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“Mé6t tac pham xuat sac véi
o rat nhiéu goi y vé cung thuc
NHSC té cho viéc quan ly thoi gian

hiéu qua.”

Albert Ellis, tién si, déng tac gia quyén
Overcoming Procrastination
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Nhiing l5i khen tgng danh cho quyén sdch:

“NGHE THUAT QUAN LY THOI GIAN
SANG TAO CHO KY NGUYEN MO1”

cua Tién si Yan Jager

“Khong con nghi ngd gi nita, day 13 quyén sich hay nhét
ma di lao 1im rdi t61 mdi ¢6 cd hdi doc. Cach ti€p cin cia
tic gid ddi v6i thach thite 19n nha't ma tat ca ching ta phai doi
mat hang ngiy rat hitu hiéu, tryc ti€p va dé theo dbi... Tién s
Yager khong chi xdc dinh cho chiing ta nhifng nguyén nhan
giy lang phi thdi gian ma ba con cung cip cho chiing ta cic
¢dng cu hitu hiéu dé€ loai bé ching..”

— Debbie Williams, nha diéu hanh
trang web www.organizedu.com

“Trong mot thdi dai ma tat cd moi ngudi dudng nhi ¢6
rdt nhidu viéc phai lam nhung lai ¢6 qu4 it thdi gian danh cho
chiing, quyén sédch hudng din mach lac va thiu ddo ndy s&
gidp ban hoan thianh nhiéu viéc hon va cdm thiy cong viéc
hitng thd hon. Riéng chwong cudi (125 ¥ twdng quén 1y thai
gian hiéu qud) chinh 13 phin gi4 tri nhat cda c4 quyén sich.”

— Mark Saborn, CSP, CPAE, ngucri viét sach va chil tri h§i thdo

P& ki€m so4t thdfi gian, cong viéc, vat dung k¥ thudt va
cudc sdng ci nhin, ban hay doc Nghé thudt qudn Iy thoi gian
sdng tao cho ky nguyén mdi. Céc 13i khuyén hitu ich va thyc
t&€ clia n6 s& ddp lai cong stfc clia ban gdp nhiéu lan.

— Michuel LeBoeuf, tién si, tdc gid cia quyén Working Smart



“Pay thyc sif 12 mét cdm nang tuyét voi gip ban kiém
sodt thdi gian va qudn 1y cudc séng. ™

—Lucy H. Hedrick, tdc gid

quyén Five Days to an Organized Life

“Quyén sdch nay 1a mét ban chi din thyc & va d& dang
gitip ban hi€u bi€t ding d4n cdch quin Iy hitu hiéu ngudn
thdi gian quy bdu cda ban.”

— Bob Danzig, cyu chii tich ciia td Hearst Newspapers

“Céc ¥ tidng va su hidu bi€t sau sic trong cudn Nghé thudt
qudn ly thon gian sdng tao cho kY nguyén mdi s& bién cudc s6ng
s0i néi clia ban thanh mot chuyén hanh trinh ¢6 t8 chitc.”

—Glenna Salsburym CSP, CPAE, tdc gid
va dién gid chuyén nghiép
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LOI MINH PINH TRA CH NHIEM

T6i van giif lai ba't ky hudng din cd dién nao van c6 gid
tri d€n ngly nay r tdc phim diu tay clia di Creative Time
Management (Quin 1y thdi gian sdng tao). Tuy nhién, tdi
cling b8 sung vao cdc thong tin, cdc y niém mdi va siu rong
hon dva trén nghién citu géc ma t6i thyc hién hon mét thap
ky trudc. Ngoai ra, tdi cling thém vio quyén sdch niy cdc vi
du thyc t€ tir chinh cudc sdng duong dai. Ching han, d€ mang
thong tin qudn 1y thdi gian cd ban vao trong quyén Nghé thuds
qudn Iy thoi gian sdng tao cho ky nguyén mdi, t6i di thyc hién
mot cudce khdo sdt sdu rdng vdi trén 234 nam nif nhan vién &
khdp nutde M§ va rén musi qudc gia.

Nhitng trich dan trong sdch nay khong quy cho mat ngudn
tu ligu thit hai nao déu xuit phat t¥ c¢ong trinh nghién cifu gdc
do tdc gid ti€n hanh dudi cdc hinh thite nhit phéng vin, bing
cdu héi duge in lai nguyén vin va, néu can thiét, trich luge.
Né&u cin bién tip gidp cho quyén sdch d& hi€u va ¥ nghia,

nhitng sit b8 sung va thay ddi s& duge dat trong ngodc dan.



Nhiing trudng hgp dudc yéu ciu gizu tén thi cdi tén nghi
ra dau tién sé€ dugc chon. Cac dic diém nhin dang cling duge
thay d6i d€ bao dim yéu ciu an danh. Tuy nhién, tinh hudng
va hoan cinh thit cda mdi nhin vit s& dulgc gilf nguyén ven
nhim bio dim tinh chinh xdc cda cdc vi du.

Muc dich clia quyén sdch nay 12 cung cip cho dbc gid
niém cam hing, thong tin va quan diém vé cdc chii dé dugc
néu ra. N6 dugc bdn v&i him ¥ rding tdc gid ciing nhu nha
xudt bin khong c6 ¥ dinh cung cip bat cif dich vu phip 1y,
tdm 1¢, x4 hoi, y 1& hay c4c dich vu chuyén nghiép nao khic.

Cic sai sét vé ndi dung vi in an trong quyén sich niy c6
th€ 12 do 16i vo tinh. Ngoai ra, cic théng tin c6 thé trd nén khong
phil hgp sau khi tac phﬁm di hoan thanh, in 4n va xuit ban.

Té4c gid va nha xuit bin dic biét khong chiu trich nhiém
cho moi rdc rdi, mit mat hay rii ro, cho cdc nhén 8 hay bat
e g1 khdc, x4y ra nha hé qua, truc ti€p hay gidn tiép, cia

viéc sit dung va 4p dung bat cif diéu gi trong sdch nay.
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Chuong 1

NGHE THUAT QUAN LY THOT GIAN
SANG TAO: DAN NHAP

Thdi gian m4t di khdng bao gid tim lai dugc!
—BENJAMIN FRANKLIN (Poor Richard's Almanac J

Qudn Ly Thoi Gian Sdng Tao La Gi?

Quén 1y thdi gian t5t nghia 13 quin 1y cudc séng clia ban
tot. Thit vy, nhifng ai quin Iy thdi gian hiéu qui thudng cé
mot cude song sdng tao. Ho cho thdy nhitng phdm cha't khién
ho khdc bi€t véi nhitng ngudi thudng xuyén sdng trong trang
thdi néng ndi khong chit chudn bi. Ho dé ra nhitng k& hoach
dai va ngidn han, 1dp va tuan thi nhitng thdi gian bidu thuc &,
bi€t nghi ngoi ding Idc, hiéu qui va coi cic cdng viéc phai
hoan thanh nhu 14 nhitng co hdi chd khéng phdi 13 nhing
nghia vu ddng sg. Ho luyén tdp cdch quan 1§ thdi gian sang
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tao biing cich ki€m so4t thdi gian va d6 12 cling 14 cich kiém
sodt cude song cda ho.

Khong phéi tdt ca ching ta déu dvge phi cho tai ning
thién bim, dién mao dep d& hay 1dm tién nhiéu bac, nhimg
chiing ta ¢6 mét di€m chung duy nhat 1a déu ¢6 cing mét s6
gits nhi nhau m&i ngdy. Bi€t bao nhigu viéc c6 thé dugc hoan
thanh trong vong 24 gid nay hay la ching ¢6 viéc gi dudgc
hoan thanh. TAt cd déu thudc vao viéc ban ¢ sit dung dude

mot cdch t81 vu s6 lugng gidh d6 hay khdng.

Quan Ly Thoi Gian Sdng Tao Dem Lai
Cho Ban Nhiing Lgi Ich Nao?

Ldi ich 1dn nhd't ciia quan Iy thai gian sdng tao 1a né giip
ban nhin thiy ban dang ki€m so4t dugc cudce sOng ciia ban.
Nhitng ai nhén thiy ho dang kiém sodt dugc cudc sdng clia
minh thudng it bi cing thing va cdm thdy thy gidn, c6 ndng
suit lao dong cao, mitc d§ ty hai long dudc cdi thi€n va dI
nhién séng tho han. '

Quan 1y thdi gian toi t& khi€n ban tré€ ndi trtde cac thdi
han dudc giao phé, 1am cic ké hoach d& dang, gay thdt vong
cho sé&p, khi€n khiach hang buc bdi, hiiy bd cdc cudc hen va
iam tan bi€n nhitng khat vong nghé nghiép. Chinh né con din
dén ciing thing cao 49, hay gidn dit, tinh trang ling ting khd
X, 1ong tu trong thap vi suy sup tinh thdn. NG cling ¢6 thé
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gdy ra nhifng truc tric trong hon nhin hay trong cdc cudc tinh
lang man vi d6i lita bi ban ron thudng ¢6 tim Iy khéng bao
gi0 tim ra thdi gian dé thin mat 4u y€m hay ém dém hanh
phic bén nhau. N6 ¢6 th€ 1a nhin & khi€n tré con trd nén xa
la v6i cha me khi 18n 1én, hoic khién nhitng mdi xd giao
kh6ng bao gi ndy nd thanh tinh ban than thi&t.

Trong sudt nhitng ndm nghién cu vé& cich quin Iy thdi
gian, t0i da phat hién ra mét vdn d& phd bién vé& quan 1y thai
gian dugc chia sé bdi nhirng ngudi thudng xuyén ban biu nhung
hi€m khi ¢6 thé hoan thanh tat ¢ cong viéc ho mong mudn
hogc bi€t duge minh ¢6 kha ning hoan thanh. Ho 13 nhifng con
ngudi déi pho chit khong phii chit déng. Ho phan ttng vdi céc
yéu cau bén ngoai, bit k& d6 11 mot bin bdo cdo phdi im
trude thif sdu hay 1a mdt bifa tiée duge mdi vao thit biy, ho dua
ra nhifng quy€t dinh ngén han nhat thdi chit khong hanh dng
theo cdc muc dich dii han dé ra cho chinh minh.

Xa hdn nita, ho chi thdy rd nhu cdu wu tién héa viéc nao
quan trong nén lam cho dén khi chinh ho cam thdy ray nit bai
céc hoi ti€c “néu nhu”. ("Gis nhu di khong tra 13 dién thoai
khi rdi nha thi minh da khong dén tré" hodc "Gid nhi minh 43
khong bdt tay vao viée kia trude khi vi€t lai cho xong cdi bdo
¢d0 n0.") cting nhu vao nhifng gidy phit didng hanh dién khi
ma phan thudng c6 thé thay dudc 16 rét - hoan thanh cong tic
ding ban, dén hop ding gid, dude thang cip, hodn tat mét
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khoa dao tao chuyén siu, duge dé nghi trinh bay vé ¢dng tic
dang 1am, xuit bin mot taic pham, ki€m sodt va lam chi ¢éng
viéc hoic cdc yéu ciu clia gia dinh.

Qua céic cude phdng van, quan sit va nghién ctiu, tbi da phat
hién ring hiu hét nam nit déu o6 cling mdt muc dich chung: mt
cude song toan bich chit khong phai mot ddi sdng bi dé ning bdi
ap lyc cong viéc, gia dinh hodc sinh hoat gidi tri. Mot ngudi dan
dng khong bao gidf thue hién hay 1am bat k¥ diéu gl cho bén thin
(cho d&n khi rtde vao thin con dau tim) do chi mai mé lo cong
viéc va gia dinh chinh 13 ngudi cin d€n nghé thuit quén Iy thai
gian sdng tao. Nhu cau nay ciing can thi€t cho mau ngudi phu nif
dang phin van giita cac lya chon - chdng, cong viée, con cai -

dén dd khong c6 dude mot gidly phit nghi ngdi, thu gidn.

Liéu Kha Ning Quan Ly Thoi Gian Cua Ban
Cé Thé Cai Thién Puogc Khéng?

D& gitp xdc dinh khad ning that sy clia ban d&€n dau, hdy
4p dung bai ty dinh gid gdm nim ciu hdi sau diy. Liy mdt
13 gidy, hodc thyuc hién trén mdy vi tinh clia ban, trd 131 moi
cau hdi bing cd, khdng hoic thinh thodng.

1. Ban c6 6 ging tich biét nhitng vin dé khin cip

khoi cdc yéu ciu khdc khong?

2. Ban c6 danh du thdi gian dé thyc hién cdc nghién citu

¢0 s& nhim c6 thé dua ra quyét dinh tot nhat khong?
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3. Ban c6 phén b3 8i thi€u 1a danh mdt gid mdi ngay
cho viée tr duy, doc, lap k& hoach hodc cho cong
viéc ¢6 tinh cdch sdng tao khéng?

4. Ban c6 danh di thdi gian d€ phat trién va duy tri
nhitng m&i quan hé 1am 4n va riéng tu khong?

5. Ban c6 dd cin cii d€ 1am cbng viéc mét cich 6t
nhdt - chi khéng tu ddnh gi4 minh theo mot tiéu

chuan hodn hio khéng thé dat dén?

Né&u nhu ban tra 18i C6 cho ¢ nim cAu hdi thi it nhit kha
ndng quin 1y thdi gian cda ban vé nim van dé nay thudc loai
Xuit sic.

Né&u nh ban trd 18i Khéng hoic Thinh thodng cho mét
hay nhi€u cdu hdi thi ban s& hudng dudc 1di ich néu nhit ban
chiu cdi thién khd niang qudn 1y thdi gian cta minh.

Khdng chimng ban dang thic mic 1am th€ ndo mai cdch ban
qudn ly thoi gian c6 thé dude cdi thién khi ban bi cing thing
ngoai ¥ mudn, bin ron trén cd binh thudng mic dd khéng lam
duge gi nhiu hodc thudng & trang thdi tAm 1y "chdc chin 1a t6i
khong c6 thi gid" ngay cang thudng xuyén hon.

Hiy doc ti€p di. Ban sé tim dugc ki€n thirc, k§ ning va
sif giip d4 trong nhitng trang k€ ti€p d€ tao cho ban sitc canh
tranh va sy an On tinh thdn ma nghé thudt quan 1y thdi gian

dem lai.
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That May Mdn La Ban C6 Thé Thay D
Cdch Quéin Ly Thoi Gian Cia Minh

Céc khiu hiéu "Hiy d€m tirng ngdy.”, "Hay sdng mdi
ngay nhit 1a ngdy cudi clia cude ddi.”, "DJi sdng 1a mét tién
trinh chtt khong phdi 1 mot sy kién." - cho ban nhitng tri€t 1y
toan dién. Thé nhung nhifng cau khiu hiéu nay khong chi cho
ban cdch 4p dung céc triét ly d6 vao doi sdng hang ngay. _

Nghé Thudt Qudn Ly Thoi Gian Sdng Tao Cho Ky Nguyén
Mgdi s& gitip nhan dién cdch quan 1y thdi gian cia ban, cdch
ban mudn quan 1y nd, diéu gi khi€n ban khdng lam dudc va
nhitng phuong phap giip ban dat dugc "su Ij twdng” trong
cong viée, § trudng hoc hay trong nhitag gids phat gidi tri.

Hin nhién trong d5i dd ¢é nhitng ic ban cdm thiy ngdp
thd, quay cudng va bi tic dong bdi ¥ nghi ¢6 qud it thdi gian
dé lam tit ¢4 nhitng gi ban mudn hay & gdn ngudi ma ban udc
0. Vay nhung n&u ban tinh tai trong vai phit d€ dp dung cdc
phudng phdp nhw: uu ti€n héa cdng viéc, chia cdc cong viée
khéng 18 thanh nhitng phin nhd gidi quyét duge, xi Iy hiéu
qué cdc cudc dién thoai hay thit dién tl, hi€u ré nhitng van dé
4n khuat sau mot trd ngai cu thé vé qudn 1y thai gian khi€n
ban khung lai, thi ban s& nhanh chéng ki€m sodt dugc ban
than ciing nhv ¢6 thé qudn Iy hidu qud cdc yéu cdu cda ban

thian va quy thdi gian cia minh.
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It cing thing v it 4p lyc hon 3 rang 12 k&t qua tich cuc
ctia nghé thudt quan ly thdi gian t6t hon. Quéan ly thdi gian
hiéu qué chdc chin s& gidp ban lam dugc nhiéu viéc hon
trong mot khodng thdi gian it hon ciing nhu gitip ban ¢6
nhitng quyét dinh sdng sudt hon vé cdng viéc phdi lam trong
khodng thdi gian cho phép ngay oY khi bit dau.

Thoat du ¢6 thé ban khéng tranh khdi thi't vong khi bit
tay vao viéc quan ly ddi s6ng va thdi gian clia ban, tuy nhién
day chi 12 vin dé tam thdi. That may méin, ban sé nhanh
chong thdy duge nhitng mit lgi cia nd, chua k€ dén cic Igi
ich dai han 16n hon. Piéu nay khéng giéng cii nhin vi ky cho
ring moi ngudi moi viéc déu dugc ddnh gid theo cdm tinh
"Yéu ciu thdi gian cho viéc ndy ¢d ¥y nghia th€ nao ddi véi
t6i?". Thi dy nhu d6i ldc c¢6 thé ban mudn dit ngudi khac 18n
trén ban nhung cling ¢ hic lai khong. Ching han nhu ban
dang c6 mdt cdng viéc quan trong phai lam cho xong. Pién
thoai reo. Ban cda ban dang gip kh6 khin va mudn néi
chuyén mudi phat. Ban tra 161 12 khong cé thi gid. Ban clia
ban thit vong. Ban ¢6 dugc mudi phit d6 cho cong viéc cla
minh nhung sau d6 lai tin dung d€ vi€t bdo cdo! Ban cé thé
Xt 1y tinh huSng d6 sing tao bing céch trd 13i ngudi ban:
"Nay anh ban, tdi ket han chét phdi hoan thanh ¢6ng viéc cho
nén hién giy khéng thé néi ﬂchuyén dugce. T8i nay may gid thi

t6i c6 thé goi cho anh d€ chiing ta ciing trao ddi?"
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Muc dich ciia sdch nay la giiip ban dua ra nhifng phédn
doén thi€t y&u vé cdch ban st dung thdi gian cGa minh. N&u
nhu thdi gian dude si¥ dung hidu qui va sdng tao hon mbi
ngay, ban s& dat dugc nhiéu thanh tyu truSc mit ciing nhu
mifc dO thanh cdng trong cong viéc va cac muc dich riéng tu
cla ban s€ dugc ting 1én trong thdy vé ldu dai. T4t cd diéu
nay gop lai s& gilip ban c6 mot d¥i sdng thanh dat hon.

Cach mot ngudi quan 1y thdi gian cia minh s& tiy thude
vio vi tri trong chu k¥ séng cla ngudi d6 ma thudng thi ngay
hdom nay bién ddi khdc mot wrdi mdt vue so véi hai mudi nim
trude. Mot phy nit ba muidi hai i tit bd chifc vu bign tp cho td
tap chi & Manhattan dé vao hoc trudng y khoa tai Colorado. Mot
ngudi dan 6ng siu muoi wdi bd hit thuSc vi dinh nhiéu thdi
gian dé tap thé duc nhiéu hon ci thdi hoc trung hoc. Mot ngudi
dan 6ng ba mudi tdm tudi vira cé con cin nhic viéc tf bd cong
viéc viét Jach tr do clia minh d€ nhan 14y mét chic vu ¢é déng
lwdng 6n dinh & cOng ty. Mét ngudi phu nit bon mudi tudi, trude
suf viéc dita con vi thanh nién cia minh mudn bd nhi ra di, suy
nghi vé cdng viéc toan thdi gian ma hién nay ba ta mudn c6
duge. Mot sinh vién dai hoc niam cudi phin van khdng biét nén
chon ¢dng viéc giao t€ nhan su hay theo ti€p hiu dai hoe.

Trong sach nay ¢o nhitng bi quyét dé quén 1y thdi gian nhim
gitp ban sit dung thdi gian clia minh mdt cach hitu ich hon. Néu

dugc st dung mdt cich khon ngoan thi dién thoai ¢6 thé 1a mot
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céch tiét kiém thdi gian tuy@t véi. Tuy nhién, d&i vdi nhiéu ngudsi
trong ching ta, n6 lai phung phi hang bao nhiéu gid ddng hd, lam
gian doan bao nhiéu k& hoach va cudc néi chuyén truc ti&p. Vin
thit bita bon ¢6 thé ngdn nhiéu thdji gian quy bau, do vay quéin Iy
hd 50 t6t ¢6 thé 1a mot bi quyét tiét kiém thoi gian. TS chic cong
viéc lién quan dén nhing k¥ thuit cu thé nhy 13p ra mot danh
sdch hig¢u qua "nhitng viéc phdi lam"; viéc ndy cling lién quan
dén hoc hdi thém cdc nguyén tic t8 chic co ban gitp ban 18 chitc

ddi sdng ctia minh chit khong chi 12 sip x&p sich vd hay hd sd.

Chitng nghién lam viéc

Chitng nghién lam viéc thudng 1a mot hdi chitng cia quén
1y thai gian tdi té: d6 12 sy bat luc dé khdi dau, theo dudi va
hoan thanh mot k&€ hoach khi€n cho ngudi nghién 1am viée chi
tap trung duy nhat vao k€& hoach. Chinh cai banh xe ring cét
két khd dau m3 d6 rdt hét cha't bdi tron khong chira chit nao
- ¢ho cac binh xe ring khéc, cdng viéc trd thanh mdi ban tdm
duy nhdt. N6 ciing gifng nhtt mét ngudi nghién 1am viéc bat
ddc di da thd khong ndi khi thd 16: "Téi phai cay sudt ngay
dém vdi hi vong bing cdch nao d6 tdi 1am xong moi viée dé
ngay nao d6 t6i s& khong phai 1am viéc khon d6n nhu vay".
Bing céch budc titng bude va ndm dudce viée quan Iy thdi gian
chia minh, ban c¢6 thé hoan thanh nhitng gi ban dénh gi4 cao 3
sd 1am, trudng hoc hay & nha va dem lai cho ban nhiéu thi gid
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hon cho ban be, gia dinh va cic sinh hoat gidi ti. Cach nay
cling gitip tranh dugc 6inh trang kiét sic khi€n ban ddnh mit
hoan toan th€ chli dong hodc khd ning ti€p tuc lam viéc dé
hoan thanh cong viéc trong tay. Quan 1y thdi gian tdi & c6 thé
gdy ra hoi chitng kiét sifc, ngay cd néu nhu mot sd muc dich
then chdt dugc hoan thanh thi ban ciing phii trd bing mot céi
gi4 rat dit cho ban than va nghé nghiép.

Judy, 44 tudi, me cia hai dda con vi thanh nién dang c6
viéc lam, di dugc phong van, khi ¢6 dang nghi phép mdt twan
1& ciing v&i nhiéu phu nif ddng nghiép va ban be, thé 16: “Tai
lam y td hd san trong phong phy sdn cda bénh vién sdu ngay
mot tudn va & siéu thi vdo cdc ngdy thi bay va ngay nghi.
Hién gid con cii tdi dang hoc trung hoc, do d6 chiing cé thé
tf chdm séc ban thin con chdng i thi twang doi ty lo dude.
To6t yéu thich céng viéc dang lam va khong bao gi¥ cdm thay
chin. T6i mimng 14 di quay lai di hoc & wdi bdn mudi mic di
lic dé6 moi ngudi déu nghi 1a t6i dién."

Thoat ddu Judy ¢6 vé nhw 12 mdt ngudi quan ly thdi gian
day hiéu qud va git hdi dudc nhitng k€t qua xdng ddng. Qua
12 vay, & s& 1am ¢ ta 12 mot nhin vién ndng nd va hidu qua.
Th& nhung qua chdt vin xa hon, dudng nhu chinh sy thi€u
ving nhitng ‘cﬁng viéc thudng nhat trong khi di nghi phép da
khi€n ¢4 mat phudng hudng. CO cdm thdy thie day lic bdy
gi mdi ngay va c6 sin mét s6 cong viéc d€ lam "dé chiu"

hon 12 méi trudng khdng dau vao dau clia mot tuin tim néng. .
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Judy ¢6 thé 12 mét ngudi thinh dat nhung 6 raing 1a c6 phdi
trd mdt gid rat ddt. CB ta thita cAn mot cdch trim trong, hit
thudc 14 va khdng ngdt néi chuyén.

Tat ca ching ta déu bi€t nhitng con ngudi nhu Judy, ho
tai gidi trong mét linh vue nhung lai cing thdng va bit 8n
trong nhitng linh vyc khdc, va ching ta dang nhim dén mot
ngh¢ thudt qudn ly ddi song hiéu qua trong mdi trudng cong
viéc va gidi trf da dang.

- Hay Budc Ting Budc Mjt

Warren, 32 wdi, mot chuyén vién chim séc y t&, ¢6 thé
nghf cdc ngay th te hang tuan. Anh ta ciing khdng bao gi¥f lam
viéc vao cubi twin trir khi ¢6 trudng hop khin cip. Anh gidi
thich: "Nghi vao cdc ngay thi¥ r cho tdi kha nidng, sinh huc va
dong cd € lam cdng viéc mdt cdch t8t nhit J s3 1am. N6 tao
ra sy khdac biét". Bai khi ban bé khuyén anh nén ki€m tién
nhiéu hon biing cdch lam thém ngay nhung anh cim thiy d6 c6
thé chi 1 mot thu hoach nhat thdfi vi chit lwgng cfing nhw muc
dd hanh phic trong cong viéc clia anh ¢6 thé gidm stt.

Tuwong wr nhu viy, mdt chuyén vién nghién cifu hanh
nghé wr do di dé ra mét théi quen 1am viée phd hdp vdi ban
thin va nghé nghiép. Do cong viéc clia dng ta ddi hdi ca tinh
thin 14n thé xdc vi phai tap trung cao d6 va danh nhidu thasi

gian trudc mdy vi tinh cho nén 6ng phin viéc 1am ra thinh
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nhitng phin kéo dai tif hai dé€n ba gi¢s. Ong diing cdc thdi gian
nghi d€ chay b6, ddnh quin vat, goi hodc hdi 4m dién thoai,
di mua sim va gidi quy€t nhitng cdng viéc khic khong lién
quan gi dé€n cdng viéc. Theo cich nay, 6ng c6 thé thuc hién
nhitng ngay lam viéc t¥ mudi hai dé€n mudi bon gid tai vin
phong ngay tai nha vdéi sy .hfmg hdi cao d6 va khdng bi suy
kiét v€ tinh than hodc thé xdc. Cdch ciia dng trdi ngude vdi
nhifng ngudi chi bi€t vit kiét sitc minh va dién cudng 1am
viéc sudt ngay, sudt thing, ngay ci sudt nim bat k& nhing
diéu gi khdc chi d€ rdi, mot khi k& hoach d3 hoan thanh, hodc
khi sinh lyc hoan toan suy y&u, mdi thiy ring ho cin hiang
tudn, hang thang, hoic dbi khi hang nim d€ gidi quyét nhitng
hiu qua ngdn ngang trong ddi ho (va cho sitc khde ciia ho).
Nhitng ngudi lam viéc bén ngoai vin phong ciling dang ¢6
ging kiém sodt cudc séng ca ho mdt cach t5t hon. Chia sé
cong viéc hoidc lam viéc theo gidf gidc linh hoat dang ciang ngay
cang dugc nhiéu ngudi chap nhan, ching han nhu khi lam viéc
¢ nha hay khodng thdi gian di lai trén dudng dugc tinh 13 cong
viéc trong ngay. Nhitng ngudi 1am viéc cdch xa sd 1am, néu nhu
¢4 thé gidi quy&t dude su cich ly v& xa hoi hodc cdng viéce,
thudng nhin xét ring ho ¢é ning suit cao hon rat nhiéu khi
khdng bi anh hutdng bdi nhitng gidn doan lién tuc trong s 1am.
Pé dat dugc higu qud, du lam viéc bén ngoai cong sd3, di

cOng tdc nhi€u vi yéu ciu cdng viéc hoic 1a 1am viéc tai nha,
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khong nhdt thi€t 13 ban phai 1am viée nhiéu gi% hon hoic cyuc
nhoc hon. Tham chi 1a ban ¢6 th€ 1am viéc it gid hon nhung
van dat ning suit cao; c6 thé 12 thay d6i dia diém va thi gian
lam viéc hodc ¢4 1am mét viéc nao dé bing mdt cdch khic.

Hiy xem trutng hgp ctia mdt phu nit 29 wdi di c6 gia dinh
vira sinh con dau ldng nim ngodi. C6 thué mot nhin vién chim
s6c bé s¢ sinh khi hai vg chdng di lam. Trudc khi dia bé durge
sinh ra, ¢6 dd c6 mat & vin phong trude 8 gids sing va mii dén
6:30 git hoac 7:00 181 mdi ngay méi rdi s& lam. Gi¥ day, do c6
dita bé, mdi d&n chin gidf cd mdi dén sd va ludn ludn vé trude 5
gidt. Co &y noi: “Tdi ngac nhién 12 né khong dnh hudng g1 dén
ning sut cong viée cha tdi. Ba cdi trd d&n sém vé ud ching
qua chi 1 hinh thifc thdi. Sy khdc biét duy nhat hién nay la téi
héi 4m nhidu cude goi han vio ngay hdm sau chit khong ngay
lap tfe, tuy nhién tdi bi€t chdc nhitng cudc goi dé c6 thé doi
d€n ngay hom sau”. Mic dit mot s§ nha quin 1§ ¢6 thé khong
ddng y vé& sy khdn ngoan trong viée d€ cdc cude 201 phai chd
h6i 4m nhung ¢ nhin thdy ring minh d& diéu chinh thdi gian
dé xit 1y cdng viéc va céc trach nhiém gia dinh hiéu qua hon,
cho dir gits ddy ¢d cang lic cang cin ¢é nhiéu thei gian hon.

Dai vdi ¢, chia khoa cda nghé thudt quin 1y thdfi gian
sdng tao chinh 1a khd ning d€ ra va nd lyc thuc hién nhitng
muc dich 8 ring trong cd cude sdng riéng e lin nghé nghiép.

Mot di€m mau chét khic 13 hiéu 13 nhitng han ché clia minh:

29
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ludn van d€ hoan tit vin biing thac s clia cd phédi dé qua mot
bén trong mdt nam. C& néi mdt cach day ty tin va hét sic

thuy&t phuc ring: “Tbi s& quay lai [Am diéu d6™.

Cong Nghé va Quan Ly Thoi Gian

Trong thip nién qua di c6 vo s3 thay ddi vé th€ gidi cong
viéc hang ngay, nhitng ti€n b6 céng nghé ddng ké nhat nhu
viéc st dung rong rii may vi tinh c4 nhan vi may fax, sif phd
bi€n Internet, thu dién ¥, dién thoai di 3dng vd mdy nhin tin.
Nh& Internet, chiing ta gi¢ ddy ¢6 khd ning lién lac ngay 1ap
wtc vdi ngudi khic, cd gin 1dn xa. Tuy nhién d8i voi mdt s6
ngudi, Internet d3 thuc sif rd thinh mét van d€ vé thi gid vi ho
danh hang gi mbi ngay dé ‘1én mang’, xao nhing cdc uu tién
cOng viéc hay thdm chi 1a ¢4 cdc nghia vu gia dinh cia ho.

Nhd cdng nghé, gid diy chiing ta cang bi ki vong nhiéu
hon vé€ chit lidng cdng viée, khdi lugng cong viéc cling nhy
t6c do cin phadi nhanh hon nita @€ hoan thanh tién do cong
viéc. ThE nhung cong nghé chi ¢6 thé ning cao hidu qud cla
chiing ta d&én ddy ma théi. Cdc mdy x& 1y van bén hodc mdy
vi tinh ¢6 thé gidp thao tic tay chin vé viét hodc ddnh miy,
bién tap hoic viét lai d& dang hon nhung riéng phan sdng tao,
ngubn hing, cdch duy nhit d€ dién dat tv tudng va ¥ ki€n,
vin con phu thudc vio tirng ¢4 nhan va dugc xem 13 bi an
nhu xiura.

30
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Hay nhin vao vo s8 cdch ma cdng nghé di gitip cho ching ta
lién lac vdi nhau vugt xa loai dién thoai truyén thong. Pién thoai
di ddng d dem dich vu dién thoai d€n v6i nhitng ngudsi & viing xa
trude day khong dude phuc vu. M4y nhén tin gidp gt di mot 18
nhén cho ngudi khéc khi dang di chuyén trén duding hoic cach xa
mAy dién thoai. Thé nhuhg méy nhin tin hoic dién thoai di dong
lai khién chiing ta d& bi gidn doan cong viéc han sudt 24 gits mot
ngay, k€ ca cdc cudi mwan va ngay nghi, khién ban cang cin phai
ki€m soat cach tf quan 1y thdi gian nghiém ngit hon bao gids hét.

Nha quédng cdo Charles Peebler nhdc nhd tit ca chiing ta

v€ y&u t8 con ngudi vin 13 mau chdt bt ké cong nghé:

R4 rang [a cong nghé, tif mdy vi tinh cho dén cdc ‘dd choi’ gitip
quan ly, da thay d8i quang cdnh clia linh vt thong tin lién lac. Va
ban than t6i cling sif dung hiu hét nhimg thi€t b hién cé. Tuy thé
t6i van kién dinh tin ring d6i véi nhitmg viéc quan trong — nhy Gnh
hudng khén cip hoic nhay cdm doi hdi phii c6 phan dodn va ban
sdc riéng, thi thio ludn true tiép vin 1 gidi phdp t6t nhat. .

Internet 13 mot cong cu vo gid dé€ nhanh chéng ti€p cin
nghién cifu va thdng tin nhim ting thém hoic thay thé cic
chuyé&n di lai hao t6n thi gid, ti€n cda cho céng tdc nghién
citu. Thé nhung thu vién vin thudng dugc xem 13 ndi gip g3,
giao luu ¢§ tinh x3 hoi, cdng ddng va tri tué khong thé thay
th&€ dugce danh cho thanh nién va ngudi 16n.
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Ngoai ra cdon ¢6 mdt s biing nd théng tin do cong nghé -
cang ¢6 nhiéu sdch han dugc vi€t ra va cang cé nhiéu théng
tin hdn cin phai doc va tiéu hoa.

Cac mdy xU 1y vin ban va vi tinh da khi€n cho giao dich
van thu ¢6 tinh chdt bdt budc phdi ‘hoan hio’ trong khi sy
hoan hdo lai tiéu tdn thdi gian va thudng thi ¢6 rat it hodc hdu

nhu khéng ¢é nhin sit chuyén lo cho nhitng thay d8i nay. Vay

tai sao lai khong chi nhdc dién thoai [én va goi di d€ trdnh

nhitng thd tue redm ra d6? Bdi vi soan mdt 14 thu trang trong
véi tiéu dé cong ty dudc trinh bay chat ludng ¢6 thé duve va
chudng hon 14 goi dién thoai, g fax hodc thu dién 0.

Nghé Thudt Quan Ly Thoi Gian Mét cdch sdng tao Cho
Thién Nién Ky Moi sé& gidp ban st dung mdi ngay lam viéc
mdt cdch hiéu qua hon bdi vi ban dat dudgc thanh cong nhidu
hon trong ngin han vi thinh twu nhiéu hon trong dai han.
Chinh sy k€t hgp do s€ gitip ban ¢6 duge mot sy nghiép thanh
cong hon va mot cude sdng thanh dat, it cing thing hon. Bdi
vi hiu h&t moi ngudi déu dong ¥ ring ‘thdi gian 12 tién bac’,
do viy cdi thién cdc k§ ndng quan Iy thdi gian chinh 14 cdch

stt dung thdfi gian khén ngoan nhat.

Chudng k€& tiép trinh bay va thio ludn 7 nguyén tic cia

nghé thuit qudan Iy thoi gian sing tao.



Chuong 2

7 NGUYEN TAC PE QUAN LY
THOT GIAN SANG TAO

Sau day la bdy nguyén tdc cin bin cda nghé thuit quan

1y thoi gian sdng tao:

1. Héy Chii Pong, Khéng Poi Phé

Hay ¢6 nhitng quyé€t dinh chd dong v& cdch ban st dung
thdi gian thay vi déi phd v6i moi yéu cdu ddi hdi ban phai
ddp Ung, bat k€ d6 1a cé ngudi goi di€n thoai cho ban vao
ngay thdi di€m d6 hoic 1 duge d€ nghi 1am hdi vién chi tich
cua hi€p hdi nghé nghiép cda ban.

Ban phdi quy€t dinh diéu gl quan trong d3i vdi ban va
noi “khong” vai bat ky diéu gi gdy trd ngai.

Moi viéc r6i s& d& ding hdn nhiéu d€ chi d{jng néu ban

cling chiu tudn theo nguyén tdc & 2, tifc 1 dit ra cic muc dich.
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2. Dt Ra Cdc Muc Dich

Bling cdch dé ra cdc muc dich ban biét dugc ban dang di
v& dau. Cac muc dich rit cin thié€t khi 1am viéc, 8 trudng hoc .
hay vui chdi. Khong ¢6 ching ban qud quang v6 dinh va phdn
{tng mot cach that thudng trude cdc cd hoi va vin dé vdi vién
anh md nhat v& nhitng 4nh hudng ti€u cuc s& xdy dén cudc
s6ng riéng tv va nghé nghiép clia ban.

Vay chif ban c6 dp G mot k€ hoach vi dai néo khong?
Vio nhitng thdi dim nio d6 trong doi, moi viéc s§ dé dang
hon néu ban nhin thic ra dude ring ban cin mdt k&€ hoach
khung — thi du nhu lic ban dang hoc trung hoc hodc dai hoc
va hiu nhu moi ngudi déu dang c6 nhitng quyét dinh 16n cho
d3i minh - vé& theo hoc trudng nao hodc theo dudi mdn hoc
hay nghé nghiép nao. Mot khi da quyé€t dinh duge hudng di,
thi du nh trudng ludt hay nghé thuat biéu din, v mot khi
d3 kh3i nghiép ban dé& bi vudng vao viéc muu sinh, hen ho
hay lap gia dinh va rdi nudi séng gia dinh. Thai gian danh cho
“dai k& hoach” dudng nhu bi b lai ding sau.

Khong hin viy dau! Bat k€ ban § wdi nao ban déu c6 thé
lp ra nhitng muc dich ngay, tudn, ndm hay dai han hon d€ dan
dudng cho ban. Piéu nay khong c6 nghia 12 ban trd thanh mot
loai ngudi chi nghi dé€n twong lai nén khong thé tdn hudng hién
tai. Y nghia rot rdo ciia né 12 ban ¢6 thé quan 1y thdi gian va

cudc sdng hién nay 5t dep hon nhd dé ra cac muc dich.
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3. UuTién Héa Cic Hanh Djng

Mot khi ban dit ra cdc muc dich, ban cdn phai wu tién
héa cdc hoat ddng ciia minh d€ dat dugc nhifng muc dich d6.
Uu tién héa ¢6 nghia 12 14p ra mot k€ hoach hanh dong. Hay
lun nhé nim 1dng nguyén tic ciia nha kinh t& va x3 héi hoc
Y Vilfredo Pareto ¢ the k¥ mudi chin — nguyén tdc 80/20 ciia
Pareto cho riing 20 phdn trim nhifng gi ban lam s& hinh thinh
80 phan trim cic két qui. Chia khéa d€ c6 thé thue hién uu
tién héa 1a phét hién ra duge 20 phin trim ding cdc hoat
ddng clia ban va danh wu tién cho ching.

Uu tién héa, dé ra nhitng myc dich cu thé cho ting ngay
hoZc gid va réi hoan thinh mdi viéc trude khi bt tay vao
viéc k€ ti€p ciing s& gilip ban vugt qua dudc hoi chitng “T6i
dang 6m ddm qu4 nhiéu viéc ciing mot lic”.

Hay nhé k§ ring wu tién héa c6 thé khi€n tim 1y ban bj
cang thing vi ban phai dit mot s& ngudi hodc sy viéc nao d6
trude nhitng ngudi hoic s viée khdc d€ hoan thanh cOng viéc
da dugc tu tién hda.

4. Hay Chii Tam

Haiy t5i da héa niing suat ciia ban bing cdch mbi lin chi
tap trung vao médt cdng viéc chinh. M6t khi ban di dé ra cic

muc tiéu va uu tién héa hanh dong thi hiy gifr vifng huéng di
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cho t&i lic hodn thanh céng viéc d6. Bat k€ 1a ban dang lam
diéu gi, hiy toan tim lam cho xong.

Hiy cé gdng don gidn héa cdc muc dich cia ban va l3p
cdc thif tr vu tién ngdn han bing cach chia muc dich cia ban
thanh mot danh tit va m&t dong tr. Chi ¢d hai tif ma thoi. Néu
muc dich d6 dai dong hon hai hoic ba tir thi ban ¢6 nguy cd trd
thanh nan nhan cla tr duy khong rd rang hay 1a muc dich qué
stic vi ban muén dat dude qua nhiéu myc dich ciing lic va 6m
3dm qud nhiéu doi hdi vé minh. D6 chinh 12 nguyén nhén
khi€n ban khong thé dat dugc mét muc dich nao trong s6 d6.

