong nhiéu vi do tap
doan Clearly Canadian Beverage Corporation ctia Canada sdn xuat." "76.
Cabbage Patch Dolls: Sdan pham bup bé c6 tén goi ban dau la “Ngwoi lun”
do Debbie Morehead va Xavier Roberts thiét ké vao nam 1978." "77.
Kmart: Chuoi trung tdm mua sam ban hang gia ré cia My, nay thudc Sears
Holdings Corp." "78. Edward Lampert: Nha dau tw, tai chinh va doanh
nhan nguwoi My, chu tich Sears Holding Copr. va la nha sang lap, chu tich
kiém CEO ctia quy dau tw ESL." "95. Barilla: Cong ty thyc pham tw nhan
16n tai Y ciing nhw tai chdu Au. Cong ty san xuat nhiéu loai my pasta va
hién 1a nha san xuét my pasta hang dau thé gidi, chiém 45% thi phan tai Y
va 26% thi phan tai My." "4. Spencer Stuart: Mot trong nhitng cong ty tw
nhan vé tim kiém lanh dao cap cao hang dau thé gidi." "126. Ounce: Pon vi
do khoi lwgng trong hé do lwong ctia My. Mot ounce bang 0.45359237
kilogam." "5. General Electric: Tap doan da qudc gia cia My hoat dong
trong cac linh vic nhw co sé ha tang nganh nang lwgng, co s ha tang
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nganh cong nghé, cong ty truyén théng va gia tri NBC Universal, tai trg
von va tiéu dung va cong nghiép." "6. Walt Disney: Cong ty truyén thong
va gidi tri cia My ding dau thé giéi vé doanh thu." "7. Hewlett-Packard:
Tap doan cong nghé thong tin da qudc gia cia My c6 tru sd tai bang
California, My." "8. Deloitte: Cong ty dich vu chuyén nghiép 16n nhat thé
gidi vé kiém toan, thué, tw van rai ro va tai chinh." "9. Chrysler: Coéng ty
san xudt 0 to6 cia My c6 tru s@ tai bang Michigan. Nam 1998, tap doan 6 t6
Daimler-Benz AG da mua lai Chrysler cting cac cong ty con dé 1ap nén tap
doan DaimlerChrysler AG." "10. Cerberus Capital Management: Mot trong
nhitng tdp doan quan ly von tw nhan 16n nhat nwéc My." "11. Home Depot:
Nha ban 1é cac dich vu va san pham xay dyng va trang tri nha ctia My."
"12. Federal Express: Tap doan giao nhan kho van My" "13. Emery Air
Freight: Cong ty My hang dau thé gi¢i vé van tai hang khong." "1. Ching
kho6 doc (tiéng Anh: Dyslexia): La chitng tat bam sinh. Nguwoi bi tat nay
thiéu kha nang doc va viét mac dau da phat trién day dua tri théng minh,
hiéu biét." "2. Stefan Stern (sinh nam 1967): Nha bao chuyén viét vé tai
chinh, kinh doanh va quén ly. Ong phu trdch chuyén muc quén ly trén bao
Financial Times." "3. Steve Jobs (sinh nam 1955): Téng giam doc diéu
hanh cong ty may tinh Apple. Ong 1a mdt trong nhitng ngudi c6 anh huéng
16n nhét trong nganh cong nghiép vi tinh." "1 James O’Toole, Lanh dao tw
A dén Z (San Francisco: Jossey-Bass, 1999), tr. 95." "2 Stuart Crainer, 75
quyét dinh cap quan ly trong dai nhat thoi dai (New York: AMACOM,
1999), tr. 44" "3 Bao cao thuong nién cua General Electric, 1997." "4
Robert Levering va Milton Moskowitz, 100 c6ng ty t6t nhat nén xin vao
lam & My (New York: Plume/Penguin, 1994), tr. 291." "5 Sdd., tr. 79." "6
Ben Cohen va Jerry Greenfield, Ben&Jerry’s Double Dip (New York:
Simon va Schuster, 1997), tr. 167." "7 Geoffrey Colvin, Larry Bossidy sé
khong ngirng lai, Fortune, s6 ra ngay 13 thang 1 nam 1997, tr. 135-137." "8
Emily Duncan, Thuc t€ mdi, Nhin nhan vé lanh dao bang quan diém cua
lanh dao [an pham ra hang quy ctia Quy Drucker], mua Béng nam 2000, tr.
9-11." "9 Anita Roddick, “Lanh dao la ngudi chu truong: Xay dung doanh
nghiép bang cach xay dung cong dong, Bai phéng van vGi Anita Roddick”,
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Nhin nhan vé lanh dao bang quan diém cua lanh dao, mua Hé nam 2000, tr.
21." "10 Thomas J. Neff va James M. Citrin, Nhitng bai hoc t* dinh cao
(New York: Currency/ Doubleday, 2001), tr. 145" "11 Lee G. Bolman va
Terrence E. Deal, Lanh dao bang tdm hon (San Francisco: Jossey-Bass,
2001), tr. 231-232." "12 David Bollier, Muc tiéu cao hon (New York:
AMACOM, 1996), tr. 172." "13 Robert F. Dennehy, Ty thuat cua nha quan
tri, Tap chi Quan ly, thang Ba nam 1999, tr. 42-43." "14 Gordon Bethune,
Tt hang chot 1én hang dau (New York: John Wiley & Sons, 1998), tr. 160."
"15 C. William Pollard, “S& ménh cua muc tiéu t6 ch®c”, Nhin nhan vé
lanh dao bang quan diém cua lanh dao, mua Xuan nam 2000, tr. 17-21."
"16 “Tién thwéng khong chi danh cho 6ng cht”, Cong ty toc do, thang 12
nam 2000, tr. 74." "17 Phéng van Gary Heavin qua dién thoai, thdng 8 nam
2001." "1 Robert Levering va Milton Moskowitz, 100 cong ty tot nhat nén
xin vao lam & My (New York: Plume/Penguin, 1994), tr. 226-227."
"2Robert Knowling, Vi sao Tam nhin lai quan trong, Tt Lanh dao t&i Lanh
dao, Mua thu nam 2000, tr.38." "3 Richart Daft, Kha nang lanh dao: Ly
thuyét va Thuc hanh (Fort Worth, Tex.: Dryden Press), tr.168." "4 Robert
Levering va Milton Moskowitz, 100 cong ty t6t nhat nén xin vao lam & My,
tr.336." "5Thomas J. Neff va James M. Citrin, Nhitng bai hoc tw dinh cao
(New York: Currency/ Doubleday, 2001), tr.330" "6 Robert Levering va
Milton Moskowitz, 100 Cong ty tot nhat nén xin vao lam & My, tr.97." "7
Bill Capodagli va Lynn Jackson, Dan dau véi toc do thay doi (New York:
McGrawHill, 2001), tr.59-60, 70." "8 Janet Lowe, Nhitng 10i ndéi cua
Warren Buffet (New York: Wiley, 1997), t1.68-69." "9 Thomas J. Neff va
James M. Citrin, Nhitng bai hoc tor dinh cao, (New York:
Currency/Doubleday,2001) tr.311." "10 Thomas J. Neff va James M. Citrin,
Nhitng bai hoc twr dinh cao, (New York: Currency/Doubleday,2001), tr.25."
"11 Sdd., tr.22." "12 Janet Lowe, Nhitng 10i ndi cua Jack Welch (New
York: Wiley & Sons, 2001), tr.65." "13 Daft, Kha nang lanh dao: Ly thuyét
va Thyc hanh (Fort Worth, Tex.: Dryden Press), tr.200." "14 Robert F.
