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GIOI THIEU CHUNG VE KHOA PAO TAO

Khoa dao tao trang bi cho nguoi hoc nhitng hiéu biét co ban vé cac nguyén tdc cbt 161
trong quan 1y thoi gian, cach thirc van dung nhitng cong cu va phuwong phdp quan ly thoi gian,
deé dat hiéu qua to1 uu trong hoc tap cling nhu cong viéc.

Khoa dao tao su dung cac phuong phap dao tao hién dai, két hop véi cac yéu td ho tro
nhu: phim, hinh dnh, cdu chuyén, minh hoa, két hop véi lam viéc nhom, trao doi truc tiép tai
[6p, thong qua cdc case study, role play, game,... giip nguoi hoc linh hoi that nhanh va van
dung duoc ngay nhimng diéu bo ich da hoc vao thuc té cong viéc mot cach hidu qua, sang tao.

Dao tao mang tinh chat tu Van (training as consultmg) va huéng dan cho ting nguoi
hoc, de ho c6 thé ing dung va giai quyét duoc cac van dé nay sinh trong cong viéc va cudc sdng
thuc té.

POI TUQNG THAM GIA KHOA PAO TAO

- Can bd quan ly cac phong ban, bo phan, don vi trong doanh nghiép.

- D01 ngll nhan sy thudc moi loai hinh doanh nghiép.

- Vamoi ¢4 nhan quan tdm dén viéc hoan thién k¥ ning mém cho ban than dé thang tién
nghé nghiép.

NOI DUNG KHOA PAO TAO
Phan 1 — Tong quan vé quén ly thoi gian

- Tam quan trong ctia quan 1y thoi gian

- Nhiing thoi quen lang phi thoi gian

- Nhan dién nhiing “ké cdp” thoi gian ciia ban

- Téc hai cua tat chan chur d6i véi su nghiép va cudc séng cua ban

- Hoi ching “vgi” trong cudc séng hién tai

- Van dung nguyén ly 80/20 cta Pareto vao linh vuc quan 1y thoi gian
- M0 hinh 5A dé quan ly thoi gian hiéu qua

Phin 2 - Céc cong cu dé quan ly hiéu qua thoi gian ca nhan

- Céch viét myc tiéu SMART

- Ma tran quan ly thoi gian Eisenhower

- Xaéc dinh thur ty uu tién trong cong viéc

- Lich trinh hi¢u qua (ké hoach tuén, ké hoach ngay,...)

- Ghi lai nhat ky cong viéc ca nhan

- Phuong phap Pomodoro nang cao sy tap trung trong cong viéc vdi dong hd ca chua
- Phuong phap POSEC trong quan ly thoi gian

- Quan ly thoi gian theo kiéu Jim Collin

Phin 3 — K¥ ning t6 chirc cong viéc bd phin trong doanh nghiép



- Ich loi cua thoi quen t6 chiic cong viée theo khoa hoc

- Phuong phép 5S

- Phuong phap SW1H

- Lap ké hoach t6 chirc thuc hién cong viéc SWI1H2C5M

- Céch phan cong cong viec STARTS

- So dd Gantt trong lap ké hoach cong viéc . _

- CAc cong cu hd trg va phan mém tién ich phd bién dé t6 chirc cong viéc

PHUONG PHAP PAO TAO

Khoéa dao tao ldy nguwoi hoc 1am trung tam, tao co hoi dé hoc vién va giang vién cha
dong twong tac voi nhau; to chire moi truong hoc tap ning dong, hop tac dé gilp hoc vién phat
trién nang luc cua ho. Chuong trinh dao tao gan lién véi nhiing vi du thuc té, gitp hoc vién tng
dung nhanh chéng nhitng kién thirc va kj nang méi trong cdng viéc nham dat duoc cac muc
tiéu cua doanh nghiép. Cac phuong phap huan luyén tién tién, bao gom:

- Thao luan mé (Open discussion)
- Nghién ctru tinh hubng (Case study)
- Bai tap ty danh gia (Self-assessment)
- Thuyét giang ngan (Mini-lecture)
- Dién vai (Role play)
- Hoat dong tro choi (Learning games)
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Ching toi xay dung cac chwong trinh dap ing n¢i dung va thoi gian cia DN.
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