Péi khi nguyén tic danh tit-ddng tif c¢6 phan 15i nghia; néu
nhu ban khéng hai long v&i cdng viéc 3 s8 lam thi ban phdi 1am
sing td nguyén tic danh tir-ddng i cla minh d€ cai thién tinh
hinh. Liéu d6 c6 phii 12 “ting Iuong™? “D3i phong/ban™ “Lam
it gits hon”? Hoac “Thay ddi nhiém vu™?

M6t khi ban xdc dinh dudc nguyén tdc danh tir-ddng tir,
ban ¢6 thé xem xét dén nhifng viéc ban s& lam dé dat dudc
muc dich d6. Bat k€ ban 1am gi (cach ban sif dung thdi gian
cda minh) phii nhim vao muc dich hd g dé€ dat duge muc
dich danh tir-d6ng ti cua ban.

5. Dé Ra Nhitng Han Chét Thuc T¢

Cac han chét, dic biét néu st vdi thyc t€ gidp ban tip

trung dude vao cic muc dich dai han vd nhét 13 vao cdc wu
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tién ngdn han. Ban khéng nén sg han chét ma nén hoan
nghénh n6. Néu nhv khdng ai dit ra han chét cho ban hodc
cOng viéc ctia ban thi ban hdy tf didt ra cho minh.

L4p danh sich céng viéc phdi 1am cho k& hoach hoic
muc dich cia ban ciing rdt 1a hitu ich, tuy nhién ban ciing
phdi udc tinh thdi lugng cén phai c6 d€ hoan thanh mbi cong
vigc d€ ban c6 thé Ip ra cdc han chét cy thé. Trudng hgp
ban d3 tirng 1am mot cOng viée twong ty trong qua khi thi hay
cin nhic trudc d6 ban dd mit bao nhiéu thdi gian. Néu nhu
diy 1a mdt k&€ hoach mdi, cdc wdc tinh cta ban ¢6 thé qua
mic 1y wdng ngodi thye t&, (Néu ban gidng nhw hiu hét
ngudi khic thi ban cé thé ude tinh qua thip thdi gian cin ¢d
d€ hoan thanh, dic biét trong trudng hdp nghién citu, viét
lach, sdng tao hodc cing 1am viéc vdi ngudi khdc. Hay c¢dng
thém mudi d€n hai mudi phan trim vio cdc wde tinh cda ban

d€ ban cé thé d& dang ding han hon).

6. Nguyén tic D-O I-T N-O-W (LAM NGAY)

D (Divide and conquer what you have to do) = Chia ra
va thanh todn nhing gi ban phai lam

O (Organise your materials, how you will do it) = 18
chife cdc tai liéu, cich ban s& lam.

I (lgnore interruption that are annoying distractions) =

Phat 16 nhifng gi chen vao khi€n ban bi xao ling.
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T (Take the time to learn how to do things yourself) =
Danh thi gid hoc cdch ty thyc hién cong viéc.

N (Now, not tomorrow) = Ngay biy gid, khong dé t6i
hém sau.

O (Opportunity is knocking) = Co hdi dang gd cva.

W (Watch out for how much tirhga is being spent on the
Internet, watching TV, or talking on the phone) = Hay
canh gidc vé nhitng gi phung phi thdi gian. Hay theo
dai va kiém sodt thdi lugng ban st dung cho internet,
doc va gt thu dién tif, xem truyén hinh hodc ndi chuyén
dién thoai.

7. Hay Can Déi Cujc Song Ciia Ban

Nguyén tic thit 7 gidp ban tao ra thdi gian cho chinh ban
cling nhu cho nhitng ngudi ma ban quan tdm - ngudi tinh, con cai,
cha me, anh chi em, thin thudc, ban b&, hing x6m, cac nhém
sinh hoat t nguyén, dong nghi€p va ngay ¢a cic con thi cung.
Trong khi ¢6 ning suit lam viéc hiéu qua hon & s& lam rd rang 1a
mot muc dich sdng gid ¢6 mot cude sOng cin ddi, toan dién va
hitu ich cang ddng gia hon. Do 46 hdy nh§ dp dung nhiing
nguyén tic quan 1y thdi gian sing tao nay khdng nhitng chi § nai
BAm viéc ma con trong cac quan hé cling nhy sinh hoat gidi td.

Chudng k€ tiép s& xem xét d&€n 10 trd ngai chinh cia

quan 1y thi gian sdng tao va cdch khic phuc chiing.
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Chuong 3

KHAC PHUC 10 TRG NGAI CHINH
TRONG VIEC QUAN LY THOI GIAN

Chan chir 14 tén trom thai gian.
—EDWARD YOUNG (Night Thoughts)

Mot nhan thic sai lac vé thdi gian 1a ban ¢6 thé phung phi
n6. Ban khdng thé nao phung phi thdi gian nhung ban c6 thé
qudn 1y n6.mét céch sai ldm. Chuong niy xem xét 10 cich con
ngudi quan 1y thdi gian cia ho khdng ding cich va cung cip
cdc gidi phdp kha thi d€ khdc phyc nhiing chiéu huéng d6.

Lam Qud Nhiéu Vigc Cing Mt Liic
Liic gan day t4i d4 tié€n hanh mot cude khio sat trén 234
nhin vién nam nir d€ xdc dinh cich ngudi ta quin 1y sai lim

thdi gian clia ho nhy the ndo. Téi di twdng chic ring cach tht
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nhit s& phdi 13 sy chan chit. Thé nhung diéu d6 lai roi vao Iy
do th hai (8%) va hiau nhu gin lién véi cic 1y do thit 3, thi 4
va thit 5 12 khdng ¢6 khid ning néi “khéng”, cdng tdc vdn thu
va tinh than cau toan. _

Ly do s 1 v& quan Iy sai thdi gian clia hdu hét moi ngudi
12 “c& 1am qud nhiéu viéc cung mot lic” (33%).

N&u nht ban nghi ring ban ¢6 qud nhiéu viéc phii lam
thi ¢é thé 1a ban diing.

Di nhién 1a tit ¢4 ching ta déu ¢6 nhiéu viéc phdi lam.
Chia khéa niim & chd bing cdch ndo ban ¢6 thé hodn thanh
dudc ti't c3 cdc cOng viéc mdt cach hidu qui vA véi ndng suit
cao theo mot cach thic ¢ hé thdng.

Phan 16n ching ta gip phdi khé khin khi cd ging 1am
moi viéc ciing mét lic, do d6 khdng ¢ viée gi ra hon i, thé
rdi ban cdm thdy nhw ném phadi mot thit bai ning né.

Ban du hi€u r nhit hoan canh, cdc kha ning va han ché
cfia chinh ban. C6 mdt nit nhin vién dd phat biéu: “Tbi o
[am qud nhiéu viéc d&€n d3 dot nhién tdi cdm thiy hodng hot
vii thé 12 t6i bit dau 1Am r6i tung moi viée”.

Hay thuc hién nhiéu viéc theo sifc cd thé kham ndi biing
ning lyc cia minh ma ban vin kip han chét. DOi vdi mét ¢
loai thi chi ¢6 thé 12 mdt viée, s& loai khdc thi hai hodc ba
cong viéc. Ban phdi nghiém tic ddnh gid cdc han ché va kha

- 7
ning cua ban.
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Néu nhu ban ¢6 chiéu hudng 1am qud nhidu didu cing
mot Kic ban s& cdn phdi nhdn thic duge diéu d6, hifu duge
diéu d6 va ty bude minh phdi hoin thinh cdc nghia vu trudc
khi bt tay vao nhitng viéc mdi khéc.

Sau ddy 1a cdc bi quy€t giip ban gidi quyét vin dé “lam

qud nhiéu viéc cling mot hic”.

Gidi phap 1 - Hay uu tién héa tat cd cdc viée phdilam
biing mét danh sich theo thif ty quan trong

Giai phdp 2 — Hay s{ dung danh sdch dé ciia ban d&

tap trung vao lam chi mdi lic mot viec ma thai

Giai phap 3 - Khdng dudc bit tay vao viéc k& ti€p cho

tdi chitng niao ban di hoan thanh xong viéc diu tién

Giai phap 4 - Hiy 4p dung sy chii tAm cé chon loc

Né&u nhv ban ¢in syt da dang cho nhitng gi ban 1am, thay
vi chi bidm vao mdt viée cho d&€n Nic hoan thinh no, thi ban
hdy suy ngam vé cdch thife sit dyng thdi gian hiéu qua ma c6
vin hao Isaac Asimov, tdc gid cla trén 280 tic phim, giai
quy€t bing cdch 4p dung su chd tAm ¢ chon loc. C)ng da ¢o
bon k& hoach 16n ma éng di lam “ciing mdt hic”, nhung khi
bdt tay vao bt k¥ k& hoach nio trong s& bdn ké hoach dé

ong déu danh cho né mdt sy chd tam toan dién bat k€ 1a dang
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3 giai doan nio. (Mic d0 nguyén tdc chi-mdt-cong-trinh-cho
dé€n-ldc-hoin-tit 12 nguyén tic nghiém nhit cdn phai cé thi
mdt s6 ngudi lai hay thay ddi va long vong trong nhiéu k&
hoach da khién ho that bai).

Tém lai, dé khic phuc hoi chitng “lam qud nhiéu viéc

5 ”

cung mot IGc” thi ban hiy v tién hda cOng viéc bing cich
dé ra nhitng muc tiéu ro rang, cu thé cho mdi ngay va mbi
gid (hodc giai doan) cda ngiy roi hoin tdt mdi muc tiéu hay
cOng viéc trude khi bit tay vao viéc k€ ti€p. Ban hiy quyét
dinh nhitng c¢6ng viéc nio cin sy chi tim ddc lap va nhifng
viéc ndo ban c6 thé ddng lam mét lic. Ban ¢6 thé nghe radio
trong khi 14i xe nhung ban diu c6 thé doc bdo duge. Ban c6
thé doc bdo hoic xem truyén hinh trong khi dang dap xe dap
tai chd d€ tp thé duc nhung c6 1& ban khong thé doc mdt ban
bdo cdo k¥ thuit phifc tap ldc dang tip thé duc.

Bdt Lyc D& Néi “Khéng”

Sau hdi chiing “lam qua nhiéu viéc ciing mdt lic” thuting 1a
nhitng ngudi bit luc dé néi “Khéng”. “Chip nhan” khi ding ra
ban phdi “tif chdi” phat sinh 6t [dng mong mudn rat tré con la 1am
hai Idng moi ngudi va chinh 14 su thét bai trong vi€c ¢6 thé xic
dinh mdt cach diy dd nhiing gi quan trong dd1 vdi ban. Thit khé
dé n6i “Khéng”. Ban ¢6 thé s¢ mdt ¢d hdi s& mat di vinh vién

hodc s¢ ring néi “khong” s& 1am dau 1ong ngudi khic mii mii.
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Gidi phap 1 - Gidn di héa cdc myc tiéu ciia ban
No6i “khOng” mét cdch nhe nhang 13 mét qué trinh hai
budc. Ban quyét dinh nhitng gi ban can va nhitng gi ban bi
han ch€ va rdi néi “khéng” véi bat ki didu gl chen vao.
Ban néi “khong” bdi vi nhitng gi dang ddi hdi tit ban
khong dem lai cOng dung t5i Uu cla thdi gian ngay lic nay. |

Giai phép 2 - Hiy tip néi “khéng” mét cich tét bung, diu
dang va diit khoat

Khéng phai viéc ban néi “khéng” thudng khi€n ngudi
khdc xa ldnh ban nhung chinh 12 cdeh ban dién dat suy nghi
ctia minh. Hiy ndi ra sy thit nhung theo mdt cdch khon khéo
chit khong tan nhin, hdy bay t& 1dng biét on vé nhitng gi
ngudi khdc d& nghi va néu thich ddng hiy ggi ¥ v& mot thai
diém dé gip lai nhau hodc goi lai cho ban khi ban ¢6 thé néi

“dugc”, hay it nhat Ia xét lai 13 néi “khong” cia ban.

Giai phap 3 - Hiy vitng long khi néi “khéng”

Ban lam gi dugc khi ngay cd néi “khdng” ciling khéng
duge? T ngit nay dudng nhut khdng bao gid ¢6 thé ra khai
mi€ng ban (cho di sau khi didt cudc dién thoai hoic sau dé
ban lai u8c gi ban di 1am dugc).

Hay viét tif nay bing chif thit to k€ bén dién thoai hay may

vi tinh cfia ban, hodc 14 trén ban vi€t ndi ban trd 13i vin thu.
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Pifng ¢6 y&u long rdi n6i “c6 thé” trong khi mét tr “khdng” &
nhi va dift khodt 12 diéu cin thiét.

Gii phap 4 — Hay nhan thic ré rét riing 105 néi “khong” trude
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mdt yéu cau khong phai 1a cy tuyét ngudi dua ra yéu ciu
Khi ban néi “Khong, khong bao gid” ban ¢ thé bic bd
i1 yéu cAu ma khéng xua dudi ngudi doi héi diéu d6. Thudng
thi mét ngudi gip kho khin dé€ néi “khéng” hay bién thinh
thit dich cda ngudi dua ra yéu ciu. (Pay la mot bién dang clia

hdi chitng “sit gia dem lai tin x4u phdi linh da ™)

Gidi phdp 5 - Hay gidi quyét vin dé theo cich “Khéng,
khong phdi nhu thé nay nhung ....”

Néu duge thi bi€n mot tr “khdng ” kho khan thanh “Khodng,
khong phai nhu thé nay, phung” ¢6 thé 12 mdt bi quyét tiét
kiém thoi gian 16t bdi vi cdch nay gidp ban bién bat et tinh
hudng “khdng™ ndo thanh c¢o hdi. Thi du nhu sau cudc phdng
vin viéc lam, ban quyét dinh diy khong phdi 13 vi tri thich
hgp cho ban. Cdch ban gidi quyét van dé theo cach “Khong,
khdéng phdi nhit thé nay, nhtrn.g » ¢6 thé tao ra su khic biét
gitta mOt ddu chim hét gilta ban vd phéng van vién vdi khad
ning ¢6 c¢d hoi trong twdng lai. C6 thé dé 13 ban mudn gy 4n
ttgng trong long phéng vin vién d€ rdi ngudi d6 s& ¢o lic
nao dé ¢dn nhic mot viée 1am thich hdp cho ban. Hodc ¢6 thé

dé 13 ban mudn tao duge mot bao cdo thit thuidn 1gi vé minh
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gl dén t8 chic gidi thiéu viéc 1am d€ ho nd Iyc hon khi
gidp ban.

Ban ¢6 thé dp dung cdch “Khdng, khong phii nhu thé nay,
nhung” trong vd s6 tinh hudng. Ban dang dudc xem xét dé
giao cho vi tri gidng day, th€ nhung d6 lai 13 mot 1dp kéo dai
cd tudn 12 diu ban khong 1im dugc vi ban cdn vudng nhidu
trdch nhi€ém khic. Ban hdy gidi quyét ¥ “khong” bing hinh
thitc khén khéo dén d nim sau ban s& nhin dugc ci dién
thoai “Xin chao, ti goi lai anh/chi nita ddy” va rdi ban dudc
mdi day nhiéu I6p mot ngay.

Xit ly mot cich sdng tao cdch “Khong, khéng phdi nhu
th€ nay, nhung” s& gidp ban bién nhitng cd may chua vira y
1dm thanh nhitng cd hdi khdc — ngay lic dé hodc trong tudng
lai. Quan trong nhft 1a cdch nay giip ban vudt qua su bat luc
dé néi “khdng” (vn 13 diéu ¢6 thé Iam ban rdi vao hdi chidng

oo

“lam qua nhiéu viéc ciing mot lic™).

Su Chén Chit

Chin chit ¢6 nghia 13 hoin lai cho dén ngay mai bat ky
viéc gi diing ra ban phdi gidi quy€t ngay hdm nay. Thé nhung
chinh bdn than sy tri hofin d6 ¢6 thé gy ra nhiéu hiu qui, néu
nhuf ban tri hoin dang ky chuyén bay qu4 14u thi ban c6 thé
budc phdi bay chuyén 6 gids sdng bdi vi vé di bin hét rdi hoiic

1 cdn t€ hon nita ban phéi di xe lita hodc tif 14i xe di (néu nhu
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ban cdn may min). N&u ban tré han dang k¢ cho cude hdi nghi
thi 1& phi ¢6 thé cao han nhiéu hoic s6 lutgng diang ky 43 dd va
di khéa s6 thé 1a rach viéc va ban khong thé nio tham du
dugc. N&u nhut ban chin chit qud 1au trude khi bt tay vio mot
k& hoach d&€n d6 ban khdng con d1 thdji gian d€ hoan thinh né
thi chinh ban d3 chuéc 14y mdt cd hdi x4u hon dé€ thanh cdng.

Sau day 12 nhiéu gidi phdp gidp ban khic phyc su chin chir:

Giai phap 1 — Hay bién diéu gi ban tri heén lai thanh chinh
viéc diu tién ban lam trong ngay

Hiy tu budc minh lam cho xong viéc ma ban phai lam
ddu tién vao budi sdng ngay khi ban thifc day hay viéc diu
tién & s3 1am, trude khi bit tay vao bit ky diéu gi khdc. Néu
can thi€t thi “hodn moi cude dién thoai” cho d€n khi nio ban

1Am xong cong viéc hodc k& hoach dé.

Giai phdap 2 — Hay Thi Nghi D&n Nhitng Lgi ich Ma Céng
Viéc Pem Lai

Phai x4c dinh ring nhitng gi ¢dng viéc dem lai chinh la
didu ma ban thuc 1ong wa thich tir d6 ban s& c6 dong luc dé

A ~t LY A ~ = -
deo dudi dén cling nhi€m vy can thiét.

Gidi phap 3 — Hay Thit Chin Chit Mt Cach Sang Tao
Mot gidi phdp khdc cho sit chin chit 1a chdn chir mdr

cdch sdng rao. Goi 1a sdng tao bdi vi nd giip ban dat dudc
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toan bd muc tiéu bing cdch sip xé&p lai thit of cdc wu tién
(hodc budc thyc hién) ngdn han d€ tranh “rao can” kho kiét
sinh Iwtc. Miéc dii ban tam thdi né tranh m&t ¢dng viéc khong
thich bing mdt cong viéc ma ban thich, ban phdi ép minh
chon mét viéc wa thich lién quan dén toan bd muc tiéu. Thi
du nht ban phai vi€t mdt ban bao cdo va rdi ban rdi vao tinh
trang mudn hodn né lai va bi 161 tudt vio nhitng su phan tim
hoic nhitng viéc kém quan trong khdc nhu tdn déc v&i dbng
nghiép hay luét internet. (Thit 13 khdéng may, mot s& “viéc”
khac, nhy bit didu soan mo6t bdn bdo cdo khdc, cé thé phat
sinh ra nhi€u c6ng viéc va sinh hoat lién quan khi€n ban lai
bi it vao nhifng cong viéc ma rdi ban lai ¢6 thé thém vao dé
chdn chir chira mudn hoan tat).

Thay vi chdn chit biing cdch goi dién thoai cho ngudsi ban
— va rdi cha thye sy vui sudng gi khi néi chuyén bdi vi ban
cim thay 4n hin dang tri hodn cdng viéc - ban hiy hoan tit
nhitng cdng viéc lién quan d&n k€ hoach wu tién hing diu
cia ban. Gid du ban bdo cdo cla ban phdi ¢6 mdt thy muc.
Thay vi goi dién thoai cho ngudi ban khi ban bi khung lai lic
dang vi€t, ban hiy bit tay vio soan thu muc cho bin bdo cdo.
Mot thi du khdc, ban ¢6 vin thu phdi gidi quyét va ban
hoiin lai biing cach t6i thi€u 1a ghi dia chi cho cdc phong bi
hoic thu thap thdng tin can thi€t d€ viét thu chi difng chuyén

- ~ . . 2 R b
sang mot cdng viéc chang ¢6 lién quan gi ca.
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" Chin_chir mdt.cich sing tao khién ban khdng theo ding
hudng Iy twdng 12 1am viéc theo trinh tu, xong viéc nay dén
viéc khdc, cho d€n lic hoan thanh nhung cé th€ ban sé xong
viéc bing cung lwdng thdi gian hodc it hon. Phuong phdp nay
ddi hoi sy linh hoat trong cich ban bit tay vao cdc cong viée
(va ¢ thé khong hitu hiéu cho moi tinh huéng) nhung déi vdi
nhitng k& hoach gém nhiéu budc thuc hién né cé thé giip ban
chinh phuc dugc khuynh hudng tri hodn tudng chirng khéng

thé€ vugt qua néi.

Gidi phip 4 - Hay Quyét Pinh Thoi Gian Cda Sv Tri Hoan
Ciing nhl.l’.tﬁ'[ ca gidi phdp khdc ban phai thit thin trong
vi “cho phép” bdn thin tri hodn chi khdng vinh vién loai bd
mot cong viéc ma ban khong thich lam. Pai khi chi mét gid,
mdt ngdy hodc mot tudn sau khi tri hodin cdng viéc ban s& c6
sinh lirc va si dong vién cin thi€t dé€ diy manh cong viéc dé.
(Ngoai ra bi€t diu ban ciing c¢6 thé nhin dugc mot ddng hre
bén ngodi xdy ra thiic ddy ban hodn thinh nhu “Miy s&p sdp
d€n trong hai ngay t6i” 12 diéu cé thé tao hitng cho ban hoan
thanh kh&i lugng ma ban di tinh hodn lai d&€n hai thing).
Chan chir ¢6 thé duge gin lién vdi su cdu toan vé diéu ma
ban mudn hodc cin dé hoin thanh cdng viéc bing cich thic
phit hop theo mdt tiéu chuidn hoan hio xa thuc t&. Ty cho phép

minh “1& phe” hoic danh cho minh mdt khodng thdi gian tri
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hodn ¢6 ki€m sodt ¢d thé gitip ban gidi quyé&t vin dé phd bién
ndy ma khéng th&y khé chiu trong 1ong hodc chun bude. “Toi
€ got di€n hiy bd viéc dang ky sau khi doc xong bai bdo nay”
hitu hi€u hon 1a hodn lai ¢d dién thoai, ty nhiic nhd minh phii
1am diéu do t6n nhiéu thi gi¢s hon 12 goi dién thoai.

Ban hudng dugc nhitng 1gi ich n€u chinh phyc duge su
chin chif cing nhw phdi trd gid dit nhit n&u khong khic phuc
duge. Tuy nhién trong mot s6 trudng hdp sy tri hodn lai cin
thi€t hodc ¢ 101 — thi du nhu lip k& hoach trudc khi lam viéc
gl, hoan thinh muc tiéu quan trong nha't trudc nhitng muc tiéu
kém quan trong hon k€ ti€p. Bi quyét nim & chd bi&t dudc sy
khdc biét gilta hai loai chan chir hitu ich va tai hai.

Gidi phdp 5 - Pitng P€ Cho Su Liing Tting Lam Trim Trong
Thém Sy Chan Chit Ctia Ban

Piéu & hai nhat ma sy chin chit c6 thé gay ra la bd hin
mot myc ti€u hodc cong viée quan trong vi cdm thay qud ling
ting, ndn long hoic cin rit d€ cudi cling ciing phii gidi quyét
(hoZc hodn thanh) mét viée di bi né tranh 1au dai. Thudng thi

“tré con hon khong” ludn la cdu chdm ngdn nén dp dung.

Cong Tdac Vin Thu

Bt k¥ ai lam vi¢c lién quan dén thong tin, bt ké trong

van phong hay & bénh vién, déu phdi gidi quy&t vin thu. Thy
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tl, cdc ban ghi nhé, miu don, bdo cdo, bdn ddnh gid, thong
bdo hoi hop... ¢ mot danh sich dai ngoding.

Céng tac van thif s& dugc ban dén nhi€u hon trong Chuong
6, Céi Thi¢n Thi Gio Ciia Ban O 5S¢ Lam. M6t nguyén nhin
khic khi&n cong tic vin thy trd nén ngap diu va 16n x6n la
khong ¢6 hé thdng d& xit 1y mbi loai vin thw d€n, tir thu tif
dén tap chi hoic bdn ghi nhd hay thong bdo hop, mot céch
thich hgp. '

Giai phdp 1 - Hiay Ditt Kho4t Khi Ban Xif Ly Viin thu Tai
Vian Phong

Hay wu tién viéc xif Iy mi loai vin thu giao dén ban lam
viéc clia ban cho d&n khi cong téc vin thif clia ban dudc sdp
x€p diu vao d6. Hiy quing bd, Iuu trit, tdi ché, chuyén ti€p
hoic sao chup mdi van th vio mét tap tin cdi d€ moi thi déu
theo trat t. Néu duge hdy trdnh sy cdm dd, hoic thoéi quen,
x&p chdng nhifng ndi vin thu (khi€n 1am khudt di nhitng vin
thit thyc syt quan trong ciing nhu khi€n mat hang gid dé luc loi
mot khi bi chat déng 1én).

Giai phdp 2 - Hiy Trich Thdi Gian Thudng Xuyén D& Phin
Loai Vin Thue Cua Ban

Bat k€ 13 mot 14n mdt ngdy, mdt tuin hay ngay ca mdt

thdng ban hiy trich riéng khodng thdi gian d€ phén loai vin
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thu. Hay coi “vdn thu” nhu mét phdn cla coéng tic hay trich
nhiém c4 nhin chi khéng phdi 1d mot syt phién todi ban phai

bing cdch ndo d6 hy vong “dift diém” mot 1dn 12 xong.

Gidi phap 3 - Hiy Chon M§t Hé Thong PE€ X& Ly M3i Va
Moi Van P& Vin the Va Thy Tin Hang Ngay Ca Ban

Hay tr hfa mdi ngay ban s& xt Iy vin tht cla ban, x&p
thet tin va cdc van thu khdc theo hé thdng ma ban da l4p ra
(N&u nhu ban cdn su gitip d3 d€ l4p ra hé th6ng hiy xem
Chuong 6).

Hai Thit Ddang S¢: Di¢n Thoai va Truyén Hinh

Hai thit dy tai ti€ng ¢4 tiém ning ngdn thdi gian nay sé
dugc ban dén nhiéu hon § sau - dién thoai trong Chudng 6 va
truyen hinh trong Chudng 8. K& tiY bdy gis ban hiy bit diu
cdnh tinh vé khéi lugng thdfi gian ma ban tiéu t6n cho mdi
loai d6 va di€u ma ban ding ra di nén lam va cé thé d3 1am
dudgc, cling nhu dang 1am. C4 hai th@ trén déu tiéu bidu cho
nhifng théi quen thudng ngdn nhitng khdi lugng thdi gian '
khdng 16 néu nhu khéng duoe ki€ém sodt. Bin thin ci hai
thi€t bi d6 déu khong phii 1a théi xdu ma chinh ta mdc do
thudng xuyén va thdi lgng sit dung né quy€t dinh nhitng két
qué bat lgi hay hitu ich.
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Giai phap 1 - Hiy Theo D3i Thoi Gian Ban Danh Choe Dién
Thoai Hoidic Truyén Hinh

Hiy bt ddu theo dbi thdi gian ban danh dé€ 1am hai vige
d6 cling nhu cu thé ban xem gi va ndéi chuyén véi ai.

Ban hiy ghi chép lac ban goi dién thoai, di¢u ban dang
[am khi ban nhin cude goi (vi liéu viée d6 cé dnh hudng gi
khong d&n cich ban giao ti€p vdi ngudi goi); thai lugng bao
tau ban thudng kéo dai trén dién thoai va bén nao 1a ngudi
phdi néi trede “Thoi toi phdi cip mdy day.”

Ban ciing hiy theo d&i cdch xem truyén hinh cilia ban,
truGe hét hiy luu ¥ 12 ban xem nhifng chuong trinh cu thé nao
hay 12 ludn bat truyén hinh 1&n (Ndm bdt thdi sy di nhién la
quan trong nhung ngay cd viéc xem tin tifc sudt ngay sé 1a
qud dédng va khi€n ban khong thé lam duge nhitng viéc khdc
trude mit va 6 thé 1a mot su phung phi thdi gian).

Gidi phip 2 - Hiy An Pinh Thoi Biém Cu Thé D& Goi Hodc
Nhin Dién Thoai

Thay vi chip nhdn dugc ndi cude goi lién tuc sudt ngay
lam viéc thi ban hdy chon nhitng khodng thdi gian dé€ goi
hodc nhan dién thoai. Trong khodng thdi gian ma ban thich
lam cdc cHng viéc sdng tao hodc tham chi la ban mudn cudc
hop hanh khong bi gidn doan thi ban hay dé cho thu ky sang

loc cdch cude goi dén hodc chap nhan thu thoai hodc may tra
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15i nhan 181 nhin. Trudng hgp ban mudn trdnh dién thoai reo
lién tyc, ban ¢6 thé cho cdc ngudi goi biét lic nao goi lai

thich hdp d€ ban nhin cudc goi hon.

Gidi phip 3 - Hiy Xem Truyén Hinh Mgt Cach Cé Chon Loc
Hiy chon nhifng chuong trinh cu th€ ma ban s& xem chit
khong nén bat truyén hinh 1én sudt ngdy. Xem truyén hinh
qud ddng, n€u cdn trd hoan thanh cong viéc hay viée gidi tri
khdc von cin thiét cho thanh cong va hanh phic cda ban
cling 1a mot théi quen x&du khong kém nghién internet. Hay
ki€m soat cdch ban xem truyén hinh bing cdch quan sit khai
lugng ban xem ciling nhu nhifng chudng trinh nio ban muén
xem (Cach nay ciing gidp ban dé dang lam guong cho con
cdi. Chdng han khuyén khich ching doc sdch bing cdch
bdn thdn ban doc sdch viao budi t8i chi khong phdi xem

truyén hinh qué nhiéu).

Gidi phap 4 - Hay Si Dung Pau Ghi P& Ghi Lai Cdc Chung
Trinh Truyén Hinh Ca Ban

Bing cdch ghi lai cdc chuong trinh ban wa thich nhat
bing dau ghi ban s& kiém sodt chit ché thdi gian ban xem
truyén hinh hon. Khi muén ban ciing ¢6 thé Iudt qua céc
chudng trinh quing cdo do d6 chi t6n ¢6 45 phiit d€ xem xong

mot chuong trinh “dai mot gid”.
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Khong Thé Uu Tién Hoéa Cong Viéc

P& gitp ban khdc phuc sy bit lyc trong viéc wu tién hoa,
ngoai nhitng giai phap bén dudi hiy xem lai nhitng goi ¥ G dau
chuong nay vé nhitng gidi phap khdc phuc hdi ching “Lam
Qu4d Nhiéu Viéc Cing Mt Liic” ciing nhu nhitng 131 khuyén
v& 14p k& hoach va dat muc tiéu trong chuong trudc do.

Giai phap 1 - Hay rd rang vé cdc muc tiéu clia ban
Cé dude nhitng muc ti€u rd rét s€ gidp ban uu tién hoa
cdng viéc (biing cich néi “khéng” véi bat ky diéu gi khong

thudc vu tién s6 1 clia ban).

Giai phdp 2 - Hay dirng vdi néi “duge”

N&u t5i thi€u ban khong voi khi quyét dinh 1am di€u gi
thi ban s& c¢6 moOt ¢d hdi t6t hon dé tif nhic nhd minh vé wu
tién thyc sy ctia ban va néi “khdng” vdi bat ky di€u gi lam
ban phan tam.

Hay thoai mai ndi nhiing 13i nay: “Toi s& ban 1E_li v3i anh/chi

vé.vin dé nay sau”.

Thoi Gian Di Lai

Bat k& ban mit di hai giy mdi ngay dé di vé hoic ban
lam viéc xa nha nhung mdi thang phdi mat bon gid trén mdy

bay hay mdi ngay mot gid dé ldi xe dén nhitng ndi gip g8
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lién quan dén viéc 1am thi vin c6 mot khéi lugng thdi gian
1dn bi tiéu tdr vao viéce di lam hogc di chuyén cong tic.

Céch sit dung thdi gian vao viéc di 1am hodc cong tic that
1a da dang. Mét s6 ngudii doc 1wt cdc tap chi, s§ khac doc ké
bdo ngay, mdt s0 tdn giu v6i nhém ngudi thudng ddng hanh,
mdt s6 ngd ngon 1anh va mét s6 ngdi nhin bang qud, md méng
hay 1ap k€ hoach cho céc hoat déng trong ngay cida ho.

Biu la mot vai cach gitip ban tin dung t6i da thdi gian di

-
chuyén?

Gidi phdp 1 - Hiy c6 k& hoach cho thdi gian di lam hoic
di chuyén

D€ st dung mot cdch sdng tao thdi gian di 1am hoic di
chuy€n thi tritdc ti€n ban phii ¢6 mét k& hoach. Pirng ¢6 di
chuy€n mot cdch khdéng muc dich ngay nay qua ngay khdc,
chuy€n cbng tic nay sang chuyén cong tic khic. Dya vao
phuong tién ban di chuyén va thdi gian tiéu tn ban hay
quy€t dinh cdch ban sit dung thi gian di chuyén d€ fam cong
vigc clia ban, d€ gidi tri hodc d€ vita lam viéc vita gidi tri.
Gidi phdp 2 - Hay chon nhitng viéc lién quan d&n cong tac
khi ban dang di 1am hodc di cong tic

Né€u nhu ban di lam mot minh bing xe hi riéng thi ¢é

nhitng cdch li€n quan dén cdng viéc khéng anh htdng gi dén
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sUf an todn ma ban nén cin nhic nhu nghe bing ghi lai nhitng
gi vé cdng viéc hoidc 1a sach nghe dudgc ban hodc cho thué,
mugn G cdc hiéu sdch, thir vién hay nhitng cfa hang chuyén
bdn sich nghe. Ban ciing ¢6 thé thu lai 13i ban vio mdy ghi
am, cdc ¥ nghi hodc thu tin dé€ sau d6 chuyén thanh vin bdn.

Ngoai ra ciing c6 rdt nhiéu cdng ty quang cdo hodc gido
duc bin nhitng sach ghi am sdn rat 1a 1y tudng cho nhitng
nguti di 1am xa hodc hay di cdng tdc. (T6i thudng sit dung
thoi gian ldi xe vao viéc nghe “nguyét san nghe™ dugc cung
cap cho cac thanh vién bdi Hiép Hoi Cdc Thuyét Trinh Vién
Quéc Gia, mdt trong nhitng hiép hdi 161 tham gia).

Gidi phap 3 — Pem theo mét may vi tinh xach tay

C6 dudc mdy vi tinh xdch tay cé thé 13 mdt cdch gitp
ban sit dung triét d€ va hitu ich thdi gian di chuyén cia ban.
(Ngay cd néu nhu ban khéng ¢6 mdy vi tinh xdch tay ban
cling vin ¢6 th€ 1am cdng viéc clia minh theo kiéu ci 12
mang theo gidy bit hoiic tap chi sich v3 lién quan dén codng
viéc dé doc).

Gidi phdp 4 — Hay sit dung th¥i gian di chuyé&n biing xe hdi
a€ gidi tri va gidm cing thang

Hay nghe nhac hodc bing dia gidi tri. Tuy nhién, néu
nhir ban ¢6 mdt cude sdng ban ron, ban ¢ th? cam thdy yén

finh lic di chuyén m&t minh 13 mot hinh thifc khédc gidm cing



KHAc PHUC 16 TRO NGAI CHINH TRONG VIEC QUAN LY THOI GIAN

thing. M6t phu nit mdi ngay 14i xe di lam mdt minh phat bién
“To1 thich sy yén tinh.” Ba ta ndi thém: “N6 dem lat cho 161
nhiing gidy phit dé suy nghi” va giai thich ring khodng thdi
gian con lai trong ngdy, ba phdi quay cudng véi moi ngudi va
hoi ha gitta trim cdng ngan viéc,

Mic du di chung xe (LND: nguyén vin ‘car pool’. § xa
16 cdc nude ti€n ti€n ¢d 1an xe riéng cho cdc phuong tién di
chung tif hai, ba nguti trd 1én goi 1 ‘carpool lane’) gidm baét
nbi lo vé an toan nhing ban c¢6 thé bi quiy rdy bdi nhitng
ngudi di chung. Thi dy m&t phu nit di chung trén chiéc buyt
nhd mudn doc sich, trong khi ngudi khic lai mudn néi
chuyén, phdi doi dép lic bi hdi réi 14p tic quay lai doc sdch

dé€ dap tdt cudc trd chuyén déng diingay tit diu.

Giai phap 5 - Tap thé duc

ST dung mét cich hitu ich thdi gian di chuyén bing hinh
thitc di bd di nhién 12 m6t cich tin dung thdi gian dé tap thé
duc. Pi bd dén sd 1am 13 mdt cdch phdi hop tip thé duc v6i
yéu cdu di lai cdn thi€t cia ban. Trudng hgp ban sng trong
vong mudi dim tif s& 1am thi mot cdch khic cé thé thue hién,

néu du an toan, 1a di xe dap dén sd lam.

Giai phdp 6 - Ngu

baéi khi chgp mdt mét chut trén xe h¥a hodc may bay

cling dd dé phuc hdi sinh hrc cho ngay 1am viée (hodc thdi
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gian gidi tri) sau d6 cla ban. Di nhién 13 ban phdi dim b3o
phdi thitc gidc trude khi t8i ndi va gitt 35 dac an toan kin ddo
khdng bi trom cip khi dang ngi.

Giai phap 7 — Giao thiép

D3i v8i moOt $6 ngudi, thdi gian tiéu t6n trong xe hoi, trén
xe Itta, xe buyt hodc mdy bay d€ néi chuyén vdi ban be, ddng
nghiép hodc ngay cd ngudi la ting thém thdi gian giao thiép

trong ngay lam viéc ctta ho.

Giai phap 8 - Poc siach

Ban c6 thé st dung thai gian di lai hodc ¢ong tic d€ doc
tai liéu lién quan dén cdng viéc hodc nhitng gi. ban hiém khi
¢6 dudc thi gig dé doc — thi du nhu ti€u thuyé&t bin chay mdi
nhat, tic phim vin chudng ¢d dién, tap chi vé thii tiéu khién

cda ban, thi ca hodc 12 bai ludn vin m&i nhat clia con ban.

Gidi phap 9 — Md mong

Mo mong chdng nhitng dem lai sy thy gifin ma nhitng gi
ban vita md ming c¢6 thé dem lai cho ban nhitng gidi phép
cho cdc van dé lién quan d€n viéc Iam ma ban dang cd gidi

quyét.

Giai phdp 10 - Suy ngdm

Suy ngim dudc xem la cach gidm lo 4u va cing thing.
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Giai phap 11 - Xem xét lai nhitng muc tiéu dai han va k&
hoach ciia ban d€ hoan thanh chiing
Hay st dung thdi gian di lai hodc di cong tdc d€ suy nghi

hodc vi€t vé& cdc muc tiéu dai han cla ban.

Gidi phdp 12 - Mang theo vin phang phim va gidi quyét
thy tin hodc bit diu viét nhit ky riéng

Cho du trong nhiéu trudng hgp thu dién ti dang thay thé
hinh thitc the tin truyén théng vin c6 nhitng Iic cin dén
nhifng ghi chép, thu tir vi€t tay ki€u cii. Thdi gian di lai hodc
di cOng tac ¢6 thé dem lai cho ban cd hdi d€ viét nhitng thu
hodc ghi chép da6.

Gidi phdp 13 - Hiy chon mét tré ngai cho cich ban quin
Iy thdi gian va )p ké& hoach khic phuc né

Thdi gian di lai hodc di ¢dng tac c6 thé dem lai cho ban
mdt ¢ hdi d€ suy nght vé& trd ngai 16n nhit trong cong téc

quén 1y thoi gian clia ban.

Gidi phédp 14 - Hiy sd dung thdi gian di lai heiic di cdng
tdc d€ lam nhitng viéc 1at vit

Trén dudng d&€n s4 1am hodc v& nha ban ¢6 thé mua sim
lat vat. Thoi gian di lai cdng tdc ¢6 thé danh cho ban thi gid

N e A oy = - by + ~
va ¢d hd1 dé€ mua qua 1€ lac hodc qua sinh nhat.
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Théi Phan Nan

Bao 14u thi ban thdt ra 13i phan nan va rdi ngay sau dé
wdc gl dd khoéng 1am vay? Vin héa cla ching ta Ung hd tinh
than khic ky cAm nin v6i nhitng cdu day nhu “hdy cdn ring
chiu dyng,” va “ditng bao gid phan nan, ditng bao gi¥ phin
bua”. Thé nhung phan nan la mot hanh ddng to nhién va rit
binh thudng. Tinh hdp 1y ctia n6 duge danh gid bing: ban kéu
ca vé cdi gi; ban kéu ca vdi ai va mi¥c do thudng xuyén ma
ban hay phan nan.

Ba tiéu chi 6 ¢6 quan hé hd tuong; néi chung 13 ching
xdc¢ dinh liéu mdt 131 ndi 12 mdt nhdn x€t, mot 131 phan nan
thudng thin trach phin hay 1a mot sy phung phi thdi gian. Thi
du ntr d6i khi phan nan cho nhe 1ong c6 thé gitip ban dot phd
cdc chi€n thudt tri hodn ctia ban. Phin nin c6 thé dem lai cho
ban thong tin, thi du nhu ban phan nan véi mot ddng nghiép vé
cdc 4p lyc thdi han ma ban dang phii chiu dung va cd 4y cho
ban biét riing ddi hdi d6 con ¢d mdt thang nita mdi téi han.