Dennehy, Chuyén ké cta cac nha Quan ly, Tap chi Quan ly, thang 3 nam
1999, tr.42." "15 Peter Krass, ed., Cu6n sach vé Sy thong thai trong Lanh
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dao (New York: John Wiley & Sons, 1998), tr.248." "16 Neff va Citrin,
Nhitng bai hoc tw dinh cao, tr.251." "17 Sdd., tr.375." "18 Lowe, Nhitng loi
néi cta Jack Welch, tr.65." "19 Phéng van qua dién thoai vGi Gary Heavin,
thang 8 nam 2001" "20 Suzy Wetlaufer, “T6 chitc trao quyén lwc: Mot bai
phong van véi Roger Sant va Dennis Bakke cua cong ty AES”, Tap chi
Kinh doanh Harvard, thang 1-2 nam 1999, tr.112." "21 Jeffrey L. Seglin,
Thién, Ac va Doanh nghiép ctia ban (New York: John Wiley & Sons, nim
2000), tr. 13" "22 Lowe, Nhitng 10i noi cua Jack Welch, tr.35-36." "23 Peter
Senge, Nguyén tac tht Nam (New York: Currency/ Doubleday, 1990),
tr.143" "1 Robert Levering va Milton Moskowitz, 100 cong ty t6t nhat nén
xin vao lam & My (New York: Plume/Penguin, 1994), tr.123." "2 Phong
van qua dién thoai v4i Gary Heavin, thang 8 nam 2001." "3 David Bollier,
Nham dén" "4 Phong van Mark Elliott, thang 9 nam 2001." "5 Bollier,
Nham dén muc tiéu cao hon, tr.111-121." "6 Brent Bowers va Deidre
Leipziger, bién soan, Cam nang quan ly New York Times (New York:
Times Books, 2001), tr.85-186." "7 Sdd, tr.186-187." "8 Bollier, Nham dén
muc tiéu cao hon, tr.28-35." "9 Levering va Moskowitz, 100 cong ty tot
nhat nén xin vao lam & MY, tr.479." "10 Sdd, tr.48." "11 Ben Cohen va
Jerry Greenfield, Ben & Jerry’s Double Dip (New York: Simonand
Schuster, 1997), tr.103." "12 Thomas J. Neff va James M. Citrin, Nhitng bai
hoc twr dinh cao — Lessons from the Top (New York: Currency/Doubleday,
2001), tr.262." "13 Trong Kinh Thanh (ND)" "14 Sdd, tr.153." "15 Sdd,
tr.245." "16 Levering va Moskowitz, 100 cong ty t6t nhat nén xin vao lam &
My, tr.485." "17 Bollier, Nham t6i muc tiéu cao hon, tr. 352-365." "18
David Welch, “Gdp gd guong mat mai cua Firestone — Meet the New Face
of Firestone,” Tuan bao Kinh doanh — Business Week, 3 thang 4 nam 2001,
tr.64-66." "19 Bowers va Leipziger, bién soan, Doc gid quan ly cta t0 New
York Times — The New York Times Management Reader, tr.72." "20 Quan
ly con ngudi: 101 Y twéng da dugc chitng minh — Managing People: 101
Proven Ideas (Boston: Inc. Magazine, 1992), tr.148." "21 Bollier, Nham tG&i
muc tiéu cao hon, tr.10." "22 Sdd, tr.66." "23 Claire Gaudani, “Thuc thi sw
cong bang — Doing Justice,” Tt quan ly dén quan ly — Leader to Leader,
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mua Thu 2000, tr.9-11." "24 Peter Senge, Nguyén tac thit nam — The Fifth
Discipline (New York: Currency/Doubleday, 1990), tr.5." "1 David Bollier,
Huwéng t6i muc tieu cao hon (New York: AMACOM, 1996), tr.207." "2
Thomas J. Neff va James M. Citrin, Nhitng bai hoc tt* dinh cao (New York:
Currency/Doubleday, 2001), tr.176." "3 Robert Levering va Milton
Moskowitz, 100 cong ty tot nhdt nén xin vao lam & My (New York:
Plume/Penguin, 1994), tr. 204." "4 Sdd., tr.233." "5 Erika Germer, “Giai
quyét nhanh gon!”, Cong ty Toc do, thang 12 nam 2000, tr.86." "6 “Lanh
dao trong nhitng thdi ky khé khan: Bai phéng van vdi Eric Schmidt caa
hang Novell,” Tap chi Kinh doanh Harvard, thang 3 nam 2001, tr.119-120."
"7 “Vu kién chong cdi cach trong kinh doanh: Bai phéng van véi Peter
Brabeck cua Tap doan Nestle”, Tap chi Kinh doanh Harvard, thang 2 nam
2001, tr.117." "8 Sam Walton va John Huey, Sam Walton: Cudc doi kinh
doanh tai My (Made in American) (New York: Bantam Books, nam 1993),
tr.200-213." "9 Levering va Moskowitz, 100 cong ty tot nhat nén xin vao
lam ¢ My, tr.177." "10 Bollier, Heéng t6i muc tieu cao hon, tr.169-182."
"11 Suzy Wetlaufer, “T6 chttc trao quyén lwc: Mot bai phong van véi Roger
Sant va Dennis Bakke ctua cong ty AES”, Tap chi Kinh doanh Harvard,
thang 1-2 nam 1999, tr.117." "12 Jay Conger, “Hoat dong thuyét phuc thiét
yéu,” Tap chi Kinh doanh Harvard, thang 5-6 nam 1998, tr.93." "13 Sdd.,
tr.94-95." "14 Richart Daft, Kha nang lanh dao: 1y thuyét va thuc hanh
(Fort Worth, Tex.: Dryden Press), tr.165." "15 Tom Peters, “Lanh dao that
kho!” Cong ty toc d6, thang 3 nam 2001, tr.138." "16 Neff va Citrin, Nhitng
bai hoc tr dinh cao, tr.346" "17 Sdd., tr.291." "18 Sdd., tr.477" "19 Sdd.,
tr.360." "20 Andrew Grove, “Diém chuyén doi chién lwgc,” Nhin nhan vé
lanh dao bang quan diém ctia lanh dao, mua Pong nam 1999, tr.17-18." "21
Gordon Bethune, Tt hang chot 1én hang dau (New York: John Wiley &
Sons, 1998), tr. 158-159" "22 William J. Steere, “Phéat trién bén virng”,
Nhin nhan vé lanh dao bang quan diém cta lanh dao, mua Xuan nam 2000,
tr.37." "23 Cong ty Téc do, thang 12 nam 2000, tr.72." "24 Levering va
Moskowitz, 100 Cong ty tot nhat nén xin vao lam & My, tr.80." "25 Robert
F. Dennehy, “Ty thuat ctia nha quan tri,” Tap chi Quan ly, thang 3 nam
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1999, tr. 40-41." "1 David Bollier, Hwéng t6i muc tiéu cao hon (New York:
AMACOM, 1996), tr. 171." "2 Thomas J. Neff va James M. Citrin, Nhitng
bai hoc tv dinh cao (New York: Currency/Doubleday, 2001), tr.171." "3
Sdd., tr.106." "4 “Lanh dao vugt qua nhitng thoi ky kho khan: Bai Phong
van Eric Schmidt cta hang Novell”, Tap chi Kinh doanh Harvard, thang 3
nam 2001, tr. 119-120." "5 Neff va Citrin, Nhitng bai hoc tr dinh cao, tr.
145." "6 Sdd., tr.312." "7 Robert Levering va Milton Moskowitz, 100 Cong
ty tot nhat nén xin vao lam & My (New York: Plume/Penguin, 1994), tr.
155." "8 Suzy Wetlaufer, “T6 chitc trao quyeén lwc: Mot bai phong van véi
Roger Sant va Dennis Bakke cta cong ty AES”, Tap chi Kinh doanh
Harvard, thang 1-2 nam 1999, tr.120." "9 Neff va Citrin, Nhitng bai hoc tu
dinh cao, tr. 172." "10 “Lanh dao Chu trvong Xa hoi: Xay dung doanh
nghiép bang cach xay dung cong dong, Bai phéng van Anita Roddick”,
Nhin nhan vé lanh dao bang quan diém cua lanh dao, He 2000, tr. 21." "11
Levering va Moskowitz, 100 Cong ty tot nhat nén xin vao lam & My,
tr.270." "12 “Nhitng buéc di khon ngoan”, Cong ty tdc do, thang 3 nam
2001, tr.95." "13 Neff va Citrin, Nhitng bai hoc tir dinh cao, tr. 59." "14
Levering va Moskowitz, 100 cong ty tot nhat nén xin vao lam & MY,
tr.486." "15 Neff va Citrin, Nhitng bai hoc ttr dinh cao, tr. 331." "16 Sdd., tr.