N6i chung, phan nan lién mién phung phi thdi gian co
thé diing vao viéc suy nghi v thuc hién. Nhitng 13i phan nan
c6 thé kéo gin lai ngudi xa la va ban bé than thi€t - hodc ¢
thé xua dudi ho chay ¢é ¢&. Ba Hilda, m6t nhan vién thu vién
68 tudi, néi: “Phan nan ¢é thé 6t d61 vt ngudi phan nan va

té hai d8i vdi nhitng ngudi chung quanh.”
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Phan nan c¢é thé 1a mét cich dé chiém dudc tinh cdm
hodc ki€m sodt trong tinh hudng nao dé. Thi du ahw: “Hém
nay téi dd cay nhu triu. Ket xe hét hai gid, ¢ si¥a chira thi€t
bi hét ndm gi¢s va réi ¢6 lai nghi 1a chi minh ¢6 khé hay sao?”

-Ngudi dan dng thdt ra cdu trén véi v minh di khdng mudn
nghe ¢b ta néi. Nhitng 13i than phién trén ¢6 thé 1a cdch 6ng
ta bién minh cho yéu cdu dng mudn vg minh danh thi gidy d4p

ting nhitng gi dng can dén.

Gidi phap 1 - Hiy gidi quy€t tdn géc sy phan nan

Né&u nhu 181 phan nan cda ban [a vé mdt ngudi ro rét nao
do — va ban khdng thé ti€p tuc lam gi cho d&n khi cdc sir bit
dbng c6 thé gidi quyét — thi sur d8i ddu true dién ¢6 thé 1a
cdch hitu hiéu nhit dé gidi quyé&t van dé. N&u khong lam
dugc nhut viy thi hiay viét mot 14 thu dai — mdt 14 thu ma ban
¢6 thé cé cdch gidi quyét t6t nhd't 1a khong nén gii — c6 thé
“gidi toa dude 1At tin tat” va gidp ban ti€p e ¢dng vide trude
mit. (Viét nhit ky riéng cling c6 thé gitip ban nhu viy, tuy

nhién ban phdi vi€t ngay lic do.)

Giai phdp 2 - Nhin di¢n nhitng hau qua tiém tang trong sy
nghiép do syt phian nan
Phan nan ching nhitng phung phi thiji gian cia ban ma con

tao ra mdt hinh anh rat i & vé ban - mic dit ngudi ta s& dén
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nhan suy nghi clia ban nhung ho s& ghi trong diu ring ban khong
dang tin ciy vi khéng c6 “tw duy vitng vang”. Ban s& né€m mui bi

coi nhu loai ngudi ‘ric rdi” - di€u do thuc 1a kho nudt woi.

Giai phap 3 — Hiy dit sy viéc ngoai dinh kién

Hiy ling nghe thém vé nhitng gi ngudi khic néi va rdi cé
thé 1a ban s& nhin thiy ring sy phan nin ciia ban qua 12 vun
vit. Hiy doc nhiing loai sich gidp ban phan khdi, nhy cun Khi
Piéu Xdu Xay Ra Cho Nguoi Té6t (When Bad Things Happen to
Good People) ctia Harold S.Kushner hoic Cudc Tim Kiém Y
Nghia Cia Con Ngui (Man’S Search for Meaning) clia Viktor
E Frankl va suy nghi v& nhitng cich gidi quyé&t thay vi phan nan
ma ban c6 thé 4p dung dé vigt qua nhitng & ché cia ddi song.
Thi du nhu mdt thanh nién ba muoi tudi ddc than hién minh cho
cong tic W nguyén phuc vu nhifng bénh nhin ung thu giai doan
cudi thay vi phan nan vé tinh trang ¢d don ca minh. Hiy néu
cao nhitng khia canh dep clia ddi sdng va thyc € hon véi nhifng
k¥ vong ¢a minh tir 36 ban s€ it phan nan hon. Mot ngudi bi
chitng phan nan kinh nién tam sy: “Ngay ca khi tdi dat duge cao

hon cdc muc tiéu dit ra tdi vin khong thiy thda min.”
Gidi phiap 4 - Hay tim ra nhitng diéu khdc d€ néi

Hiy ty chit vin minh: Liéu c6é phai tdi phan nan vi toi

khong ¢6 gi khic d€ néi hay khong? Né&u nhy ban trd 13i “phai”
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thi hdy doc phdn ban ludn vé néi chuyén thu déng trong

sach nay.

Giai phdp 5 — Hiy tim ra nhitng cdich khic d& dugc nguvi
khic dé §

C6 phdi ban phan nan d€ dugc ngudi khic dé€ ¢ khong?
N€&u viy thi ban hiy tim nhitng cdch giy chd ¥ hitu hiéu hdn,
nhu 1am giau ki€n thic trong mét linh vire nao d6 d€ ban cé
thé néi nhiéu hon hoic lam dep hon ngoai hinh cda minh.
Hiy lp k€ hoach va ¢4 nhitng hianh déng c6 thé sta ddi
nhiing phan nan cu thé hién dang xim chi€m ban. Hiy ghi
dm nhifng 181 phan nan cia ban v3 budc chinh minh nghe lai
cudn bing dé nhu thé ban 13 mdt ngudi ddng nghiép, mot
ngudi ban hay vg hOé_'l.C chdng s& phdi nghe ban. N€u khong
lam dydc tat cd nhitng di€u trén thi hay phan nan véi tai x&
tic xi, ngudi pha rwgu hay bdc si tri liéu vi ling nghe phan
nan l1a mot phin cdng viée cla ho.

Cdc L§ Do Dé Pé Léi

Mot c8 dé dé 18i cho hoan canh, khi c6 thyc, do mot s¢
ki€n hoan toan bat ngd x4y ra khi€n ban nhat thi€t phai thay
dSi k& hoach, chic chin 12 mdt phdn trong di ban. Thi du
nhy ddng ra ban da dé€n sd lam ding gid nhung di gip sy cd

xe hdi va phdi dem xe dén tiém sira xe trén dudng di lam.
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Nhung khi cdc ¢d d6 trd nén kinh nién va la mot cdch dé
dang @€ che diy viéc lip ké hoach nghéo nin, sy chin chir
cta ban hoidc su bat Iuc dé vu tién héa ¢dng viée thi ban phai
xét lai 18 16i clia cdc 1y do va nhitng hdu gqua. Do vdy ban

phdi ngung dira ra cdc 1y do d€ dd 15i.

Giai phdp 1 — Theo ddi cdc cd ban dua ra va ghi ra gidy

C6 thé ban khdng y thite dude ban thudng xuyén dung cd
nay ¢d no d€ tri hoin cong viéc ding ra ban phdi lam nhu thé
nio. Bing cdch vi€t xudng nhitng c¢d ban dua ra, ban sé& thiy
r5 hon théi x&u ndy ciing nh ¢6 chitng o chinh xdc vé nhifng
¢4 ban dang st dung. Cach ndy c6 thé gitip ban thdy duac 1€
161 phitng ¢d d6 va chi cho ban thdy ciach d€ ngung st dung
cdc cd von la mot 18 151 pha hoai ban va khi&n ban khong thé
quén 1y thdi gian mot cdch hiéu qud hon (v mit di nhiing

thanh ¢6ng 18n lao hon).

Giai phap 2 -~ Hiy ¢4 hinh dung ra nhifng gi 4n nip ding
sau cdc ly do

Hiy nhin thing vao nhitng ¢6 ban dd vi€lra gidy. Liéu
¢6 18 181 nao chung cho nhifng 1y do cda ban khong? CS phéi
ban ludn ludn d8 18i cho ngudi khdc vé nhitng bit cdp cla
ban? C6 phdi ban ludn 1udn sit dung nhitng gi ma ban khong

thé ki€m sodt, nhu thdi ti€t, d€ bién minh cho hanh déng
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cda minh (hanh déng cda ban chinh 13 didu ma ban ¢6 thé

kiém so4t)?

Trong chuwong 4 chiing ta s& ban v& nhitng trd ngai tinh
cdm ngén cin cdng tic quan 1y thdi gian nhu ndi sg hai that

bai va ndi sg hdi thinh cong.



Chuong 4

NHONG TRG NGAI TINH CAM
CUA QUAN LY THOI GIAN

Thdi gian trdi qua khong bao gid trd lai.
—VIRGIL, Georgics IIJ

Hiy xem xét nhifng trd ngai tinh cdm ngédn can cbdng tac
quan 1y thdi gian duge ban dén trong chudng nay. Viéc nay
s& gitip ban nhin ra va khdc phuc mdi mot trd ngai ma nd cé

thé s& ngin ban quin 1y thdi gian hiéu qua va sang tao.

Tinh thdn Cau Toan

Nhiing ngudi theo tinh thin ciu toan khdng bao gid thiy
thda man va, d6i khi mét cach vo ¥ thie, ty day doa v&1
nhitng céng tac giao phé vugt cd mifc doi hdi dén nd lyc cao

nhit va o 1am lai mdi nhiéu viéc dén 4§ vugt qua ca han



NHONG TRO NGAI TINH CAM CUA QUAN LY THOT GIAN

chot (n€u nhu ho di 1am xong dudc nhitng viéc d6). Tinh thin
ciu toan 1a mot théi quen khé sira ddi bdi vi né ddng nghia
vai xét lai todn bd cdch mdt ngudi ddnh gid ké khdc, sy vat
va sif viéc.

Tat ¢4 ching ta déu can nhig 1y wdng d€ mong ciu,
th€ nhung mot khi 1§ tudng trd thAnh mot muc tiéu hang ngay
phi thyc t€ va bat kha thi thi khé tranh khdi sy that vong va
vi€c quin Iy thdi gian i t&. C8 gdng A€ lam g1 khi t4t c& moi
nd lyc clia ban s& khong bao gid thda min ban hoic bt ky ai
khdc? D6 1a cdch suy nghi clia ngudi ciu toan.

Ngudi clu todn khéng bao gids hoan chinh dudc mot bai
bdo cdo hodc thudng wré han lién mién bdi vi ludn ludn c6
suy nghi “chi thém chit” tham khdo nita cdn phai doc. Mot
sdn phim thudng xuyén bi sita d8i, xa 13 van dim nhitng gi
can thi€t thudng khi€n cho d6i thii canh tranh ¢6 cg hoi tung
+ sdn phdm ciia ho ra trwéc va hudng h&t moi thu ht va 1di 16c
ding ra phdi thudc vé ngudi ciu toan.

& mic d§ c& nhan, doi khi nhifng ngudi qué can lai thyc
s 14 nhifng k& cdu toan vé ngoai hinh ciia ho. Khi bi qui ¢in
c6 th€ ho thudng md mong v& mdt bé ngodi hoan hdo néu ho
nhu sut cdn dudc. Di khi nhitng ngudi tim ki€m ¥ trung nhén
“hoan hdo” khéng tim duge ¥ trung nhin nao ca.

Tinh than cau toan che dau ndi sg hii that bai va sd hii

thanh céng. D6 12 mdt con ngudi qua sg sét that bai dén a6
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l4p ra nhitng tiéu chudn khong thich hdp cho nhiém vy - thi
du danh sudt bon ngay d€ viét mot 1a thw chi dai c6 mot
doan, viét xong rdi lai viét lai nita vugt cd nhitng tiéu chudn
hoan hio thuc t€. Hofic gid chinh 12 ban (mét cdch vo ¥ thic)
qué sg sét thanh cdng d€n do w thuy€t phuc 12 14 thu cia ban
vdn chua &4 hay do d6 ban s& khong bao gid giti né di hodc
gia glti rdi nhung trong 1dng vAn 4m e 14 thu d6 ¢6 thé - hode
phai - dugc vi€'t hay hon.

K& ciu toan c6 mdt hinh dnh ban than thdp kém dudc che
day diing sau bic binh phong “T6i bi€t cdi gi la ding”. Tinh
thin ciu toan 12 mot dic diém cia cé tinh gdy c¢dn trd cho viéc
sit dung hiéu qui thdi gian ctia ban. N6 giy ra tinh trang thdi
gian bi quan 1§ tbi t& do d6 ban hiy hudng tdi mic 4o wu viét
chd khong phai 1a sy hoan hio khong thé nao dat dén.

Giai phdap 1 - Hidy nhén dién ra chinh ban la mét ké

cAu toan

Phudng thudc ddu tién cho tinh thin cdu toan 1a ¥ thic
duge trude tién ngay cd chinh ban ciing bi chifng bénh nay.
Mot khi ¥ thitc dwde ban 12 mdt ké cdu todn thi ban c6 th€ bit
ddu phat hién duge lic nao ban dang ty ha guc minh do ddtra
nhitng muc tiéu qua xa vdi phi thyc t€ va bat khd thi. Liéu
ban ¢é phai 12 ngudi cdu toan khong? Ban c6 thé khong phéi

1 ngudi ciu toan vé moi mat nhung chi doi véi s viéc ma
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thoi. Ban c6 thé 1a loai ngudi k¥ vong sy hodn hio & ngudi
khdc vi ludn luén sim soi va wdc gi ho 4n mac, ndi ning,

hanh ddng hay s6ng mot cdch khdc (“mét cach hoin hdo™).

Gidi phdp 2 - Hay chdp nhén ring khéng ai, k€ ca ban la
hoan hdo va phdi hoc cdch ung dung trudc sy khen nggi

Hay 6m chim 14y va chdp nhan con ngudi thyc cita ban
v6i moi that bat va khuyét diém. Hiy lap ra nhitng viéc phai
l1am thire t& hon cho ban, cho ké khédc va cho hoin cinh. (Tuy
nhién, sy thay d6i vé thai do nﬁy.khéng dugc bi€n thainh mot
cdch d€ bién minh cho tinh 16ng bdng hay hanh vi khéng thé
chip nhin dugc).

Néu tinh thin cdu toan ciia ban 13 mét cdch gidp ban
ngdn ngwa long ty min vé ban than hay vé didu ban lam thi

ban hdy hoc cdch ung dung khi dudc khen nggi.

Gidi phap 3 - Hiy hoc cich theo dudi sy wu viét kha thi chi
khong phii nhitng tiéu chufin ciu toian vugt qua tim tay

Biéu ban phdi lam, n€u nht ban ¢6 tinh ciu toin trong
mdt hodc vai khia canh, 14 ning tinh thin cidu toin cia ban
cao lén nhung phdi theo mot cdch ki€m sodt duge va theo
nhitng ti€u chudn ma ban c¢6 thé dar dugc. Bing cdch c¢6
nhitng ky vong thyc t€ hon, tinh thin ciu toin ¢6 thé thiang
hoa thanh nhitng tiéu chuin kha thi.
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Gidi phdp s& 4 - Giao phé quyén han

Mot gidi phap khic ¢6 th€ dp dung cho ngudi cau toan la
giao phé quyén han cho ngudsi khac. Khi chidp nhan ring mot ai
d6 ¢6 thé 1am mdt s8 cdng viéce cho ban, ¢6 thé khong ding hoan
toan theo cich ban 1am nhung dat y&u ciu ciia cdng viéc d6 - ban
s& gidi phong dudc mot khoi lugng thai gian va sinh lvc quy biu
dé theo dudi nhitng cOng viéc khic. Thoi gian ban d& xén duge
nhd ¢6 mdt phu t4 nghién citu gidp ban tim ki€m va dat mua sach
tu liu mdi nhit vé mot dé tai hodic ¢6 mot sinh vién thyre tip hay
thu ky sang loc gitip ban c4c cude goi dién thoai ¢6 thé gitp ban
¢&ng hién nhidu thi gi hon cho nhitng cdng vi€c wu tién cling
nhy dem lai cho ban nhiéu thi gits d€ gidi uri hon. Bing cdch hoan
nghénh st gitp d5 cla ngudi khdc — va nhén thic dwde ring ho
¢6 thé gip ban hoan tit mdt s0 cong viée va ho cd thé thuc hién
nhitng cong viéc d6 mdt cach ding mifc - s& gidp ban vugt qua
dugc tinh than ciu toan cd thé da khi€n ban c6 suy nghi 1a chi
mdi minh ban mdi c6 thé lam cdng viéc cha ban.

Bit ddu chdp nhan cic wu diém va khuyét diém cla
nhitng ngudi khic 13 bude diu tién dé c6 mot gidi phip nhe
nhing hdn cho bdn thin ban va cho cdng viéc cda ban.

Bing cdch giao phé quyén han cho ngudi khic ban s€
hoc duge cdch d€ trd nén linh déng hon (va b6t cau toan hon)
khi chdp nhan dude ring c6 hon hai cdch (céch ban lam va

cdch 1am khong ding) d€ 1am mot viéc ndo dé.
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Gidi phdp 5 - Hiy nhin chin dudc nhitng hiu qui cua
tinh thin cdu toan

Thém mét gidi phap nifa cho tinh than ciu toan la hiy
nhdn thdc nhitng Igi 16¢ ban phai mit di do tinh thin ciu toan
clia ban. Thi vi 12 ¢6 thé ban hodc ngudi nao dé ban quen biét
chi 12 mdt ngudi cau toan trong mét vai linh vic ma thdi. Cha
me ¢ thé ¢6 4p dung nhitng ti€u chuin xa thic t&€ cho con céi
khi€n ching khong thé nao lam vira 1ong ho (hay théa mén
chinh chiing). Ban d& vudt mat co hdi hidng duge nhitng gl ma
ban hodc nhifng ngudhi khic dang thinh tyu ciing nhu ddnh mit

thurc t€ khi chi trong qué nhiéu vio nhitng 4o tudng ciu toan.

Néi S¢ Hai Thit Bai

Néu khong lam thi khong thé nao that bai — d6 Ia cich suy
nghi cfia ké 6 ndi sg hii that bai. The nhung khi im mét viée qué
1€ dudi mitc kha ning clia minh, hoac khong bao gi% hoan thanh
duge mdt k€ hoach x4c dinh gi tr cla ban thi ¢6 thé Ia ban ty
chudc 14y sy that bai ma ban dang s¢ vi ban d3 khdng bé hét thm
sitc bit k€ cho mot ké hoach, mdt mdi quan hé hay mot viec lam.

Sau diy 1a mot s& gdi ¢ gitip ban vugt qua ndi sg hai thit bai.

Gidi phidp 1 - Hay c6 di trinh d¢ dao tao va kinh nghiém
Niém t tin, y&u (8 1am gidm bdt ndi s¢ tha't bai, ¢6 dudgc
nhd ning lyc va sy thanh tyu cia ban. Nbi s¢ hii that bai c¢6
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thé bi suy y&u di hoic loai bd hoan toan nhd l1am tat ¢ nhiing

gi ban lam dugc d€ dam bio cho thanh céng cda minh.

Gidi phap 2 - Thay d4i thai d6 vé sy that bai

Mot cdach khic d€ chinh phuc ndi so hii that bai 12 dinh
gid lail cach ban nhin né. Vip phdi sai 1dm (thdt bai) mang
mot nghia rdng ¢6 tinh cich tiéu cyc trong van hda cla ching
ta. That vy, ching ta hoan hé cdc thanh tyu va ling quén
nhitng quan hé hodc k& hoach bi truc tric. Néu khdng ¢6
nhitng “thit bai” d6 (ding hon nén goi 12 nhitng “nd luc” dé)
thi s& khé ma ¢é thanh ¢dng nao. Susan, mot nit dién vién 34
tudi di 1am bdi ban nhiéu hon 13 duge phdn vai trong kich

néi, dd mo ta ndi sg thi't bai khi 1am dién vién cla cb:

T6i phan van liéu nhitng lic t8i cho ring 6i di dién hay
hodc t6i c6 ning khi€n cé ding s thit chiit ndo khéng? Biéu
d6 khi€n 161 nghi riing 61 phdi thay d6i todn bo cudc ddi ciia
161, thay d&i su nghiép cla t6i, t6i phdi chon mot cude doi
hoan toan mdi, va diéu dé thit ddng kinh sg.

M6t khi Susan, va nhitng ai sg that bai, phan tich tinh cdnh
ma ho sd thi ho ¢é thé md ra cho minh nhitng chon Iwa (va cd
hoi) @€ thanh cdng. Pay cling chinh 13 cdch ma Peter F.Drucker,
mdt nha «f vin vé quin 1y, nhan xét v& thit bai. Trong cutn

Thuc hanh Quan Ly (Thc Practice of Management), dng néu ra:
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Néu khong vAp phai sai lim, khong ai hoc hdi dude gi ed. Con
ngudi cang vap phai sai 1dm nhiéu hon thi cang tré thanh 5t
dep hon - bdi vi ngudi d6 s& ¢f lam nhiéu diéu mdi hon. Tai
hin s& khong ning mdt ngudi 1én vi ui hang ddu néu ngudi
ndy di khong c6 15i 1am, sai pham 16n trong cong viée d6.
Néu khéng nhw vay thi chic chin ngudi d6 chi 1a mot ké tim
thudng. Té hon nita, néu khong cé sai pham thi ngudi 46 sé
khong bi€t dugc cach s6m nhan ra va chinh sifa ching.

Thét bai tu ban than né khéng ¢6 gid tri sinh ti¥; tim 1y
s¢ thit bai c6 thé 1am & 1iét cdc nd luc cia ban vi ngay ci
thu hep tim nhin ban diu cda ban khi€n ban khong cdn phin

ddu cho cdc muc tiéu ma ban thuc sy mudn hoin thanh.

Giai phdp 3 - Hay tuéng tugng dé€n hiu qua té nhat clia
viée ban dang 1Am va hinh dung cdch ban c¢im cy vdi tinh
huéng dé

Mot cdch khdc d€ d6i phé véi ndi sg hii that bai 1a hay
tudng tugng dén nhitng hidu qua té hai nhit do cong viéc ban
dang lam. Hiy d6n nhin ndi s¢ hai va phéng dai né 1én tai
da. Thi du, ban khic phuc dugc ndi sg that bai va bd vi tri
qudn 1y trung cdp dé€ quay trd lai di hoc va trd thanh mdt k&
todn vién. Ban t6t nghi€p, duge cip gidy phép hanh nghé
nhung khoéng tim dude viéc 1am. Hodc gid 14 ban khéng ¢6

khdch hang nao cd. Hay 1a ban quyét dinh, sau khi ném dd
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thit mui vi trén, ring ban di thuc sit yéu thich cdng viéc ma
ban d3 r&i bd hon 1a muc tiéu mdi. Hay wr dit cau hdi: Li€u
ban c6 sOng chung ndi véi diéu dé khdng? Ligu ban ¢6 van
con nhin thdy nhitng nim thing hoc hanh trd nén hitu dung

ngay ca néu ban quay trd lai cong viéc cii khdng?

Bing cach tufing tugng dén tinh hubng t6i t& nhét c6 thé xay
ra va hinh dung ban khic phyc dugc that bai d6 thi ban cé thé
tiép tuc ¢6 g&ng hoadn thanh nhitng muc tiéu ma ban dang sg hai
khdng dat dugc.

Giai phiap 4 — Hiy coi thiat bai nhy 1A mét méi truvng
huin luyén

N6i so thit bai gin chiat véi ndi sg thanh cdng. Gidi phap
danh cho ndi sg thit bai céing tudng tu nhr cho ndi sg thanh
cong, hiy cO hét sifc [Am viéc nhung néu ban that bai thi hay
hoc tif nhitng gi ban di lam (hodc da khéng lam). Mbi kinh
nghi¢m néng cao kha ning chiu dung nhifng th4t bai (sai pham)

vé sau va thim chi né con gittp ban ¢6 nhiéu thanh cdng hon.

Giai phap 5 — Hay thang thin vé nhitng nguyén nhén cta that
bai; hiy nhan phin trich nhiém cda minh trong thit bai dé

Né&u ban thady minh d8 15i cho ngudi khéc hodc d6 cho
hoan canh “ngoai sy ki€m sodt” mbi khi ban thit bai thi ndi

sg that bai cGa ban dang khién ban qudn 1y thdi gian cida
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minh mdt c4ch sai 1dm bing cich né tranh trich nhiém. Sy wr
dinh gid khdch quan, khdc véi cdc hinh thic vé vdi “gia
nhtt...”, ti€t kiém dudc thdi gian nhd s dung 131 1Am mot
cdch sdng tao d€ ciu ti€n cho ban than.

Noi So Hai Thanh Cong

Khéng ¢ ai lai mudn thit bai va moi ngudi déu mudn
thanh c¢éng, c6 ding vay kﬁﬁng? Ciau trd 181 12 khong. Theo
nha tAm 1y hoc Leon Tech va nhiéu ngudi khéac, ndi s¢ hii
thanh cong kh4 phd bi&n. Trong tac pham Néi So Hai Thanh
Céng, Tec viét:

T6i tin ring ndi sg hdi thinh cong rat phd bi€n, né lan réng
dén d6 ching phai chip nhin né nhw mot sy binh thudng.
Nbi sg d6 c6 thé wdm trong § mdt s§ ngudi, yéu hon ¢ mot
50 khdc nhung né luén luén hién hitu. Ngay cd d6i véi nhitng
ngudi da c¢é vé nhu thanh c6ng va dat duge dinh cao trong
linh vyc cla ho, nbi sg hidi thanh céng vin dn tai vi tudc
doat mit cda ho nhitng thanh nru ho dat dugc.

Sau day 12 mot vai 101 khuyén giip ban d6i phé véi su
phung phi thdi gian nay.

Gidi phap 1 - Hay tuéng tugng vé sy thanh céng va hinh
dung ban dang déi dién nhitng két qui cda né
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Hiy danh vai phat dé twdng twgng dén nhitng gi s& xay ra
néu nhi ban thanh ¢éng - thyc sy thinh cong — trong sy nghiép
hoidc ddi sdng c4 nhan. Liéu ban b& va nhitng ngudi thin thudc
¢6 ghen ty v3i ban khong? Ban ¢6 s& sdng khac di khdong? Liéu
ban ¢6 phung phi tai sdn cla ban hay s& nghién ngdp ma tdy
khong? Lidu ban c6 sé& rai vo chifng trAm cidm vi s& khdng con
gi d€ ma phin ddu khong? La ling hon nita 13 ¢6 mdt s& ngudi
lai trd nén quen v6i si bat hanh - hodc sw nghéo ting, béo phi
hay 13 ¢ don. Susan, mdt ¢d gdi dang phin dau dé€ trd thanh
dién vién, phat biéu: “Cé mdt cdi gi d6 an &n khi ban ciu an,
b&t k€ thyrc t& ¢6 t& nhu thé€ nao, hon 12 dan than 1am mét cong
viéc ndo d6 khong 13y gi lam chidc chdn.”

Hiy tdp d8i dién ndi s¢ hii thinh cdng, hiy hinh dung dén
nhifng gi c¢6 thé xay ra - vi tit cd nhitng gi khong tt dep c6
thé theo sau — ddng thdsi hinh dung ra cich ban d6i phé chiing.
Hiy tudng trgng ring bz_lﬁ dang n€m trdi niém vui sudng ma sy

thanh ¢6ng dem lai cling nhu nhitng miit tedi cla nd.

Giai phap 2 — Hay phan tich ban ¢é éc thyc t&€ nhu thé nio
vé ¥ nghia ctia thanh céng

Hay ty hdi hinh 4nh clia thanh cdng s& nhy thé nao d6i véi
ban. Li€u nd cé phai hoan toan dep dé va tuyét vdi khoéng?
Néu nhy ban tudng tudng thinh cong chi toin 13 t8t dep thi ¢6
thé ban sé& sg hai thanh céng va ém 4p nhitng ky vong phi thutc
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t€. Hay coi thinh c6ng ¢6 nghia 12 ban, va nhitng ngudi khic,
¢6 thé k¥ vong vao ban nhiéu hon trong twong lai. C6 thé ban
sd mat tot cling nhu x4y, sg nhitng thay d8i phii c6 néu thanh
cong. Liéu thanh cdng ¢6 phdi 12 a4m thanh don diéu “néu
nhw...” che ddy tam trang bdt &n 4n siu trong long ban khong?
Liéu nhitng tiéu chuin ban dit ra c6 qui cao, qui xa thue t&
dén d6 ngay ¢4 ban ciing khong biét riing ban dang thinh cong
khong? Vdy thi cé 1€ ban phai nén tré nén thuc t& hon vé y
nghia cia thanh céng - trong cdng viéc cling nhy nhifng quan
hé cd nhan - d€ khdm phd liéu ban da dat dugc chua va, néu
nhv chuta thi Iam th€ nio dé dat cho dugc.

Ddnh Gid Qud Thdp Hodc Qud Cao
Nhitng Hoat Dong Ciia Ban

D6l véi mot 6 ngudi thute 1a khé d€ tin va sdng v6i niém tin
rang chinh nhimg gi ban Am méi la quan trong. Mot nguti dan
ong kém t tin n6i: “Cudi ciing thi nhiing gi anh lam ching ¢6 1
gl cd”. Lai cling ¢6 nhiing ngudi tf quan trong héa ban thin dén
dd cho ring moi viéc ho lam déu rit quan trong (“Hay nhin k¥ t6i
diy”, dudng nhw ho mudn néi thé véi ca th€ gidi ma ho coi nhu [a
cha me ma ho phai chinh phuc finh y&u). Ngoai ra con ¢6 nhifng
ngudi dong dira giita hai thai cyc nay - bat k& gi ho 1am déu 1a 5t

nhat hodc x4u nhat, cyc k¥ quan tong hogic hoin toan vo nghia.
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Séng mdt cach thue t& ¢6 nghia 1a s6ng trung dung gita
hai thdi cyfc nay. Thit 12 phung phi thdi gian néu nhu ban 1a
mdt ngudi gidm thip hodc phéng dai hinh ddng clia minh; cd
hai déu 13 nhitng quan di€m méo mé vé sy viéc va con ngudi.
Ngoai ra ciing that 13 xa thuc t& khi ban k¥ vong moi ngudi
quanh ban phdi ddp dng s& thich ¢4 nhin ménh liét ty nhién

cua ban.

Gidi phdp s6 1 -~ Hay dit ra nhifng tiéu chufn thyc t& va
khach quan hon

Mot gidi phdp cho théi quen ha thdp hodc phéng dai nhitng
hoat dong trong céng viéc hoidc cudc séng cd nhin cda ban 1a
hiy thanh thit didnh gid nhitng nd lyc da c6 clia ban, nhifng
yéu cau hién ¢6 va cdc muc tiéu trong tudng lai. Liéu cdc bic
tranh cda ban ¢6 d4 tiéu chudn d€ ra mit trong phong trung
bay? Néu khong thi trdc tién ban hiy liét chiing nhu 13 sén
phim cia thd tiéu khién cda ban ma thoi. Liéu bdn bdo cdo
ban vi€t ¢6 tuyét vi khong hay chi 12 “tdm tam™ va khdng
phii 1a diéu ma ban c6 thé khoe khoang? Tdi ¢6 ngudi ban,
khi dudc héi v& ngudi ban tinh mdi cla ¢, ¢b 4y thudng ddp
lai: “Ciing dudc théi chi khéng cé gi dic sdc.” Phdn 16n nd
iuc déu rdi vio loai “cling dudc chi khdng cb gi dic sic™
Nhin xét moi viéc ban lam nhu la v6 gid tri, hodc ngudce lai

14 xui't sic, déu khi&€n ban quan 1y tdi thdi gian clia minh.
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Gidi phdp 2 - Hiy nhén chin long ti trong ciia minh @&
ban khéng phdi la mdt ngudi ty ha thap hoic luén coi
minh “trén” mei ngudi

Khi 31 gidng vé mdn viét, cic sinh vién clia tdi - ¢ nhiing
sinh vién chinh quy mwdi tdm tudi 14n céc nhén vién ndm mudi
tudi hodc nhitng ngudi v& huu bay muct lim wéi ludn coi viét
vin nhir Ia sy nghi€p hang thi nhi hodc thi nim — luén cam thiy
nhe nhing khi t6i n6i” “T4c phim vin ¢6 thé duge xuit ban
ngay cé n€u nhu ban chi 13 mdt ngudi vigt hay chit khong phii 12
ddc sdc. Van cdn ¢6 chd cho nhitng ngudi viét hay nhung khong
dic sic nhu Hemingway hodc F.Scott Fitzgerald.”

D51 v8i mot s§ ngudi, viec f ddnh gid mot cach trung thuc
hon bai vi€t ctia minh givip ho khic phuc dude trd ngai cia mét
ngudi cdm bt - hodc S ngai vé& sdch dude ban di - khién ho
khong thé hoan thanh dugc nhitng k& hoach v& viét tap chi hoic

sdch dang 8p 0 va cudi cing gitip ho xuit bin duge ching.

Tinh Non Nong Va Khong Chju Pung Puyc That Vong

Ban ¢d hay nén néng khong? SLI nén néng ngin chin
viéc st dung mdt cdch 61 wu thdi gian clia ban. Thi du nhu
ban qui non nong d€ két thiic mot cude goi dién thoai d€ goi
ti€p cudc khdc khi€n ban khéng ling nghe ki hoidc ghi nhé
nhi€u nhitng gi dd nghe. Ban giti thu dién t khong thude loai
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khdn cho mdt ngudi ndo dé dé xin thong tin ding cho myc
dich c4 nhan. Thay vi chd dgi hdi 4m, chi vai ngay sau ban
lai goi dién hoi thiic va gay phién ha cho d6i twgng vén di c6
k€ hoach phiic ddp ban ding hic. '

Khé khan khi chiu dung thit vong ¢6 m6i lién quan véi
tinh nén néng. L€ théi 46 phung phi thdi gian bdi vi sinh lyc
ctia ban bi don vao viéc chiu ding cdc van dé - thay vi gidi
guyét chiing. Cdi tinh cdch “T6i mudn vay ngay biy gid” dé
12 nhén t& phung phi thdi gian gidng y nhu tinh than cau toan.
Tinh nén ndéng c¢6 thé khi€n ban bd cudc trutde khi ban sl
dung hét thdi gian va cé di nd lyc can thi€t d€ thyc hién
cdng viéc trude mit; tinh than ciu todn c6 thé khién ban lién
mién lam lai c6ng vi€c hay 1a kéo qua dai mét cong vi€e vi
nhitng tiéu chuin ban dit ra qué cao va bat kha thi.

Nhifng ai ndn néng va yé&u dudi khi chiu dung that vong
déu ddy 4p sy khinh ghét bin than do ho v8i vang bd cude dé
tan mat thdy dugce nhitng két qud ma ho mong ciu. Nhitng ké
cau toan thudng qua khé tinh véi bdn thin (vA ngudi khic) va
sé khong chiu bd cudc ngay ca khi ho di 1am di méc cin
thi€t hodc kha thi. |

Tinh nén néng va su y&u dudi chiu dyng thi't vong 1a hdi
chitng clia tim 1y non ndét va nhu ciu th3a man ngay ldp tic.
Trong khi d6, nhitng phin thudng 18n nhit khi chiing ta sd

dung thdi gian cho céng viéc hoidc cudc sdng cd nhan déu la
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nhd hoan thanh duge nhitng budc nhé va lién tuc hudng vé
phia trédc ngay ca khi thit vong. Chita tri tinh non néng va sy
y€u dubi chiu dyng thit vong phai 1a mét hianh dong dinh
hudng vao ti€n trinh cling nhv k&t qud c6 duge. C6 1€ 12 ban
mudn xudt hi¢n trén truyén hinh cd nuéc d€ quang cdo cho
tic phdm ban chay nh4't cla ban nmg trudc tién ban cin tim
ra nhitng phin thudng trong nhitng nd lwc hiang ngay dé thuc

hién bude dau tién khi viét cudn sach.

Gidi phdp 1 - Hiy gidi quy€t van dé nay, mdi lic mét viec

Ciing nhv nhitng nhén t6 phung phi th&i gian khdc, viéc
o hudn luyén ban thin d€ trd nén kién nhin hon va ¢6 sic
chiu dyng that vong manh hon trong mét khia canh nao d6
cla ddi sdng c6 thé gitip ban tiing budc 4p dung né mot cich
thinh cdng vao nhitng linh vige khdc.

Hay chon mot cdng viéc ma ban phdi hoan thinh, hoidc
la ngay cd mét thoi x4u ma ban mudn thay ddi va ty bude
minh phdi bdm sdt myc ti€u bat k€ tinh ndn néng hoic sy y&u
dudi chiu dung that vong. Viéc chinh phuc tinh non néng cu
th€ d6 c6 thé gitip ban phat huy toan bd gidi phdp cho céc
hoat dong va quan hé ciia ban.

Giai phdp 2 - D&m dén musi
Lan t6i khi ma ¢6 viéc gi x4y ra khi€n ban thdy ring ban

dang nén néng hoic ¢é su chiu ding thit vong yéu kém -



NGHE THUAT QUAN LY THOI GIAN SANG TAO CHO KY NGUYEN MOI

ching han méy photocopy bi héng va ban mudn quét thdo cédi
may, ¢d thu ky hodc batky ai gin d6 — hdy quy€t dinh 1a ban
cin ty k&m ché d€ x{& 1y tinh huéng khé chiu d6 bing mot
cach nhin nai va chitng chac hon. Hiy d€m tdi mudi. Lanh
xa tinh hudng d6 vi quay ted lai mot khi ban dd c6 sy kém

ch&. Luyén tip nhin nai chinh 14 lam minh manh Ién.

Gidi phdp 3 - D&i phé tinh nén néng va sy y&u dudi chiu
dyng that vong nhy 12 mét cin bénh ban dang c8 vudt qua

Hiy coi tinh nén néng va sy y&u dudi chiu dyng that
vong nhy 13 nhitng cdn bénh va chita tri nhitng khuynh hudng
d6 y nhu ban tri ching sg di thang miy ching han. Trong
trudng hop sd di thang mdy, ban hiy budc vao thang may va
ditng déng cita lai. Tri dugc né rdi, ban s&€ ¢é thé di 1én tdi
ting b6n. Dan da rdi ban ¢6 thé thodi méi 1én tdi tang thugng
cta tda nha Trung TAm Thudng Mai Th€ Gidi. Tudng ty, ban

s& din c6 sic chiu dung thit vong manh hon.

Giai phap 4 — Hiy nhfin nai hon khi ddi phé vdi ngudi khac
hoic nhitng viéc tri tré khong thé tranh dugc

C¢6 18 14 ban mudn bi&t cach ddi phé v6i ngudi khdc mot
¢dch nhin nai hon néu nhu ban phai x{ 1y thdi gian (va tinh
non néng) clia ban mdt cdch hi€u quid hon. Ngay ca trudng
hop ban cho ring ban c¢6 thé 1am viéc ndo d6 nhanh va tt

hon ai d6 hodc moi ngudi khéc, ban can phai nhin nai hoa
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theo td¢ dé nhitng ngudi khdc ¢6 th€ lam duge. Podi khi ban
cin phdi chiu dyng su chim chap hon cla nhitng ngudi khéc
ngay ca khi ban khéng cdm thdy thodi mdi. Khi chdp nhin
hanh vi - hodc téc d6 1am viée - ctia nhitng ngudi khdc ban cé
thé trd nén nhin nai hon.

Néu nhu ban ¢6 niém tin vao con dutng ban di chon, ngay
ca d6 1a phai nhin nai khi d6i pho vdi vin dé tién bac hoic thda
mén khéc, thi ban cin phai thuy&t phuc ban thin hoic nhiing
ngudi chung quanh hiy nhin nai hon d€ tranh phung phi thdi
gian khi t3p trung vao nhifng viéc khong thé voi ving.

Long Ghen Ty

Long ghen ty gdy phung phf thdi gian vi né dung dudng
viéc ha thip ké khdc (va chinh ban) thay vi lam nhitng diéu
gl phdi 1am d€ dat diéu ban mudn.

Hay hoc cdch d€ nhin dién long ghen ty trong 1ong ban va
trong ngudi khdc ngay cd khi né bi nguy trang. “T6i dau d€m
xia gi d€n viéc ¢b ta 1am duge bay chuc ngan d8, cb ta vin ludn
khon khd” hodc “Anh ta duge vy ching qua 12 nhd may min
ma thi” 1a nhitng 16i néi lanh 180 mudn ha thip mdt su thanh
dat (va duy tri tinh ghen ty trong 1dng ngudi néi).

Ban khong thé cam ngudi khdc ghen ty v8i ban cho di
¢6 thé 1a ban mudn xét lai bin thin tai sao lai ludn bi vay

quanh bdi nhitng ngudi d6 ki. Thé nhung ban ¢6 thé tim cich
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hidu rd va lam gidm bdt long ghen ty dang phung phi thdi

gian cia ban.

Gidi phdp 1 - Hay bién long ghen ti thinh mt gi d6 huu
ich va tich cue

Giai phdp danh cho tinh d8 ki 1am tiéu hao thdi gian cla
ban 13 bi€n né thanh mét gi d6 hiéu qud va hitu ich. Tinh
ghen ty xdc dinh nhitng gi ban cho 1a quy bau bdi vi ban cam
thay gidn dit va d8 ki ai d6 dat dudge mdt thanh tyu nao 46 ma
ban thin ban khéng cé dude. Hay bi€n 1dng ghen ty cia minh
thanh m6t chuyé€n hanh trinh di tim hi€u sy viéc, hdy kham
phé cdch ngudi khdc 1am di€u ho dd 1am va m cdch hoc tif
guong cia ho d€ ty ban cling 1am dudc.

Hay xét lai nhitng sy tvdng tugng “néu nhut ma” cda ban
va xem liéu ching cé dem lai théng tin gi gidp ban ti€t kiém

thdfi gian va dat duge nhitng gi ban thuc sy mudn hay khéng.

Gidi phdp 2 - Hay xay dung long tu trong

Hay tim sy binh an trong tim hdn d€ ban khong ¢in phéi ha
thip ngudi khic biing cdch 1 ra ghen ti. Hay st dung thdi gian
v sinh lge ma ban thudng danh cho sy d8 ki vao cong viéc dé
dat duge nhitng gl ban mudn, bat k& d6 1a sy giau ¢6, danh vong,
ndi ti€ng, long ty tin, tinh khi d& thuong hon, nang suat lam viée

¢a0 hon hay bat k& muc tidu hay niém vui nao do.
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Khéng C6 Khd Nang Chiu Pung Phé Phdn

Khéng chiu duge sy phé phin 12 mét nhin t& phung phi
thdi gian v6 ciing vi né c6 thé din d€n viéc budng bd mot k&
hoach do phdi thay ddi mét phan trong d6, din dén sy ty ghét
bdn thén tai hai va nhitng quan hé xdu bdi vi nhitng ngudi
khdng thé chiu duge phé phin thudng d8 15i cho ngudi khic
va thim chi ghét ngudi phé phdn ho. Ban phdi hoc cich dsi
phé vdi st phé phdn mot cach khach quan néu ban mudn si
dung t5t hon thdi gian cia minh.

“D6i khi t6i cdm thdy bi suy sup bdi su phé phdn dé€n do
t6i mudn bd cude,” Susan, ¢6 gdi mudn trd thanh didn vién
dm 4dnh bdi ndi sg thit bai, néi nhu th€. Thi vi mdt didu 1a
Susan chi bi “suy sup” n€u nhu sy phé phdn dé dén t ngudi
ma ¢& “kinh trong”. C6 phat biéu: “P6i véi nhitng nguti ma
toi khong kinh trong thi sy phé phdn hoan toan ching c6 y
nghia gi va 16i nghi ring t6i nim r6 vdn & hon ho cho nén
t61 khéng thém nghe theo”. Thé nhung viéc khéng chiu duge
sy phé phdn clia ban c6 thé lan tda khip ndi d&n dd no hiy
hoai ban bat k€ 1a ai phé phan hoic phé phdn vé diéu gi.

Nha tim ly Lynn Diamond dua ra gidi thich vé sy khong
chiu dyng duge phé phan nhy sau:

Khong ai mudn that bai. DS chinh la si bi loai bd. N3i sg

thdt bai hay ndi sg bi loai bé tén tai rdt manh trong tat ca
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chiing ta... [Th& nhung] né lai chdng dinh dap gi d€n ban hay
k& hoach cia ban. Ban diu phii la sin phim ban laim ra. C6
thé 1a ban hoan toan xung ddng dé€ dugc chdp nhin nhung c6
thé 1a t6i khdng thich bai viét cia ban. Toan bd muyc tiéu cia
su chdp nhin 1a dat dinh ra mét tiéu chudn cho thinh qui cla
ban. “Bin bdo cdo niy t3t nhung t6i mudn anh thay ddi diéu
x” khong ¢6 nghia 13 ban &4 that bai. N6 chi c6 nghia 12 ban
c6 thé 1am diéu gi dé d€ né dudc hay hon.

Giai phdp 1 - Hiy tao diéu kién dé cé thé chd’p nhan phé
phan mét cich dé dang hon

Nhitng diéu kién dugi day gidp ban chip nhan phé phin
mot cach d& diang hon; hily ¢d dat duge chiing trong cdng viéc
cing nhu hoan cinh ¢4 nhin cda ban.

+ Moi ngudi hi€u rd cong viéc cla ban.

¢ Ho ludn ludn ton trong ning hrc cia ban.

+ Ho mén ban.

 Ho dang ¢ gitp ban cii thién (chinh ban hoic san phim

cua ban).

Ban phdi hoc cdch phan biét dugc 1iéu ban dang d61 phé
vdi mot con ngudi hiéu bi&t va ¢6 dau 6¢ phé phdn dang dva
ra 18i khuyén hitu ich hay 18 mot con ngudi bénh hoan va

“ludn udn ding” khdong bao gid ¢6 thé 1am viva 1dng.

Giai phdp 2 — Hay xiy dung khd ning chip nhdn (va dua
ra) st phé phan
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Néu nhu ban khong chiu duge sy phé phdn va chi tim
nhitng ngudi hoan nghénh va khen nggi ban thi din da ban c6
th€ s& phung phi thdi gian vi ban va cong viéc ciia ban khéng
thé cai thién dugc.

Trong tic phdm kinh doanh ¢8 dién Nha Qudn Ly Mot
Phiit (One Minute Manager), hai ddng tdc gid Blanchard va
Johnson di bay t3 quan di€m sau ddy mot cdch kha 13 rang:
chia khéa cua thanh ¢6ng 13 nhitng 18i khen ngoi dai mot phit
va nhitng 161 khi€n trdch dai mét phit.

Thong thudng thi ngudi ta khong thé chiu dugc syt phé
phin cling nhi cdm thiy khong thodi méi gi khi phé phdn
ngudi khdc. P6 1a loai ngudi néi ban tréng dep tuyét ngay ca
khi ban trdng thit 14 t& hai.

D€ khic phuc sy khong chiu dugc phé phdn cda minh
ban hiy hoc cdch dua ra sy phé phan. N&u nhuf ban cam thay
an tdm khi lam diéu nay thi ban s& c6 khi niing phén biét
dudc su phé phzi.n duge dua ra chit khong con chdp nhin hodc

bdc bd né mdt cdch ma quang.

Gidi phap 3 - Hay xét lai cdch ban nghi vé sy phé phén
Hay nhin sy phé phdn nhu 12 nhitng nhin xét chi khéng

phdi 1a phdn dodn va hay thit khach quan vé né. Liéu sy phé

phdn d6 c6 gid ui hay khong? N&u ¢ thi ban s& lam gi d€ cii

thi¢n diéu di bi phé phdn - ban bdo cdo, ngoai hinh ciia ban,
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thdi gian ban st dung cho internet hodc di€n thoai, cdch Ban
gidi quyét cdc cudc hop? N&u né khdng gid tri thi ban gidi
thich nhy th€ nao cho ngudi dwa ra phé phdn ring nhin xét

cda ho khodng c6 gi ding ddn ca?

Giai phap 4 - Ty dinh gia minh d€ giam bét sy phé phdn
t0 bén ngoai

Hay tr duy tni phitng tiéu chudn cao vé& ty ddnh gia dé€
cho su phé phdn bdt xdy ra hdn.

Gidi phdp 5 — Hiy chim dit ty bao vé minh mgt cach
may moc

N&u mét st phé phédn ¢ thé ding ddn thi ban hdy cdi
md chi dirng ¢6 tf bdo vé mdt cdch mdy mée. NEu nh ban
cAm thidy khong thodi mai d€ cdm dn ngudi nio d6 vé sy phé
phan thi t&1 thiéu hiy ¢ gdng ndi cho duge “Toi s& xem lai

nhin xét cua anh”.

Su Buon Chén

Rdng tuéch, chin ngit hoic chdn phéo, budn chén la
cam gi4c “ué oii” khi phii dy cudc hop budn té hay 1a ban
phdi 1am mét vi€c gi 1ap di ldp lai hang ngay. C6 nhilng
khuynh huéng r6 rét vé sy budn chan. Thi du nhw mot sd

ngudi cé thé say mé nhitng gi ngoai cdng viéc nhung lai chédn
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ndn trong céng vi€c. Mot s6 khiac diy nhiét huyét khi lam
viéc nhung chdn chudng khi gidi tri. C6 nhitng ngudi bi chdn
kinh nién, s§ khdc chi budn chédn khi ho bi cing thing, bit dn
hodc phai lAm mdt cong viéc nhiéu lan.

Sy budn chdn khudy dong cdch ban quin Iy thdi gian
hiéu qud nhv th€ nao? Sy budn chdn phit sinh ra nhitng hoat
dong v6 ich hodc chuyén sang ndi mong wéc trén tranh dudgc
né; moi viéc khi khdi diau déu thii vi hon giai doan lung
chitng do dé din d€n hdi chiing “lam qud nhiéu viéc ciing
mét lae”. Thé rdi cudi cling ban mat nhiéu thi gidd hon vi néu
nhut ban bdm vao mot viée cho t6i lic hoan thanh réi mdi bit

tay vio qud nhiéu viéc mdi chic chin 12 hiéu qua hdn.

Gidi phdp 1 — Thay d6i céng viéc

N&u nhut sy budn chdn clia ban 13 do 1am qud nhiéu viée
cting mot 1dc thi ban hiy thay d8i céng viéc. Thi du nhu ban
chén viét thu thi hdy goi dién thoai d€ lién lac v4i ai 46, néu
nhu ban chdn ngdy hdi Am thi dién ti thi ban hay thay vao d6
bing cdch viét thif tay.

Giai phap 2 - Hiy 1am ciing mdt viéc bing mdt cdch khic
N&u ban cén hoan tit mot ¢ong viéc nhung lai cdm thiy

chdn thi hiy thit lam ciing ¢dng viéc d6 bing mdot cach khdc

hin. Thi du nhu ban c¢dm thiy khéng hitng thi khi viét thu

bing mdy vi tinh, hdy vi€t m6t vai doan bing tay. Néu ban
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chan phiic ddp thy dién uf, hdy goi dién thoai hodc g fax
cho ai d6. N&u ban chdn vi€t bdo cdo bing mdy vi tinh & ban
gidy, hiy dem bdn thdo cia bdo cdo sang phdng hop k€ bén

hay quén ca phé& ndi ban ¢6 thé ti€p tuc 1am viéce d6.

Giai phip 3 - Thay dai thif ty clia nhitng cdng viéc ban
phai hoan tat

Hiy cin nhic lam mot viée gi Khdc trude tién nhu chay
bd, doc bdo hay chon phim trudce khi lao minh vao mdt cong
viéc budn chdn (hoic mdt cong viéc lic ban diu thi thd vi

nhung sau d6 tré nén chdn ngat).

Gidi phap s6 4 — Hiy thi¥ nghi d&n nhitng phin thudng dem
lai (cach nay ciing hiéu qua d€ khic phuc sy chin chiY)

Ty thudng cho bdn thin khi hoan tit mot hoat dong can
thi€t nhung lai budn té. “NE&u tdi ghi xong dia chi clia it ca
phong bi nay t6i s& doc bai bdo trong t3 nhat bao kinh doanh
ma t6i mé nhat.” “Néu t6i phuic ddp hai cude goi vira qua tdi
s¢ quay lai vi€t ban bdo cdo va khong dung d€n dién thoai it

nhit 1a mot gids.”

Gidi phdp 5 — Hiy bén nhay hon vé nhifng trang thdi cta
ban thian
M3t cdach khac d€ bu lai su o i khi bi budn chdn xam

chi€m la hiy bén nhay vdi nhifng trang thdi tAm 1y cla ban va
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roi st dung nhitng trang thdi d6 dé tiét kiém thdi gian. Thi du
nht ban cdm thdy dang “sung” thi hiy xif 1y nhitng céng viée
6 thé mat nhiéu thi gi® hon khi ban dang mét hodc chdn ndn.
NE&u nhu ban thudc loai ngudi minh min hon vio budi sing,
hady thuc hi€n cng viéc doi hdi st sdng tao cao nhat khi ban
vita mdi t6i s3 lam. Hiy d& danh gidi quyét vin thu lai sau bita
dn trua khi ban thdy chim chap hon binh thudng, dé ban s&
khdi phédi ¢cdm thiy 4n hin hodc chan chudng vi dii sao ban

cling d4 hoan thanh nhifng cong viéc wu tién khdc cia ngay.

Gidi phdp 6 - Hay nhin thing vio cdc nguyén nhin cla sy
buén chdn dé€ tim ngudn gidi phdp khic phuc né

Né&u nhu sy budn chdn clia ban 1 do lam qué nhiéu viéc
hodc 1ap k€ hoach tdi thi ban ¢6 thé tri né bing cdch nghi
ngdi, thu gidn, tip thé duc nhiéu hon hodc dép trd: “R4t tiéc
1& khdng dugc ddu. D sao cling cdm on anh d3 hdi nhd 61,

Hay cAn nhic liéu sy budn chin clia ban ¢6 phai thuc su
do mdt nguy€n nhian md hd hon khong thi dy nhu ban d4 chon
lam mot cong viéc qua mic khién ban ¢6 cdm gidc mét moi
hodc my ngudi di.

Hiy xét lai mitc d6 thudng xuyén cla mot cdng viée ¢d
thé 1a Iy do_ cda budn chédn, bdo cdo tién do hang thdng thi
hitu ich, hang tudn c6 thé t5t hon nhung hing ngay ¢ thé

sinh ra budn chdn va ching ich loi gi.
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Gidi phdp 7 — Hay nhén bi&t riing d6i khi buén chén ciing
cé lgi '

Budn chdn qui mifc di nhién 12 phung phi thdi gian nhung
mdt chit té nhat cling ¢6 gid tr cla né. “THi bin biu hing
gidy phit bdi vi t6i khdng bao gid mubn minh budn chdn cd ™,
mdt ngudi dan 6ng ¢é con nhd phdi lam viée vdi doi hdi cao
tai hai ndi khiac nhau néi nhu vay. “T6i khong thiy gi nham
chdn trong viéc t8i 1dm ¢4 va moi cong viéc déu khdc nhau.
C6 18 mot chit té nhat ciing ¢6 thé hifu ich”, 6ng ta ndi thém
khéng Kip thd.

Gidi phdp 8 -~ Hiy phén tich c4n thin d€ xem li¢u budn
chidn cé phii 13 m6t dau hi¢u cho thdy ban nén giao mdt sé
cong viéc cho ngudi khac

Budn chdn cé thé 13 mot triéu chitng cho thay t8i lic nao
d6 ban dang lam mdt cong viéc thdp hon ti€ém ning va ndng
lre cia ban khién ban thiy té nhat. Trong trudng hdp d6,
hdy coi budn chian nhy mét dau hiéu cho thidy ban nén giao
nhitng céng viéc dé chongudi ndo d6 nhiét huy&t lam nhim
rit kinh nghiém, vi dong lwong hay dé quén bdt cdng viée
von ngap dau ngdp ¢ hoidc 1am ho chin ngdy. (D€ tim hi€u
thém vé giao phé cho ngudi khic hiy xem phdn giao phé
cong viéc trong Chudng 6, Cdi Thién Thoi Gian Cia Ban O
S Lam.)
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Cém Gidc Lbi Lim

Ban ¢6 phai la loai ngudi hay cdm thay 18i 1dm vé nhimg diéu
ban dang lam hodc khong lam? Ban ¢6 cam thay 156i 1am khi 1Am
viéc qud gid¥ vi ban dang xao nhing gia dinh va cdm thay 15i [im vi
. 3 s3 lam ding gid do cong viée bi gac qua mdt bén khdng?

Phan 18n ngudi ta phung phi thdi gian va sinh lyc cho nhitng
cam gidc 15i 1am thudng ngay nhu d3 khong phic dip dién thoai
ma ddi dén ngay hdém sau, hodn lai mdt cudc hop do ¢6 viec ddt
xuat phai gidi quyét ngay 1ap titc. (Hiy luu § phin nay khong dé
cap dé€n nhitng 16i 1Am nghiém trong nhy hanh vi i pham hay
gid mao ban 1y lich vdn 12 nhitng hanh ddng chdc chdn giy ra
cdm gi4c 161 1am).

Lam thé nio ma cdm gidc 15i 14m c6 th€ phung phi thai
gian? B3i vi cam gidc 16i 1dm tf n6 bdt ddu ngdn mat thi gid
khi ngudi ¢6 13i bi cdn nit, d6 1a thi gid ¢é thé dudge s dung
mot cdch hitu ich han cho cong viéc hodc d€ gidi tri.

Néu nhu cdm gidc 15i 1im phung phi thdi gian cia ban thi
hiy xem xét ngudn gdc clia nd. Mot sinh vién dai hoc bi ¢in rit
bdi 16i 1am noi: “Phin 16n cdm gidc 16i 1Am t5i cAm thdy déu

phat sinh tir 18i ctia cha me tdi, tdi thudng nghe tif trong dau.”

Giai phdp 1 - Hiy c& nhan ra ngudn goc clia cdm gisc 16i 1am
Lan téi khi ban c6 cim gi4c 16i 1dm thi hiy c¢6 nhin cho ra

giong ndéi 1én 4n ma ban dang nghe. P6 ¢6 phai la cha ban? Me
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ban? Thiy ¢b clia ban? Bing cach goi nhd giong néi d6 va suy
nghi “Tai nghe roi nhung t6i khong cam thay 15i 1Jam” thi ban

dang hudng d€n mdt cude song véi it cam gide 161 1dm hon.

Giai phap 2 - Hiy tach bach cic gid tri, uu tién va niém
tin ciia ban

Cam gidc 16i 1dm badt ngudn tir nd Iyc 1am hai 1dng ngudi
khdc hon 12 cho bdn thin ban. N&€u nhu ban lip ra mét kim
chi nam riéng cho minh, ban s& khong con bi ray rit bdi 4p
lue (s 1én 4n) tir ngudi khic.

Gidi phiap 3 - Hiy cho phép minh ¢6 13i 1im
Hay chdm dif ray riit vdi nhitng 181 1am trong qué khy. Hay
hoc hdi tir nhitng 16i 1dm trong hién tai 1an quéd khit vA ghi nhd

vé nhiing gi dd x3y ra va tai sao ludn bi din vat bdi ching.

Giai phap 4 — Hay ty nhic nhé vé nhitng gi ban c6 thé va
khong thé ki€m soat va nhén ra sg khac biét

Ban dau phéi chiu trach nhiém vé trang thdi quau cia s€p
ban hay vé quyét dinh ddi cong ty. Ban diu c6 phdi chiu trach
nhiém vé ngudi khic ma chi vé ban ma thdi mic di ngudi khic
¢6 thé cu xf mdt cich nao d6 do nhitng hanh dong clia ban.
Gidi phdp 5 - Hiy ha thdp nhing k¥ vong ciia ban

Né&u nhitng ky vong ctia ban hoan toan bat khi thi thi

chinh ban dang budc minh cdm thiy 18i lAm né&u thit bai,
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ngay c¢a néu nhu tiéu chuin ban dit ra khéng thuc t€ chut
nao. Néu nhu cdc muc tiéu ctta ban xa rdi thire t& thi hiy diéu
chinh ching. Hiy nhim dé&n mitc rit 5t va rdi ban dat dudc

xudt sdc thi rd ring 1a ban da vuot chi tiéu rbi.

Long Vi Tha

D&i vai hiu hét ching ta Idng ich kY mang ¥ nghia xau.
Theo nha tri€t hoc va tiéu thuyét gia Ayn Rand, tic gid cia
The Virtue of Selfishness (Un diém clia Long Ich K¥) thi su
ich ky gidn di ¢6 nghia 13 “mdi quan tim vé& nhifng gi yéu
thich cda riéng minh.” '

Néu 4p dung dinh nghia trung dung ctia Rand thi khéng
c6 khd nang ich ky (long vi tha) phung phi thdi gian bdi vi
ban s dung qud nhiéu thdi gian quy bdu cda minh d€ dép
ing nhitng doi hodi clia ngudi khdc. Ngoai ra 1dng vi tha di
ngude lai mot nguyén tic cd ban vé quan 1y thdi gian do ban
khong thé uu tién héa nhitng cong viéc mot khi nhitng quan
tim v€ ban thin (né€u c6) bi x€p vao hang bét.

Sy ich k¥ khong thé gén lién v6i mot y&u & phung phi thdi
gian khéc, d6 1a syt bit luc @€ ndéi “khdng” - ban 6m dém qué
nhi€u viéc vi sg mat long ai d6 hodc s¢ mat di vinh vién co hoi dé.

Mii cho dén gin day long vi tha dudng nhu din vit phu
nif nhiéu hon 4 cdnh dan dng. Nhitng ngudi phu nit giao thiép
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véi tAm 1y didt ngudi khac trén minh di trd thanh nhitng ké bi
doa day. Donna Goldfein, chi tich va nha sdng lip clia ESTE
(Easy Steps Toward Efficiency - Nhitng Budc Pi Pon Gidn
Pé Pat Pugc Hiéu Ning) c¢6 tru sd 3 San Francisco, td chic
nhitng cudc hdi thdo danh cho phu nif va ba ta dong vién ho
danh thi gi¥ cho nhitng wu tién cia ban than. “Phy ni, dic
biét 12 nhifng ngudi trén ba mudi tdi, vin cdn c6 tam 1y 16i
lam vé€ Idng ich ky,” Golfein gidi thich. Thé numng Goldfein
gitip ho thay doi biing cich nao? Ho hoc cdch khong phdi
sédng mdt cach tudng twgng qua ngudi khic ma lam nhifng gi
cho bédn thin hg.”

Tuy nhién sy ich k¥ ciing khong khi€n nam gidi budn
phién. “Tdi thudng dugc ménh danh la ‘Ong T T&*”, mot
Ong chl cfa hang ndi. “Day chi 13 mét sy dong vi€n cho cd
nhan do 161 giip d3 ngudi khic. Ngay khi t81 chun budc ngudi
ta goi t6i 12 tén ludi bi€ng.”

Thinh thodng ban khong nén cdm thdy tdi 161 vé quyét
dinh néi “khéng” khi ban to ra vi tha bdi vi ban luén ludn néi
“cé™ véi nhitng dé€ nghi gitp d3 i nhifng ngudi khic, tuy vay
thdi gian cda ban bi phung phi khi€n ban quén ling hoic
hofin lai cdc muc tiéu quan trong ciia minh. Nhitng cdn rit ¢6
thé chdng chit d&n mot mic ban bing nd, trén chay hodc
phung phi nhiéu thdi gian hon so véi néu nhu ban ich ky mot

cdch ding ddn.
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Né&u nhit 1ong vi tha phung phi qua nhidu thdi gian ciia
ban thi sau diy 1a mdt s6 gidi phdp gidip ban khic phuc
khuynh hudng nay.

Gidi phdp 1 - Hiy coi long ich k§ nhy mot dic di€m t6t

Long ich k¥ khing dinh lai nhitng wu tién cha ban khi bude
ban néi “Pay 1a quan tAm s& mot hién gidy cla ddi 1. To] s&
lam viéc d6, hay 1am cho ngusi nay, trude moi viéc khac.”

Néu nhi ich ky 12 mét quan niém 1am ban khé chiu hiy
thi thay the biing it quan rdm dén bdn than. Hay tdp noi ra tit
d6 mdt cdch tron tru. “T6i quan tim d€n ban thin va didu d6
t6t”. Nhifng ai c6 sw quan tdm ban thin linh manh ludn ti€n
bé va thanh cong; nhitng ai vi tha qud ding thudng bj din vit
bdi st cin nit.

Gidi phap 2 - P4nh gid lai nhitng doi héi ngudi khéc mudn
ban dap \ing ‘

Nhiing doi héi nao hgp 1y? Nhitng ddi hdi nio dang lam
chéch hudng cbng viéc clia ban? Hiy hoc cdch ndi “khéng™
v6inhifng yéu ciu bdt cong hodc qud ding,

Hiy y thic ring ich ky khong giSng nhu vi ky hoic tf
méan. Long ich ky 1a8 mét hé thdng trao d8i can ddi, ban
khoéug cho hodc nhin qud nhiéu. Gia sit nhu s€p clia ban giao

cho ban mudsi khdch hang trong khi nhitng ddng nghiép chi ¢6
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sdu thi ngoai trif viéc ban phdi lam d€ hudng hoa héng thi
chinh ban dd ganh bét ganh ning cia ho bang thiét thdi cho
ban thin. '

Gidi phap 3 — Hay dit long ich ki ngang hing véi sy thé
hién ban than

D& khdc phuc 1ong vi tha qué ddng ban hdy coi sy ich k¥
nht 13 sy thé hién ban than vi chinh sy ich k§ diéu d6 chinh
12 cdch thé hién ban than 5t nhat. Nhitng ngudi bi€t [1€ hién
ban thin 12 nhifng ngudi quén 1y thdi gian 5t hon do ho ddnh

gia cao va bdo v& mdt cach khdng ngoan thi gid cia ho.

Yéu va Nhitng Vdn Dé Tinh Cém Khdc

Chiing ta hiy tim hidu vé trudng hdp ca mét ngudi quin
Iy dd danh ba ti€ng ddng hd cho budi 4n trua k& tif khi phat
hién vg dang lira d8i minh. Hodc trudng hgp clda mot ngudi
phu t4 hinh chinh ma ning sut 1am viéc cda cd chi bing
mdt nifa ndm ngodi khi nhitng quan hé tinh cdm cla ¢ dang
ti€n trién 5t dep. Hodc 1a vé c6 diu va chi ré dé cho cdc
cudc goi hdi thim ddm cudi sdp tdi, chuyén mua sim va gip
g8 ban be dnh hwdng d€n ning sudt cong vigc cla ho.

C6 thé 12 gin diy tam 1y ban bi suy sup nhung ban da tuf
trin an minh ring ban c6 thé hdi phuc sau ba ngay nghi cudi

tuin hay chic chdn 12 sau ky phép thudng nién hai tuan l1&.
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Thé nhung khi quay trd lai cong viéc, nhifng van dé wong wr
nhu thé lai ti€p tuc “hanh ha” ban.
Sau ddy 1a mét s6 hoi ching cdc van dé riéng to tic dong

tiéu cyc d€n hidu qua cdng viéc cla ban:

¢ Sutdp trung ciia ban é di

* Y niém vé thdi gian cGa ban bj léch lac, gid gidc kéo dii
Ié thé

¢ Cdc vén d€ riéng tu xdm chi€m ban khi dang 1am viéc

*+ Ban bit d4u “tréng” ban ron trong khi lam viéc nhung thuc
su chi dang x0 xdo vin thu chi khdng hoan t4t dudc gi ci

¢ Ban cd nhin héa moi diéu xdy ra (“Anh ta khéng ua bin
bdo cdo cia téi ching qua vi dang cd vui dip thinh céng
clia 6i théi.” “Cé ta da chuyén cudc goi d6 cho 16i vi hém
a6 dang udc t6i 1dm.”)

Gidi phap tiéu biéu nhit - c8 gidi quy&t cac suy sup tim ly
bing cach k& 1€ & s& 1am — c6 1& 12 it hidu qua va i ro cao nhit
trong sy nghi@p ciia ban. Th& nhung nhiéu ngudi ¢ tim nhimg
gidi phap nhanh chong cho cac vin dé cha minh hoic tim sy chia
sé, dong cim hay 18i khuyén tir ddng nghiép hoic sép. Thé nhung
th€ gidi 1am viéc diy canh tranh hi€m khi, néu may ra ¢6 dudc, I
ndi Iy tudng d€ ban thé hién nhitng vin dé riéng t cha minh.

Li€u ban c6 nén cho sép biét 1y do ning sudt ban bi gidm
stit khong? Hay diing su suy nghl chin chin va truc gidc dé
chon quyé&t dinh.
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Sau ddy 14 mot vai gidi phdp dé€ can nhdc n€u ban dang
yéu hay ¢6 nhitng vin dé tinh cdm dang khi€n ban qudn 1y
thdi gian khong tot.

Giai phiap 1 — Hiy dinh gid hiéu qua céng viéc cta ban:
liéu ban cé dang thitc hién t8t hay khéng?

Hay danh gid ning sudt hién c6 cia ban va wf hoi li¢u
nhifng tinh cdnh cd nhdn, tinh 4i hodc gia dinh c6 dang chi
phdi cdch ban quan ly thdi gian lam viéc khdng. Néu nhw ban
vin con ¢é ning suit cao thi khong ai, ké cd ban, can phéi
xem xét lai vin dé ndy thém nita. Nhung n€u ban dang yéu
hoic nhitng vin dé riéng tu hay gia dinh dang cdn rd ban lam
viéc 1t nhd't thi ban phdi c6 mdt s¢ quyét dinh phdi chon.

Di nhién muc dich ca ban 13 gidi quy€t cdc van dé
nhung ddng thdi ban phai 1am viéc t5t € giit viéc 1am hién

tai khi ban ban &n dinh lai nhitng chuyén riéng tw.

Giai phap 2 - Phai ¥ thitc ring phin 1én nhitng khiing hoing
tinh cAm déu chi phéi ning suit cla ban, vy thi hdy cét bé
di mdt s y&u td tidu cuc

MGt vai khing hodng tinh thin nao d6, nhu phai dgi dau
vdi sy mat mat mot ngudi minh yéu thudng, nan nhin cia mot
toi 4c nghiém trong, ly di hodc gip bénh tit ning né (chinh
ban hodc nguoi than trong gia dinh) c6 thé khi€n mot con

ngudi trai qua mot hodc tit cd nhing giai doan dudc nha tim 1y
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hoc Kubler-Ross mé t& 1an dau tién trong tic phim cda minh
vé nhifng ngudi bi bénh & giai doan cudi va ¢am xiic tir gia
dinh rudt thit ctia ho: bi s6c, khue tir, hoai nghi, hodng hét, sg
hdi va 1dm cdm (lip lai nhiéu 1An mdt hanh vi), thy o xen 1in
gidn dit va cudi clng 12 quyé&t tam. (Nhiing giai doan nay ciing
ditge md t4 chi ti€t han khi lién quan d&€n cdc nan nhén cda toi
dc trong bai viét clia Martin Symond ciing nhit trong quyén
truy€n trinh thim cia t6i Victims (Cdc Nan Nhén). -

B4t vi nang sudt clia ban ¢6 thé bi chi phéi bdi cdc khiing
hodng tinh than nghiém trong nhu thé, do d6 ban hiy ha thap
nhifng k¥ vong vé€ bdn thin cho dén khi phuc hdi lai duge
“chinh con ngudi ban ". Néu duge hiy xem xét lai khi ning
diéu chinh han chét, giao phé cong viéc cho nhifng ngudi ban
tin tudng nhung phdi bio ddm duy tri ki€ém sodt chat lugng

cOng viéc trong khoang thdi gian nay.

Giai phip 3 — Hiy cin nhic viéc tim nguvi gitdp d3 tit bén
ngoai dé hd trg ban ddi phé véi hoan canh

N&u nhu ban 6m nhitng vin dé& cla ban vao s3 lam, hodc
[a ndng suit ctia ban bi chi phdi thi ban hdy cin nhic su giip
dd tif mét ngudi nao do, tif gia dinh hodc chuyén gia tri liéu
tdm Iy hon nhdn. Hiy nghi dén viéc tri liéu dai hodc ngin
han. Tri liéu ngdn han gdm 1Y ba d€n nim ldn chifa tri thudng

dudc dp dung cho trudng hgp cd biét: “P4y 1a nhitng gi da

101



NGHE THUAT QUAN LY THOI GIAN SANG TAO CHO KY NGUYEN MGl

102

xay dé&n véi to6i. Pay 12 nhitng gi t6i mudn lam duge. Béc st
c6 thé gidp 1©i khong?” Tuy nhién, ban phdi tham van
chuyén gia tri lidu trudc khi quy&t dinh nén chi¥a trj ngan hay

dai han hodc tham chi c6 thé trj liéu biing thudc thang.

Giai phdp 4 — Hay nghi d&n ¢4 nhifng ngudn gitip 43 khdc

Khong phdi moi ngudi déu can dén sy giip d8 chuyén
mon tit bén ngoai d€ d6i phé véi cdc van dé riéng wt. Ban
khong cin phai nuong tya va fim su chia sé tit céc ddi tuong
khong thich hgp nhy ddng nghiép, thudc cdp, cdp trén hay
khéach hang, chinh nhém ban bé than thi€t va cdc thinh vién
trong gia dinh 12 nhitng ngudi ddng tin cdy gilp ban vugt qua
khiing hodng.

Cic nhém gitip 43 ban c6 thé 1h mot ngudn hd trg khdc.
Né&u ban chiu sy mit mit ngudi than trong gia dinh hay mot
ngudi ban thian hodc thim chi con thd cung ban yéu thuong, cé
1& ban s& mudn tham gia vao nhém hd tr¢ tang quyén tai dia
phuong. Ngay nay c¢6 nhiéu nhém hd trg do chinh céc thanh
vién sing lap hay chuyén gia trj Liéu diéu hanh cho hau hét
moi khiing hoing c4 nhin, nghé nghiép, hodc bénh tit ciing
nhw h3 trg cho gia dinh hay ban bé ciia nhitng ngudi dang phai
génh chiu cac khing hodng d6 ching han nhu d6i phé vdi cdn
bénh ung thy, tinh trang mat viéc, 4n udng thit thudng hay

chiim séc ngudti cao wdi v.v... (O& c6 danh sdch ddy di hon vé
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cdc nhom hd g hiay xem The Self-Help Sourcebook (Sach Chi
Din Ngudn Giip D8) do Barbara J.White va Edward J.Madara
soan thong qua Trung Tam Trao &1 Gitip B3 My.

Gidi phdp 5 — Thinh thedng hiy nghi ngdi

C6 thé ddi véi ban chi cin nghi 1am mét khodng thdi
gian hay la di nghi m4t s& gitip ban gidi quyét cdc xung dot
tinh cdm trong 1dong.

Thé liéu ban ¢6 nén cho cdc ddng nghiép clia minh biét
1¥ do chinh khién ban nglﬁ iam hay khéng? Ban hidy tr suy
x€t dit cho mét vai chuyén gia khuyén rdng nhitng than phién
vé stic khde (“Toi khong khde trong ngudi”) ¢6 thé d& dang
dudc chap nhdn va it bi phdn Wng tiéu cye hon lanhitng k€ 1&

vé€ dén nén tam [y.

~ Giai phdp 6 - Tot hon hét hiy tach bigt cdng viéc va ca nhin

Hiy ¢ tich cudc sbng riéng tf cda ban ra khéi noi lam
viéc d€ ban ¢6 thé xoay s8 mdt cdch hiéu qui & s& 1am bat
k€ ban dang bi khiing hodng tinh thin d nang. Di nhién 12
néi dé hon 1am nhung do6i khi nh& say mé cong viéc ban ¢6
th€ quén di cdc budn phién.

Pay 12 m6t mit khdc cta vin dé: cudc song finh cim cia -
ban co thé t6t dep nhung néu nhi ban 6m nhitng khé khin 6y

TN .. A ~ A2 A ~ A =
ndi Jam vi€c v nha, ban c6 thé tao ra mdt vin dé riéng tr
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khdc cin phdi gidi quyé&t. Néu ban d€ cho nhing lo du vé cong
viéc xa4m l4n thdi gian riéng wr hoac danh cho gia dinh, c6 thé
ban s& bi phdt 1 bdi nhitng ngudi vén c¢é nghia vu phdi ling
nghe ban. Thdm chi ho cdn bdo ban hiy chuyén dé tai khdc
hodc xa lanh ban néu nhut tinh trang ndy trd nén nghiém trong.

Bing cdch ndo d6 cia riéng ban, v4i sy gidp dd cda ban
bé hoic gia dinh hay clia chuyén gia tri liéu hodc nhém hé trg
- ban phai tim cdch tip trung vao cdng viéc chuyén mén &
cong sd d€ khdi phéi tao ra nhitng vin dé riéng tr (vi rdi
cling tdi lic nhitng vdn d& nay sé& chi phdi ning suit clia ban).
Hiy 4p dung gidi phap 1 d&n 5 cho loai van dé& nay - ching
han nhv ban qui mdi mé cong viéc s& giy ra nhiéu van dé
trong cudc séng tinh 4i hodc gia dinh cda ban.

Hiy xem lai phan vé phan nan (cdc trang t&r 27 dén 29)
trong chuong 3 va dén moi nd luc vao viéc cdi thién tinh hinh
gia dinh ban. Ban ciing ¢6 thé€ tham khdo nhitng phin trong
sach niy vé chitng nghién lam viéc vi day thudng 1a mdt
triéu chiing clia ngudi mé say viéc lam, loai ngudi dit ning

qud mic cdng viéc khi€n ton thudng dé€n nhitng ngudi khic.
Cdc Théi Xdu
Thit may midn, chi cAn mdt vai nd Iue, cic thoi quen ti€t

kiém (hdi gian ¢6 thé thay thé nhitng théi quen phung phi thdi

gian. B4t k€ cdc k¥ thudt tiét kiém thdi gian ma ban mudn 4p
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dung c6 thudc loai quan trong hay khong quan trong, ching
han nhu trd nén ¢6 tinh 8 chite va ky luéc thay cho théi quen
bira bon thuding ngay, chiing s& trd thianh théi quen néu dude
ap dung thudng xuyén. C6 thé€ 12 ban s& lam ra nhiéu tién hon
nhd nhing théi quen mdi, tich cwe nay nhung didu quan trong
chinh la cudc sdng ctia ban s& trd nén né nép va thodi mai hon.
Trudng hgp ban chin chd hay 1am qud nhiéu viéc ciing
mot lde tht ban cin phdi c6 ging chi dong thay ddi néu nhw
ban mudn qudn 1y thdi gian hiéu qui hon. Céch duy nhit dé
thay déi 1a phéi thuc hién mét nd hyc tr gidc va hang ngay
hudng vé n6. Trong tdc phdm How People Change (Con Neuosi
Thay Béi Bing Céch Nao), nha tam 1y hoc Alan Wheelis néu
rd: “Thay déi cd nhin theo sau thay ddi v& hanh vi. Bdi vi
ching ta chinh Ia nhitng gi ching ta 1am, néu ching ta mudn
thay ddi bdn than thi chiing ta phai bt diu thay di nhing gi
chﬁng ta lam, phéi chdp nhian mot cich thifc hinh déng méi.”
Tuy nhi€én ngay tir khi khéi ddu, ban c6 thé khong hai
long vé nhitng théi quen di duge cdi thién clia minh. C6 mot
50 thay d6i, k€ ca nhitng thay d6i ¢6 10i ciing khi&n ban khé
chiu, khéng thich, bit 6n va ¢6 ndng sudt lam viéc thip hon.
Theo lwu ¥ cia Wheelis: “S& ¢6 nhitng trdi nghiém mdi ban
budc trdi qua khi thay ddi théi quen x&u nhu 1a khé khin, khé
ta, go bo, khong w nhién, gay lo du. Né ¢6 thé duge chap
nhdn mdt cdch nhe nhang nhung chi ¢6 thé twdng tdn bing
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nd Iyc 16n lao cia ¥ chi. Sy thay déi s& chi xdy ra n€u nhy
hanh d6ng d6 dude duy tri qua mt thai gian dae.”

Thay ddi — va d5i phé thanh cong hoan canh mdi — doi hoi
phii nim bit ban than ban va nhifng gi ban mudn. B¢ ¢6 duge
thay d3i c6 nghia 1a d€ c6 duge sy an 8n va tf quy&t. Néu ban
bét luc trude sy thay ddi do hoan cinh mdi va bit ngd, ban cb
thé ciing min cudng d& tit bd viéc thay ddi ban thin va nhitng
th6i x&u cda ban bit ké chiing c6 vd ich v tai hai nhtt th& nao.

Trong tic phim What Life Should Mean to You (Y Nghia
Pich Thuc Ciia P3i Ban) nha tdm 1§ hoc Alfred Adler viét vé
thay d6i nhut sau:

Né&u ching ta thiy dugc nhitng tinh cim r0 rang 13 gy ra
khé khdn va chiing ta hinh 86ng ngddc vdi Igi ich ciia chinh
ban than, thi ¢8 ging thay ddi chiing sé hoan todn v6 ich.
Chting chinh 12 16i séng clia c4 nhin d6 va chi c6 the bing di
tin goc r& chi khi ngudi d6 chdp nhan thay d6i no.

- s A e - F- - A s -
C6 nhiu sach ban c6 thé doc v€ cédch thay doi théi xiu

nhung & diy, mot cich tém tdt 12 mot s6 gidi phdp kha thi.

Giai phdp 1 - Trude tién hiy quyét dinh chinh xdc nhifng
gi ban mudn thay d6i vé ban thin
Pimg ¢6 chdp nhan mdt cdch md quing nhitng gi ngudi

khéc nhin xét vé ban; tinh chdn chif cia ban c6 th€ 12 mot
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théi xau, hay cé thé do ban chii ¥ chidn chir hoic ban chin
chir vi né s& mang lai hi€u qua vé mit thdi gian. Chd tim vao
mdt théi xdu ma’ ban mudn thay ddi sé& thdi thic ban manh

mé hon d€ quyét dinh tiY b né.

Giai phdp 2 - Bit tay vio viéc thay d6i mdi 1in mét théi quen

Né&u nhi ban ¢ thay déi nhidu thdéi quen cling mét lic,
nhu 14p ra mot hé thdng Ivu hd so, khic phuc tinh than can
toan, hodc bdt thdi gid¥ néi chuyén dién thoai, ban ¢6 thé that
bai khi thay doi bd't ky théi quen nao. Hiy 4p dung bién phdp

“mbi 1an mot viéc” d€ thay d6i théi xau.

Gidi phdp 3 - Hay danh t8i thi€u 3 tuidn d¢ thay ddi mét
théi quen

Mot khi ban quyét chon mét théi x4u ma ban mudn xi
ly — thi du nhu lam quéd nhiéu viéc cling mét lic, su bat luc
chdp nhin phé phdn, tinh chdn chit, tinh thin ciu toan — thi
hiy danh t5i thi€u hai mudi mét ngay dé€ thay d6i théi quen
d%. Young va Jones néu ra trong tic phim Sidetracked Home
Executives (Nhitng Ngudi Quan Ly Gia DPinh Sai Léch) riing
gdi ¥ 21 ngay dudc dya trén k& hoach nghién cifu do nha giai
phdu thim m§ Maxwell Maltz, tic gid cia Psychocybernetics
(Tam Ly Diéu Khién Hoc) thyc hién. Maltz 34 phat hién ring
nhitng bénh nhin da bi cdt bd bdt chi can hai mudi m&t ngay
dé dift bd 4m 4nh khiing khi€p vé qu4 tiinh do.
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Gidi phip 4 ~ Hay tim kiém sy ghip 48 chuyén mén

Nhd vao cdc chi din hodc gidi thiéu, hiy tim d&€n mot bic o
tri liéu tAm 1y, nha tdm 1§ hoc, nha tdm than hoc hodc nhan vién
cbng tdc xa hdi c6 nghiép vu gitip khach hang tir bd théi xaw.