44." "17 Sdd., tr.312." "18 Levering va Moskowitz, 100 céng ty tot nhat
nén xin vao lam & My, tr.192." "19 Robert Knowling, “Vi sao tam nhin
quan trong”, Tw lanh dao tdi lanh dao, mua Thu nam 2000, tr.38" "20
Gordon Bethune, Tt hang chot 1én hang dau (New York: John Wiley &
Sons, 1998), tr. 141." "21 Neff va Citrin, Nhitng bai hoc tir dinh cao, tr.
238." "22 Levering va Moskowitz, 100 cong ty tot nhat nén xin vao lam &
My, tr.223." "23 Bollier, Hudng tdi Muc tiéu Cao hon, tr.220." "24 Tom
Peters va Nancy Austin, Pam mé xudt sac (New York: Random House,
1985), tr.267." "25 Levering va Moskowitz, 100 cong ty t6t nhat nén xin
vao lam & My, tr.454." "26 Sdd., tr.420." "27 Noel Tichy, Bong co lanh dao
(New York: Harper Business, 1997), tr.113-113." "1 Richard Daft, Lanh
dao; Ly thuyét va Thuwc hanh (Fort Worth, Tex.: Dryden Press, 1999),
tr.335." "2 Mark Boslet, ‘“Big Blue After Lou”, Tiéu chuan cong nghiép,
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4/6/2001, tr.56-61." "3 Thomas J. Neff va James M. Citrin, Bai hoc tw
nhitng nguoi ditng dau (New York: Currency/Doubleday, 2001), tr.191" "4
Noel Tichy, BO may Lanh dao (New York: Harper Business, 1997), tr.129"
"5 James Kouzes va Barry Posner, Thach thtc cta Lanh dao (San
Francisco: Jossey-Bass, 1995), tr.37" "6 Jennifer Steinhauer, “Giuliani chiu
trdch nhiém va Thanh pho coi 6ng la Nguwoi can thiét”, The New York
Times, 14 thang 9 nam 2001, tr.A2" "7 Tichy, Bo0 may Lanh dao, tr.136" "8
Warren Bennis va Burt Nanus, Nhitng nha lanh dao (New York: Harper
Business, 1997), tr.35" "9 “Vu kinh doanh phdn cach mang,” Harvard
Business Review, thang 2 nam 2001, tr.117-118" "10 Tichy, BO may lanh
dao, tr.125-126" "11 Neff va Citrin, Bai hoc ti* nhitng nguwoi ding dau,
tr.278" "12 Trich trong nhitng binh ludn cua téng thong vé viéc diéu tra
nhitng cudc tan céng, The New York Times, 14/9/2001, tr.A8" "13 John
Maxwell, That bai & phia tréc (Nashville: Thomas Nelson, 2000), tr.6"
"14 Bill Capodagli va Lynn Jackson, Lanh dao véi van toc cta thay doi
(New York: McGraw-Hill, 2001), tr.5" "15 “Vu kinh doanh phan cach
mang,” tr.118" "16 Ben Cohen va Jerry Greenfield, D6 Itin gap do6i ctia Ben
& Jerry (New York: Simon and Schuster, 1997), tr.93-100" "17 Warren
Bennis, “Tiéng noéi cua Kinh nghiém,” Coéng ty toc do, thang 5 nam 2001,
tr.86" "18 Jan Carlzon, Thoi khac cta Sy that (New York: Harper & Row,
1987), tr.77" "19 Neff va Citrin, Bai hoc tir nhitng ngudi ding dau, tr.185"
"20 “Lanh dao qua nhitng thoi ki khé khan: Cudc phéng van vai Novell’s
Eric Schmidt,” Harvard Business Review, thang 3 nam 2001, tr.116-123"
"21 Richard Daft, Lanh dao: Ly thuyét va Thyc hanh (Fort Worth, Tex.:
Dryden Press, 1999), tr.381" "22 Sdd, tr. 382" "1 Robert Levering va
Milton Moskowitz, 100 cong ty to6t nhat nén xin vao lam & My (New York:
Plume/Penguin, 1994), tr. 458." "2 David Bollier, Hwéng tGi muc tiéu cao
hon (New York: AMACOM, 1996), t.216." "3 Thomas J. Neff va James
M. Citrin, Nhitng bai hoc tw dinh cao (New York: Currency/ Doubleday,
2001), tr.330." "4 Gordon Bethune, Ttr hang chét 1én hang dau (New York:
John Wiley & Sons, 1998), tr. 140." "5 Nhitng ho so tuyét voi, video do
hang Enterprise Media, Cambridge, Mass., sdn xuat, nam 1997." "6 Suzy
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Wetlaufer, “T6 chitc Trao quyén lwc: M6t bai Phong van v6i Roger Sant va
Dennis Bakke ctuia cong ty AES”, Tap chi Kinh doanh Harvard, thang 1-2
nam 1999, tr.121." "7 Ben Cohen va Jerry Greenfield, Ben & Jerry’s
Double Dip (New York: Simon va Schuster, 1997), tr. 51." "8 Neff va
Citrin, Nhitng bai hoc tit dinh cao, tr.231." "9 John Grossman, Con 16c
nhan dao, Bau trdi, Thang 1 nam 1997, tr. 96-101." "10 Richart Daft, Kha
nang lanh dao: ly thuyét va thuc tién (Fort Worth, Tex.: Dryden Press),
tr.352." "11 “Nhitng phuwong thitc co ban ctia Gidm doc diéu hanh la 1gi ich
cua ngan hang”, Tap chi Wall Street, 20/3/1995, B1-B2." "12 Neff va
Citrin, Nhitng bai hoc ti* dinh cao, tr.115." "13 Phong van qua dién thoai
v6i Gary Heavin, thang 8 nam 2001." "14 Stuart Crainer, 75 quyét dinh cap
quan ly trong dai nhat thoi dai (New York: AMACOM, 1999), tr. 86-87."
"15 Levering va Moskowitz, 100 Cong ty tot nhat nén xin vao lam & My,
tr.278-280." "16 Sdd., tr.56." "17 Sdd., tr.324." "18 Warren Blank, 108 k¥
nang cua nhitng nha lanh dao bam sinh (New York: AMACOM, 2001),
tr.62." "19 Neff va Citrin, Nhitng bai hoc ttr dinh cao, tr.334." "20 Sdd.,
tr.318." "21 Phéng van qua dién thoai v6i Gary Heavin, thang 8 nam 2001."
"22 Levering va Moskowitz, 100 Cong ty tot nhit nén xin vao lam & My,
tr.312." "23 Sdd., tr.131." "24 Lee G. Bolman va Terrence E. Deal, Lanh
dao bang tam hon (San Francisco: Jossey-Bass, 2001), tr. 225." "25
Levering va Moskowitz, 100 Cong ty tot nhat nén xin vao lam & My,
tr.156." "26 Bolman va Deal, Lanh dao bang tam hon, tr. 226." "27 Pamela
Coker, “Hay dé Khach hang Biét Ban Yéu quy Ho”, Kinh doanh trong
nuwdc, thang 8 nam 1992, tr. 9." "1 Noel Tichy, BO may lanh dao (New
York: Harper Business, 1997), tr. 6." "2 Janet Lowe, Jack Welch noi(New
York: John Wiley & Sons, 1998), tr.198." "3 Tichy, BO may lanh dao, tr.