Tuy nhién, ban phdi ¢é diu 6¢ thuc t& dé€ hi€u ring ¢
rat it trudng hdp “dude chita tri nhanh chéng”. Du ¢6 mat di
bao nhiéu thdng, hoic nim d€ bing tdn gbc ré nhitng théi
quen dang giy nguy hai cho ban, thi ban ciing nén kién tri vi
nhitng thay ddi 4y s& gitip ich cho ban. Mét Igi ich khéc: néu
ban bd duge nhitng théi xau clia minh, ban ¢6 thé tranh viéc

truyén lai chiing cho con cii ban.

Gidi phdp 5 - Hay thd cdac K¥ thuit thay ddi hanh vi
Loai hinh tri 1liéu tAm 1y ndy s dung nhitng k§ thuit hoc
tap ¢ dién nhim thay d8i hanh vi k€ c4 tri lidu loai bé 4c

cam, phan héi sinh hoc va cling ¢d nhén cich.

Giai phdp 6 - Hay tham gia nhém ty lye

Cé céc nhém wf luc cho hdu nhi moi vAn dé ma ban quan
tim nhu Messies Anonymous va Clutterers Anonymous. Pia
chi internet http:///fwww.selfgrowth.com cung c¢dp danh sich

ctia hang traim nhom.

Giai phdp 7 — Hay tap mét théi quen mdi, tot d€ thay thé

nhing théi xAu hién cé
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Thay th€ théi quen ngoai ¥ muén, nhu cit ngang cdng
vigc d€ goi dién thoai, bing mét théi quen m6i ma ban mong
mudn, nh dinh riéng khodng thdi gian dé goi va nhin dién

thoai s& gitip ban khic phuc dudec mét théi xau.

Tinh Hay Chdm Tré

Tinh hay chim tré lam phung phi thdi gian clia moi ngudi.
Néu ban chiim tr€ c6 thé ban s& thudng xuyén ném mui gian dbi tr
ngudi khic. Néu ban phdi d6i phé v6i nhitng ngudi cé tinh chim
tr€ kinh nién, chi it 1 ban c6 thé ndi dién lén vi hanh vi cia ho.

Ban khong thé ki€ém ch€ dugc tinh cham tré chia ngudi khac
nhung ¢6 thé cai thién dugc tinh hinh bing cich 1am gudng ot
Viy thi hdy bit ddu bdit chinh ban va hiy cam két ludén ludn

ding gid moi liic moi noi.

Giai phip 1 - Hay x4c dinh li¢u tinh chdm tré cia ban cé
theo 1€ 16i ndo khéng

Ban thinh thodng méi cham tré hay la lic nao ciing vay?
C6 thé 1a ban luén chim & dén s¢ 1am hodc ding bifa trua
giao thiép vdi khdch hang néu & khdc thanh phd. C6 thé 12 ban
muén chdm tré v6i nhitng cude hop ma ban khong muén du.

Hidy xem lai mt ngay lam viéc binh thudng ciia ban.
Ban phdi d€n vin phong lic may gid? Sdng nay ban di dén

tic mdy gid? Hom qua thi sao? Ban c6 bi roi vao loai chim
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tré kinh nién hay khéng (n€u nhit ban di tré hon hai ldn trong

tuan qua)?

Gidi phdp 2 - Mot khi dd x4c dinh dugc 1€ 16i vé tinh chim
tré cia minh, ban hay di tim nguyén nhéiin cda né
GidJ thi ban thdy dugc 1€ 16i v€ tinh chim tr& cia minh,

hiy xem xét nhitng nguyén nhén sau diy:

Cdc Iy do co hoc:

Chuéng bdo thitc 43 kh6ng reo hay da bi viin sai gio

Cdc vdn dé phuong tién di lai:
Xe bi héng
Piéu kién giao thdng 15i &

Xe I¢a hoic xe dién ngdm tré nai

Cdc ty do vé hanh vi:
Udc lugng khong chinh xdc thdi gian can cho méi cong viéc
Bdi chd ngudi khdc

Cdc nguyén nhin thujc vé tém by:

Cin bi la ming hoidc lvu ¢

Giinsép

Tri hodn né trinh diéu gi

Bin biu viéc nha do vdy mién cudng di ]am

Ban biu cong viéc do d6 nan n4 khéng vé nha
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Hay xem xét liéu 1y do khién ban bi tré hém nay, hoic
twan nay, c6 sé xay ra nifa khong. Néu 1y do ctia sy cham tré
chi x4y ra mét lin, nhut bi bé 18p xe, ban nén x& 1¥ né khéc so
vdi thoi quen hiing ngdy ma ban mudn tit b ching han nhu
danh qua nhiéu thdi gian d€ 4n sdng. N6 13 mét théi quen xau

can phai thay d6i.

Gidi phap 3 — Hiy l1én k& hoach cdn thin hon

Trudng hgp ban phai ¢6 mit & diu d6 vio mét thdi dié€m
d4 dinh thi ban phdi &n dinh gid gidc d€ ty ki€m sodt. Thi
du, “T6i phdi di tim lic sdu rudi. Téi phdi r3i nha lhic ding
bay giy.”

Hiy danh cho minh thgi gian d6i ra cho céc trudng hgp
dot xuit, dién thoai hoic ket xe.

Ban ciing c¢6 thé phéi thuc t& hon vé thdi gian cu thé
danh cho néi chuyén dién thoai hoic mdt viéc nao d6 vi su
ré ndi thudng xay dén cho c¢i cic k& hoach 14n cdc cudc hen.
Giai phap 4 - Hay ap dit thoi gian thich hgp ghip ban
diing gi¢ '

Né&u nhu ban ¢6 van dé kinh nién vé tré ndi thi hiy tu
nhi ring ban phdi c6 mit & diém d€n sém hon t¥ 15 phiit dén

nifa ti€ng va gilt ding nguyén tic d6 d€ gilp ban ding gid
thudng xuyén hon.
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Giai phap 5 - Cai mdy ¢ra 10i dién thoai hoiic thu theai khi
ban chufin bi di ra ngoai

Céach nay s& gidm b6t sy quyén rd phai trd 19i thém mdt
cubc dién thoai nifa, c6 thé nd 12 1¥ do khi€n ban bi tré gid.
Thim chi n€u ban c¢é thé chon cdch nhanh va hi¢u quéd 12 tdt
dién thoai nhung hanh vi nay bi quy cho 13 khiém nhi hon 12

cai thu thoai khi ban ¢é viéc ra ngoai.

Giai phép 6 - P& tranh chim tré trong cdc k& hoach ban
hay dit ra nhitng han chét ngén han

Cé6 thé 13 ban c¢6 chiéu hudng wé ndi khi thyc hién cdc
k€& hoach dai han do 1ap k€ hoach tdi hodc ky vong clia ban
vé khéi luogng cdng viée hoan thinh trong mot thdi han khdng
st vdi thuc t€. Thay vi dé ra chi mdt han chét “16n” cho ca
nim hoic dai han hon, viéc dit ra nhitng “han chét ngdn
han” s& gitip ban (va nhém ciia ban) giif diing k€ hoach.

Cich nay ciing ich 1gi d€ gidp ban thi&t lap va duy tri
m6t hd so thdi gian chi tiét ctia cdc k& hoach, ké ci nhiing k&
hoach trudc kia cling nhu k&€ hoach mdi dang thyc hién. Theo
d6, ban cé thé dé dang dit ra khung thdi gian va thdi han khd

thi hor cho mdi k€ hoach gitip ban tranh bi tré€ han.

Gidi phdp 7 - N&u vi bdt 6n tAm Iy khi€n ban bi tré nai thi
hay tim sy giip d& nhim khic phuc ching '
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Néu nhir vain dé chim tr& ciia ban khong thé chifa tri
dudc bing cach 1dp ké hoach t8t han hay bing cdch trdnh bi
10i cudn vao mét cude ndu chdo dién thoai trong khi ban cin
ra ngoai d€ gidi quyét cong viéc, ¢6 1& ban nén ¢6 syt gidp dd
tir bén ngoai dé khic phuc nhitng 1y do tim 1y ding sau su
chim tré cla ban. Khi chim tr&, ban khi&n ngudi ta chu ¥
d€n ban nhung 1a cdch gay an tugng di ddi véi sy dc cdm. Sy
chim tré cia ban khi€n ngudi khéic tdc gidn, thim chf ¢é thé
to ti€ng vGi ban. C6 1€ ban cin phai ¢ sy gitip d3 dé hiu

dudc nhitng nguy€n nhin sdu xa clia théi quen tai hai nay.

Trong chudng t3i, chiing ta s& tim hi€u sdu hon vé nhitng

nguyén tdc ¢d ban gidp ban 6 6¢ 3 chifc.
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cO TINH TO CHUC VA HIEU QUA HON

Su 18 chifc ty ban thin né khdng phdi 13 cu cdnh nhung la phudng
tién d€ dat citu canh.
—PETER F. DRUCKER
(The Practice of Management - Thyc Hanh Qudn Ly)

Cé diu 6¢ 6 chifc ¢6 nghia 12 ban ¢6 thé dé dang xdc
dinh dugc mot d vat trong rit nhiéu dd dac ban dang cé. Hé
thong t& chdc cla ban phéi ¢6 kha nang xi 1y thong tin, thu
tiY, chia khéa, tem gii thut, bio cdo thudng nién, hd sd vi tinh,
sach v&, don dit mua bdo chi, thdng tu ndi b, thu dién ti ma
ban in ra, bdo cdo thu€ nim rdi va ho chi€u cla ban.

Hay ghi nhd ring ban dang c6 tim cho dugc. mot hé thong
d€ 8 chitc cc hoat ddng va nhitng gi (hoic dd dac) t5t nhdt
danh cho ban. T4t ¢4 chiing ta déu ¢6 hang ngan hoat ddng va
hanh dong phii theo dbi... tif chi€n dich quing bd mdt sin

phim méi hodc sinh nhit cila ngudi ban cho d&€n viét mét bdo
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cdo ti€n do hang thdng. Van dé nam & chd: Hé thdng 8 chic
nao s& tan dung t6t nhit cdc wu diém quén 1y thdi gian cita ban
v& gidp ban 8 chifc cdc hoat dong va cong viéc hidu qua?

Nhitng ich 1¢i cla tinh 6 chic rat d& thdy ngay. Sam, 34
tudi, mot gido su khong ¢6 théi quen t8 chite gid day ki€m
sodt dudge moi viée va ¢6 thé gidi quyét t6t hon cong viec va
sinh hoat ¢4 nhan. Sam giai thich: “T6i cang xoay x& dé€ 3
chic cong viéc va thdi gian clia t6i thi cing lam dudc nhidu
viéc hon.” Sam da thyc hién duge sy thay d6i nay bing cdch
t8 chifc cdng viéc khong lién quan gi dén day hoc va thdi
gian tiéu khi€n cha 6ng thanh mot théi quen hang ngay, “lap
ra nhifng thii kh6a bi€u va han chét cho cdc k& hoach”.

C6 nhitng ngudi ¢6 t6 chdt badm sinh 13 nha t8 chifc va
cling ¢6 nhifng ngudi dudng nhv mii mai 1a tuyp ngudi quing
d6 dac lung tung va quén hin ching & dau. T6n kém tidn bac
do théi bira bon gdy ra s& trd nén v6 ciing nghiém trong néu
nhu ban khong th€ tim ra mét hd so quy gid hodc dic bidt
quan trong, thi du nhu gidy khai sinh. Khong rd rét nhif trén
nhung lai hao ton khong kém 1a nhitng gidy phit bd phi di
moi ngdy - gop lai thanh bi€t bao nhiéu gi mai thdng — khi
bat ddc di di tim ki€m nhitng tht that lac hodc thudng xuyén
luc loi tim nhitng tai li¢u dang can dén. Ban di timg bj nhdt
bén ngoai do da bd quén chia khda khong, hay 1a di mat ca

gid d€ im ki€m ciap mit kinh ndm khuit dvdi 3 nhat béo
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ngay hém qua khong? Ban c6 tiing quén ngay sinh nhit cia
ai khong? Con cude hop ban b sét vi quing théng bdo déu
mat? Hay 12 chd nudc dén chin mdi nhdy di mua rudu hodc
thife pham can thi€t trude khi khich mdi dén? Ban cé bao gio
phdi budt miéng néi: “Téi di mudn goi cho dng sém hdn
nhung khong thé im ra s& dién thoai” khong?

Trong cudc khio sit trén 234 nam nit vé chdn cdng sd,
hiu hét moi ngudi di trd 18i cAu “Ban mat bao nhiéu thdi
gian mdi ngay tim ki€m d6 dac?” 12 ho d t5n tif mot phuit cho
d&n bén gid mdi ngay, trong d6 phin 16n 1a ¥ mot d€n hai
mudi phit 4 tim ki€m d8 dac. Toi d4 cong gop lai tong thdi
gian ma tat cd nhitng ngudi nay dang tiéu ton cho viéc am
ki€m méi ngay thi thdy né 1én d€n gan 118,5 gid, hodc 1a ba

tudn cong di bi ho phung phi.

Nim 1¢ do hang diu clia viéc tim ki€m (theo thi or trén xudn

1. C& tim s6 dién thogai ghi trén manh gidy hodc tim dia chi (27%)

2. C6 xdc dinh ¢dng viée hién dang tién hanh (24%)

3. Tim ki€m nguoi lién hé dé theo d&i hodc xin thong tin vé
cudc hop sdp 1di (15%)

4. C6tim tdp hé so (14%)

5. CG tim tdp fin trong mdy vi tink hodc & citng (10%)”

T 1 phdn trim ndy khong cong gdp lai thanh 100% bdi vi ¢ nhitng Iy
do thém vao Iy do this nhat khdng thujc ndm 1y do néu trén nhu: tim
quyén sach, tap chi hay bai bdo; thu dén: Wc loi va li chua soan do ra
vi hé su xEp khdng ddng chd.
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Mugi ba nam nit da thira nhdn 1¥ do chinh ma ho tim ki€m
hiing ngay 1a tim chia khéa xe, chia khéa nha hodc mit kinh.

Nhitng con 8 nay 1a chifng ctf 18 rang cta chi mot phan
ndo thdr gian thwc sy dang bi phung phi noi cdng sd trén
pham vi toan th€ gidi do khdng c6 tinh t§ chitc. Ngoai thdi
gian bi phung phi vao nhifng viéc tim ki€m nay con la sy lo
au, cing thidng, budn riu va c6 thé 1a khodng it sy tré han hoiic
lam m4t 1dng c4p trén hay khéch hang.

That may mdn, van c6 hy vong va su gilp d3 cu thé gitp
cho cdng viéc va ddi sGng ctta ban ¢6 tinh trit ty va ¢d t8 chidc
hon. Trong chudng nay, chiing ta s& thio ludn vé& cdc nguyén
tic 3 chitc cd bén ciing nhit nhiéu hé thng dude goi ¥ khic;
tuy nhién né€u ban tu thi€t lap ra duge mét hé théng hitu hidu
cho minh thi ¢6 1& vin 5t hon. Hiy tuin theo nguyén tic cd
ban sau ddy: Pimg bao gid coi hé thdng d6 12 trong tim, nd chi
¢6 cong dung gitip cho moi viéc dude dé dang hon thdi. Néu
ban danh qué nhiéu thai gian dé thi€t lap va duy td “hé théng”

clia ban thi muc dich d6 sém mudn gl cling s& bi ch&ch hudng.

Ca su v trat ty qua dang I4n trdt tv qua dang déu duge xem
1a phung phi thdi gian.

Co6 phai la ban mudn hoc cach t8 chifc suy nghi va hanh dong
cling nhw céc d6 dac clia ban 3t hon khong? Ba y&u 13 nay thuding
di chung v8i nhaw. Di nhién 13 phai ¢6 nhimg ngoai 18, thi du nhu
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khi ban dang thuc hién mdt k&€ hoach va can phai dep qua mot
bén moi tht, ké ca 1ap hd sd, cho (di khi ban dat t6i mdt moc nao
dé trong cong viéc, nhung dii sao ching niva thi mdt cai ban gidy
bira bdn ciing cho thiy ban ¢6 mét diu é¢ thi€u 8 chitc. Khi doc
sudt chuong nay, ban hiy ludn nhd ring muc tidu clia ban 14 ¢6 6¢
t5 chiic trong nhfl'ng g1 ban lam va cich ban lam, nhung muc téu

toan dién cha ban la bdo ddm ning suit cdng viéc cao hon.

TRO NEN CO TO CHUC .

Hiy danh vai gidy phiit d& suy ngdm vé nhitng vu diém
cfia viée quan 1y thdi gian & cdng s6 clia nhitng ngudi ¢6 6¢ t&

chite va lam viéc hiéu qua:

Tinh nhanh chéng

2. Lap th&i gian biéu cho cdc cudc gip dya trén udc
tinh chinh x4c thdi gian tiéu t&n cho cdc viéc d6

3. Cac ghi chép va nhic nhd dudc viét vao sd tay hodc
dién thoai chd® khong phdi trén nhitng médnh gidy
chat déng khong tai ndo quan 1y duge

4. Céc ghi chép va cudc hen dudc ghi bing bt chi dé
d& sira ddi

5. Han ché& dién thoai cd nhin hodc gip g8 tryc ti€p.
Né&u phdi gip gd truc ti€p thi gidi quy€t nhanh chéng
(va riéng wr)
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6. Bay 10 quan tim trong nhitng quan hé lién quan dén
cdng viéc bing cidch: a) ling nghe; b) ban bac thii vi;
¢) gilf riéng trong 1ong nhitng vin dé riéng tw; d) dua
ra gidi thich rd rang, khong phdi bing ngdn ngit cla
cip trén
Lap danh sach “nhitng viéc phdi 1am” hiang ngiy
Quy€t dinh va bdm sit tit diu dén cudi cdc wu tién
ngin han va k& hoach dai han.

9. Giao ti€p véi dong nghiép, khach hiang va nhin vién
mot cdch trang trong nhung thodi mai

10. Lap thdi gian bi€u cho cdc k¥ nghi ¢4 nhin

I1. Xép lai hd 5o hay dé dac diing chd sau khi st dung

C6 T3 Chifc La Mét Pic Pi€ém Ban Cé Thé Hoc

Sy vo trat ty phd hily nhitng nd luc quén 1y thdi gian cla
ban. Mot s6 ngudi cdm thay v6 ciing thd vi khi lau don ti dd
va sip x€p cdc hoat ddng hay d6 dac cla ho. Tuy nhién, that
dé dang hon nhiéu khi giao viéc sip x&p c4c db dac chia ban
cho ngudi khdc so vdi cdch ma ban phdi 1dn mo gidi quyé&t
cOng viéc hodc cdc sinh hoat gidi tri ctia minh.

Hiy c¢6 mdt k€ hoach Khung cho cdc hoat dong cita ban.
Né&u ban ki€m sodt dugc nhitng gi ban 1am s& mang lai hiéu
qua cao hon. C6 6¢ t6 chitc 1a mot cdng cu gidp ban ning cao

tinh hiéu qua.

119



NGHE THUAT QUAN LY THOI GIAN SANG TAO CHO KY NGUYEN MGI

Ban phai t8 chiic cong viéc va cdc van dé riéng tf nhyt the
nio? Liéu ban ¢6 cam thiy “kiém sodt dudc” moi sinh hoat
thudng ngay khdng hay 12 dang nhip nhém bdi su khing hodng
hay ddi hdi nay no? Uu diém vé& quin 1y thdi gian clia ban nam
& dau? Liéu cdng viéc hay sinh hoat thudng ngay hién tai ciia
ban ¢6 khai thic t8i da nhitng uu di€ém d6 hay khéng? C6 thé 1a
ban gidi nhat 1am viéc dai hdi nhung ban quy&t dinh pha v3 sy
don diéu danh mdi ngay mot ti€ng ddng ho dn trfa thuding 1€ 1a
do ngudi ta yéu ciu ban hay do ban nghi vay? Li&u ban ¢6 thé
ddsi 1ai budi an trura tré hon hodc goi bita 4n tir fiém va nghi gidi
lao mudn hon dé ning cao ning suat clia minh khong?

C6 thé 1 ban nhin thi'y ban thin ban cin phai ¢& ging,
chinh stta va bd qua mot s& thdi biéu ciing nhut thi tuc d€ e
nén ¢6 6¢ t8 chitc va 1am viéc hiéu qui hon. Do nhilng doi
héi vé thdi gian clia ban da thay d8i — va do cdc muyc tiéu va

gid tri dat ra di bi thay th€ - ban can phai ty héi liéu qui thai

gian cla ban ¢é ddp @ng dudc nhitng thay ddi d6 hay khong.
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T3 chitc lai nhitng dé dac gidp ban sit dung thdi gian higu
qua hon trong cong viéc va & nha. Muyc tiéu cta ban khong phai
12 ra vé& ¢6 tinh t§ chitc ma thic sw c6 8 chitc. T4t ca chiing ta
déu di timg nghe cAu chuyén vé mot ngudi bsi moc trong ddng
vin tho cao ngdp ddu va moi ra modt ménh gidy dang can. Dol
v6i moi ngudhi ddng vin the d6 1 ca modt sy hd 16n nhung anh ta

lai khdng cho 12 vay; ddng hd 16n d6 12 trit tf cia anh ta.
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N&u nhu ban khéng gidng nhin vat hu cdu d6 - hdu nhr tat
cé ching ta déu khong gidng — thi rd nén cb éc t8 chitc ddi hoi
sy nd lyc. “Pung noi ding chén” cho moi thit phai dudc thiét
1ap dé sau d6 ban bi&t chd dé fim. Hiy 4p dung mdt nguyén
tic trat ty cho cdc hoat dong cia minh, bat ké hé thdng dé theo
thit ty thdi gian, theo chi dé, tir tdng quét d&n chi ti€t hay tir
chi ti€t d€n tng quat. Hay 4p dit trit ty 1én cdng viéc hay dd
dac ciia ban néu nhu ching thi€u sy “dau vao d6”. Thi du nhy,
ban phdi l4p k€ hoach cho mot hdi nghi va ban cin mot
nguyén tic t8 chite dé 1am diéu d6. Hiy lap ra mdt nguyén tic
bing cdch quyét dinh nhitng ¢bng viéc phdi lam theo thi tu
quan trong cia ching, hodc la theo thit ur thdi gian (nhu chon
ngly, tim dia diém, sip x&p dién gi4, lam tap gidi thidu).

Sau diy 12 bdn hudng din vé té chic:

t. Loaibé Sv Bira bon

2. Moi thif v¢ diing chd ciia né

3. Lén k€& hoach nhifng gi phai lam vi nhat dinh phai thuc hién
4. Phin nhém va thuc hién nhitng c¢6ng viéc wrdng ty nhau

Phin Biét Giita Cac Uu Tién Hang Ngay
va Coéng Viéc Linh Tinh

Né&u nhu vao cudi ngay ban khong fim ra dudc mét hoat
dong nao hitu ich ¢ thi chinh ban dang d€ cho ¢dng viéc linh
tinh, lién quan dén cong viéc hodc cdc chuyén riéng tu, ngin

121



NGHE THUAT QUAN LY THOI GIAN SANG TAO CHO KY NGUYEN MGI

122

can ban hoan thanh nhitng wu tién ngin han “titng ngiy mét”
va nhifng muc ti€u dai han.

Hon thé nita, néu nhu § sG 1am ban dudc giao thém phan
viéc cy thé khéc, ¢6 thé ban cing méit thém nhiéu thdfi gian
hon dy kién d€ hoan tit nhitng k& hoach ¢6 sin. Hoic gid ban
khong thé hoan thinh nhitng muc tiéu lién quan dén cbng
viéc dé ti€n than trong sy nghiép. Thi du nhi ban mudén viét
lai t& 1§ lich cia minh hodc c¢6 thém ki ning dé€ bé sung cho
nghiép vu chuyén mén, ban lai thém ginh ning d€ lam viéc
ngodi gid.

Cong viéc linh tinh 13 cum tif khic dé 4m chf dén nhitng
cdng viée ¢6 wu tién thap. Udng thém cdc ca phé thit ba dé
doc cho xong t8 nhit bdo thif ba ¢6 1€ 14 mét viéce linh tinh trif
khi ban lam cdng tdc duyét bao chi, C6 1€ ban udc gi dd ¢6
thé “lam dugce nhiu viéc hdn” & s 1am nhung do lap k&
hoach dd&, tinh chin chit, hodc tiéu t6n quéd Jau cho nhitng
cudc dién thoai uu tién thip (thay vi thyc hién nhitng cudc goi
uu tién cao c6 thé tao su khdc biét cho chd lam va cong viéc
clia ban) ban cdm thiy rau ri vi ning suit thip cia minh.

Hai trong s& nhitng y&u t& c ché s t§ chitc va hiéu qua
la cong tdc vin thd va cac cufc goi dién thoai. Cong tic
vin thw ¢d thé sidn sinh ra nhidu gid ban r6n. Ban cin phéi
phin biét gita cbng tdc vin thu wu tién cao, duge thdo luin

trong chuong k& dudi tiéu dé& “Van rhu va Cong Tdc Vin
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Thu”, va don dep vin thu khi cdc loai vin thu (thu rdc, cdc
loat vin thut vu tién thép, tai liéu can luu trit hoic loai bd)
dugc di ddi loanh quanh hodc chat ddng mét cach vo trit ty
chi€m nhiéu thdi gian va khong gian.

C6 thé ban dd nghe qud nhidu cdc 15i khuyén vé cong
tdc vdn thut nhar “Chi xif Iy mbi 14n mat mdnh van thu” hodc
“MO0i khi ban xi¥ 1§ mét manh gidy, hiy chim 1én d6 mot
cham cho t&i khi né 16m dém nhu 1&n s6i va gidi quyét né
bing cich nao d6.” Don dep vin thy, sé dude mé (4 cin ké
hon trong chuong k€, ¢6 thé ngdn vd s6 thdi gian. Hiy gidm
thi€u 51 da nguy cd bi roi vao cdi biy vin thu linh tinh bing
cdch vt bd cang nhiéu cang 5t nhitng vin thu vo b3. Hay
lap ho so. Hiy phic ddp cong van., Hiy ném b3 né di. Hiy
x€p vin thit ¢6 tinh chdt twong ty chung vdi nhau va xit 1y tat
ca ciing mot lic.

Goi dién thoai ciing c6 thé ngdn bi€t bao nhiéu 1a thi gid
vang ngoc. Néu nhu chinh bdn thin ban nhin mdi mot cd
dién thoai goi dén, ngung lam bat k¥ diéu g1 vao ldc d6, thi
khong tai nio ¢6 th€ trd thinh ngudi c6 6¢ 6 chitc dude. Hay
tap danh ra mdt gid dé goi dién thoai - ban s& kiém sodt chit
ché thai gian khi ban got di hon 12 cdc cudc goi dén ~ va dua
mot gid do vao thdi khéa bidu hiing ngdy ciia ban.

Ban ciing ¢6 thé thi¥ 14p ra mdt khoang thdi gian vao budi

s&ng va budi trua & vin phdng ma ban thich d€ nhéan cude dién
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thoai dén. Hiy lap ra cdc danh séch, cho ban vi cho thu ky clia
ban né€u c¢6 vé cic cudc dién thoai dudc chdp nhin iy theo
thai diém ngoai “cdc gid goi dén” di bd tri (Ban cang tudn thi
nghiém ngit chl trong “hién gid mién tiép dién thoai” thi
viéc t8 chifc mot ngay clia ban cing gi4 tri hon). Néu ban ¢6 sit
dung dién thoai di déng thi ban hiy cin nhic viéc nhin thu
thoai d€ cdc bén goi c6 thé dé€ lai 18i nhin. Bing cdch d6 ban
c6 thé tranh dugc viéc phai tra 15i dién thoai trong trudng hdp
cin su an toan, thi du nhur ban dang 14i xe hoZc dang ban hop,
thue hién k& hoach hoic ti€p khéch.,

Khi & nha ban hiy cin nhic ditng cho cic cude goi dén
phé r8i bita an (8i clia ban (thudng 1a thdi gian duy nhat cdc
thanh vién trong gia dinh sum hop), ngoai trif cdc trudng hgp
khin cip, hiy trd 18i cho ngudi goi: “Chiing t6i dang ding
bita. T6i s& goi lai sau duge khong?” Néu nhi ban kién quyét
thi rdi ban bé, ngudi thin va ngay ci cdc dong nghiép s& phdi

hoc cdch ton trong thdi gian riéng tuf clia ban.

Reén Gidia Cac K¥ Ning Chon Quyét Pinh

Trd nén ¢é 6c 8 chifc va 1am viée hiéu qua hon ¢é nghia
12 rén gifia cac k¥ ning ra quy&t dinh clia ban. Bing cdch ra
quy€t dinh didt khoat ban sé loai bd dudc 161 rim vi quyét
dinh dugc nhitng gi phdi lAm cho m6i manh vin thu tdi vin

phong ban hoic duge chuyén ngang qua ban gidy cda ban.
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Tri hodn nhifng quy#t dinh vé cach xif Iy van thu, cac tip ca-
ta-18, bdo cdo hoic ngay cac 16i nhdn dién thoai ghi trén nhiing
manh gidy sé din dén roi rim va ban ddng hanh clia nd chinh 13
tinh trang vd trat .

D€ mai bén k¥ ning ra quyét dinh ciia minh, ban hiy lap
ra nhifng nguyén tdc dudc ban quédn triét dé€ 1am cd sd cho
quyét dinh. Bing cdch d6, ban s& tranh dudc syt do du mdi khi
phii dua ra quyét dinh:

Lam diéu nay quan trong t6i mic nio?

Két qud khi lam viéc d6 hodc khong 1am viéc d6 1a gi?

Tai sao phdi 1am viéc d6 ngay bdy gi? Hiu qud n€u lam
viée do 14 gi?

Y tudng (tnh hudng, yéu cdu...v...v..) nay thich hdp nhu thé
nio vdi nhitng gi hién n.ay guan trong d6i vdi 16i7 cho phin
con lai cia doi 1617

Bing cdch 4p dung nguyén tic “Hién gid wu tién s& mot
clia tdi la gi?” ban s& rén gilia dugc cdc k¥ ndng ra quyét dinh
clia minh. N&€u ban tap trung vao hoc hdi chit khong danh gid
thdt bai thi ban ciing s& td ra sic sdo khi quyét dinh v tiét
ki€ém duge thdi gian. N&u ban duge ggi ¥ vé mot ¥ tdng hoic
gidi phdp mdi thi hiy ty hdi: Liéu né cé nhanh hon (hay tot
hdn) hay khong? Liéu nd ¢ cham hon (hay kém hiéu qua hon)
hay khong? Diéu gi tao ra sy khic biét? Gidm bét va loai bo
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céc trd ngai cho viéc quan 1y thdi gian hiéu qua duge ban dén
trong cdc Chudng 3 va 4, ciing nh trd nén cé 6¢ 5 chic hon

cling s& giap ich cho k¥ ning ra quy€&t dinh cta ban.

CAC CONG CU VA KY THUAT TO CHUC

Danh Sach “Cac Viéc Phai Lam”

Trat wf trong ¥ thifc con thim chi quan trong hon 12 14p ra
danh muc nhitng gi ban ¢6. M§t trong nhitng céng cu hiéu qua
nhat cho viéc quan 1y thdi gian 13 biét 15 nhitng gi phai lam.

Hay lap mét danh sach “nhitng viéc phai 1am”. Danh sdch
d6 s& khién ban bit tay vao nhitng viéc quan trong. Chuyén gia
quan 1y thdi gian Merrill E. Douglas cho chiing ta 13i khuyén
dudi day v€ nhitng danh sich “cdc viéc phai Iam” diy higu qua:

Thing thdn ma ndi, nhitng danh sich “céc viéc phdi lam” chi
dem lai nhitng ich 1gi khiém t6n. Ly do 14 da s& cdc danh sach
nay chi 12 mot sy tip hop ngiu nhién nhitmg hoat dong it lién
quan d&€n muc dich hanh d6ng. Thém vao d6, phin 1dn moi
ngudi ndm bit cdc muc tiu va vu tién cla ho mi md dén d6
danh sééh vi¢c phdi Jam khé ma cdi thién duge. Thy ba, hdu
nhur khéng ai thuc tim suy xét danh sach nay tiéu (6n bao nhiéu
thoi gian. Do d6 da s cdc danh sich viéc phdi am c6 qud
nhi€u viéc ma ching ta khdng thé hoan thanh trong mot ngay
nhdt dinh. Mot danh sdch viéc lam hiéu qud phii dip ng ciu
hdi cdp thi€t san: “R4i 161 s& mat bao lau d€ 1am viée d67”
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Sau ddy la mdt vai cdch khic nhau gidp ban 13p ra céc
danh sdch “viéc phdi lam” hiu qua cho cong viéc va nhitng

muc ti€u ¢4 nhin cha ban:

(A) Hay chia danh sdch ra nhi€u phin phan 4nh cdch ban

sdp x€p cdng viéc cho mbt ngay ciia ban, nhu:

1. Trudc khi Thyc Hién
2. Trong khi Thyc Hién
3. Sau khi Thuc Hién

Trong moi phan d6 ban hidy dién vao nhitng hoat dong
thich hgp.

(B) Tuin theo mdt hé thdng thi ty thdi gian va liét ké ra
cdc hoat ddng chld yéu ma ban mudn hoan thanh trong ngay
dé bat dau biing s§ mot. Khi ban hoin tit mot hoat dong hay
danh diu hodc gach bd né di va bit tay vao viée k& ti€p. Sau

diy 12 miu cda cdach lam nay:

1. Goi dién thoai cho hing hang khéng hodc mua vé trén
mang

2. Vi€t bdn ghi nhd cho cude hop

3. Sao chup bin ghi nhé d€ phan phdi

(C) Hay vi€t cdc muc xudng gidy theo thit t mic do quan

trong, dit muc tiéu chinh hang ngay lam wu tién s§ mdt (va
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khéng dudc lam cdng viéc thit hai khi chua 1am xong viéc thit
nh&t). Di nhién 1a ban phii ché nhd nhitng cong viéc 16n - viét
bai nghién citu, soan bai thuyét trinh thanh nhitng phan viéc
nhd, hodc ban cé thé mat nhiéu tudn dé ti€p tuc cong viéc thi

hai. Sau diy 1a cich lam:

1. Viét bdn ghi nhd cho cudc hop
2. Sao chup ban ghi nhé d€ phan phdi
3. Goi dién thoai cho hing hang khdng hodc mua vé wén

mang

(D) Hiy st dung nguyén tic ddng ti-danh 6¥ dugc ban
dén trong nguyén tic thi 4 clia nghé thuét qudn 1y thdi gian
sdng tao, “Giif tip trung” & cdc trang 11-12. Hé théng dé dic
biét hitu ich n€u ban phai hoan thanh mdt k& hoach 16n nhung
nhin thiy minh dang chin chir hoic bi xao ling bdi nhitng
sinh hoat kém quan trong hon.

Hiy 1ap mot danh sich “cdc viéc phdi lam” va ddnh ddu
foai bd mdi muc ban di hoan thinh. Pua vao d6 tit cd céc
cdng viéc cdng ciing nhu . Quyét dinh nguyén tic t8 chic
ndo ban sé& tuin theo va bit tay ngay vao viéc phdi lam dau
tién trén danh sdch. _

TAt nhién 12 ban khong nén trd thinh mdt ngwdi 1dp danh
sdch rdi tiéu ton nhi€u thdi gian 1dp danh sich hon 1a hoan

thanh nhitng ¢6ng vi¢c uu tién clia ban. Lip danh sdch chi la
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mét cich 3 chifc nhifng nghia vu phai 1am cda ban — va 1a
mot cdch tdp cho ban théi quen 1am dé&n noi d&n chdn mai 14n
mdt viéc.

Thyc t€ 1a nhitng ngudi ma téi da phéng vdn néi ring
viéc 1ap danh sdch rdt ¢6 10i va ho yéu thich viéc soan ra
danh sdch “viéc phdi 1am” cho ngay hom sau tudc khi dj
ngii; mot s6 con néi riing viée d6 thue sy gitip ho ngl ngon
hon. John, mdt nhén vién thi€t k& ty do vé thity tinh phdt
biéu: “Tit nita dém dén mot gi sdng i l1ap ra danh sich
nhitng viéc can 1am trong ngay hém sau. Mot s§ viée quan
trong cin phdi 1im trong ngiy d6 thi t5i lam trudc. Nhiing
viéc khdc ¢4 the 1am vao ngay khdc nhung t6i s& vi6t ra gidy

khi t6i nghi dén ching.”

L4p Lich K& Hoach C4 Nhin

Tam quan trong chia lich k& hoach ¢4 nhan duge nhan manh
khi cdc cudc hen bi bd 18, han chét bi 1o 12 hodc chi tiét vé
nhifng sit kién sdp (i qua r5i rm. Thi du ngay trong tuin vira
qua, Gloria di dén du mot bita tiéc sém hon mét twan, Jim va
Claudia di quén Iting ngay k¥ niém k&t hdn cta con gdi ho, va
George da phai hiy b6 hai cude hop vi anh ta khong nhé minh 13
thanh vién trong hoi thim doan nhan dan. Tuy viy, lap lich k&
hoach khéng ngin nhitng ngui khic khi&n ban that vong nhung

nd & gitip ban ¢ 6¢ t6 chic va lam viéc hiéu qua hon.
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Bonnie, 28 twdi, phé tong gidm ddc cha mdt ngin hang, cho
rang cb c6 § thiic t8 chifc 5t 1a nhdf vao lich k& hoach ¢ nhan.
Khi khong chic chin, ¢6 ghi tit cd cdng viéc va van d& c4 nhin
vao lich d6. “N6 gitip 61 ngli ngon mdi dém”, Bonnie gidi thich
nhf vay. Co danh mot géc trén s& tay d€ ghi nhitng ngay sinh nhét
cin nhd, cic cude hop sip tdi, cdc hdi thio va cac ngay nghi.

Lich k& hoach ¢4 nhin cla ban ¢é th& duéi hinh thitc lich
treo twdng, s& ghi cudc hen hang ngay - bat k€ 1a bing gidy
hodc bing mdy dién t¥ - nhung phai thong nhdt 1a tat ca
thong tin déu duge ghi vao mdt chd.

Tity theo cdng viéc hay yéu cdu c4 nhin vé thdi gian bidu,
ban ¢6 thé cin d&n mot lich ¢4 nhin cho toan ndm, thi du nhw
mot ngay trong thing tu ban ¢6 lich thuyét trinh & Denver va
mot ngay trong thang siu ban phai 6 chitc hoi thdo & St. Paul.

Hay tip théi quen ghi chép lai cdc suf kién cling nhu thdi
gian chudn bi. Thi du nhu ban phai thuyét trinh vao thit bay
21-5 va, di nhién diéu d6 dugc ghi trong sd hen hang ngay
hodc trén dd bifu treo wdng. Liéu ban ¢6 ghi vao d6 nhitng
2id gidc hodc ngly cu thé chuin bi cho budi thuyét trinh do,

k€ ca thdi gian nghién citu v cdc budi dién tip chua?

Hiy ghi nhd: Ap dung ciing cdc nguyén tdc 16 chitc cho
cac hoat dGng ciing nhy t3i san cda ban. Hay l0ai bd sy bia
bén, cdc yéu t& phung phi thdi gian, gidn doan cdng viéc,
hoach @&inh tdi té va su v6 trat ty.
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Lich k& hoach c4 nhin phii cung ¢4p cho ban c4i nhin tdng
quit vé& cde 13i cam két cy thé cho cic ngdy, wén v théng toi.
N&u dwe hiy sit dung but chi d€ d& dang chinh stra. Hiy chic
chdn c6 ghi chi cdc k& hoach c4 nhin néu khdng ban c6 thé
quén hin ching. Hiy xem xét viéc dita “ngay khéng lam viée”
vao lich ké hoach bing khong ban khong bao gis ¢6 thdi gian
néng tu cho ngay nghi.

S8 Ghi Chép Téng Quit

MGt hinh thifc khic clia lich k&€ hoach c4 nhin 1a s§ ghi
chép ca nhin. Gidng nhy lich, tat cd nhitng ghi chd, cdc cudc
goi dién thoai dén va di, dia chi va s& dién thoai mdi, cac ¥
wdng va suy nghi tinh ¢¥ cha ban dugc chép vdi vao mdt not
ndo dé. Ban cén phai ludn mang theo s8 ghi chép, c6 thé 12 loai
gdy xodn, kep 0 rdi hodc déng gdy, trong tdi 4o khodc hay cip
tdp moi ldc moi noi. Theo nha vin Theodore Fischer, Idi ich
clia “S6 Ghi Chép Tdng Qudt” 13 gitip ban trdnh syt bita bon
ctia hang dong ménh gidy rdfi c6 thé bi that lac, dit sai chd hoic
bi chuyén sang mot ngudn khac. (C6 thé thinh thoang ban cin
chuyén mdt s ghi chép hodc ghi nhé sang ndi luu khac nhung
ban phdi dgm bdo rhing s& lwu lai thdji gianh cla noi luu gbc dé
dé tim ki€m). S& Ghi Chép Téng Quat dudc ghi nhin theo nim
dang sit dung. N&u trong nam ban si dung nhiéu 58 thi mdi tap

nhw vy phai dudc ddnh s& theo thit ty. Fischer gidi thich:
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Theo cdch nay, tdi chi con mdt ngudn duy nhat dé fim ki€m va
chi con mét thi d€ quo 1Ay khi dién thoai reo. Moi thif Lién
quan d&p cong viéc déu duge ghi vao s6 ghi chép. MAi cudn
dudc sit dung khodng hai i ba thang. Mdi khi khéng dem theo
n6 tdi cAm thay nhu thi€u thén gi d6. Con mdt diéu quan trong
khdc 12 m&i khi mdt cudn s khong con viét duge nifa, 161 phdi
quyét dinh chép cdc tén wdi, sd dién thoai va dia chi quan
trong vao s6 tay mdi. Cdch ndy dem lai cho t6i ¢d hdi quy biu
d€ kiém tra lai cdc m6i quan hé c4 nhin, xi hoi vi nghé
nghiép vi t6i phdi quyét dinh ai 12 quan trong, ai khong odn
quan trong va nhifng ai dude xem 13 quan trong trong tuong lai.

Néu nhu ban thich S8 Ghi Chép Téng Quét dudi hinh
thitc dién tif hodic vi tinh thi ¢6 v6 s6 sin phdm tif mdy vi tinh
bd tii hay cdc thiét bj ddng bd héa v4i mdy tinh va cdc bing
viét dién t k&t ndi may tinh danh cho ban.

Hay dén nhin nhitng cdng cy diy sang tao nay cling nhw cong
nghé mdi thay ddi véi mdt ¢ dd chéng mat. Hay du cdc cude
trién Am hang dién t, trao d8i v6i c4c nhan vién kinh doanh hoéc
nhd ddng nghiép hay ban bé da timg s dung nhifng thiét bi nay
cho ban cac 10 khuyén hitu ich vé vigc lidu s6 ghi chép dién tlf c6

gitip ban vl trlf ¢6 hé thdng nhiing suy nghi va dit li¢u khong.

Cic Hé Théng Luu Trit Ho S¢

Nhitng loai van thw chinh chi€m diy hé so & nha hoic
vin phong ban gdm:
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1. Bdn chinh vin thu dén va/hoic cdc bén ghi nhd lién phong.

2. Bdn sao chép vin thu di.

3. Cdc vin ter; tai liu hoac hd so quan trong cin duge luu
rlf an toan.

4. Cdc loai tai li¢u tham khio hodc nghién ciu.

5. Céc gidy bo hanh (hoac bién nhan lién quan) va séch huéng dan.

6. Cdc thong bdo v€ héi hop hay sy kién sip dén.

Tay thude vao loai cong viéc dang 1am, ban s& cidn bao
nhiéu hd sd, kh6i lugng thong tin hodc tai lidu. (T 44 so st
dung trong sudt phan nay 4m chi d€n loai hd sd c6 gidy mau
be. HO sd ciing ¢6 nghia 1a nhitng phong bi khé 16n, dia mém

hodc cdc phi€u lam muc luc).

Hay luu trif riéng bigt cac loai thubng sir dung va it sit dyng dé
¢o thé nhanh chong tim ra cac tai liéu hang ngay va uu tién.

Mot khi ban di xdc dinh nhitng hd sd nao sfn sing d&
tim ra thi coi nhw ban da chién thdng tran chi€n chdng lai sy
bira bdn vin thy va tai liéu nghién citu. Sau khi l4p ra hé
thdng phan loai cdc loai thudng s dung va it s dung, ban sé&
dé dang tim ra mdt gidi phdp nhanh chéng hon nhidu.

Trong pham vi cdc hé so thudng st dung, ¢6 nhidu
nguyén tic t§ chitc phai tuiin theo d€ phén loai va dit tén:

1. Theo thif ty thoi gian (theo ngay thdng). X&p tir hién tai

trd v trrde hodc ngudc lai.
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2.

Theo s& thd ty. Danh s6 mbi hé s¢ duge lvu va sdp xEp
déng thdi ddnk s& mdi kep hé sd biing mot con s6 tudng
ttng véi hd so dé.

. Theo thi tuf chif cdi. Néu hd so li€n quan dén cdc cd nhdn

hiy xé&p theo ho, tén riéng. N&u theo chil dé hodc tya hiy
x&p theo chif cdi ddu tién. PGi véi tua dé, ban c6 thé x&p
theo thit ty chif c4i, ho tdc gid, tén riéng tdc gid.

Theo chiing loai chii dé hoic dé muc.

. Theo mifc d9 kh&n cAp hoiic quan trong (gidi phap theo

vu tién). Thtt tr dude cin cf dya vao mic d§ quan trong
cha ndi dung ho sa.

Theo mau. Mi héa theo mau véi mdi mau cho mbi chiing
loai chinh.

Ban c¢6 thé sip x&p tai liéu nghién cttu theo thif tyf chit cai

hoic theo chi d& (theo pham vi rdng hodc hep). Ban ciing ¢6

thé x&p cdc hd sd quan trong vio mot tap dat tén chung “hd so
Iu quan trong” hay tich riéng ting hd so luu hodc @i ligu;

nhitng hd s k& tiép 6 thé dude xEp theo ching loai, theo thi

o chi¥ c4i, theo thit ty thdi gian, theo chi d€ hodc theo mau.

DBigu gquan trong hang ddu cha mét hé théng hi so tuyét

hao 13: ligu sau mdt thang, mdt ndm hodc mudi nam t8i cd thé
nhanh chéng tim ra lai tai liéu hay hd sd nay khdng hay la ligu

t8i c6 thé chi cho ngudi khac vé noi c&t hd so nay mét cach dé

dang khong? N&u nhu ban trd 181 “cé” thi cd thé 1a ban dang

¢6 mat hé thing lvu hé so higu qua.
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Cé mét loai van ban phai duge lwu trit va cdn phdi tdch
riéng khdi cdc vin bdn géc va cdc bdn ghi nhd hang ngay.
Nhitng van bdn quan trong nay dudgc goi 13 H3 So Ty Vé. Ban
c6 thé x€p céc hd sd nay theo quan hé hd tuong: theo ching
loai hay cdch Iuu thudng hodc 13 theo loai HS So Tu Vé dic
biét. Theo d6, trudng hdp ¢6 van dé phat sinh trong mot gid,
mdt ngay, mdt twan hay ngay ¢ mot hai nim k€& t lic nay
thi ban ¢6 thé€ dua ra H6 So Ty Vé d€ ching minh riing ban
khong c6 16i vi ban di gidi quy&t vin dé d6 ciing nhu thdng
bdo cho ¢d quan hitu trach trude han chét hoidc thye hién viéc
thanh todn can thiét rdi.

Hay c6 1dp ra mot hé thdng hwu trit méi hodc dude cai
ti€n bing cach:

Budc I: Lay moutd gidy trdng va chia ra hai c6t ghi “Thudng
Sit Dyng” va “ft S& Dung”.

Bugc 2: Lap danh sdch (4t ca cdc loai tai liéu ma ban cin luu
trit, thi du nhv cong vin dén, cdc chi phi€u di thanh
todn va cdc (ai liéu, x&p mdi loai theo tén “Thudng St
Dung” va “It S& Dung” (néu thiy cin hay ghi lai cdc
tén tai liéu cia mbi loai d6).

Buoc 3. Chon mét loai tai 1iéu cin lvu oY - thi du nhy cong van
d&n ~ va quyé&t dinh ban s& 4p dung hé thé’ng I it ndo.

Bugc 4: Lay mdt (3 gidy tring, suy nghi cdch ban Ivu ti loai
hd so dd, hay nhé lai nguyén tic 1§ chic ban s& wan
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theo, hé thng dudc sit dung, ai s& truy tim d€ ding
cdc hd so d6 va cdch chuyén tai liéu thudng s dung
sang loai it sit dung.

Budc 5: Liy mét s6 gidy rdi khdc va 1am ding ti€n trioh nay
cho nhitng ching loai con lai.

Budc 6: Theo thif ty quan trong hiy bdt ddu thyc hién cic hé
théng hd so chia ban, hiy mua cdc vin phong phim
cin thi€t. Ti€p tuc cho d&n khi tdt ¢d hd so cla ban
déu dudc phin loai.

Budc 7: Hiy giit lai nhitng ghi chi k€ hoach phong khi baw

quén nhitng chi ti€t lién quan d€n hé thdng cia ban.

Mbt hé thdng vy trit hd so khdc ma nhi€u nha quin 1y
hiéu qua nhin thiy hitu ich goi 13 “hd so nhic nhd™. Hé thong
d6 vAn hanh nhu sau: Mot kep hd sd duge 14p riéng cho mdi
ngay cla thdng, viy 12 ban ¢6 ba muci hodc ba mudsi mot kep
hd sd ddnh s8 tit mdt d€n ba muoi mat. Cac hd s nay lai dude
x€&p lai thanh mudi hai thang. Bat ky viéc gi cin theo d6i déu
dudc dua vao hd sd “viéc phdi 1am” cla thing trong dng; khi
t3i phién thdng ndo thi cic manh gidy dugc chuyén vio ngay
(hd sd) mi cdc viéc 6 phai lam.

Hé so nhic nhd ddi hoi thdi gian d€ 14p ra. PE hidu qua,
ban phdi duy tri va sif dung né wong ng theo lich k& hoach
ngay clGa ban. Thi du nhu ban mua thi¢p chic ming sinh nhat

vi cdc ngdy ky niém cho ¢d nim. Hay ghi dia chi 1én cédc
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phong bi vi dit cac thiép tring vao ding thdng ma ban cin
thire hién. Khi thing d6 d€n, ban d&i hd so 4y dén ngay ma
ban phdi ghi va gii thiép di. Néu ban ¢é sdn vé di xem thé
thao, hda nhac v.v... dai han, ban ¢6 thé x€p cdc vé dé theo
thang twdng dng, roi ddi cdc vé d6 vao ngay phil hop khi
thdng d6 gin dén.

Né&u ban sit dung mdy vi tinh hodc mady xid 1y vin ban,
trong d6 ¢6 sdn tién ich lich cling nhv phin mém nhic nhd ¢6
cung mdt chitc ning vdéi loai hd s “nhdc nhd”. Hai phin
mém (5 chitc chudng trinh 13 Day-Timer Organizer 2000 va
One Step Connect Personal Organizer. Dt sao chiing nifa ¢6
thé 1a ban van cdn mudn c¢é mot loai hé thdng Iuu tri¥ ndo dé
dé€ sip x&p céc cObng viin, bin ghi nhd, thidp, thé bing gify
ma ban s& phdi theo dbi.

. Ciéc loai hé théng Ity trit ¢6 thé bao gdm: td hd sd moi
kich ¢3 va hinh ddng, cdc kep tai liéu, cdc dia tit (d€ sif dung
cho mdy vi tinh/may x(¥ 1y vin bdn), bia thu; hop (biing gidy
ciing, kim loai hay nhya), cdc vat dung dé dac (c6 trang trf
hay tron), cic s& tay gidy réfi, s8 tay dong tdp hay gdy 1o xo,
thung rdc, hoic bang thong bio. Ban cé thé cho ring hé
théng 6t nhi't cda ban chi ¢cin mot trong nhitng thi¥ trén hodc
6 thé chon mot hé thdng phong phi hon phdi hap s8 tay gidy
rdi cho mét loai tai liéu nao dé, nhur cdc ban tin ndi bd hing

tudn theo thif Wy thdi gian, td dung hd theo thi wr thdi gian,
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thit tf chit cdi va hop dung tat cd hd sd lién quan dé€n mot dy
4n gin day trudc dé chiing vio tip dyng hd sd khi né da hoan
tat. S dung k¢ théng luu trit hd so d€ t8 chidc cdng viéce va tai
li€u sé gil’;p dau 6c ban ghi nhé cac viéc quan trong - ﬁhfi’ng

thif khoéng th€ nao x 1y dugc biing cdch luu trif.

Cong Thite Tinh Gidn Hé So 30 Ngay

Ngay nay viéc tim ra nhanh va ddng thong tin cAn thi€t 1a
y&u t5 s6ng cdn, dic biét 12 khi sy bing nd thong tin di sin
sinh ra v s& dit liéu cin phai vy trif va truy cip.

Thong tin duge hé thdng héa 1a cdch gidp ban dam bao
nidm vitng khdi lwgng thdng tin ngdy cang gia ting thay vi bi
ngap ddu ngip cd trong déng ching tir 16n xon. HS sd gon
nhe giip ban 13m viéc t6t va hiéu qua hon. Thong thudng cac
td dung hd sd tiéu ton tién bac va chi€m khong gian dit dd
cia vin phong, do d6 hd so gon nhe ciing gitip cdng ty cit
giam dudc chi phi.

Budc 1 - Chon mét ngay muc tiéu

Bing cich chon mét ngay cu thé dé tinh gidn hd sd cia
minh, ban s& khic phuc tré luc 16n nhit cda hd sd gon nhe -
s chdn chit. Sau diy 13 mot trudng hgp dién hinh nho nhoé:
mot nha cung cip ¢éng nghé xi¥ 1y dif liéu & mién trung tdy

chon sy kién ddi cdng ty qua vian phong mdi lam ngay muc
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tiéu cho chudng trinh sang loc hd sd todn cong ty. Toan bd
350 nhéin vién 3 noi lam viéc di dugce chi thi tinh gidn hd so
lutu clia ho vi hd sd gon nhe ddng nghia vdi it ton kém hdn khi
don di, s& cdn it i dyng va c¢6 nhiéu khoéng gian hon & ndi
lam viéc mdi. D€ dong vién nhin vién, cdng ty da dé xuat
mot chinh sdch i thi€n: ¢ mdi cAn Anh vin tha sing loc ra,
cong ty s& tai trg mdt cin thuwc pham cho nhém hd trg ngudi
nghéo G dia phudng.

Ban twdng twgng dd c6 bao nhiéu gidy dude loc ra nao?
Mudi ba tan gidy dd dudc loai ra gidp cong ty gidm bdt 80 ti
ddng loai hai hc. Chi€n dich d6 di thanh cdng dén mifc cong

ty chon ngay thuc hién né lam 1€ k¥ niém hing nim.

Buéc 2 — Hily sin sang d€ sang loc hé so

Chuin bi sin mot thung rdc 16n va thung chda rdc tii ché
dé gitip ban sing loc. Hiy ki€m sin diy budc loai chic
phong khi ban cin b6 lai cdc cudn ca-ta-16 hay tap chi khong
con diing dén d€ t4i ché hoic x Iy. N&u mdi truding lam viée
thudn tién, néu 4m nhac giip cho c¢dng viéc nay tha vi hon thi

chudn bi mot mdy phét thanh, cdt-xét hay mdy hét dia CD.

Buéc 3 - Chon thdi di€m thich hgp nhat &€ sang loc hé so
B4t k€ ban 1am viéc tai gia hay khéng, hay chon mdt thai

diém thudn tién d€ tinh gidn vi sing loc hd sd. N&u nhu trong
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ngay lam viéc ban khéng c6 thdi gian thi ban c6 thé dén s&
lam sdm hon hay ban ¢6 thé 1am cong viéc nay vao ngay cudi
twin hodc ngdy nghi. Nhitng ngudi Am viée tai nha cé thé
thich sdp x&p hd sd vao budi chidu hay vao sing sdm trudc khi
bdt ddu lam viéc hodic danh viéc ndy cho ngay cudi tin.

Ki€m mot ai d6 giip ban phin loai cdc hd sd 1a mot
chi€n thuat khdc gitip ban thyc hién. Hiy danh qu¥ thdi gian
cho viéc quan 1y hé sa.

Budc 4 - Phai ¢6 1§ do ré rang dé giff lai hoic loai bé tii liéu

Hiy cim 18y mot tai ligu. N6 ¢6 thé n¥im trén ciing trong
hdc cBa ban hoidc 13 mot loai hd so dic biét day com. Hiy dit
cho minh nhitng cdu héi ma Cecilia McKenzie, mét chuyén gia
lvu @it va phin tich luit phdp & cdng ty Champion International
danh cho ban;

1. Thong tin d6 ¢6 gid tri gi khdng?

2. Liéu né ¢6 ting thém gi mdi mé cho nhifng gi t61 dang

¢6 khong?
3. Liéu tdi ¢6 thé ¢6 dude né & noi khdc khong?

4. N6 ¢6 quan trong cho muc dich cda cong ty khong?

Nhitng cdu trd 13i cho cdc ciu hodi trén s& gitip ban quyét
dinh liéu c6 nén giff lai mdt mdnh gidy, chuyén ti€p cho

ngudi khac hodce vt né vao thung ric hay khong.
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Budc 5 — Tinh gian cdc tai liéu tiy theo hé thong luu tri
hd s6 riéng

Hiy dp dung cdch tinh gidn nay d€ xdc dinh hé théng
Itu tr® hé 50 cla ban, néu nhit ban vin con thiéu mot hé
thdng thi dung cdch nay d€ 1dp ra né. Hé théng Iuu tri¥ toan
dién cang 6t thi cong viéc sang loc mbi hd sd cang d&
dang hon. Hé thong d6 ¢6 thé thude loai x&p theo miu tu,
theo thdi gian, theo dia 1y, theo chd dé, theo miu sic, theo
mitc d§ quan trong hodc I3 sy tdng hdp tit cd sdu loai trén.
Thi du: manh gidy ddu tién trong tip hd so phai dé ra yéu
cau 12 mdi hd so phdi c6 mot mdnh gidy chinh va khodn
muc chinh yé&u.

Di hé thong clda ban nhu th€ nio, né ciing s& gidp ich
cho viéc tinh gidn hd so.

Cic loai hd sd phin loai theo mau sic dang treo c6 thé
13 mot hé thdng hiéu qui. Néu nhu mot ngin chi chita cdc hd
sd lién quan dé€n nhitng khodn muc dd dudc thanh todn va
dudgc xEp trong cdc kep hd s6 miu cam, trong khi dé céc kep
mau xanh 14 cdy danh cho nhitng khodn muc ghi ng. Cong
viéc nay s€ gidm nguy cd mot ngudi vd tinh x&p mdt tai
khodn ghi ng vao mét tai khodn di thanh todn. Khi ban x&p
nhitng th lién quan véi nhau vao cling mdt nhém va & cing

mdt chd, ban s& ti€t kiém dugce khong gian.
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Budc 6 - Loai bé cdc ban sao hay tai li¢u qua han
Hiy cat bd, vt di hoic nghién nhé nhitng bdn bdo cdo
qué han hay cdc hd sd, tai liéu cif k§ khdng cin thi€t cho viée

tham chi€u nita.

Buéc 7 - Phai bi€t rd nhitng gi ban cdn git lai va gl lai
bao ldu

Cong ty (hay k€ todn vién cta ban) c6 thé dua ra chi din cu
thé vé& lich uu giit va loai bd mot s& loai chitng tir. Hay lam viéc

vdi nhan vién luu tri¥, ludt sw hay k€ todn vién clia cOng ty.

Budc 8 - Hay ty thudng cho viéc hoan t4t tinh gidn hd s¢

Gid day ban dd hoan tdt cong viéc sang loc, tinh gidn hd
sd, hdy thudng cho ban thin mdt cdi gi d6 ma ban rat thich
nhung lai khong 6 thdi gian d€ tin hudng né.

Budc 9 - Thi€t 1ap va duy tri lich sang loc thudng xuyén
Hiy 1am chil cdc hd so clia ban bing cdch 4p dung lich
sang loc thudng xuyén, thi du nhv mdi tudn hay mdi thing
mdt 1an. Hiy nhd ghi ngay sang loc 1én mdi hd sd hay ghi chi
bing k¥ thuit ma héa mau sic. Hiy coi viéc x&p ho sd nhur 13
mot phin cin thi€t ctta cong tdc 8 chife va lam chii cdc ho so
clia minh. M6t hé théng luu trit hd sd ki€m sodt t6t s& giip
nhanh chéng tim ra nhitng gi cdn thi€t va déng gép vao muc

dich qudn 1y thdi gian sdng tao cda ban.
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T8 Chie Vin Phong Céa Ban

Trong s6 113 ngudi tham gia vao cudc khio sit v& van phong
duge n6i dén trong quyén sich cha tdi Making Your Office Work
For You (Hiy bi€n vin phong thanh ndi lam viéc 1§ tidng), chi
¢6 ndm ngudi néi ring néu nhu thay ddi vin phong thi ho s&
trang tri lai n6. Con ddi véi nhitng ngudi khic (89 trong s6 113
ngudit) thi quan tim chinh clia ho 12 mdt sy thay ddi vé co ciu 13
chic hodc trang thi€t bi ha ting, ching han nht mdt vin phong
c6 10 chifc hon, khong gian va y&u 5 riéng tw nhiéu hon, it ti€ng
on hon hodc hé thdng chiéu sang 5t hon.

Cudc nghién cifu d6c ddo kéo dai bdn nidm clha tdi vé
vdn phong di phét hién ba nguyén tic d€ 8 chitc mdt phong
lam viéc:

1. Ning suit

2. Bia vi hodc hinh anh

3.C41vaz2

Né&u cong viée yéu cdu ban phii di diy d6 nhidu va ban
hi€m khi c¢6 khich d&n vin phong, gidng nhv phin 16n cic
' nha vin, ngh¢ si, nhdn vién bdn hang gan nhu & bén ngoii thi
ning sudt lam viéc ¢6 thé 13 yéu t8 chinh quyé&t dinh cdch t§
chifc vin phdong cia ban.

Vin phdng duge tS chifc xoay quanh y&u t5 dia vi hay hinh
anh thudng dugc xem nhu mot hinh thic phd bay hinh dnh cia
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cong ty cling nhy vi tri md mdt ai d6 trong cdng ty dang ndm
gitt. Cac ddu hiéu dé am chi dén dia vi thudng 12 kich thudc
vin phong, dia diém trén ting nha gin v&i vin phdng cla cip
trén hodc néu nim & mdt ting khdc thi tiéu chi quan trong 12
c6 cifa s hay khong néu né nim & mot vi tri ddc dia & géc tdoa
nha, ngoai ra nhitng y&u t& nhu chat lugng ndi that, vat trung
bay va treo wdng cling duge ban dén. Tuy nhién ngay cd néu
nhu ban lam viéc don ddc tai mdt ndi bén ngoai hay lam viéc
tai nha, mdt phong 1am viéc hiéu qua va hap din c6 thé nang
cao 1ong t trong va gid tri bdn thin d6ng thdi ting ning suat
cOng viéc va ¢6 thé ci tai sdn clia ban nita.

Hiy nhin lai khéng gian vian phong ban ¢4. Ban ¢6 dang
lam viéc trong mdt bdi cdnh vdn phdng chung khong chit
riéng t? Piéu niy c6 tac dong x4u gi dén ning suit cla ban
khong? C6 cach nao d€ cai thién sy riéng ! khong, thi du nhw
xoay ghé hay lung lai nhifng ngudi dang 1am viéc ké bén?

Né&u nhv vin phong ban ¢6 cifa ra vao liéu ban c6 thé
nao sip x€p lai 46 dac ndi thit dé 5i vu hda ning sudlt cla
minh? Vin phong ciia ban ¢6 duge t& chitc d€ dat higu ning
cao nhat khong? Néu nhu ban nhin thiy ¢6 qud nhiéu khdch
ving lai ngdi va néi chuyén & do thi ban ¢6 d3 xem xét dén
viéc bd di chiéc ghé€ du trong vin phong di khdng, hay 13 thay
thé cdi gh& ném diy bing mdt chi€c gh€ gb hay kim loai

ngdi khong thodi mdi chit nao?
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Cic VAn P& Vé Sic Khée

Sau ddy 1a mot s6 vin dé lién quan dén sifc khde cin
xem xét khi t3 chifc vin phong ciia ban:

¢ Chit lugng khéng khi.

¢ Miic d6 tiéng on.

* Chitng méi mdt do chi€u sing hozc sit dung thiét bi khéng
ding cdch, nhv cdc mdy sao chup.

¢ Ching dau lung do ngan 1am viéc, ban gifly, gh& thiét ké kém,
hodc cdng viéc ngdi mét chd qué nhidu.

* Cdc t3n thuong hung hoaic chan do sdp x&p vin phong khong
ding thi du nh td hé s0, cdc ngan kéo, hop hoic 16 di khéng
diing chd, d6 dac hoic bia ciing qué ning.

* Di€u kién lam viéc han ch€ giy cing thing va mét moi.

Té Chitc Ban Lam Viéc Cta Ban -

Muc dich chinh cda ban 12 loai bd nhitng dong tai liéu va
dd dac bira bdn, v tich sy niim trong hoic trén ban gidy. Ban
mudn moi thf d€ & chd dé& 14y va ding noi clta né. Hay cit
nhitng phan du thita v& van phong phim trong médt ngin dy
trif riéng hodc mot ndi khdc. N&u duge, ludn ¢ mét thing réc
trong tim tay minh.

Sdp x€p mit ban lam viéc ciia ban 12 mdt vin dé c6 tinh
chit riéng tr nhung n&u ban c6 van dé phit sinh bdi chinh
ban gidy thi hiy ¢§ thit thém hoic b6t di mot s6 dd vat - nhur
hinh dnh gia dinh, cdc gid dyng badt, 6 din gidy, d5 déng
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sach, bang keo hoic lich — dé xem nhitng théi quen lam viéc
ciia ban c6 céi thién khdng.

N&u dude ban nén tranh dé bat ky thit gi khac trén ban
gidy ngoai nhitng gi cdn cho cong viéc dang 1am — qud nhigu
hd sd hodc cong viéc c6 thé gay ra hdi ching “lam qud nhiéu
viéc cling mot 1dc”. Jessica, mot nha quédn 1§ trung cdp sdu
mudi wdi c6 mdt ban gidy (va ci vin phong) 16n xdn dén dd
ba phai sit dung mét phong d€ tréng khic trong cong ty dé
ti€p khich hang. “T6i cha bao gi¥ mé tay tSi don dep ban
gidy bdi vi t6i nghi ring di can phédi lam nhiing gi thye sy [a
cong viéc thdi”, ba ta gidi thich nhu vay. Giif trdt ty ban gidy
cla ban 12 mot phan clia moi chic vu. That 13 may min, mot
khi ban khdi dong hé théng 5 chifc cia ban thi chi mat chitng

vai phit mdi ngay 1a xong.

Sau diy 13 ba bi quyét hitu ich gidp 5 chitc van phong

clia ban:

1. Lénlich t§ chie vin phong, ghi vao lich cang tac cha ban.

2. Tién hanh ‘sang loc hd s¢’ thudng xuyén cho mdy vi tinh
va cdc tai ligu van thu.

3. Né&u nhu ban cdn tr¢ gitp d€ td chdc lai viin phong hay
cfin nhic d&n viéc thué mudn mft ngudi cé chuyén mon
gitip ban thiét 1ap hé théng ban ddu ngay ca trong trudng
hg¢p ban va nhin vién ciia ban thudng xuyén sip xép vin

phong. Hiy lién hé National Association of Professional
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Organizers (NAPO) - Hiép hdi Cdc Nha Chuyén Mdn Quin
Ly d€ tham khio théng tin. NAPO ¢ dia chi tai 1033 La
Posada Drive, Sutte 220, Austin, Texas 78752-3880. P& ¢6
thém thong tin va tham khdo goi s8 512-206-0151 hoiic vio
website www.napao.net.

Sach, Tap Chi va Cic Tai Liéu Poc Khic

Sach, tap chi, nhdt bdo, tap san, tp gidi thidu va cic tai liéu
doc khic thuding nhanh chéng chit dong va ¢6 thé rd thanh mot
tr8 ngai 16n trong vin phong hodc nha & ¢6 t6 chite. C6 hai vg
chdng da dé cho viéc nay vugt qui xa tAm tay dén d khi don
nha, ho mang theo vd s& thiing gidy chita nhitng tai liéu doc
chua phan loai. Vién cinh phdi sang loc nhitng thiing gidy nay,
sdp x&p nhiing tai liéu hitu ich va loai bd nhitng thit con lai con
ddng sd hon la danh thoi gian va tién bac d€ chuyén ching di.

Trudc khi d€ viée ndy vugt ra khdi tAm tay ban s& nhin
thdy ti€t kiém ducc rdt nhiéu thdi gian khi 1ap ra mot hé
thdng trdt tr gidi quy&t sy don dong d6 va gidi quyét cde tai
liéu doc. Hiy ¢6 ¢ ni€ém td rang liéu ban nén phin loai hoic
bd di bdt mdi ngay, mdi tudn, mbi thang hay mai nim.

Hé théng Iutu triY tam thdi cdc tai liéu doc khé da dang -
ban c6 thé si dung cdc gid dan ké dw6i chin ban gifly, cdc
thing chita bing nhya, cdc hép gidy, cdc ké chifa tai liéu 48
hodc 96 ngin v.v... &€ phin loai va luu trif chiing. Ban ciing

c6 thé€ xét d€n nhitng 1di ich nhan 4i va giam thué nhu hién
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ting nhifng tai liéu doc, néu khong thi ban ciing phdi quing
bd, cho cédc thu vién ciia trudng dai hoc hodc dia phudng hay
12 cho cdc loai hinh trudng hoc khac.

Céc ké sach phai vira v6i khdng gian c6 sdn clia ban va
dﬁr;g kich ¢& nhifng gi ban k& 1én. N&u nhu ban khéng mudn
t6n thi gid¥ do dac chifu cao cén thi€t cho mbi ké nay thi hiy
chon nhitng loai ké diéu chinh dugc.

Bing cdch sip x&p sdch theo ching loai, tic gid hodc
mot hé thdng khic theo nhu cdu ban sé& ti€t kiém dugc nhiéu
thdi gian, tuy nhién hic diu ban phii bé ra mét khodng thdi
gian dé€ thuc hién viéc nay (nhanh hay chim con thy thude
vao s& lugng sich ban c6). Hiy 1dy hét tat cd sich ra khoi
cdc ké va sip x&p lai mbi 1in mdt khu vyc biing mét cdch
khoa hoc tir trén xudng hay tir trdi qua phdi.

Ciing nhwt ban di phai 1ap danh séch nhitng tap chi va tai

 lidu doc ma ban sdp c6 thi gi¢ ddy ban cling l4p danh séch

nhitng ching loai séch ban dd ¢§. N&u ban nhin thdy suu tap
chia ban cd bdn chi gdm mdt hay hai loai sich méa thdi — thi
du nhv sdch tham khio nhu tit dién, sdch van pham va céc tdc
phim hi cdu - ban ¢6 thé quyét dinh 1a x&p vao trong khu
vic hv cdu theo tén tdc gid va tya sdch vai khu vye thit hai
danh cho sdch tham khao theo tya sdch.

Mot cdch ngay nay 6 thé gitp ban tiét kiém duge nhidu

khong gian va thdi gian 1a chép 161 thi€u mot bin cdc tic
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phdm.tham khdo chinh trén dia CD v thudng xuyén cip nhat
hang ndm. Chi can mét dia CD, ban c6 thé ¢6 tron ca bd bich
khoa tir dién cling nhu mdt cudn tir dién. (Hay loai bd cdc dia

131 thdsi vi dia CD c6 thé dbn lai va tao ra sy bira bon).

Vin phong tai nha

Hai trdim ndm trugec, do cude cdch mang cdng nghiép,
khong gian lam viéc va sinh sdng bi tich riéng ra. Tuy nhién
lam viéc tai gia ngdy cang trd nén ph8 bi€n hon trong vai
thdp nién vita qua. Nhd mdy vi tinh va tién ich rong rii cia
thyt tin nhanh, internet, thw dién ok va mdy fax, ciing nhy viéc
ti€t kiém thdi gian va chi phi m&i ngay di v&, ngdy cing
nhi€u nhin vién van phdng chon cdch lam viéc tai nha ban
thdi gian hodc toan thdi gian hon trude.

NE&u nhv ban lam viéc tai nha, ban phai chiu 4p luc cao
hon d€ phéi trd thanh mét ngudi c6 6¢ 18 chifc ciing nhu duy tri
sU t5 chic d6 hon phédn 16n cdc nhan vién khidc bdi vi khich
dén tham nha ban cfing ¢6 thé budc vio vin phong ciia ban.
Ngay cA néu nhy phong 1am viéc tai gia cia ban 1a mdt cin
phong hoan toan riéng biét vdi cdnh cilta c¢6 thé déng kin nhim
che chidn nhitng cip mit td md hoic khdch tham vi€ng, thi vdi
mét vin phong ¢6 t6 chifc va it bita bdn ban cang it c6 nguy ¢
ai d6, k€ ca con cdi, vd chdng, hojic khich thim viéng tinh ¢t

budc v6 pha hdng hay cin trd cdng viéc clia ban.
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Trudng hgp phong lm viéc tai gia 13 mdt ¢in phong ri€ng

trong ngdi nha rong rii, hodc § gbc phong khach trong mdt ¢dn

ho hai phong ngd ma ban phii chia sé vdi ngudi phdi ngiu

ciing hai con nh thi & rang 12 vAn dé 8 chic clia ban ¢6 phan

khdc biét. Tuy nhién c6 mot s& van dé cdn xem xét dudc dp

dung chung nhu: nhifng vit dung cin thiét va thi€t bi nao phai

dé gin tAm tay va nhing gi ¢6 thé cit & ndi khdc trong ngin td,

phong khéc trong nha hodc ngay ca dia diém khdc?

Dudi day 12 mot s& bi quyét b8 sung gitip ban t0i uu héa

ndng suat clia vin phong tai gia:
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Khi budc vio van phong tai gia diéu diu tién phdi lam 12
thuc hién céng viéc quan trong nhit trong ngay.

Tranh 1am cdc viéc lat vat hoic mua sim linh tinh trong
ngay lim viéc.

Hay tuin theo mét lich bi€u déu din. Pam bdo cic mdy
dién thoai déu dugc ki€m sodt khi ban ra khéi vin phong.
Danh riéng mét dudng diy dién thoai cho vin phong tai gia
clia ban va dan con cdi hoic vg/chong ban khoéng dugc trd
I dién thoai d6; hiy st dung hdp thw thoai, miy trd 15i
di¢n thoai hodc dich vu trd 16i dién thoai.

Danh thi gian d& &n trva hoic nghi ngoi sau vai gi¥ néu
nhu ban phai lam viéc kéo dai trong cing thing.

P& b lai sif ¢6 1dp vé tinh cdm hodc nghé nghiép tiém an
do 1am viéc 4 nha ban hiy chii déng tham gia it.nhl 14
mdt hiép hdi nganh nghé.
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7. Tham gia cdc budi di€m tdm, an trwa chung, gip g3 sau
gid lam vigc hodc cdc cude hop d€ giao tiép va nim bdt
linh vyc chuyén mén cita minh,

8. Ddi véi hiu hét nhitng ngudi 1am viéce tai gia, n€u nhy
ban ¢6 con con nhé & nha va phdi lam viéc ngoai gidc
ngi tra hodc gid ngl ciia ching thi ban cin ngudi phy
gidp d€ cham séc cho tré |

9. Din ban bé khong goi dién thoai cho ban trong gi¥ lam viéc.

10. Hay link dong. N&u nhu lam viéc tai gia khéng cd van dé
gi nhtng sau d6 ban can c¢6 thém nhan vién hoidc khéng
gian réng hon thi hiy cin nhdc dé€n viéc @it van phong &
mot ndi khdc.

Chudng k€ ti€p danh cho ban thém nhiéu ggi § d€ nang
cao ning sult 1Am viéc, bat ké 14 & van phong bén ngoai hoic

tai gia.
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Chuong 6

NANG CAO HIEU QUA THOI GIAN
G CONG SG
Nhiu ngudsi bi gi€t bdi lAm viéc qud tai hon 13 bdi tdm quan rong

chinh ddng cin thiét.
—RUDYARD KIPLING (The Phantom Rickshaw)

Theo mdt cich ndo d6, ciu tric cha mdi trudng lam viée

*truyén thong hd trd hiéu qua cho cong tdc quan 1§ thdi gian mac
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du van c6 sv ddc 14p ndi tai trong mdi cdng viée, gidi chii doanh
nghiép thudng dit ra cac quy dinh va chi dao vé gi& gidc lam
viéc, ngay nghi 1€ va thudng 1a v& vin dé trang phuc. Tuy 1a
viy nhung nhitng hinh thitc d€ dinh gi4 céng tac v quyét dinh
tang ludng lai thuding khdng dude an dinh mot cach rd rang.

Do d6 trong khudn khd nay, ban phdi tu xoay x4 13y rat
nhiéu viéc khac. C6 thé 1a ban biét ring phai di du hop vao thit
it nhutng khong ai chi cho ban cich thu thip duge t3i da nhifng gi
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tir cudc hop d6. Do vay, ban khéng duge dé cho cau triic cdng
viéc bén ngoai khi€n ban hiu sai ring néu nhu ban ¢6 mit mdi
ngay, tudn tha cac quy dinh va lam nhitng gi dude giao thi ban
s& tin dung t8i da dugc thdi gian cia minh (vi nim chic su
thanh cOng). Phin'gay go nhit clia ngdy Jam viéc hoan toan tiy
thude vao ban. Cho dit tuén thi: diing chinh sich cla cong ty c6
vé nhir 1a di€u phai lam nhung d6 lai 1a diéu it duge ki vong
nhat. Nhitng quy dinh duge kém theo viée lam: ban phii tuin
theo hay 1a nghi viéc. Th& nhung chinh nhitng gi ban lam cho
cong tac dude giao phd méi gitp ban ndi bat hon nhitng ngudi
khdc, dufa ban 1&n vi tri cao hon hay 13 bi t8ng v€ phong thy tin,
Khi lam viéc (hodc di hoc) ban hay tu dit cho minh ciu
hdi sau: Cong tdc clia t6i dugc ddnh gid theo chat ugng nhifng
gl tdi lam, khoi lugng cdng viée t6i thue hién hodc hoan thinh,
hay liéu t6i ¢6 ddp Wng han chét hay khdng? C6 thé 13 gdm ca
ba diéu d6 hodc ciing c6 thé 12 thay d8i ty theo ngay, ty theo
thing hodc thy theo cdng viéc. Dt sao ching nita diy ciing 1a

ciu hdi ma ban nén ludn ludn ty dit cho minh.

D€ néng cao hiéu qud thdi gian 1am viéc hay kinh doanh,
diéu ddu tién phai tam (A ban phai ndm ré mét cdch chinh
xac nhifng qi ngudi ta ky vong & ban.

Trutde hét hdy lam nhitng gl ngudi ta ky vong; nhitng phin
khac 1a phu. Néu ban dugc tuyén dung nhdf nhitng k¥ ning dam
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phdn-hop ddng cia minh nhung thay vao d6 lai c0 ging mot
cdch bit chinh d€ niu kéo nhitng khich hing méi thi c6 thé l1a

ban khong lam hai long s€p cta ban.

NHAN THUC MOI TRUONG LAM VIEC

Nhu mét c4i ddng hd, Laura t8i s 1am ding chin gid mdi
budi sing va budc vao 6 Am viéc ngin bing vdch kim loai
trong mdt tda cao d¢ vin phong ndi ¢d s& trdi qua tdm gid
lam viéc k€ ti€p, tri di mét gids dn trua.

Nhin bén ngoai, ¢& ta 13 mdt nhin vién tuyét voi, diang tin
ciy. Cb ciing khong cin phadi dem viéc vé nha, c6 vé nhu cd
hoan thanh moi ¢dng viéc chi trong ngly lam viéc cla minh.
M®Gi nim ¢6 nghi phép hai tudn 1€ dn ludng, idng tit ca nhitng
ngay nghi bénh va nghi thudng riéng va co ta dudng nhu ludn

- 1udn ban rén: Thé nhung dang sau bic binh phong “nhéin vién

134

hoan hdo” nay 13 nhitng thyc t& nhu: ¢d st dung t8i thiu hai
gid cho dién thoai trong do ¢6 d€n 25 cudc goi riéng mdi ngay;
Laura khong dudc giao dd viéc dé 1am do dé c6 ngdi d6 doc
ti€u thuyét va bao chi duge khéo léo che diu tranh con mit to
mo ciia s€p ngdi cdch d6 vai vach ngin. CH tiéu tén vo s6 thoi
gian dé€ vo ra phong vé sinh va tdn giu vdi cdc nhan vién khac.
Nhitng ai lam viéc cin cll v ngac nhién trude thai do 18
phé ciia Laura c6 thé cho riing ban diéu hanh ching chéng thi

chdy s& “phét hién” cdch 1am viéc clia cd. Tuy vay, ho ching
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thdy gi rdo! Laura bi€t cdch ha thdp kj vong clia ban diéu
hanh xudng theo mic cd mong mudn. Khi Laura nghi viéc dé
lam m{t cong viéc khdc t8t han (va luong cao hon) ¢6 33 dugc
tién chdn biing hoa hdng v thu gi6i thiéu sang gid.

C6 nhiéu ngudi khong mudn gidng nhy Laura néu nhy ho
lam duge. Sy hai long trong cdng viéc co nghia 13 hoan thanh tdt
mét viéc lam ma ban dénh gia cao chi khdng phai dude an luong
dé dn khong ngdi rdi va 1am cang it cing 5t néu né tranh dudc.