46." "4 Sdd., tr. 41." "'5 Dennis C. Carey va Dayton Ogden, K€ nhiém Giam
doc diéu hanh (Oxford: Oxford Universiti Press, 2000), tr.15." "6 Tichy, B0
may lanh dao, tr. 43." "7 Sdd., tr.133-143." "8 Sdd., tr. 296-297." "9 Robert
Rosen, Lanh dao con ngwoi (New York: Viking, 1996), tr.192." "10 Tichy,
B0 may lanh dao, tr. 85." "11 Sdd., tr. 121, 169." "12 Frances Hesselbein,
Marshall Goldsmith va Richard Beckhard, bién soan, Nha lanh dao cua
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twong lai (San Francisco: Jossey-Bass, 1997), tr. 254-257." "13 Tichy, B0
may lanh dao, tr. 46." "14 Jay Conger va Beth Benjamin, Tao dyng nhitng
nha lanh dao (San Francisco: Jossey-Bass, 1999), tr. 69." "15 Randall H.
White, Philip Hodgson va Stuart Crainer, Twong lai cua lanh dao (Lanham,
Md.: Pitman, 1996), tr. 111." "16 Manfred Kets De Vries, Thuat lanh dao
(London: Prentice Hall, 2001),tr. 283." "17 Brent Bowers va Deidre
Leipziger, bién soan, Cam nang quan ly New York Times (New York:
Times Books, 2001), tr. 220." "18 Lowe, Jack Welch noi, tr. 198." "19
Carey va Ogden, K& nhiém Gidm doc diéu hanh, tr. 33-34." "20 Julie
Fenster, bién soan, Nhitng 10i noi cua cac nha lanh dao kinh doanh vi dai
(New York: John Wiley & Sons, 2000), tr. 309." "21 Tichy, Bo may lanh
dao, tr. 124." "22 Conger va Benjamin, Tao dung nhitng nha lanh dao, tr.
123." "23 Dave Ulrich, Jack Zenger va Norm Smallwood, Thanh qua dya
vao su lanh dao (Boston: Harvard Business School Press, 1999), tr. 214."
"24 Lowe, Jack Welch ndi, tr. 202." "25 De Vries, Thuat lanh dao, tr. 118-
119." "26 Tichy, B0 may lanh dao, tr.3." "27 Hesselbein, Goldsmith va
Beckhard, Nha lanh dao cua twong lai, tr.258." "1 Peter Senge, Quy tac thw
nam (New York: Currency/Doubleday, 1990), tr.139." "2 Tap chi Kinh
doanh Harvard phéng van vGi cac CEO (Boston: Harvard University
Business School Press, 2000), tr.243." "3 Robert Levering va Milton
Moskowitz, 100 Cong ty tot nhat nén xin vao lam & My (New York:
Plume/Penguin, 1994), tr. 122." "4 Sdd., tr. 138." "5 Sdd., tr. 398." "6
Deepak Sethi, “Hoc héi tir tang 16p trung lwu,” Tw lanh dao dén lanh dao,
Mua hé 2000, tr. 6." "7 Linh hon cia mét co thé: cach choi chit cta tac gia,
co thé & day cling dugc hiéu nhw mot tadp doan" "8 Nhitng ho so xudt sac
(bang video do Enterprise Media san xuat, Cambridge, Mass.,1997);
Thomas J. Neff va James M. Citrin, Bai hoc ti* nhitng ngudi ding dau
(New York: Currency/Doubleday, 2001), tr. 192." "9 Neff va Citrin, Bai
hoc tir nhitng nguwdi ditng dau, tr. 345." "10 Peter Krass, bién soan, Cudn
sach vé Tri tué Quan ly (New York: John Wiley &Sons, 1998), tr. 284—
285." "11 Toan van cau trich trong Kinh Thanh, Romans 12 “Chung ta c6
nhitng dac sung khac nhau, tuy theo an sting Thién Chta ban cho moi
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nguoi. Puge on lam ngon sk thi phai noi sao cho phu hg vdéi dic tin. Bugc
on phung su thi phai phung su. Ai day bao thi cit day bao. Ai khuyén ran
thi phai chan thanh. Ai chu toa thi phai c6 nhiét tam. Ai lam viéc bac ai thi
hay vui vé.” [ND]" "12 Gordon Bethune, Ttr hang chét 1én hang dau (New
York: John Wiley & Sons, 1998), tr. 125." "13 Nguyén van: “We’re all
working from the same playbook”, playbook: tap sach kich ban san khau
[ND]" "14 Sdd, tr. 181." "15 Quan ly con nguoi: 101 y twdng da dugc
chitng minh (Boston: Inc. Magazine, 1992), tr. 141-142." "16 ‘“Marc
Andreesen: Hoi II,” Cong ty toc do, thang 2 nam 2001, tr. 114-118." "17
John Maxwell, Phat trién nhitng nha lanh dao quanh anh (Nashville:
Thomas Nelson, 1995), tr. 152" "18 Tong d6 hay con goi la thanh téng do —
nhitng tin do Ki T6 gido, dugc Jesus chon ra dé giao cho gidng kinh Phic
am" "19 Bethune, Tt hang cho6t 1én hang dau, tr. 170." "20 Bup bé
Maruska" "21 Maxwell, Phat trién nhitng nha lanh dao quanh anh, tr. 47."
"22 Elder: Ki muc hodc Truong lao" "23 Tap chi Kinh doanh Harvard
phong van véi cac Giam doc diéu hanh, tr. 242." "24 Jan Carlzon, Thoi
khac cta Sy that (New York: Harper & Row, 1987), tr.11." "25 “Khong chi
dé vui”’, Cong ty Toéc do, thang 3 nam 2001, tr. 70." "26 Tony Schwartz,
“Néu ban lam viéc 20 gio mot ngay thi sdn pham cta ban sé chang ra sao,”
Cong ty Toc do, thang 12 nam 2000, tr. 326-327." "27 Robert Levering va
Milton Moskowitz, 100 cong ty tot nhat nén xin vao lam & My (New York:
Plume/Penguin, 1994), tr. 115." "28 1 foot = 0,3048 mét." "29 1 gallon =
3,78 lit." "30 David Bollier, Nham t&i muc tiéu cao hon (New York:
AMACOM, 1996), tr. 268-279." "31 “Vu kinh doanh phan cach mang,”
Harvard Business Review, thang 2 nam 2001, tr. 119." "32 Neff va Citrin,
Bai hoc tir nhitng nguoi ditng dau, tr. 58." "33 Krass, Cudn sach vé Tri tué
Quan ly, tr. 151-152." "34 Max De Pree, Lanh dao la mot nghé thuat (New
York: Doubleday, 1989), tr. xxii." "35 Neff va Citrin, Bai hoc t* nhitng
nguoi ding dau, tr. 74." "36 David Baron, Moses trong quan ly (New York:
Pocket Books, 1999), tr. 102." "37 Senge, Quy tac thi nam, tr. 144" "1
Patrick Lencioni, “Rac r6i v6i Tinh Khiém nhwong”, Nhin nhan vé lanh
dao bang quan diém cta lanh dao, mua Pong nam 1999, tr.44." "2 Richard
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Daft, Nang lyc lanh dao: ly thuyét va thuc tién (Fort Worth, Tex.: Bao
Dryden, 1999), tr.74." "3 Sdd., tr.221" "4 Brian De Biro, Vugt len thanh
cong (New York: Can diém, 1997), tr. 189." "5 Thomas J. Neff va James
M. Citrin, Nhitng bai hoc tr dinh cao (New York: Currency/Doubleday,
2001), tr. 66." "6 Frances Hesselbein, Marshall Goldsmith, va Richard
Beckhard, eds., Lanh dao trong twong lai (San Francisco: JosseyBass,
1996), tr.106." "7 Neff va Citrin, Nhitng bai hoc tr dinh cao, tr. 273." "8
Sdd., tr.292." "9 Sdd., tr.149." "10 Sdd., tr.140." "11 Sdd., tr.312." "12 Sdd.,
tr.108." "13 Stuart Crainer, 75 quyét dinh cdp quan ly trong dai nhat thoi
dai (New York: AMACOM, 1999), tr. 94." "14 Robert Levering va Milton
Moskowitz, 100 cong ty t6t nhat nén xin vao lam & My (New York:
Plume/Penguin, 1994), tr. 374." "15 Suzy Wetlaufer, “T6 chitc Trao quyén
lyc: Mot bai phong van véi Roger Sant va Dennis Bakke cta cong ty
AES”, Tap chi Kinh doanh Harvard, thang 12 nam 1999, tr.119." "16
Robert Townsend, Tién tGi t6 chitc (New York: Knopf, 1970), tr. 115" "17
Rekha Balu, Ptng 1én tir that bai, Céng ty Téc do, thang 4 nam 2001,
tr.156." "18 William J. Steere, “Phat trién bén vitng”, Nhin nhan vé lanh
dao bang quan diém cta lanh dao, mua Xuan nam 2000, tr.37" "19 Neff va
Citrin, Nhitng bai hoc tr dinh cao, tr. 191." "20 Steven Covey, “Ba vai tro
cia lanh dao trong mdé hinh kiéu méi”, Hesselbein, Goldsmith, va
Beckhard, Lanh dao trong twong lai, tr.156." "21 Phong van Gary Heavin
qua dién thoai, thang 8 nam 2001." "22 Charles Pollard, “Lanh dao ciing
phung su”, Hesselbein, Goldsmith va Beckhard, Lanh dao trong twong lai,
tr.244-248" "1. Learjet: M0t loai may bay phéan lwc nhe ma sang caa My
(ND)." "2 Laguar: Mot loai xe hoi binh dan cua My (ND)." "1. Luat Jim
Crow budc ngudi 1ai xe phdi phan chia khu vuc ngoi riéng biét cho nguoi
da den va ngudi da tring." "1 Bocce: Mot trd choi cia Y giéng nhu béng
g0 choi trén tham co6 dai va hep." "2. Goteborg: Mot thanh ph6 cia Thuy
bién." "3. Thuong thi bé boi dung thi dau qudc té dai 50m. Lega phai boi 7
lwgt bé, c6 nghia la khodng 350m. lwgt bé" "4. Thwong thi bé boi dung thi
dau quoc té dai 50m. Lega phai boi 7 lugt b€, c6 nghia 1a khodng 350m.
lwgt bé" "1. Viét tat ciia Professional Golfer’s Association (Hiép hdi nhitng
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nha choi gén chuyén nghiép)." "2. Mot tap doan chuyén c6 van vé lam viéc
theo mang Iwéi cho cac cong ty cling nhw t6 chitc trén thé gidi." "3. Hang
hang khéng M¥." "4. Falklands war: cudc chién tranh gianh quyén kiém
soat quan dao Falklands gitta hai nwdc Anh va Argentina." "5. Touchdown:
Piém ghi dugc do mang béong qua dwong bién ngang cta doi kia (dung
trong mon bong bau duc)." "1. Chi Sam: Chinh phu Hoa Ky." "2. Nguyén
van: “The power of love or- LUV”." "Hong nhan hoa thty: y n6i ngudi con
gai c6 nhan sac sé lam nguy hai dén ngudi con trai, hay gia dinh, tham chi
quoc gia noi ma cd gai dé song." "Cont: viét tat cua tir container." "Chir
“Duong” trong tén “Co Duong” c6 nghia la mat trgi. Chit “Tinh” trong tén
“Luwong Tinh” c6é nghia la ngoi sao." "(1) Rip Van Winkle: La nhan vat
chinh trong truyén ngan cung tén ctia nha van My Washington Irving, 6ng
bi lac vao rirng va mat tich sau 20 nam md&i quay lai cudc séng binh
thwong." "(2) Tén goi nay, dugc st dung lan dau tién trong phi doi
Lockheed trong Chién tranh Thé gigi lan thit 2, 1a mét thuat ngit chung chi
cong viéec ky thuat khong dugce ghi lai trong cac bao cao tai chinh, dugc
thuyc hien mot cach doc 1ap va khong bi ngan can bai théi quan liéu ngot

mon

ngat trong cong ty." "(1) Trén mang, két noi la nhitng sgi cap noi cac may
tinh v&i nhau; con trén web, két ndi 1a nhitng dwong lién két siéu van ban.
Trén mang, ban lam viéc v6i cac may tinh; con tren web, ban tim dugc tai
liéu, am thanh, hinh anh video..." "(2) SAT: Mot trong nhitng ky thi chuan
héa cho viéc dang ky dau vao mot s6 dai hoc & My." "(3) Hop TGIF: Hop
toan cong ty cia Google, dugc t6 chirc vao thit Sau hang tuan, khi cac nhan
vién Google dugc dat cau hoi tryc ti€p cho ban Giam doc." "(1) Thiét bi
dau cu6i: May (thwong) gom mot ban phim va man hinh dé lién lac véi bo
X ly trung tam trong hé thong mdy tinh." "(2) Pong vat xa hoi: Nhitng
nguwoi ham thich gdp g& moi ngwoi." "(3) Hoi chitng Asperger: Mot bénh
sinh hoc than kinh, mo td nhitng ngwdi c6 tri théng minh va ngdn ngit phat
trién binh thwong nhirng mac phai mot dang tw ky, dan dén kém kha nang
giao tiép trong xa hoi." "(4) DBéu cé nghia la nhitng diéu linh tinh, lat vat." "
(5) Marcel Proust (1971-1922): Nha van ngudi Phéap, tac gid cuon Di tim
thoi gian da mat — duwgc tap chi Time bau chon la cuén sach vi dai nhat moi
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thoi dai." "(6) GRE: Ky thi dau vao bat budc cho hau hét cac khoéa hoc dai
hoc @ My." "(7) Bush, Nelson va Atkinson: ba nha khoa hoc tién phong
trong linh vuc cong nghé thong tin caa My." "(8) Ultimate Frisbee: Ném
dia bay. M6t mon thé thao ngoai troi phat trién rat nhanh va rong rai & cac
nwéc nhe My, Anh, Nhat Ban..." "(9) Truwong phéi nghé thuat toi thiéu:
Phong cach nghé thuat cyc ky don gidn dé dat hiéu tng cao nhat." "(10)
Arthur Clarke (1917-2008): Téac gia, nha sang ché nguwoi Anh." "(11)
Terabyte: Pon vi do dung lwgng bo nhd. 1 TB = 1024 GB." "(12) NBA
(National Basketball Association): Gidi béng r6 uy tin hang dau tai My." "
(13) Cyc: M6t co sé tri thite vGi rat nhiéu kién thitc vé thé gigi thuc va kha
nang suy luan 16gic." "(14) UN (United Nations): Lién Hgp Qudc." "(1)
Chao ban c¢6 phiéu lan dau ra cong ching." "(2) Netscape: Mot cong ty dich
vu may tinh cia My véi san pham dugc biét dén nhiéu nhat 1a trinh duyét
web." "(3) Steve Jobs titng dwgc ménh danh 1a thay phu thuy xi¢ Cupertino
—noi Apple dat tru s@ chinh." "(4) Béng vot (tén tiéng Anh la lacrosse): La
mon thé thao dong doi pho bién & Bac My." "(5) Thung liing Silicon &
duyén hai mién Tay, con Pai 16 Madison thudc thanh phé New York &
duyén hai mién Pong nwéc My. Ham y ctia Armstrong la muon gan két
trung tam cong nghé cao va trung tdm quang cdo hang dau thé gidi vai
nhau." "(6) Consumer Reports: Mot tap chi My, xuat ban hang thang, danh
gia va so sanh cac san pham tiéu dung dya trén bao cao va két qua tir phong
thi nghiém va trung tam nghién cttu khao sat." "(7) Ma Bell (cach goi choi
chit ctia Mother Bell): La cach nguwoi My goi hé thong chudng dién thoai
doc quyén cia AT&T." "(1) Oracle: Hang phan mém ctia MY, ra doi tit dau
nhitng nam 70 cta thé ky 20." "(2) Demo: Poan trich ra tt* mot phan mém
dé gidi thiéu so lwgc vé phan mém do." "(3) Traveling Salesman Problem —
TSP: Bai toan nguwdi ban hang. Van dé dwgc dat ra: cho trwdc mot danh
sach cac thanh phé va khoang cach gitta ching, tim chu trinh ngan nhat dé
tham moi thanh phé mot lan." "(4) Condoleezza Rice (1954 - ): B0 truwdng
Ngoai giao tht 2 ctia Chinh phu Georgre W. Bush tw ngay 26/1/2009." "(5)
Jared Diamond (1937 - ): Nha khoa hoc My, tac gia cuén Loai tinh tinh thi
ba (The Third Chimpanzee)." "(6) Alan Turing (1912 - 1954): Nha toan

mwon
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hoc, l6gic hoc va mat ma hoc nguwoi Anh, thwong dugc xem la cha dé cua
nganh khoa hoc mdy tinh." "(7) Mensa: T6 chitc ctia nhitng ngwdi cé chi s6
IQ cao nhat thé gigi." "(8) S-1 (ban cdo bach): Mot tai liéu chi ro thong tin
veé tai chinh, trich dan yéu t6 rti ro va tinh toan ré rang nhung dugc thoai
mai tranh luan vé tinh hinh thyc té cta cong ty." "(1) Gordon Earle Moore:
sinh ngay 3/1/1929 tai San Francisco California. Ong 1a dong sang lap va
hién la chu tich danh dy cua tap doan san xudt chip hang dau thé gidi: Intel.