M0t s0 nhin vién viin phong tim su: “T6i chi ¢6 thé hoan
tit cong viéc trude khi nhitng ngudi khic tdi (hodc sau khi moi
ngudi ra vé). K&t qua 13 ho lam viée tir biy gid sdng d€n nim
gid chiéu hodc tif chin gitf sdng d&n bay gid t5i nhung khong
phdi tat ca thdi gian d6 déu dugc sit dung hiéu qua. Thai gian
danh cho ¢dng viéc cla ho dai hon nhung khéng nhit thiét ¢

nang suat cao hon.

Hay nghiém tdc va nghiém khic guan sat ngay [am viéc
ca han. Ghi ra gidy nhitng gi ngudi ta d6i hdi & ban. Ludn
theo doi cdch si dung thdi gian cia ban.

Quan 1y thdi gian cho cdng viéc 16t hon ¢6 thé ddng nghia
vdi thi€t k&€ lai khong gian 1am viéc nhim c6 didu kién lam
vigc 8t han. Chdng han ban ¢6 thé dé xuit véi s€p ban gin cita
ra vao cho 6 lam vi€c cia minh vi ban cdm thdy cang lic cang

c0 it thdi gian dfc 1ap khi sl dung chung clfa vdi ngudi khic.
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Thim chi ban ciing ¢6 th€ cin nhic dé nghi vdi s&€p cho
phép ban lam viéc theo gid gidc linh hoat - mdt hinh thitc
thay thé€ cho thdi gian 1am viéc ¢d dinh theo truyén thdng, dé
ban c¢6 thé tf chon gi¥ gidc dén va vé&, thim chi thi thodng ban
ciing ¢6 thé chon ngay lam viéc linh hoat.

Trong pham vi nhifng gidi han vé kinh t€ va quén Iy tat
cd déu tiy thudc vao ban d€ bi€n moi trudng lam viéc thanh
c6 hiéu ning, thodi mai va ding chifc ning mdt cdch tdi wu.
Hay 4p dung nhifng nguyén tic t8 chifc ¢6 tinh cdch 1y thuyét
1an thuc t€ ma ban di hoc hdi dude trong chuong trrde: moi
viéc ddu vao d6; loai bd sif bira bdn; vi cé dd nhitng thiét bi,

vit dung ma ban thudng cin d&n.

Dé C6 Higu Nang Cao Hon

That tin va Vin thu

Trong thuc t&€ tidt cd moi c¢dng viéc vin phong déu doi
hoi dén viét va phiic ddp thy tin, ngay cd néu nhv ban giao
¢Ong tac thu tin cho the ky hodc trg 1y thi thi dén ciing phai
dugc doc trude khi c6 quyé€t dinh vé cdch va hinh thic tra 13i.

Thu tin ¢6 thé trd nén hao t&n rat nhiéu thdi gian dén
mifc ching ta khdng bao gid ¢6 thé hoan thanh né. N6 ciing
c6 th€ 1a mdt phin khdng thé tach rdi vi thi€u nd thi khong

cdn 12 céng viéc thyc si nita. TSt nhit thi ban nén coi thu tin
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nhu 12 mot phan khéi dong cho nhitng phin cdn thiét va ddi
hdi nhiéu sdng tao han ctia cong viée.

Michael Korda, t8ng bién tip ciia cdng ty xudt ban Simon
& Schuster va 1a tic gi clia cac tac phdm ban chay nhit Power!
va Success, nhin thiy ring gidi quyé&t thi tin ciia minh vao budi
sang 1a mot cdch d€ khai thic “tidm nang sinh luc” khi dng viét

trong Success!:

... T 46 161 dd quy€t dinh ring that quan rong d€ bit ddu mot
ngay bing cdch hoin thainh mot didu gi d6, bit k€ 1a nhd nhat
nthir thé nio. T8i thudng danh gi®s ddu tién cla budi sdng dé phiic
ddp th tin. T6i thudng khong tra 13i dién thoai hodc ti€p khach.
Toi xit Iy thy tin nhv 14 mdt khéi lvgng codng viée riéng ré, quan
trong nhung c6 gidi han riéng. Mgt khi doc xong, trd 18i xong, da
lam xong nhitng gi cdn phai lam va ditt diém moi vigc, t6i udng
tach ca phé, rdo bude loanh quanh ndi lam viéc d€ xem nhiing gi
dang x4y ra, sau 46 6i quay od lai céng viéc d€ wu tién i 16
c4c cude dién thoai. Ching bao lau san t6i da xong git ddu tién

clia ngay — t0i dd ¢4 mét cdm gidc hoan thanh vi ¢6 myc dich.

Chi yé€u 1a Korda di im duge cich d€ bién cong viée tra

13i thu tin nham chdn thinh mot diéu gi d6 diy hing thu.

N&u nhu ban cé vé chdn chir khi giai quyét thu tin thi hiy ghi
dia chi 18n cac phong bi va d& ngay frude mjt minh. Cach nay c6
thé gidp ban tim dugc hing thi dé viét nhifng 14 thy d& bd vao do.
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Poc thy ban mudn vi€t vao may ghi 4m cling hifu ich néu
nhu ban dang ném phéi “urd ngai Vi€t 1ch”. Tuy nhién, cdch
doc thu theo ki€u truyén thdng cé thé ling phi thdi gian do
ban hoidc trg Iy ciia ban s& phdi ghi lai ndi dung rdi sau d6
viét lai l4 thur. Hiy nghi dén phin mém nhin dang giong ndi
cé thé gitip ban doc cho mdy vi tinh, hodc ngay ca mdy bé
tdi, nhan dang giong clia ban dé€ chuyén thanh vin ban va sau
dé ban hoic trg 1Y ciia ban ¢6 thé bién tap lai.

Ban ciing ¢6 thé ti€t kiém thdi gian biing cdch soan sin
mét s& “loai” thu d& ban hogc thu ky st dung tiy theo iniding
hgp, thi du nhitng loai thy thudng mai nhy “Thu c¢dm on”, “Thu
phic dap hét vi tri tuyén dung”, “Thy yéu cau thdng tin” v.v...
Nhitng loai miu nay khdc v6i mdt mau thu thdong thudng vi ¢é
thé sita d6i thy ngudi hodc truding hdp cu thé. PS khéng phdi la
nhitng thur dudc sao chup nhiéu ban hodc gidng mot 14 thu duge
lap ra hang loat bing may X Iy vin ban.

Né&u nhi ban sit dung mdy vi tinh thi hay soan ndi dung
cda “méiu” thu ma ban c6 thé sira d6i thit ngdn gon. Thong
thudng nhitng 14 the wr mdt t8i hai trang vdi khodng cédch
nhdy hing don 13 “bi quyét” dudc sit dung cho mdy vi tinh.

Hién c6 rdt nhiéu miu cé sin danh cho mdy vi tinh,
nhitng miu thu nay, v€ ¢4 hai mit ndi dung lin hinh thic, déu
cung cap cho ban mét khdi di€m d€ soan thi tin ma ban hoic

thu ky cé thé stf dung va sita ddi thy trudng hap.
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Ciing gifng nhy cdc cudc goi dién thoai, thy tin thueng mai
phdi duge phic ddp cang sém cang tot.

D& ti€t kiém thi gian, n€u thich déng, ban hiy can nhic
dén viéc gdi tha dién t hoic mdt 13i nhin ngdn gon thay vi
mot 14 thy thuong mai ding ki€u cach von hao tn thi gid.

Mot s0 chuyén gia quin 1y thdi gian nhu Alan Lakein,
khuyén: “Chi gidi quyét mdi 14n mot vin the.” L3i khuyén
d6, ciing nhu t4t ¢& moi khuyén rin vé€ quan 1y thdi gian, phii
dude cin nhic phd hgp theo yéu cdu clia ban. Néu nhu ban
dang & trong tdm trang chan chit, ban khdng th€ phin biét
dugc loai ndo wu tién, loai nao khong can thi€t 1dm, hodc loai
thi tin dé€ lau sg quén mat, thi gidi phap quan 1y thdi gian
truyén théng ndy dem lai cho ban hiéu qué hon 12 Ivu vin thu
lai tiy theo titng loai dé€ mat lic nao sau dé 16i ra giai quyét,

Nhu d4 nhdc nhd trong chuong trudc vé cich dé trd nén
¢6 dc 16 chite, di€ém mau chot 13 thi€t 1ap mot hé théng Iuu hd
sd dé gitp ban. Bit k€ né theo thi tif chif c4i, thdi gian, chi
dé, mau sdc, mid héa bing s8 hodc gi gi ching nita. Piéu
quan trong 1a ban ¢c6 thé truy luc mdt cdch nhanh chéng va
ddng tin cdy.

Cdch ban xi 1y nhitng bdn sao vdn thu cling rdt quan
trong. Theo thdi gian gidy t3 s& don ddng va vugt khdi tim

ki€m sodt. Téi quen mdt ludt su thudng 1dp hai bdn sao cho
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mdi bin ghi nhé hoic thu t¥, mdt ban dude luu theo G€ tai;
bén kia huu theo thit t thdi gian. Bing cdch ndy 6ng ta ¢6 hai
cach d€ tim chiing khi cin dé€n.

Ban c6 thudng xuyén sao chép tit ca nhitng ban ghi nhd
quan trong khéng? Ban c6 ghi chép lai tdt cd cdc cude dién
dam va 1ap hd so lutu khdng? Theo ddi nhitng gl ban hoan tat
mbi ngay 13 mét cich dé ki€m sodt thdi gian clia ban. Tuy
nhién ban ditng c6 coi trong cdc hé sd luu hodc vin ban liru

lai nhu chinh bdn thin cdng viéc.

Cong Nghé va Cdc Cong Cu
Giip Quan Ly Thoi Gian Hig¢u Qua

Theo khio sdt cha téi v& cdng viéc thi da s6 (52%) nam
nif trd 13i ciu hoi v& tién bd cong nghé ndo 12 trg thi i€t ki€ém
thdi gian t6t nhit cda ho trong thip nién qua, ho da chon mdy
vi tinh ¢4 nhan. Ti 1& thip hon 12 may fax (16%), k€ dén 1a thu
dién tit (12%) von 1 mdt trd thi ludn gin lién voi may vi tinh,
[Hang 4 13 15 vi séng (dudi 1%) va hang 5 1a dién thoai di ddng
(dudi 1%)].

Cong nghé va thiét bi, bt k& d6 1a mdy vi tinh, médy photo
hodc mdy fax, déu cé thé tiét kiém lin phung phi thdi gian cla
ban, dac biét 12 thdi gian dau khi ban phai hoc cdch vin hanh

né., Hiy nhd dua vao lich 1am viéc thdi gian tf mot d&n hai
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tuan ma ban ¢in d€ hoc cdch s dung n6 thong thao. Thoat ddu
c6 thé ban phii mit nhidu thdti gian hon — khong phéi it hon -
d€ hoan thanh mot cong viéc bing cdch st dung cong nghé
mdi nhung theo thdi gian n6 s& tiét kiém thdi gian cho ban va
thim chi 14 ning cao chit Iugng cong viée ctia ban.

Khi cdc mdy photo trd nén théng dung & cdc cao ¢ vin
phdng thi nhu cau 14p ban sao gia ting — va khdng phai chi 1a
bin sao cdc tai li¢u trwde day duge sao chép bling gidy than.
Nhiéu cdch st dung may photo da phat sinh. Cho dén khi cdc
nhan vién bi€t duge cdch stt dung diing d4n viéc sao chup, ho
hodc cédc phy t4 ciia ho van tOn nhiéu thdi gian dé sao chép
cdc ban sao hon trude dé du tdc do va tién nghl clia mdy d3
ti€n bd hon trude ra't nhidu, _

Thé nhung mdy méc khdng thé nao loai bd duge y&u t&
con ngudi von v6 ciing cAn thi€t cho thianh cdng trong kinh _
doanh thdi nay. Cudc nghién cifu va quan sdt cda toi da cho
thdy ring trong kinh doanh gidi phdp giao ti€p t5t nhat vin
la c4ch tryc ti€p, k€ d6 bing dién thoai vi thi ba bing thu
dién tif va cudi ciing 1a biing thu tin. Ngay sau d6 dién thoai
truy€n hinh trd thinh mot tiéw chudn nhung, xin nhic lai
lin nifa, ngay c4 kha nang thdy ngudi ban dang tiép chuyén
trén dién thoai cling khong thé thay th& nhu ciu chao héi,
bat tay va d6i dién tryc ti€p ma cong nghé khéng bao gid
thay thé dugc.
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May Vi Tinh

Neu nhu ban sif dung mdéy vi tinh ca nhin thi nhd danh
thdi gian sao luwu c6ng viéc dé phang trudng hgp bi cip dign
hojc d6i khi may vi tinh bj treo hay cdc tdp tin vd tinh bj xoa
bo. Hay st dung 6n ap dé chéng ting gidm dién A4t ngdt.
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May vi tinh thi sao nao?

Mot ti€u thuyét gia cé tic pham béan chay nhit da trd 15i
“khéng” khi duge hdi liéu dng ta c6 mudn mua moe mdy vi
tinh (ong ta thudng viét bing mdy dinh chit ngay ti khi bit
dau sy nghiép). Ong tuyén bd sé& khong mua miy cho minh
nhing c6 thé mua cho thir ky ctia minh. Do d6, néu h¢ thong
cGa ban vin &n thi ditng ¢6 4p dung cong nghé mai chi vi né
dudge bay ra trude mit ban. Viée nay chi mat thdfi gian vo ich.

Lam th€ nio ban ¢é thé quyét dinh duge lién mua mdy vi
tinh ¢6 ddng vdi tién bac va thdi gian (d€ hoc cdch sit dung may
cling nhu phan mém) ma ban b ra hay khdng va cdch ban lam
cong viéc cda minh? Sau diy 12 mdt s8 cong viée may vi tinh
c6 thé 1Aim mdt cdch d& dang hon nhi€u so vdi con ngudi:

- gb chit 14p lai, nhu go lai cung nhitng i, doan van hay tai

liéu nhiéu lan.

- hiéu &inh va chinh sita van bdn nhu viét lai bdo cdo hodc

thi tir cho d&n khi ban vira long vdi cdu tric, 4§ dai hodc
ngdn W cu thé.
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- ldp ra cdc A thi ndng cao hiéu qui vin bin ciia ban nhw
cdc bi€u dd khéi hoic cdc dd thi bing dudng biéu dién hay
hinh vé.

- lién lac v&i ngudi khic qua thu dién ¥ va internet.

- thue hi€n cdc tinh todn hodc lAp cdc phdng tinh va udc tinh,
ké cd 14p cdc bang tinh tai chdnh,

- ddp dng nhu cau cip nhit héa cling nhing thong tin cd ban
mot cdch thutng xuyén, nhu bing gid, bing bin hang, I¥ lich,
18ng quan tién trinh, the muc, hoic thy tin,

- 1ap va duy tri mét cd 58 dif ligu d€ tham chi€u hoic dé lap
cdc ddt thu tin hang loat giti cho nhiéu.ngudi cing mat lic.

- gWi fax di tf mdy vi tinh. .

- ddp iing nhi€u nhu cdu dic biét bing nhidu phin mém riéng
nhy soan nhac, thi€t k€ xay dung, 13p thi€t k€ in &n tin titc
néi bd, tap chi hodc sach.

- tao ra téc phim ngh¢ thudt ¢6 thé luu ui¥ hodc chuyén di qua
may vi tinh.

Nht moi nguti d€u bi€t, may vi tinh duge lién tuc cai
ti€n, cip nhat v mau chéng 15i thii. Mot s ngudi chon cich
thué méy vi tinh va mua mét mo-den mdi hon sau khi hét hgp
ddng thué. Nhitng ngudsi khac thich mua hon va it thudng
xuyén ndng cdp hon. Mot s& cong ty chon diéu kién ddi lai
trong cdc hgp doéng mua cda ho theo dé, trong mot khodng
thdi han, ho ¢6 th€ d6i may dang sit dung 1y mé-den méi

hon. M&t chon Iyra khéc ngay nay la ddt 1dp may theo yéu ciu
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cu thé ciia ban vé dung lugng bd nhd cdn thi€t, hé thdng sao
chép duy phong, va cdc chi i€t ky thult khéc.

Hién nhién 13 phin mém ban s& dung cho m4dy vi tinh
cda minh cling quan trong cho viéc 61 tu héa hiéu ning cia
ban khdng kém chinh bdn thin chi€c m4y. Ching nhitng ban
phai chon lita m6t chwong trinh phdn mém phit hgp vdi nhitng
nhu ciu riéng ma con phdi c6 thdi gian thong thao né dé cdm
thiy tu tin vé& nhitng dic di€m tinh t€ clia né. Ngoai viéc bd
ra thi gid &€ tr dao tao bing cich doc sdch hudng din hay
goi dén nha sin xuit phdn mém nh& chi din, ban c6 thé thué
mot ngudi te van gitip ban mot s bi quyét ti€t kiém thdi gian

hay theo dudi mot khéa hoc chuyén mon.

Thu Dién Td va Internet

Thu dién tit, khd ning gdi va nhin thu tf theo hinh thic
dién tif qua internet, ciing nhu nhitng 1gi ich khic clia internet
ching han khi ning nhanh chéng ti€p cin cdng trinh nghién
cdfu hay vao dia chi chita day thdng tin cda cédc tap chi, cic
nhi xudt ban, cic t8 chifc hodac doanh nghiép, c6 thé ddi khi
ching bi lai nhitng khGi lugng thdi gian ma nhitng ti€n bd
cong nghé ndy tidu tdn n€u ban thi€u thin trong.

Ngay c4 ban ¢6 thé ghién “Ién mang™; khd nang ddp dng
1ap tifc, sy thu hit v cing manh mé& vi sy 16i cuén mé hén

clia viéc tuong tic chdp nhodng qua thy dién of c6 thé ngdn



NANG CAO HIEU QUA THOT GIAN & CONG 50

v6 s§ gidy phiit hodc gi¥ déng hd ma ding ra ban nén st
dung d€ hoan t4t mdt céng viéc tu tién khic.

Nhd cach ma internet tuong tic mdt cich 1y tudng theo
dong thdng tin lién tyc thong qua cdc hé théng truy luc va cdc
tir khéa, ban ¢6 th€ tim ra hdu nhw bat k¥ thit gi. Do d6 trir khi
ban lam chi duge viéc s dung internet va cdch ban dinh
thdi gian cho né ban c6 thé bi trdi dat ngay cang xa hon ly do
ban ddu ma ban d3 “1én mang”.

Ciing tuong tr nhu vy ddi v&i thy dién i, ngudi ta k¥
vong ring thi dién tf s& duge hdi 4m chdp nhodng ngay ci
néu nhu ban a) dd khong kich hoat su 'ién lac b) dang bin rén
lam nhitng viéc khéc c) chi thinh thodng kiém tra thu dién t¥
hodc d) bi trdn ngdp bdi cd trdim thu nhin duge mdi ngdy ma
‘da 50 déu vo bs.

Xin nhdc lai lin nita, ban phai lip ra nhifng nguyén tic
rd rang v€ khi ndo, cdch ndo va lidu ban ¢6 hdi am cdc thi
dién tf cia ban hay khong. D&i véi mot s8 the dién td vo b
nao d6 ban c6 thé lp mét “hé théng hdi 4m tr déng” tv dong
gidi thich tai sao ban khdng gidi quy&t ngay. Néu d6 12 mot
m&i lién lac ma ban chua thiét 1ap thi ban ¢6 thé chuyén dén
ho nhitng hudng dan vé 1y do va cdch lién hé vdi ban.

Bit k€ d6 1a internet néi chung hodc thw dién ti néi
riéng, hdy luén lubn cdn trong vé thdi lugng ban 1én mang.

M4t s6 nha cung cip internet theo dinh ky cho ban bi€t Ia ban
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d3 1én mang bao nhiéu thdi gian, tuy nhién chinh ban cling
nén canh gidc vé thdi lugng dé.

Ban ciing phéi kiém sodt viéc liéu ban }én mang, hodc
glti hay trd 13i thy dién tit do ¥ mudn hay bi 161 cudn. Ban c6
dang bi ghién lén mang hay la ban dang can thin st dung
nhitng ti€n b cong nghé d6 d€ phuc vu cho thdi gian va cong
viéc cda minh? (N&u nht ban bi nghién 1&€n mang thi hdy xem
nhitng gép ¥ gidp bd cic théi quen x4u trong Chuong 4 dé
khic phuc vin dé nay).

Tuy nhién, internet ciing ¢6 th€ (i€t kiém nhitng khdi lugng
thdsi gian khdng 16, dic biét 12 nhd sy ti€p cAn chép nhodng i
liéu nghién cifu thdng qua nhitng dich vy nhy www.elibrary.com
hay c4c nhat béo, tap chi ding tii cdc bai hodc toan b s0 phat
hanh 1én trang mang. Thong qua cic nhém ‘chat’ va nhiing dia
chi mang b8 ich. ban ciing ¢6 thé thu thip tai hiéu nghién cifu
biing cdch 18y ¢ kién cdc cu din mang vé mot s§ vin dé cu thé
hodc ngay cd doc va nghién cifu nhifng quan tam va thong tin
ma ho chia sé.

Hay 14p ngén sach thai gian cho mot gid, ngay hoic tudn
“nang c4p cong nghé”. Danh thdi gian hoc hdi vé thi€t b
phén ciing hoZc cdc chdong trinh phdn mém ciing nhu nhiing
gi mdi va t6t hdn ma ban cd thé sk dung. Hay d€n cdc cue
tri€n 13m thudng mai, ghé vio cdc cira tiém ban mdy vi tinh,
tham dy céc khdéa hoc, thué mgt nha tu van,
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‘Mday Quét Hinh (Scanner)
M4y quét hinh 1a mdt thi€t bi gidp ban chup lai hinh dnh

(tic phim nghé thuat, dnh chup, cdc thi€t k& db hoa) hoic
vin bdn bing sy hd trd cla phidn mém nhin dang ky t quang
hoc (OCR=Optical Character Recognition). Thiét bi d6t pha
ndy, ngay chi con gid dvdi 100 d6 la va tham chi 1a mdt phan
cla mdy phdi hgp da ning in-fax-quét, dit khodt 1a mdt dung
cy ma hau hét cdc vian phong trong thién nién kY mdi nay
cin phai ¢6. Phin mém quét hinh gidp ban chinh sita hinh
dnh d6 trvde khi dwa vao ¥ng dung in 4n clda mdy dé ban.
“Bdn phéan citng” hodic ban vin, thay vi dugc danh may hoic
x€p chit thi gid ddy c6 thé dudc quét hinh va dua vao mot tip
tin vi tinh d€ chinh sita. Céng nghé nay dang cdch mang héa
toan bd cadc nganh cdng nghiép nhi in 4n va thi€t k€ dd hoa

cling nhu viét ldch v xuit ban.

Mfly Fax

Loai mdy nay gui dif liéu di thong qua dudng diy dién
thoai va chic chin 12 mot trong nhitng céng cu cdng nghé then
ch{t ngdy nay nhiim tiét kiém thdi gian. D€ gitp lién lac khin
cap, mdy fax loai b nhu ciau vé cic dich vu chuyén giao qua
dém. Tuy nhién, hdu hét moi ngudi déu nhin nhin ring nhiing
tai liéu dai (trén 10 trang) nén duge gifi di bing thu qua dém

trif khi bén nhin fax di x4c nhin ring tai liéu rat dai do sé
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khéng c6 van dé gi dé giti di bing may fax. Ngoai ra ddi khi
céc cude chuyén fax bi thit lac do d6 ban nén kiém tra liéu bic
fax clia ban d3 dudc nhan chwa. Céc loai may fax sif dung gidy
thudng dugce ua chudng hdn trong kinh doanh bdi vi céc bitc fax
chuyén di d& doc va khong phai mau theo thdi gian.

Cic bifc fax tif ngudi xa la hodc giti ban 1y lich bing mdy
fax (trir khi dudc yéu cdu lam vay) déu thudng khong dudgc
hoan nghénh trong th€ gidi kinh doanh.

Dién Thoai

Pién thoai 12 mdt cong cu hay 1a mot vii khi thy thude vao
cach ban st dung né hay d€ cho né sit dung ban. Stf dung dién
thoai d€ phéng van tif xa ¢6 thé 13 mot hoat ddng quan trong
nhit trong viéc 1am ma ban hoan thinh trong mdt ngay nao do;
dé& cho v s& cac cude dién thoai riéng tu hodc 1am 4n quiy rdy
ban vio nhitng thdi di€ém quan trong trong khi ban dang lam
viéc, c¢6 thé 13 khién ban buyc bdi cling nhu phung phi thdi gian.

Mot s& ngudi lam viéc chi chip nhidn c4c cudc goi riéng
tw & ndi 1Am viéc vao mdt gid ¢d dinh ndo d6 trong ngay va
chi kéo dai mot thdi lugng cu thé. Mot s8 khic thing thing
ring cdc cude goi riéng t, bat k& khi nao ho nhin duge, déu
phai ngdn gon va di vao van dé, phdi lién quan d€n mot vén
dé cu thé nhut “Anh muén chiing t8i d€n nha anh vao lic miy

2id t81 nay?” chit khong phai la mdt cich dé€ “tdm cho vui™.
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Néu nhu ban gip khé khin dé bi&t duge cdch ban st
dung hodc phung phi thdi gian cho dién thoai thi hidy can
nhic dén viéc idp bdng ghi thdi gian cho cdc cude goi di va
d€n vdi Iy do va thdi lrgng clia mbi cude.

Néu nhu ban cé chiéu hudng bi 16i cudn kéo dai cude néi
chuyén thi hdy tw dat ra mdt gidi han thdi gian cho cdc cude
goi di. Cho dit ban khong d trudng hgp nhu vy, trude khi goi
dién thoai ban hdy ¢& suy nghi rd ring nhitng gi mudn néi va
cho phép minh ¢6 bao 1du dé néi.

Thu k¥, mdy dién thoai va cdc dich vu trd 1di cé thé giip
ban lam viéc hiu qua t6t hon v8i trudng hgp ban sit dung
ding cich. Hiu hét cic may dién thoai déu c¢6 man hinh dé
ban c6 thé siang loc cic cudc goi dén d&€ quyét dinh ¢6 nén
nhic mdy hay khong trong diéu kién ngudi goi khéng biét ban
¢6 & d6 hay khoéng. P6i khi, ban ¢6 thé chon cich nhan dién
thoati vi ban bi€t ring néu goi lai sé& ton nhiéu thi gi®t hon.

MOt trong mot vai khuyét diém lién quan dén cdc hé théng
thu thoai 12 ban khong thé ki€ém soat dudc ai dang goi. N&u nhu
ban quyét dinh khong muén bi ai Ilam phién va rdi dién thoai reo
lén, mot khi n6 chuyén qua hé thdng thu thoai ban phai dé€ cho
ngudi do luu lai tin phiin d€ bi&t dugc ai dang goi va 1y do goi.

MOt s0 ngudi cho 12 hitu ich d€ phan loai ngudi goi hodc
loai cude goi; trong danh sdch nay cdc quan hé riéng tu va lam

an duge x&p vao mdt trong cic loai — Ludn Ludn Chuyén Cudc
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Goi, Khong Bao Gid Chuyén Cudc Goi, Ludn Ludn Nhan Ldi
Nhin va Théng Bdo S& Goi Lai. Hé théng niy khd hiéu qui
bdi vi né loai bé duge tinh trang khé xit khi ngudi thu ky nodi:
“T8i s& ki€m tra xem ba 4y ¢6 & vin phong hay khong,” va di
cho ngudi goi bi€t rd ring thir ky dang héi § ki€n s€p, nhung
ngudi thr ky quay trd lai va néi: “Tdi rat ti€c 13 hién gits ba dy
khong c6 diy, nhung ba 4y s€ goi lai cho dng sau.”

Néu nhu ban mudn st dung dién thoai chit khdng phdi né
st dung ban, hiy thudc nim long ciu ndi hitu ich ngidn gon
sau: “Hién gids t6i khong thé néi chuyén duge.” Néu dugc ban
¢6 thé thém vao: “Liéu tdi c6 thé goi lai cho dng khdng?” Sau -
day 13 mot s& ciu khdc d€ sit dung néu nhu ban gip khé khin
dé dit khdi dién thoai hodc cho ngudi goi bi€t 14 ban khdng
thé tiép chuyén:

“Tdi phdi di ngay ddy.”

“T6i khéng thé néi lau hon duge.”

“T6i ket khdch dang chd trong vdn phong.”

“T6i dang chuin bi di ra ngoai.”

“T61 phai du cudc hop nhdn sy trong mot phiit nifa, ching ta
danh phai k&t thic § ddy.”

“Hién gid 6i khéng thé tiép chuyén duge, ¢6 rit déng ngudi
3 ddy.”

Ca thé 1a ban nhén thdy cin phii 14p mdt danh sdch ban be

ma ban quy mén nhung lai c6 vin dé khi ndi chuyén dién thoai.
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Nhiing ngudi nay mai mé néi mdt minh, do viy hi€m khi ban
c6 thé rai khdi dién thoai dusi mot giy ddng hd. Né&u ban thuc
s¢ mudn goi cho ho, ban phai bi&t chic 1a ho khong thé tiép
chuyén - d& néi chuyén ngin gon vdi ho hoic dé duy tri quan
hé -- hodc 1a khi ban ¢é thdi gian rdnh néi chuyén dién thoai.

Ban ciing phai xem xét dén nhitng thi€t bi dién thoai c6 thé
gitp cho viéc quan 1y thdi gian hiéu qud. Thi du nhu dién thoai
khéng diy gitip ban di loanh quanh dudc khi dang néi chuyén.
N6 ¢6 thé 13 mdt trg thi ti€t kiém thdi gian tuyét vl trong
trudng hdp ban phai néi “Tai sé& goi lai cho anh” vi ban can sy
riéng wr; dién thoai khdng diy giip ban tim dugc sy riéng ay dé
vao moi ic. Di nhién 1a dién thoai di ddng cho ban sy tiép xtic
lién tuc ngay c¢d § trén xe Wfa hoic xe hdi. Hay tdn trong nhitng
qui dinh v€ dién thoai va tdt n6 di khi & trong rap chi€u phim,
cic cudc bidu dién truc ti€p, cac cudc hop hodc thuyét trinh ciing
nhv nhitng quy dinh v€ an toan khi 14i xe hodc di bd.

Ngiy nay, mdy dién thoai hodc thu thoai di trd nén
khong thé thi€u & sd 1am. Hiy quyét dinh lidu ban c6 s& dé
lai 13i nhin hay khong. Néu nhu ban mudn dé€ lai 1 nhidn thi
hiy néi rd ring, cham rii, ngdn gon, va di thing vao vin dé.
Né&u dugc, nhdn s& goi lai cling nhi thdi diém t6t nhi't cé thé
goi cho ban khong bi bdn mdy. (Tudng ty nhu viy, hiy dé 15i
nhidn cho ngudi goi d€n trong mdy dién thoai hodc thu thoai

cang ngin gon cang tot).
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Sau diy 1a mot sd thi€t b dién thoai hodc dich vu hay
chon Itta ¢6 sdn d€ ban cdn nhic nhim ning cao hidu ning
cong viéc cia minh:

- cudce goi chg

- hién thi s& d&n (cho phép ban thdy dugc s6 ngudi goi

dén d€ ban quyé&t dinh lidu cé nhic may hay khong;
trtSng hgp ban d€ mét s6 dién thoai cia ai d6 ban cé
th€ luc lai trong danh sdch hién thi s& dén c6 thé luu
trit d€n 25 tén va s3 dién thoai vifa goi dén)

- chuyén cudc goi

- goi ba chi€u hoic goi hdi nghi

- cudc goi nhd (ban trd chit phi va dude néit véi cude

£01 nhd vita qua)

- quay s6 nhanh

- dién thoai loa ngoai

- l4p lai s& vita quay (hitu ich n€u nhu ban nhén tin hiéu

dién thoai bi bin)

Hay sif dung dién thoai mdt cach sdng tao va trdnh bi mang
ti€ng Ia chi goi ai d6 d€ dudc 10i 16c. (T61 quen mot ngudi dan
ong di qua quen vdi viéc bi goi dé nhd ciy dén miic tra 13t dién
thoai thing thin bing ciu hdi: “Toi ¢6 thé gidp gi cho dng/ba?™).
Thinh thodng ban nhd goi cho nhitng méi 1dm in chi d€ chao

hdi. Hay nghe ho néi chuyén. C6 thé 1a ban ching mudn hoi §
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mi vé trdn d4u gdn hdm thit bay vita qua hoac ky nghi he & Tay
Ban Nha, ciing ¢6 thé 1a ban ching mudn kéo dai hdn vai ba
phut nhung mot cude gol thdm hdi s€ dudc hoan nghénh. Tuy
nhién, ban cling cin 4p dung I3 khuyén goi thim hdi vdi su
thén trong; ban ddu ¢6 mudn mang ti€ng 1 ngudi phung phi thii
gian cho dién thoai ciing nhu bi quy két 1a loai ngudi ¢ hdi.

D& theo d6i cdc cude goi va ngudi goi, thay vi chi nhifng
mdanh gidy nhd ghi 18i nhdn dién thoai, ban cin ¢é mot cudn
s6 chinh, thi dy nhu loai gdy 16 xo ghi chép lai mdi 13 nhin.
Ban cling s& phdi 1dp ra mot hd sd luu thudng xuyén nhitng
ngudi goi dén, dé 12 mot hd sd lwu 6 sdn cho trudng hgp ban
ghi khong ding chd mot s& dién thoai lic dang di cbng tic
mot tudn 1& hay nhiu thdng trt6c d6. Ban ciing ¢6 thé xé rdi
td ddu va ghi 18i nhdn cho ai d6 nhung vin con ban sao thuding

xuyén trong sé hd sd.

Giai Quyé&t Nhitng Gidn Doan Céng Viéc Do Tiép Khich
Céc khdch dot xudt dén gip ban ciing lam giéﬁ doan
cOng viéc cla ban khong khdc gi nhitng ngusi goi dién thoai.
Co6 thé 1a ban thdy d& dang trong viéc gidi quy&t nhitng gidn
doan cOng viéc do dién thoai hodc khich gip truc tiép, tuy
nhién thudng thi dé€ r&i khdi dién thoai hon 13 thodt khdi mot
ngudi dang & trude mét ban. Ban thyc sy muén dit ra nhitng

nguyén tic cho nhitng ngudi ciing lam viéc véi ban, thi du
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nhuf phdi trdnh nhitng cudc giap d6t xuat ma khong bi mang tai
ti€ng 12 ngudi lanh ling va xa cdch. Hay tao cho ddng nghiép
hodc nhin vién cilia ban théi quen phai goi dién trude. (Trong
mdt 83 finh hudng & cong s3, di€u nay 1a khéng thé vi cic
ban c6 th€ 1am viéc ké cin nhau).

M4t bi quyét dé Iam ndn long cdc khich d6t xudt & vin
phong ban, it nhit cfing tam thdi, 12 dit ra mot “gid yén 6n”
¢d dinh. Ban ¢6 thé treo mot bién trén clra ra vao “Xin dirng
lam phién” hoic cho moi ngudi bi€t ban khong thé tiép
khich trong mdt hodic nhiéu gid cu thé mdi ngay.

N&u nhu ban khong thé gidi quy&t van dé khdch d6t xudt
bing nhitng cdch khédc thi hdy ¢ xit Iy tinh hudng tredc mit
va tién Khdch ra khoi vin phdng cing nhanh cang t6t. Mot s&
nha quin 1y cd ¥ khdng ké gh€ trong viin phong clia ho ngoai
ghé riéng clia ho ra; tim Iy khong thodi mdi (va sv ling ting
khi phai ding d6) cé thé ddy khdch ra ngoai nhanh hon 15i
néi clia ban. Néu nhi khdch dot xuit khong hiéu ¥ ban, dic
biét 1a ban c¢é cudc hen khéc thi hiy budc ra va néi thing cho
ho bi€t vdy. RS rang 13 nfu nhu khich dot xuit 1a sép cla
ban thi ban can phai t€ nhi hdn khi mdi 6ng ta.ra ma khdng bi
choc giin. Ban c6 thé xem xét viéc vao vin phong cia sép
dé gip ong ta mét cich thudng xuyén hoic linh déng, nhd
vAy nhitng cudc gip ddt xuit tai vin phong cla ban s& duge

giam thi€u. Bing cich d6, ban c6 thé 1am chi tinh hinh nhiéu
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hon, dac biét 12 khi ban quyét dinh trude vé diéu gi hoidc cong
viéc wu tién nao sé dudge thdo luin.

Néu viéc lam cla ban thy thudc vao cdc quan hé x3 hdi
(hodc kinh doanh), ¢ thé phat sinh nhitng cudc gap dot xuat
tir khich hang hodc thdn chi thi nhitng gidn doan cong viéc
d6 ¢6 thé khong duge xem 1a phung phi thdi gian. Gip tradng
hgp nhy vy, ban nén “chudn bi sin” ca phé€ ndéng cling nhu
gh€ banh ém 4i cho khdch khong mdi ma dén cda minh.

M0di loai gidn doan cdng viéc do khich dén déu duge
gidi quy€t theo nhiéu cdch khdc nhau. Gidn doan do khéich
duge mdi phdi dqué dua vao k& hoach trudc vdi lich 1am viée
bing viin bdn cho cudc hop va ban phii chuin bi s&n tii liéu
hd trg can trinh by hoic phin phat.

N&u nhu dé 14 cude gip 3ot xuat, ban phii xidc dinh diéu
do 6 1¢1 hay ¢6 hai. C6 thé 1a ban dang lung chifg trong
viéc soan bdn bdo cdo cho budi chidu ngay dé nhung néu
khdch lai chinh 13 phé tdng gidm dé'c thi cé 1€ 1a ban phai
ngung diéu dang lam.

Thoi Gian Nghi (Cac Ky Nghi, Cac Ngay Nghi Bénh, Nghi phép)

Quyén lam viéc it gid hon va hudng cdc k¥ nghi dii ngay
hon di dugc hinh thanh nhd nd lyc du dai cda gidi lao dong
va cdc thanh vién cdng doan. Th€ nhung khdng ai bit ban

phai tdn dung khoing thdi gian ndy cd, né ¢on thy thudc vao
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ban, khﬁﬁg chi don gidn 1a tin hudng thdi gian duge danh cho
ban ma cdn phii Jap k& hoach cho nhitng sinh hoat bé ich ¢
v€ mit c4 nhan 1in nghé nghiép.

C6 thé 1a ban cho ring minh dang ti&t kiém tién bac bing
cdch quanh quin trong nha thay vi di dau xa, hodc tiét kiém
thdi gian biing cdch khong di ddu xa cd. Nhilng ngudi lam
nghé tr do thudng nhén thiy rat khé d€ hudng mot ky nghi,
ho s¢ viéc lam #n clia ho s& sa sit néu ho ving mat hoac
cdng vige cda ho chdng chit 1én nhau khi&n ho khong thé c6
thdi gian nghi ngdi. N&u xoay xd duge thi t8i thi€u mbi nim
hai tudn 1& - hai k¥ nghi mot tudn hoic mot k¥ nghi hai tudn
1& -- s& dem lai su diéu k¥ cho ning lyc lam viéc cda ban.
Viéc nay ciling s& gidp ban tir bd théi quen thudng ngay, thay
vao d6 ban sé& chi tim dén sic khde va cudc sdng tinh cdm
cha minh hon ddng thdi ban ciing ¢6 thdi gian d€ him néng
cidc mdi quan hé than thiét.

Né&u ban khéng thé tdch ra khodng thdi gian dai nhu thé,
hiy xem xét didu ma mdt nha quan Iy quing cdo lam. Ong ta
chia k¥ nghf cia minh ra cho sudt nim, 6ng chi hudng nhitng
ky nghi ngidn tr ba d&€n bdn ngay véi v¢ minh va khéng bao
gid di xa qua hai gid lai xe. _

M6t 88 ngudi sai [Am khi nghi ring hudng mdt ky nghi cé
th€ khi€n ho mat viéc 1am, th€ nhung khong nghi ngdi ¢6 thé

gdy ra nhiéu cing thing va lo du hon 12 bi mat viéc.



NANG CAO HIEU QUA THOI GIAN & CONC s6

Céc chuyén gia ddng ¥ ring khodng thdi gian nghi lam 13-
mdt nhu ciu cin thiét cho sitc khée tinh thin ciia ngudi lao
dong va cho cdc quan hé gia dinh von ¢6 tic ddong rit nhidu
1én sitc khoe va nang suft clia ngudi lam viée.

Néu nhyt ban ¢6 duge k¥ nghi it nhat 1a hai tudn 18, ddu
ti€n 12 ban phii quy&t dinh liéu nén chon hai tuin lidn hay
chia nho nd ra. |

Thai di€m nao t6t nhat d€ hudng ky nghi ciia ban? Mot
sO cOng ty c6 thé yéu cdu ban chon thdi di€m khi viéc kinh
doanh chdm lai. Mot s6 thi déng ca va cho toan cong ty
nghi, ho quyét dinh thay cho ban. Tuy nhién néu nhyv ban ¢6
dugc st chon Iya thi hiy chon cdc tuidn 12 thich hgp nhat cho
ban va gia dinh. Do § s lam nhiéu loai lich bi€u phdi duoc
phéi hop vdi nhau cho nén ban hiy nhanh chéng dé ra yéu
cau d€ ddm bdo ¢6 duge nhitng ky nghi ma ban thich nhat.