Veé co ban, noi dung dinh luat Moore nhw sau: “S6 lwgng bong ban dan trén
moi inch vuong sé tang gdp doi sau moi nam.”" "(2) Tu chinh stra d6i lan
thit nhat cia Hién phap My (First Amendment) quy dinh: Moi cong dan c6

quyeén t do ton gido, ngon luan, hoi hop hay kién nghi." "(3) Salon.com:
Mot tap chi tryc tuyén ctia My." "(4) Tap chi Newsweek: M4t tap chi tin
tirc hang tuan ctia My, xuat ban tai thanh phé New York." "(5) Phu nhan
Macbeth: Vo ctia Macbeth, ké sat nhan trong vd kich ctia Shakespeare,
ngwoi ludn co gang rira tay dé lam sach nhitng vét mau twéong twong." "(1)
Thudt ngl* nay d&m chi viéc dé cdc nhan vién cua Google st dung thw
nghiém cac san pham nguyén ban ctia Google trong cudc song hang ngay
dé phat hién sai sot, tir d6 tim ra cach céi tién. Pay la mot cach lam viéc bat
di bat dich trong Google." "(2) MIT (Massachusetts Institute of
Technology): Hoc vién Cong nghé Massachusetts la truong dai hoc va vién
nghién citu hang dau vé khoa hoc va cong nghé ¢ My." "(3) Thao tac day
ngang va nhim: Ngudi stt dung ngoén tay vuét vao man hinh theo phuong
nam ngang (swipe) hodc tac dong vao man hinh bang cach chum cac ngén
tay lai hay kéo gian cac ngén tay ra (pinch) dé thwc hién cac chitc nang cia
dién thoai." "(4) Hurkey va Chen: Nhitng nguoi sang lap YouTube." "(5)
George Clooney (1961 - ): Dién vién titng doat giai Oscar va giai thudng
Qua Cau Vang." "(1) D6 la thuat ngl* ma nhitng nguwdi bén ngoai dung dé
am chi cong nghé an sau chinh sach kiém duyét c6 tam kiém soat sau rong
cia Chinh pha Trung Quéc." "(2) Brainstorming (Hop dong nao): Théo

luan nhom giup nhanh chong tim ra y twéng madi." "(3) Crime Scene
Investigation: Tén ctia mot chudi chuwong trinh truyén hinh vé diéu tra hién

treong." "(1) Tén tiéng Anh 1a Superdelegates: Y chi nhitng dai biéu tv do,
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nhitng nguwdi cé thé bo phiéu cho bat ky tng vién nao." "(2) Bi tim Nemo
(tai Viet Nam con dugc goi la Cugc phiéu lvu cia Nemo) : La mot bo phim
hoat hinh ctia My, dugc cong chiéu vao nam 2003. Phim n6i vé hanh trinh
cta chi ca Marlin di tim con trai la Nemo. Trén dwong di, Marlin hiéu ra
mot diéu la con trai minh cé thé ti cham séc lay ban than." "(3) Quang cao
hién thi la nhitng hinh dnh chiém mot phan cta trang web, nha quang cao
tra tién dya trén so lan quang cdo “dap” vao mat nguwoi dung, chit khong
phai theo s6 lan nhap chuot." "(4) Gidi vo dich cta Lién doan Béng bau duc
Quoc gia My." "(5) Thit xe hai banh cua tré con, c6 cho ditng mot chan,
con mot chan dé hay, giup moi ngudi co thé di chuyén nhanh hon gitta cac
dau." "(6) Vién kim cwong mau xanh den (saphir) 16n nhat thé gigi." "(7)
Dit liéu duy nhat ma hé thong dich nhan dwgc khi truyén tai thong tin trén
mang." "1 Trong chwong nay st dung kha nhiéu thuat ngit tiéng Anh. Viéc
stt dung thuat ngir tiéng Anh nham gidp cho cac ban thuan tién hon khi can

tra citu thém thong tin, tai liéu trén mang hodc céc tai liéu in 4n cta nuwéc
ngoai." "2 Catnap: Gidc ngi qua ngan vao ban ngay, thwong chi duwéi 45
phtt, lam bé mét méi kho chiu vi ngt chwa da." "3 Phuwong phap rén nép an
ngu cho tré theo cuén On Becoming Baby Wise - cudn sach vé ly thuyét
cham séc tré so sinh noi tiéng cta bac si Gary Ezzo va Robert Bucknam."
"4 Phuwong phap rén nép an ngu cho tré theo cuén The Baby Whisperer
Solves All Your Problems - cuén sach cam nang cham soc tré so sinh noi
tiéng cta Tracy Hogg." "5 Waketime: Thoi gian thitc t6i da trong 1 chu ky
EASY mot ngay cda bé. Vi du, 1 thang tudi, trong 1 chu ky EASY bé thitc
dugc t6i da 45 phiit, sau d6 bé CAN NGU dé nap thém ning lwong. (Nén
bd me can cho bé vao giwong khi bé thitc duge 25 - 30 phit, dé bé tran troc
do6 15 - 20 phut la dén mic t6i da cta thoi gian thite, bé c6 thé ngua ludn lic
do6)." "6 Routine: Nép sinh hoat - Théi quen. Vi du: Théi quen budi sang:
Day — Gap chan - Panh rang, rita mat — An sang — Mac quan do — bi
lam, 1a m&t Nép sinh hoat - Théi quen." "7 Bedtime routine: Trinh ty truwéc
gidc nga dém, dé lam tin hiéu cho bé da dén gio nga dém. Vi du trudc khi
ngt: Tam — Panh rang — Mac do nga —» Ké chuyén, hat » Thom, chic
nglt ngon — Ngu." "8 Bita sita b6 sung dé tré tich liiy thém thitc an trudc
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khi vao giac ngt dai ban dém. Thwdong bita nay cach bita stta cudi khoang 2
tiéng, va chi nén tién hanh néu tré day hay néu bita an nay thyc s lam cho
giac nga dém cua tré dai ra. Néu viéc an bita b6 sung lam gian doan gidc
ngu cua con (khi da day hoat déng, c6 bé oc ach khé ngu, hodc bi day hoi)
hodc gidm lwgng an budi sang hom sau thi cha me dwgc khuyén khong nén
cho an bita nay (va cat bita dém - dream feed)." "9 Tiéng 6n trang kiéu nhw
tiéng sudi chay, tiéng ti vi md... gitip bé dé di vao giac ngu, ban co thé tai
vé tr trén mang." "1 Tham khédo cu6n sach Phuwong phéap gitp tré ngua ngon
giac, Elizabeth Pantley, NXB Phu n&." "2 Phwong phap luyén nga PUPD
(Bé lén dat xubng) duwgc Tracy Hogg dwa ra trong cuon The Baby
Whisperer Solves All Your Problems. Lwu y vGi phuong phap PUPD: « Khi
ban bé bé, du bé con khdc hay khéng thoi gian bé khong qua 1 phut. « Néu
khi bé bé 1én bé c6 dau hiéu phan doi nhw won lwng, gidy giua, ngay lap tirc
dat bé xuong va vuot lung bé. V6i cac bé da biét ding trong ciii khong thuc
hién phan bé 1én ma chi dat bé nam xudng trong ciii va vuét lung bé. e
Trong thoi gian bé bé, chi vuét lung. « Ap dung cho bé tir 4 thang tré 1én."
"3 Phuong phap luyén ngti Khoc cé kiém soat duwgc bac si Richard Ferber
dwa ra trong cudn sach Solve Your Child’s Sleep Problems. Quy tac nhw
sau: * Dat bé vao giwong/ ciii khi bé da buén ngti nhung van con thire. » N6i
chic ngt ngon vdi con va ra khoi phong. Néu bé khoc, dé cho bé khoc
trong mot thoi gian nhat dinh. Pém dau tién: Chd 3 phit lan th nhat, 5
phtt lan thtt hai va 10 phut lan thi¢ ba, cac lan sau tdng dan déu thoi gian
nhu vay. « Bém th hai: Cho 5 phut, sau dé 10 phut, sau d6 12 phut. « Lam
theo cac khoang thagi gian 1au hon trén moi dém tiép theo. Ban c6 thé chon
bat ky do dai thoi gian nao ma ban cdm thdy thodi mai, nhung hay theo
nguyén tac tang dan thoi gian gitta cac lan. « Thoi gian trdn an bé khong
qua 1 phut. Khong nén bé bé. « Lap di lap lai cho dén khi bé ngt. Bém dau
tién toi da 45 phut, cac dém sau tang dan. ¢ Trong hau hét truong hop, theo
Ferber, con ban sé c6 thé tw ngu sau dém thit ba hay thit tw, hay mot tuan la
nhiéu nhat. Néu bé van khang cy sau nhiéu dém c6 gang, hdy dgi mot vai
tuan va sau dé thtr lai." "4 Phwong phap ctia Richard Ferber gan giong véi
khoc cé kiém soat nhung thay vi vao phong tran an bé, me sé dé bé ty xoay
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x& dén lic ty nga dwge." "5 Phuwong phap luyén ngu cho bé tir 0 - 6 tuan -
phuong phap 5S dwgc dwa ra bdi bac si Harvey Karp trong cudn The
Hapiest Baby. 5S la trinh tw dé bé ngu ngon theo thi tw sau: * Swaddle:
Quan chat bé. « Side or Stomach position: Dat con nam nghiéng. * Shush:
Tiéng “Su su su” tiéng me xuy nhe vao tai bé . * Swing: Vtra shush (hoac
bat white noise) vira day bé nhe nhang cho bé hoi lan trén ciii, dong tac
nhanh va nhe. Nhé bédo vé, dau, c6 bé, khong rung lac bé. « Suck: Cho bé
mut tay hodc miit ti gid." "6 Dream feed - DF: An lic dang ngt. Nhiéu
nguoi khong bé con 1én va khéng can ¢ hoi, con nit theo ban nang. Néu an
xong con thirc day thi dat con xudng cho ngu tiép ma khong can ru lai. Néu
tré hay bi tr¢ khong nén lam DF." "7 Dummy la mét con vat bang vai dugc
gidt sach sé dé cac bé mut, tw xoa diu ban than, ti dé6 minh vao gidc ngu."
"1 Oxytocin hay con goi la ho6c mon tinh yéu. Loai ho6c moén dugc tiét ra
va chi phéi ndo bd trong qua trinh lién quan dén tinh cam, né dwgc san sinh
khi con ngudi thoa man, khi cho con bu sita me." "2 Cac bé gian ci¥ cling
déu trai qua giai doan ARA." "3 Cac ban luyén ti binh/ti Iic thic déu trai
qua ARA." "4 Cac bé cai ti dém ciing sé trai qua thoi gian ARA." "1 Dé tim
hiéu chi tiét vé phwong phap an dam bé chi huy, ban c6 thé tim doc cu6n:
Baby-led Weaning: Phuwong phap an ddm bé chi huy (Gill Raply & Tracey
Murkett) cia Thai Ha Books." "1 Rear - facing infant carseat." "2 Tinh
nang khoa ctra xe, 1a mot nut nho phia trong ctra xe." "1 Mot loai tui bong
c6 khoa kéo, dung dé bdo quan thwc pham trong ta lanh." "(1) Louis
L’ Amour (1908-1988): Tiéu thuyét gia nguoi My." "(1) Marshall McLuhan
(1911-1990): Triét gia ngwoi Canada." "(2) Manuel Castells (1942- ): Nha
xa hoi hoc nguwoi Tay Ban Nha." "(3) Gio lam viéc chd yéu & cac nuwéc
phuong Tay." "(2) Tho Bugs: Nhan vat trong loat phim hoat hinh _Bugs
Bunny_ cua hang Warner Bros." "(1) John Ruskin (1819-1900): Nha phé
binh nghé thuat hang dau & Anh vao thoi ni hoang Victoria." "(2) Ronald
Reagan (1911-2004): Toéng thong tht 40 cia Hoa Ky." "(1) Mark
Granovetter (1943- ): Nha xa hoi hoc nguwoi My." "(1) Mot loai da ran." "
(2) Khdo sat mu: Khao sat mui vi bang cach bit mat." "(1) Bette Davis
(1908-1989): Nit dién vién nguwdi My." "(2) Joseph Conrad (1857-1924):
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Tiéu thuyét gia ngudi Ba Lan." "(1) H.L. Mencken (1880-1956): Nha bdo,
nha phé binh van héa va doi song nguoi My." "(1) Brian Kiley: Nguwoi viét
kich ban cho cac chvong trinh khach moi caa Conan Christopher O’Brien."
"(2) Thiét bi ky thuat s6 ho trg ca nhan Newton: Mot san pham cda hang
Apple dugc thiét ké nhé gon nhw mot cudn sé tay ca nhan va dugc tich hgp
nhiéu chitc nang nhw lich, s6 dia chi, ghi chd c4 nhan, may tinh..." "(3)
Gidi thuédng Van hoc hu cau Orange cia Anh (The UK’s Orange Prize for
Fiction) la gidi thwéng danh cho cac nir tac gia thuéc moi quoc tich sang tac
tiéu thuyét bang tiéng Anh." "(4) Ly thuyét “Céi dudi dai” vé co ban noéi vé
xu hwéng chuyén dich tir cho chi tdp trung vao mot vai mat hang dwoc wa
chudng sang viéc da dang héa t6i da cac san pham phuc vu cac thi treong
ngach, cung vdi su trg gitp dac lwc cha cong nghé, dac biét la internet." "
(1) Avis Rent-A-Car: Mot hang cho thué xe 0 td c6 tru s¢ tai Parsippany-
Troy Hills, New Jersey, My." "(1) William James (1842-1910): Nha tam ly
hoc va triét hoc nguwoi My." "(2) William Hazlitt (1778-1830): Nha van
nguwoi Anh." "(1) Téc la thung 16n, c6 nap kin dé chita chat 1éng." "(2) 1
foot (feet - s6 nhiéu) = 3,48cm." "(1) Foot = 30,48cm." "(2) Ounce: Don vi
do trong lwgng, bang 1/16 pound, tic la bang 28,35 gam." "(3) ROI: Return
on Investment (Diém hoa von)." "1. Cu6n sach dugc xuat ban bang tiéng
Viét v6i tén goi la “Sttc manh cta sy tr t&” do Phwong Nam Books hgp tac
voi NXB Tré, 2009." "3. Midwest: la khu viec xung quanh Great Lakes va
thung liing Mississippi; bao goém cac bang Ohio, Indiana, Illinois,
Michigan, Wisconsin, Minnesota, lowa, Missouri, Kansas, and Nebraska;
noi tiéng vi sy tru phu dat dai cho nong nghiép va cac khu céng nghiép."
"2. Mission Impossible — tén mot bo phim hanh dong do dién vién dién anh
rat noi tiéng Tom Cruise thu vai chinh." "Tén md&t chudi khach san va khu
nghi dudng nam sao quoc té c6 tru s6 & Canada." "New York la mét bang
thuoc bd Pong, California nam & bo Tay nwdc MY." "Tiéu bang nam &
vung Pong Bac nwéc My." "Tiéu bang nam & mién Trung nuwéc My."
"Maine la mot tiéu bang trong vung New England ctia My, gidp véi bién
gigi Canada." "Hé thong DPinh vi Toan cau (Global Positioning System -
GPS) la hé thong xac dinh vi tri dya trén vi tri cia cac vé tinh nhan tao, do
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B0 Quoc phong Hoa Ky thiét ké, xay dyng, van hanh va quén ly. Trong
cung mot thoi diém, toa do cia mot diém trén mat dat sé dugc xac dinh néu
xac dinh duwgc khoang cach tir diém do6 dén it nhat ba vé tinh." "Giong nhw
cac trang muachung, hotdeal hay nhommua & Viét Nam." "Tén mot thwong
hiéu xe hoi cao cdp cua Bic." "Diém tin dung la mot biéu thi bang s6 dwa
trén viéc phan tich ho so tin dung cta ban va dai dién cho mitc do tin nhiém
cta ban. Biém tin dung chu yéu dva trén théng tin bao cédo tin dung thwong
c6 t trung tam thong tin tin dung. Nhitng t6 chitc cho vay nhu ngan hang
va cac cong ty thé tin dung st dung diém tin dung dé danh gia nguy co rui
ro tiém an tir viéc cho vay va gidm thiéu t6n that do cac khoan ng x4du. Cac
t0 chitc cho vay st dung diém tin dung dé xac dinh nhitng khach hang du
diéu kién cho vay, mitc 1ai suat va han mic tin dung. Béng thoi cac td chirc
cho vay ciing stt dung diém nay dé xac dinh nhitng khach hang mang lai
doanh thu 16n nhat." "Weight Watchers la cong ty da qudc gia cé tru s& tai
My, chuyén cung cap cac san pham va dich vu trg gilip viéc gidm can, giir
can. Moi loai thitc an duwgce cho mot so diém va thitc an khién ban an no sé
c6 diém it hon thitc an khong cé gié tri dinh dwdng." "Tén cac nha hang noi
tiéng & My." "Lam on lwu y rang viéc t6i goi y séng & nha véi ho hang
khong c6 nghia rang t6i nghi ban c6 thé & mién phi hay tao ra cang thang
vé tai chinh cho gia dinh ban. T6i ggi y rang ho c6 thé tra tién thué nha cho
ho hang v6i m6t mic gia hop ly, cé thé 1a it hon s6 tién néu ban thué mot
can ho riéng. Néu gia dinh can tién, ho sé st dung tién thué nha, tuy nhién,
néu gia dinh khong can khoan thu nhap thém do, thi né nén dugc dit vao
mot tai khoan tiét kiém cia khach hang dé gitp anh/ c6 ay xay dung quy
tién mat cia minh. (Chu thich cua tac gid)" "Pinterest 1a website chia sé dnh
theo dang mang xa hoi, dang tai va phan loai dwéi dang cac tdm bang dan
anh (hodc dinh vao bang kim). Nguwdi dung tao ra va quén ly cac bo suu tap
anh theo cac chu dé khac nhau, nhw theo cac sy kién, s@ thich... Nguoi
dung c6 thé xem cac bo swru tdp cua ngwoi khac, repin (kéo vé) dinh vao
cac by swu tdp ctia minh, hodc “like” anh. Pinterest két noi dwgc vdi
Facebook va Twitter." "Xe hybrid, thwong dugc goi la xe lai hay xe lai
dién, la loai xe st dung hai nguon dong lwc: Bong co dot trong va dong co
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dién. Su hoat dong cta xe nay la sy két hgp hoat dong gitta dong co dot
trong va dong co dién sao cho t6i wu nhat. Mot bo diéu khién sé quyét dinh
khi nao dong co dot trong hoat dong, khi nao dong co dién hoat dong va
khi nao cé hai cung hoat dong." "Mot thuwong hiéu thoi trang c6 tiéng." "(1)
Niccold Machiavelli (1469 - 1527), nha chinh tri tv twéng, nha lich s
Italia, tirng lam bi thw tredng 'Hoi dong 10 ngudi' nwdc Cong hoa Florence,
chi quan quan sy va ngoai giao; chu trtong chdm ditt chia ré Italia, xay
dwng nwdc quan cha théng nhat hung manh. Trong sach 'Ban vé quan chu'
(con c6 tén dich 'Ba Thuat') 6ng cho rang: Quan chu muon dat dugec muc
dich thi khong tir bat ky tha doan gi. (Tt Hai, Trung Qudc - N.D)" "(1):
Chit 'Tao' c6 am doc giéng tr 'cai mang' (N.D)." "(1): Thuyét cap do nhu
cau (need hierarchy theory) do nha tam ly hoc My Abraham H.Maslow
(1908-1970) néu lén. Ong chia nhu cau ctia lodi nguwdi ti* thdp dén cao lam
5 cdp do nhu trén. Vé sau doi thanh 7 cdp do, tirc la sau nhu cau thi tw,
thém nhu cau th* nam la nhu cau tim hiéu va nhu cau thit sau la nhu cau
lam dep. Khi d6 nhu cau ty thyc hién chuyén thanh nhu cau th¢ bay. Ong
cho rang nhu cau tr thap 1én cao. Khi nhu cau co ban t6i thiéu duwgc thoa
man, thi nhu cau cao méi c6 thé tré thanh muc tiéu theo du6i cha yéu (Tw
Hai, Trung Quodc - N.D)" "(2): Hoac n6i 'Tan hoa thién ni¥', mot nhan vat
trong kinh Phat. Cé Thién nit thdy dai nhan thuyét phap hién 1én ben lay
hoa troi rac vao cac bo tat va dai dé tit. Hoa rac vao bo tat thi roi xudng,
con rac vao dai dé t thi khong roi xuong. Thién nit n6i: 'Hong tran chua
dit, hoa dinh trén ngwoi vay' (Tw Hai, Trung Quoc - N.D)" "(1) Nguyén
van la 'vé mong ngya'." "(2) Tran danh Quan D0 la trdn danh dién hinh lay
yéu thang manh trong lich st Trung Qudc. Vién Thiéu cay dat réng, linh
nhiéu, lwong thwe doéi dao, Kién An nam thit 4 (nam 159 CN) dan hon 10
van quan danh phia Nam. Tao Thdo linh it, lwong thiéu, thé yéu, déng quan
cach xa Vien Thiéu ¢ Quan Po. Tao Thao thtra dip quan Vien Thiéu khinh
dich, noi bo bat hoa, tan cong, dot chay kho tang quan Vién Thiéu - Quan
Vién Thiéu hoadng loan, tan ra, Tao Thao tan cong toan dién, thong nhat
phia Bac (Tt Hai - Trung Qudc)." "(1): Chi trdi cay ngoai cay biét thién va
ac trong Vuon Eden (theo kinh thanh Kito giao)."
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