Ngoai ra cdn ¢6 chinh séch “sit dung hoic mit” ma mot
s& cong ty dp dung. Mot s& cong ty yéu ciu ring nhitng ngay
nghi phdi dugc hudng trong nién lich cong quy ddu cla nim
k€& ti€p. Ban c6 trach nhiém phai néi chuyén vdi nha quén ly
nhén sy hodic s€p trye ti€p dé biét cdc chinh sdch vé ky nghi

3 cOng ty ban.

Sau day 1a mét vai bi quyét dé gitp ban hudng dudge ky
nghi d& dang hon va thanh thoi hon:
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» Hay gdnh vic mdt s8 cdng viéc clia mot cdng sif hay déng nghiép

dang hudng k¥ nghf 4€ ngudi d6 s& ddp a lai khi ban di xa.
Ngay trude khi hudng k¥ nghi (va sau do), hiy lap k€ hoach cho
nhitng dém lam viée wé d€ di mrdc (hoic theo Kip) cong viée.
N&u nhy ban thuc sy mudén ddm bao cho vi¢c di xa hay suy
x6t cin thin vé céng viéc mdi dwge giao phé ma ban budce
phai hoan thanh trong nhifng tudn 1& trede khi ban di nghi.
Trit khi ban wyét d6i c6 khd ning ddp ¥ng hodc hoan
thanh trude han chét, hiy c8 ranh thii gia han han chét cho
viéc nay hay nhd mdt ngudi cong sy tin cdy lam gnip rdi
sau dé ban sé ddp trd cho ho.

Hay d4m bao ring sép tryc tép cda ban biét dia di€ém ban
di nghi. Chon mdt ngudi nao dé sé goicho ban néu ¢6 viec
cén kip khi ban dang di xa. .

Cho ban gidm 43¢ bi€t ban mudn nghi vao nhing tudn 18
nao, nng chi mo mong hay 1én k€ hoach cho ky nghi khi
ban khéng 1am viéc, hiy thin trong dirng huénh hoang qud
nhi¢u “khi di nghi ching t6i sé ......" kéo réi ban ¢6 thé bi
ddnh gid 13 dang phung phi thdi gian cda céng ty cho vigc
riéng tf hodc bi cho 1a mét ngudi wa phé trédng.

Danh cdng sic tim hi€u v& noi 151 nhat ban va gia dinh clia
minh s& tan hudng k¥ nghi. Nghién ctu va 14p k€ hoach
cho k¥ nghi, can nhic nhitng gi ban thich lam va chi phi.
Lip k& hoach cho nhitng sinh hoat thich hgp vdi sé thich
khong dinh ding g1 i cong viéc cla ban, thi dy nhw cam
irai, ddnh quén vot, di bs dudng dai hay dao bdi khio co.
Ngdi trén bai bién ¢ th€ 1a thw gidn 461 vdi ngudi nay
nhung lai té nbat vdi ngudi khdc. C6 nhi€u dia chi trén
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internet gitp ban 1&n k& hoach cho k¥ nghi, thi du nhy
www.Expedia.com.
* Ngay ¢4 néu nhu tién bac 13 mdt var dé, ban hdy ct thodi

mdi 1dn hudng k¥ nghi dit d6 12 mdt dia di€m du lich gan.

Nhifng ngay nghi bénh va nghi phép 12 nhitng cd hoi nghi
ngoi khéi lam viéc ma ban nén tdn dung. Nhv ban d3 biét
trong phan nhitng trd ngai clia viéc quan Iy thdi gian hidu
qud, gidi chl thudng c¢6 tdm 1y thdng cdm nhiéu hon d6i véi
viéc vdng mit do bénh tit hon 1i nhu cdu tinh thdn. Tuy
nhi€n chinh ban 12 ngudi nhin xét t5t nhat liéu mdt ngay nghi

tudn ndy cé thudn 1¢i cho ban vi cho s&p ban khong.

Nghi Giita Gis € Nang Cae Hi¢u Niing

bua vao ngay lam vigc cia ban nhitng khodng nghi nggi
ma Elton Mayo da phdt hién 1a ning cao hiéu ning clia c¢dng
nhin § xudng dét tai Philadelphia trong thap nién 1920. Theo
Frances va Milbourn giai thich trong tic phdm Human Behavior
in the Work Environment (Hanh vi cla con ngudi trong Mo6i
truting Lam viéc), sau khi cdc chuyén gia v& hiéu nang lac dong
VA céc g6t cifu trg i chinh that bai trong viéc gidm 6 1é thay di
cdng nhan xudng dudi midc 250%, Mayo di dugc mdi dén dé
ti€n hinh “Cudc diéu tra ddu tién”. Mayo da phat hién ring cho
¢Ong nhn ding 1am viéc sudt ngay bon dgt nghi ngin di nang

cao ndng suft va lam gidm ti 1é thay d8i ngudi 1am.
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Nhv nha tdm 1§ hoc qud c6, ti€n si David Leeds, tifng néi:
“Ngay ci cdc vO s tranh gidi cling can ¢ hai phit nghi gitta
cédc hiép dau.”

Hiy ning cao hiéu qué clia cdng viéc ban, gidm mét moi va
kha niing sai s6t do kiét sitc bing cach c6 nhitng dgt nghi gidi lao
ti¥ ndm dén ba mudi phat, hodc mot gid hay lau hon néu can
thi€t. Hay gilf dung gits gidc va thdi lugng clia dgt nghi hiéu nang
d& 5 da héa thanh qué lao dong clia ban. Hay nhay cam trudc
cac bao hiéu thé x4c hodc tinh thin cho biét lic ndo cin nghi gidi
lao. Luu y: hiy thin trong trong mét vai mdi trudng lam viéc vi
cac ddng nghiép hoic s&€p ¢6 thé nghi sai 1am ring viée nghi ngoi
ctia ban la biéu hién cha s bi€ng nhac. Hay nghi d&n viéc tap
thé€ duc khi nghi gidi lao, chay bd hai muoi phit trong gid¥ nghi
tra nhut mot ludt su & thi dd Washington, 1am hodc di bd; néu

cAn thit hiy tim c4ich d€ c6 thé chgp mit mét chit.

Lam Viéc Cing Vi Nhitng Nguoi Khdc

Giao phd cong viéc

Ban cé cin giip 48 d€ giao phé cong viéc mot cdch hi¢u
qua hon khéng?

P& bi&t dugc licu ban ¢é thé s dung sv giip dB bing
cich giao ph6 cong viéc cho ngudi khac hay khong thi hay w
héi nhitng cdu sau day:
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1. Ban ¢6 dang lam viéc nhi€u gié hon nhitng ngudi chung
quanh, ddc biét 14 cdc thudc cAp clia ban khéng?

2. Ban ¢6 dang sit dung mot khéi lugng thdi gian qud mitc mbi
ngay cho nhitng cong viée dé dang “giao phé” nhu thy tin
thudng ngay, cdc cudc goi khdng wu tién do cdm thiy minh
6m dém qu4 nhidu viéc khong?

3. K€ tir khi nhin céng viéc dang lam ban ¢6 da bi ching 18 loét
hay 1a ¢6 cdm gidc nhu sép sita bi khéng?

4. Ban c6 hoang mang li¢u c6 th€ chon dugc ngudi dd ning
lre d€ giao phé cdng viéc khong?

5. Ban cd bi 4m 4nh bdi nhitng tai hoa do giao phé viée cho
ngudi khdc trong qud khi khéng?

6. Ban c¢6 phdi 12 ngudi cdu todn khéng? .

7. Ban c6 titng bj ai goi 13 “ngudi chi mudn ké khac lam theo
¥ minh” chiua?

8. Ban ¢6 mién cudng giao todn bd trich nhiém cho mét cong
tic cu thé khéng?

9. Ban ¢6 hé wdng twong ring ddi hdn 1a thé vi hon néu ban
c6 thé wr than 1Am moi vi¢c khong?

10, Ban c6 titng sdp sira bi hoic bi dudi viéc mot hay nhiéu 1an
do giao pho cong viéc cho ngudi khdc khéng?

Né&u ban trd 181 “c6” cho mdt hoic nhidu ciu héi wén thi ¢ 18

ban cin sur gitip d trong viée giao phd cdng viéc cho ngudi khéc.
Cho dit d81 v6i mot s6 ngudi thi viéc budng bd toan bd sy
ki€m soat va giao phé cdng viéc ¢6 thé khé khin hon nhitng
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ngudi khdc nhung diéu ddng mitng 13 ban ¢6 thé hoc hdi k¥
ning nay. Tuy nhién trwde hét ban phai ¥ thice dude liéu ban
¢6 van dé gi khdng ddi vai su giao phé cong viéc. Ban ¢6 can
méch nhé khdong? P6 1a lam vige qud d6 dai gid. Thit hai,
khong hoan thanh di mic viée quan trong — va chinh ban biét
d6 13 nhitng gi d5i vdi cuong vi hodc nghé nghiép clia ban -
cac dy 4n, cdc hoat ddng hodc viéc ban phdi 1am. Nhitng hoat
dong dem lai doanh s&, thu nhap, khich hang hodc thin chi
mai. Cong viéc ddi hdi phai suy nghi hoidc thdm chi 12 tao mdi

quan hé véi khach hing néu nhwr d6 1a viéc ma ban phai lam.

Giao phé cdéng viéc mét cdch hiéu qua

Trén cd s3 nghién cifu va quan sat, sau diy ia bdy budc

dé dat dugce hidu qua khi giao phé cong viée:

1. Quyé&tdinh viéc ban s& giao phé.

2. Chon ding ngudi d€ giao viéc.

3. Tin nhiém nhitng ngudi ban giao phé, tir khi ¢6 bing
chiing khdc di.

4, Pua ra cic sv phan cong va hudng din 10 rang.

5. Pé ra “mdc kiém tra” cho sy hoin thanh mdi cong tdc hoac
cong viéc va mot hé thdng lién lac cu thé voi nhitng ngudi
ban giao pho cOng viéc.

6. Ghi c6ng ngudi ban giao pho.

7. Giao todn bd trdch nhiém cbng viéc chit khong phdi chi
mot phin viéc.
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1. Quyét dinh viéc ban sé& giao phé

C6 ba vin dé can cin nhic khi quyé&t dinh viéc s& giao phé:

1. Quyét dinh phin viéc wu tién cha ban va giao phé phin
viéc hoic nhitng cdng viéc ngan ban tap trung vio phin
viéc v tién do.

2. Giao ph6 nhitng gi ttf thAn ban khdng thé 1am do ban
khdng c6 k¥ ndng hodc chuyén mén.

3. Giao ph6 nhitng gi ban s& khdng ty than lam do qud
nham chdn, 1am ban xao ling phan viéc wu tién hoic
khong sit dung tdi vu thdi gian clia ban. D6 13 nhiing
phin viéc ban ¢6 th€ 1am nhung ban chon céch khong
lam bdi vi trong giai doan hién tai, mot ngudi khac ¢6
thé 1am nhitng viéc d6 giiip ban, thi du nhu thy tin

thudng ngay hodc sang loc cdc cudce goi dén.

2. Chon ding ngudi d€ giao phé

Hay tim hi€u v& cdc cd tinh va phidm chat, thi du nhu sy
tin nhiém va cdc dic tinh cda nhitng ngudi s& thuc hién ot
néu ban giao phé cho ho. Ngudi d6 ¢6 thic mic gi khong khi
ho nhan phdn viéc duge giao. Hiy 1ing nghe va quan sat.
M6t gidm doc ban hang & mién Bic Carolina ghi nhin: “Ban
nhanh chéng phdt hién ra nhitng ngudi sin long gianh vac

trdch nhiém néu chinh ho dang 1am viéc d6.”
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3. Tin nhiém nhitng ngudi ban giao phé cong viéc

Cing vdi 1dng tin nhi€m ban cling phdi danh cho ngudi
ban giao phé cong viéc cd hdi dé lam theo cdch clia ho. DBJi
vdi hdu h&t moi viée ludn c6 nhidu hon mét cdch ¢6 thé chdp
nhan dudc, tuy nhién ban c6 quyén ddi hdi ring nhitng gi ban

giao phé phii dugc thyc hién mét cdch chinh xdc va hiéu qua.

4. Dua ra nhitng sy phan céng va huéng din rd rang

Tién s Harry Levinson, chli tich cGia Vién Levinsen % Boston,
dbng thdi 1a gido su danh dy 8 Trudng Y Khoa Harvard, phét
biéu riing budc thit tu khi giao phé cdéng viéc s& dic biét hitu
ich d8i vdi nhitng nha quin 1y khong thich giao phé. Levinson
khuyén:

Hoc cdch d€ cho ngudi (a tw do mét chit va «in nhiém ngudi
ciia minh cé nghia 1 d€ ra cho ho nhitng sv phan cdng tich
bach vdi gidi han thdi gian, khi ndo cong tic phdi hodn thanh
va cdc chi tiéu ddnh gid chat lvgng cong viéc. K& dé xem xét
lai m3i su phan cOng di dugc hoin thanh 8¢ thdy ngudi thuc
hién di lam (51 t6i mife d6 ndo nhim quyé€t dinh li¢u ngudi
dé ¢6 sin sang cho trdch nhiém nang né hon hay khdng va
dan din d€ ho tr 1am theo ¥ ho.

Nha tv van nghé nghiép Nella Barkley, Téng Gidm Ddc
ctia cong ty Crystal Barkley, néu ra mot phan méau chdt cia
sy phan ¢ong va hudng din 6 ring. Ong ta phdt biéu:
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Hiy tim hi€u cdch mdt ngudi nhin théng tin, bat k€ d6 1a sép
hay thudc cdp cia ban. M6t s& ngudi nhin théng tin t5t nhat
qua 15t néi. Thi du nhw véi mét s6 t6ng gidm d6c néu nhu
ban dua cho hg mét bdn bao cdo dai 10 trang ho s& khéng
bao gid doc nd. [Th€ nhmg] vdi mot s6 ngudi thi t6t hon
rude tién nén lap thinh vin bdn vi d€ ho suy nghi. Ban c6
th€ bi&t dugc rd nhit cich ngudi khic nhin thdng tin qua
cdch ho truyén dat thong tin cho ban.

5. C6 mdc hoan thanh phin viéc cu thé

va hé théng theo doi

D¢ ra cdc han chét ngay tif ddu mdi cdng tic cu thé bao
gdm nhiéu “ti€u han chét”. Theo cdch niy ban cé thé theo
ddi va ki€m tra cong viéc, dic biét 1a cho tdi khi ban cdm
thdy vira y v€ trinh d§ k¥ nidng cda ngudi ndo dé chir khong

phdi chd t3i han choét cudi ching.

6. Ghicong

Ban sé& kich thich ldng trung thanh va nguyén vong phuc
vu trong 10ng nhitng ngudi ban giao phé c¢éng viéc néu nhwr ban
ddnh gid cao nhifng thanh qua cla ho. Nhung nhitng ngudi ¢6
vén dé trong viéc giao phé cong viéce lai hay thudng giao cho
mdt ai d6 phan viéc rdi sau d6 tw minh hoin thanh cong viéc
hudng moi cdng lao. Do d6 chién thuit nay khdng chéng thi
chay tdc dong ngude bdi vi hanh vi chi€ém hét cdng lao giy ra

tinh cdm x4u trong 1dong ddng nghiép hoic thudc cip.
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7. Giao toan bd trach nhi€ém cdng viéc

chif khong phai chi mét phan viée

C6 ba v&n dé cot 15i cia viéc khong thé giao phé toan bd
trach nhiém cong viéc chif khdng phii chi mot phan viéc. Thi
nhit, ban phdi tin twdng riing nhitng ngudi ban giao phd s&
hoan thanh cdng viéc tot. Thit nhi, va diéu nay thit 12 khé lam
d6i vdi nhitng ngudi dd thanh dat cao, nhitng ngudi co chiéu
hudng c6 van dé khi giao ph6 cong viéc cho ngudi khdc: ban
phai sin 1ong chap nhin thyc t€ 1a ngudi ma ban giao phé ¢6
thé thuc hién cbng viéc & hon, hoic lay trdi ditng cho x3y ra,
thdm chi cOn &t hon ban lam. Thif ba, ban phai san long gidp
ho hoc héi tir nhitng sai 1dm néu nhut ho vap phai.

Chi bing cich giao phé toan bd cbng viéc, khdng phai nhitng
phan viéc, ban mdi tranh dugc cdi goi 12 hdi chiing bi khi deo lung
(LND: nguyén béan ‘the monkey-on-the-back syndrome’, con goi
14 ‘purple monkey’, ndi 4m anh vé mot viéc gl 36 ma ban khdng
thé quén dude hoic tinh trang phai génh trdch nhiém thay cho
ngudi khac), lan diu tién dé ra wong bai bao “Thoi gian quén ly:
Ai lanh d0 day?” (Management time: Who’s got the monkey?)
clia t3 Harvard Business Review. Timg budc mdt, cic dong tic
gid va 1a nhd tu vin quén ly William Oncken Jr. va Donald
L.Wass, rinh bay vé& céch nhitng nha quan Iy khong thé giao pho
trach nhiém hodc cdng viée it cuc phai bio céo vdi thude cip va

lam mdt s& cdng viéc cla ho thay vi ngugce lai.
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Saun diy 12 nim nguyén tic b8 sung d€ giao phé cong viée
cho ngut khdc dé ra bdi Letitia Baldrige, mot chuyén gia vé
xi giao va cyu b trudng xd hoi cda Nha Trang dudi thdi chinh
phi Kennedy:

1. Téi vdn con cho ring cdch ban mdi ai G hdp tdc vdi ban
phdi nhay cdm vdi nhitng vin d€ (hi gian clia ngudi do:
Trude hét, ban thd 16 vé khé khin ciia ban. Thd ahi, ban
nhd ho mdt cdch kha 4i. Thit ba ban néu rd chinh x4c ban
cin bao nhiéu thdi gian clia ngudi nay va cong vide sé nhu
thé nio.

2. Ddng vién ngudi d6 trong thdi gian thyc hién, dic biét
néu cong viéc ning né va ddi hdi nhiéu thoi gian hon 1a
ban da wdng.

3. Ding bao gid qud ban rdn va ty cao d€n d6 ban khong
danh thi gi§ dé khen nggi.

4. Sau khi ban di giao quyén han vi cdng viéc dudc hoan
thanh, hay ddm bdo viéc ghi ¢Ong nhitng ngudi i 1am wrdn
xudt sdc cong viéc. Piéu nay rit quan trong. Sau nay ho sé
san sang d€ lam viéc cho ban nita... mét cich nhanh chéng,

5. D¢ ddm bdo sy giao phé 1au dai cin phdi cé y&u & gido
duc. C6 thé 1a ban phdi giiip ngudi ban giao phé theo kip
tdc dé cong viéc. Viéc nay o6 th€ ddi hdi ban phdi tim
cho ngudi d6 mot cudn sdch dic biét d€ doc, khuyén nén
theo hoc mét khéa sdu tuin vao budi 8t hay dit mua cho
ngudi d6 moét tic phdm kinh doanh giip anh ta cé ki€n
thifc tinh &€ hdn trong cong viéc clia minh.
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BAt k& 12 ban lam viéc chung véi ngudii khic, hay mét minh,
giao phé cong viéc ¢d thé cdi thién manh mé hiéu qua quan
1y thdi gian cia ban. Néu nhu ban giao phé khong diing cdch
ban c¢é thé bi vit kiét thdi gian. Giao phé céng viéc dudi hinh
thitc budng bd todn bd ki€m sodt cong viéc clia ban va giao
mot s& cong viée cho ngudi khdc thit 1a khé khin d6i v4i mot
s0 ngudi, dit cé mdt thue t€ ring khong cé kha ning giao phé
cdng viée thudng lam gidm ting trudng va 1¢i nhudn cda chinh
ban hodc cda céng ty ban.

NE&u nhut ban c6 khé khin d& giao phé cong viéc thi hiy cd
phan tich ngudn gdc ctia sy viéc: Liéu ban ¢é cin phai ki€m sodt
moi viéc Lrohg mdi trudng lam viéc cua minh hay khong? Liu
ban ¢6é nghi ng& 13 c6 khd nang s& thué mdt ngudi nao dé ¢
ning lyc hay khong? Ban ¢6 d timg n€m mui cay ding do da
ting giao.phé cong viéc dén dd sg thir lai nita khong? Ban ¢6 lo
¢ rang ngudi no do s& thuc hién viéc d6 18t hon ban khong?

Ban c6 thé giao phé cdéng viéc cho m6t nhan vién khic
hoidc mdt chi€c mdy, thi du nhit mdt rd-bot hay mdt may xi¥
¥ vin ban, hodc cho m6t dich vu nhit mdt xudng in s& in dia
chi va 1am bao thu cho ban. Giao phé cong viéc khéng gidng
nhu dan diy trach nhiém qua cho ngudi khdc. Ban dang tr3
ti€n cho mot ngudi niao dé dé thuc hién nhitng phin viéc cla
minh nhim rdnh tay d€.]lam nhitng viéc khic thudng quan

~ » L ~ ~ * A 2 s ~
trong va ddi héi chuyén mon cao hon. Nhi€u tdng gidm doc
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cOng ty van con bd cong sita may méce trong khi thdi gian cda
ho s& dugc st dung t&t hon d€ 1ap k€ hoach va phdt minh.
Ngudc lai, trong cdc ¢d quan bao cdp, ¢6 dudc quyén han giao
phé cdng viéc duge coi nhu biéu trong cia dia vi; ¢6 cang
nhiéu ngudi 1am viéc cho ban thi ban cing quén trong. Giao
phé cOng viéc tdt ¢6 thé din dén gia ting hiéu nang; giao phé
mot cdch tdi té - st dung sai trdi quyén Iuc — c6 thé giy ra
mdi quan hé x&u v4i nhin vién. Thi du nhy, ¢6 thé 13 khé
cudng lai viéc nhd the ky cda ban gilt tré trong khi t5t hon

ban nén thué mot sinh vién d€ lam viée do.

Lam viéc trife ti€p voi sép

Than mit qua ddng hodc qud ldm 1 cé thé tao ra nhitng
vdn d€ khi lam viéc tryc ti€p vdi s€p. Néu ban 18i kéo qud xa
s€p minh vio nhitng gi dang 1am -- & s& 1am hoic trong cudc
song riéng tv — c6 thé phung phi thdi gian qui bidu dé 1am
vi€c quan trong khdc hodc khi€n cho sé&p thdy phai gdnh chiu
nhitng chuyén riéng tv cda ban (vd hoang mang khong biét
liéu ban c¢é x¥ 1§ dudc cdng viéc hay khdng). Néu, ngudc lai,
ban d& cho s€p minh mu tit v& viéc ban dang lam thi s€p ¢6
thé nghi mot cdch sai 1éch 1a ban khong ¢6 ning sudt gi ci.
Sy dung hoa 13 diém miu chdt, cd “toin 13 néi, khdng lam”
[An “toan 1a 1Am, khéng néi” déu 1 nhitng thdi cuc ching hay

ho gi.

189



NGHE THUAT QUAN LY THOI GIAN SANG TAO CHO KY NGUYEN MO

Thi du nhu ban chiu trach nhiém vé mdt cong trinh suu
tap tat liéu tham khdo lun gilt trong thy vién mdt trudng dai
hoc. Mdc di ban twong doi duge doc 1ap nhung ban ciing da
duge thué bdi trudng thy vién va ba 4y mudn nim rd vé
nhitng hoat déng clia ban. Ban cé thé cho ba 4y bi&t bing
bdo cdo hang tuin, hing hai twin hay hang thing. Ban c¢6 thé
cho riing cin phdi ¢6 mdt cdch thong bdo thin mat hon -
thudng xuyén cip nhit thong tin cho bd 4y qua nhitng lan
udng ca phé hodc dn trua. Trir khi s€p ctia ban dua ra nhitng
chi dao vé cdch va thdi diém d€ cho ba ta biét vé cong viée
clia ban — nhung thudng thi ho khdng lam vdy — chinh ban
phai ldp ra va theo dudi sudt mot k& hoach higu qui. Ngay ca
néu nh ban quyét dinh 13 cin phai ¢é mdt cach nao d6 xué
xda hon nhung riéng ban thi phdi nghiém tic.

Con van dé giao t€ bén ngodi vin phong 1am viéc thi
sao? Hiy thin trong. C6 thé 13 ban cho ring gip nhau ngoai
gid 1am viéc s& hd trd cdc mdi quan hé trong sG 1am cia ban.
C6 thé ban quyét dinh cdch t5t nhat 1a nén dé€ cho sép ban di
trude mot bude. Mot tinh huéng nio d6 ¢6 thé phdt sinh, thi
du nhw ban ¢6 hai vé mdi du hda nhac hodc sy kién thé thao
ma ban bi€t s€p minh s& thich thi diéu d6 di nhién 1a phdi
danh lai cho viéc giao t€ sau gi¥ lam viéc. Yéu td dung lic
vi cd tinh cla nhitng ngudi lién quan 1a nhitng diéu ban cin

phai can nhic tiy theo cOng viéc, tiy theo tinh hinh.
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Nhitng Ngu@i Néi Dai

Hiy dé phong ngudi néi dai! Nhitng ngudsi ndi dai phung
phi thdi gian <da ho va s& vui thich khi ban d€ cho ho ling
phi thdi gian cha ban. Ngudi néi dai 18y sinh luc tif cong viéc
clia ho d€ 13i nhdi vé cong viée cilia ho.

Né&u nhu ban bi chifng néi dai, hiy ¢in nhic dén viée viét
nhit ky nhu 13 mot cdch dé€ tdng di hudng khéc nhitng gi ban
mudn tudn ra cho nhitng ngudi quanh ban. (Té Iim thi ban
cling ti€t kiém duge cho ho thdi gian). C6 thé 1a ban phdi 1ai
nhdi v& mdt mdy ghi Am d€ ha hda nhu ciu néi dai c¢ia minh
hay tim d€n nhitng nha chuyén mén dé giip ban phét hién ra
d6ng cd clia tat ndi dai.

Diéu gi bi an diing sau tat néi dai? Muriel Schiffman, tic
gid cia Self Therapy (Tyu Tri Liéu) va Gestatlt Self Therapy
(Ty Tri Liéu Theo Cau Tric Than Kinh), mé td hai 102_11 ngudi
néi dai va nhitng dong cd khi€n ho phai nhw vay:

1. Loai ngudi ndi dai ndy c¢6 mét bi mét sdu kin. Néi chuyén
trong trwdng hgp ndy chi 1a dwa ra mét cdi gi 46 d€ danh
lac hudng, gié'ng nhv con chim me 1am réi tri ban va din
du ban rdi xa cdc chi chim con... Ngudii d6 ciing ¢6 ging
bl lai nhifng ndm dai giit bi mat bing cdch “k€ ra hét”
ngay biy gid (vé mot viéc gi 46 khdc)... Loai ngudi ndi dai
ndy thuong tha'y phin khich néu tudn ra dudc hét.
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2. Loai ngudi néi dai ndy chua hé dudc ai ling nghe trong
mot giai doan quan trong nio d6 cia ddi s6ng minh... Do
ngudi loan than kinh 13 mét con ngudi khéng thé cé duge
nhitng gi di can d€n ngay tr dau cho nén ngudi dé khong
bao gid biét cdch c6 duge nd. Bdi viy loai ngudi noi dai
lién mién kéu ca 1a bi hit hiii. Loai nay rdt 1€ nhat.

Liéu c6 cach nao dé chita tri khong? Schiffman, chinh ba ta
da ting bi chitng nay, d3 khdng con néi dai nita. Bing cdch ndo
w? “Toi di ch€ ngy tit cla tOi biang cich dién thuyét ba bita i
mdi tudn va ddi khi, theo 13i mdJi dic biét, tr mudi gid sdng dén
sdu gid chiéu... Din da, sau rat nhi€u dgt tri liéu phot bay vd s8
khia canh ctia nhitng ddng c¢o vd thitc cia minh t6i mat hing thi

dé dién thuyé&t ciing nhu ndi khat khao néi nhiéu.”

Lam viéc qua 49

Ban ¢6 nghién lam viéc khoéng? Liéu ban c¢é thich 1am
viéc hon 12 bat ky di€u gi khdc khong? Ban c6 dén sd lam
vio sdng sém, 1am viée mudn vao cic tdi trong tuin ciing nhw
sudt cudi tuan hay tham chi trong cdc ky nghi khong? Ban c6
cho phép minh ditge hudng k¥ nghi hay khéng? Ban cé gip
khé khan ngung 1am viéc mat khi dd bit tay vao rdi khong?

Nhifng ngudi nghién lam viéc 14 nhitng k€ cdu toan va cé
nghi life cao; ho dit ddi hdi cao c6 thé khé dat dugc 1én nhitng
ngudi quanh ho, 1Jam viéc cho hay véi ho. Gidng chitng nghién
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rugu, nghién fam viéc 12 mdt chitng nghién khé chita tri bdi vi
lam viéc da trd thanh mét cich d€ tranh nhitng van d& khéc.
Thém vao d6, do qud dat ning vao dao ditc 1am viéc, nhiéu
ngudfi khong thé thdy dugc nhitng gi¥ lam viéc qua do dai 1&
thé d sd lam 12 mét di€u khdng t6t. Thé nhung € Iic nao, su
lam viéc cin cll, mot gis tri t6t, rd thanh ching nghién lam
vi€c, mot ching nghién ¢6 thé gay ra cing thing va kiét sitc?
“T6i lgi dung cOng vige ciia t6i d€ né tréanh giao ti€p”,
Kathy, 32 tudi, mét chuyén vién phan tich ciia cong ty mai gidi
chitng khodn thé 16. Vao céc t6i thit bay, lic ma cb ¢6 thé hen
ho di choi thi Kathy lai & nha doc lai cdc nhat bdo tai chinh.
Chitng nghién lam viée thuc sy 1a sy phung phi thdi gian
trd hinh. Nén ting cda ching nghién 1am viéc 1a qudn Iy sai lac
thdi gian 1am viéc va thdi gian riéng tr. N&éu nhy ngudi nghién
1am viéc 1ap k€ hoach cho thdi gian ctia minh 8t hon thi ngudi
d6 khong can phii “chong dén sudt sdng” d€ lam cho xong
viéc. Batky cdi gi qud dd, ké ca cong viéc, hi€m khi ¢6 Igi cho
tinh trang toan dién clla mdt con ngudi, tir thé chat, tinh thin,
trf ¢, tinh cdm dén xa hdi. Nhitng k& nghién lam viéc, khong
nhd d€n céc thdi khéa bi€u ma nhitng ngudi khic tuin theo, c6
th€ ngay ca lam viéc cic ngiy cudi tudn, dém Giidng Sinh,

hodc cdc ngay 1€ khdc cling véi nhifng nhin vién truc cda ho.

BéE ban luin thém vé “Nhitng Loai Ngudsi Ban C& Thé
Gap Trong Céc B6i Canh Lién Quan Téi Cong Viéc” hiy xem
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Chuong 9 trong sach ciia t6i tia Business Protocol (Nghi Thitc
Kinh Doanh) v& 17 loai ngudi khéc nhau, trong dé bao gdm ké

giat ddy, ké dom ng6, ké huénh hoang va ké 4n gidu.

Khai Thac Triét D€ Cdc Cufc Hop

Cudc hop hang ngay, hang tudn hay hang théng c6 thé 1a mot
loai sinh hoat ddy tai ti€ng vé& phung phi thdi gian. Tuy nhién néu
duoe st dung ding d4n né ciling c6 thé tiét kim thdi gian. Thi du
nhit ban ¢6 thé ding cic cudc hop dé tim hi€u vé cong ty cia
minh hodc vé chng viée d€ c6 thé biét vé nhitng ngudi ban mdi.

Sau diy 12 nhitng nguyén tic dugc khuyén dé & chic

cac cudc hop:

1. Hdy ddm bio ¢6 1y do cho cudc hop va 1it ci nhitng ngudi
dv ki€n tham gia déu dugc thong bdo bing vin ban vé muc
dich ciia ho cling nhu gid gidc bit ddu va két thic. Hiy néu
1o trong thong bao trude ring cude hop s& duge bit dau
ding gid va cAn phai d&n ding gio, khdng duge wé.

2. Hiy tuin thi gi¥f gidc khai mac, nhitng ai dén wé s& 15 thicu
nim dude van dé vé cude hop k€ ti€p con nhitng ngudi ding
gids 58 khong phéi chds doi s it dén s,

3. Lip s&n lich 1am viéc clia cudc hop biing vin bin va wan
thid theo da.

4, Hiy quyét dinh trude 13 ban, hodc ai dé ban giao phod s¢
ghi chép vé cude hop. N&u nhir ban quyét dinh ghi 4m cude
hop thi phdi cung cfp bang d€ chuyén thanh vin bin.
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5. Duy tr thdo ludn theo vin d€ dang dua ra vi kiém soat nhitng
cdu hdi lac d€ blng khong cude hop (va chinh ban) c6 the wd
nén khong tp trung va v6 18 chifc.

6. Phdi nim chic ring, khi chim ditt cudc hop, nhiing ngudi
tham dy 6 dugc cdm nhan hoan thanh duge muc dich. N&u
cin thi€t, hily t6m lugc nhitng gi cude hop dat duge.

7. Hily quyét dinh trudc lidu ban c6 s& ti€p d6 lip mot vin
bdn tém luge nhitng gi di dat dugc. -

8. K&t thiic diing gid.

9. Hay cim on moi ngudi di dén tham du va théng bdo cho
ho bi€t ho s& nhin duge ban tém tit bing vin bin hoic
béng 13i. N&u s& 6 cude hop khdc thi ban hiy théng bdo
théi di€m (8 chite.

Néu nhu ban phdi tham dy mot cude hop, hay tranh néi
bat ky di€u gi chf vi ban mudn khoe khoang vé viéc dang lam
nhv mot cdch d€ moi ngudi bigt d€n minh. Trudng hop ban ¢6
gl d6 ddc biét dé dong gép, hodc mot cau hdi thich ddng dé
dit ra thi bang moi cdch phdi tuyén bs. Hiy ghi sén dé «hi
tuyén bd hay dit cu hdi, ban cé thé trinh bay ¥ ki&n hay cu
héi cda minh mdt cdch sic tich va t& nhi.

N&u ban tham dy cdc hdi nghi, hdy dé ra cho minh nhitng
muc ti€u r6 rang. Trudng hgp ban dudc cl di thi ¢6 thé 1a ban
cin phdi vi€t bdo cdo lai, hiy that don gidn va o rang. Co
thé 12 ban mudn kéo dai d&€n mudi lim trang th€ nhung ban

cd thé dang phung phi thdi gian clia ngudi phai doc né va thas;
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gian cla ban d€ soan ra bin bdo cdo qud chi ti€t nhu vay.
Ngay c4 néu nhu ban khéng dugc yéu ciu dé ra cdc muc tiéu
hay viét bdo cdo cling hdy w gidc 1am nhu vdy. Trudc khi
tham duf bt k¥ cudc hop hay hdi nghi ndo phdi nim rd nhitng
gi ban mudn rdt ta tir 46.

Trung by tai mdt cude trién 1Am thuong mai ddi hdi 14p k&
hoach, nd luc va cdc ngudn huc cao hon rdt nhiéu so vdi dieu ma
nhitng ngudi mdi lam 1in diu tién dy kién. Néu nhv ban thuc sy
¢6 k& hoach d€ trung by tai mét cude trién 1dm thudng mai thi
ban phai ¢8 ging “quan sit thyc dia” c¢d nim trude, tu ¥ dén
nhitng gi dugc trung biy cling nhy vi tri t5t nhat cho quiy cila
ban. Trudng hdp ban khéng cé trudc nhiéu thi gid¥ nhu vy thi
hay yéu ciu coi s¢ @6 mit biing khu vue tri€n 1am. Ngoai ra, ban
cling nén xin t&n cla t5i thiéu ba c4 nhan hodc cdng ty khéc
thudc loai hinh tong tf nhy cdng ty cla ban dd c6 trién 1am
trude d6 d€ ban 6 thé goi dién hai thdng tin va hudng din.

Exhibiror 12 mdt nguyét san thuong mai danh cho linh
vue trién Jam. Ngoai ra cdn ¢o cdc chuyén gia ma ban ¢ thé
lien hé d€ tham vin cdch khai thic triét d€ kinh nghiém tri€n

ldm tai hdi chg thuong mai.
Cai Thién Giao T&€ § 8¢ Lam

Giao t& trong bdi cdnh lam viéc ¢6 thé xdy ra giita hai,

ba, bon hoic dong ngudi hon. Mi loai giao t€ nhu vy déu
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c6 nhifng y&€u t6 dic trung riéng. Gita hai ngudi, thi du nhu
ban va s€p clia minh, ¢6 tiém ning ¢c6 mSi quan hé than mat
(va cdn mit) hon. Cich ndy kém bdo dim hon bdi vi mudn
duy tri n6 cin phai c6 sy déng gép clia hai ngudi nhung chi
cin mét ngudi 12 ¢6 thé tan ra. Gifta ba ngudi thi dé duy til
hon vi thanh vién thif ba ¢6 vai trd it vitng nhém. Tuy nhién
cdch nay kém than mit hon vi tinh kin ddo khé ddm bio hon
13 gilfa hai ngudi. Mt mang lw6i gdm bdn hodc nim ngudi,
nht mét nhém thu k§ ddnh mdy, ¢6 ti€ém ning cho hang tram
mdi quan hé qua lai. Cic m6i quan hé ¢6 thé hdi hot hon
trong giao t€ gitta hai hodc ba ngudi nhung d& duy tri hon.

Giao t€ & sG 1am c6 thé duge cii thién qua sy hiu biét
ve tinh chét cla cdc mdi quan hé 1im viéc (bit k€ d6 13 giita
hai, ba hay cd mét mang 1usi), cdc nén ting ctia k§ nang giao
ti€p va mot s§ diu kién phic tap trong quan hé x4 hoi ¢6 thé
han ch€ viéc giao t€ ¢6 hiéu qui. Thi du nhu 13i tién dodn ud
thanh hién thyc (self-fulfilling prophesy) ¢6 nghia 1a su ty
nhdn thife, thim chi n€u né c6 tdc dong tidu cure, ban cling vo
tinh bi€n né trd thanh hién thue. Do d6 néu ban tr cho minh
la ¢c6 ndng luc va c6 khd nidng giao t& t6t § sd 1am thi diéu
nay s&€ trd thanh hién thirc. Ngudc lai né€u ban tw cho minh la
mot ngudi gdp khé khin trong giao t€ vdi cip trén hay ddng
nghi€p ngang hang va that bat &n thi diéu d6 ciing ¢6 thé ud
thanh sy thit.
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Bdi vay, that 13 cuc k¥ quan trong d€ ban cé mét hinh
anh t8t dep va ddy ty trong vé ban thin, diéu d6 s& ning
cao nhilng mdi quan hé va sy giao t&€ & sd lam. Hiy hoan
thién hinh 4nh ban thin bing cich tao ra mot ti€n trinh tién
bd theo hinh xodn &c. Trong cudbn Dyadic Communication

(Giao t€ giita hai ngudi), Wilnot md td né nhu sau: “cdc hanh

dong clia m6t ¢4 nhin tao ra mot tic dong cling ¢ mdi quan

19%

hé theo cip sd nhin. Ban cang lam t8t thi cAng cdm thiy
minh ¢6 gid tri, khi ¢cdm nhin ¢6 gid tri cang cao ban cang
lam t6t hon.”

Hai y&u t6 han ch€ sy giao t&€ ma Wilnot d& chirng 13 nhing
tr duy diy nghich 1y va nhitng t duy dén ngudi khdc vao tinh
th€ ti€n thodi ludng nan. Tu duy diy nghich 1y 12 mot phat
biéu mau thuin nhu thi du sau:

Dirng d€ ¥ dén dau hiéu nay.

Tu duy dén ngudi khic vao tinh thé ludng nan 12 loai
nghich 1y ngim chfa mot thdong diép mau thudn véi mot 16i
néi. Thi du nhu ban d€n s& lam tréng dudi sitc. Khi sép ban
hdi ¢6 phdi ban lam viéc qud d6 khong thi ban trd ldi:
“Khéng c¢6 dau, t8i chia bao gid duge nghi ngdi nhiéu nhyu
vdy”. Th€ nhung bé ngoai clia ban mau thuin véi 13i ndi va

khi€n s€p clia ban roi vao tdm Iy ti€n thodi ludng nan.
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Ban khong tai ndo ki€m sodt duge cdch sép, thudc cdp
hay déng nghiép néi chuyén vdi ban nhung ban ¢6 th€ 1am
chii dude hanh vi va 13i néi cda minh. Vi 1a thyc t& clia nhitng
quan hé gilta con ngudi véi nhau cho nén giao t€ thudng ¢
tinh chat qua lai - ngudhi ta d4p lai ban gidng y nhu ban ddp
lai ngudi ta va nguge lai - bing hianh vi cla chinh minh ban
thuc su ¢6 pbin ki€ém sodt nao 6. N&u nhu ban ¢6 mot hinh
dnh ban thin t6t dgp va trinh nhitng tr duy nghich ly va tao
ra th€ ludng nan thi ban ¢6 ¢d hdi 8t hon dé tao ra giao t& 5t
hdn & 5§ lam.

Do giao t€ cé tinh qua lai, ban hdy trinh néi cho s&€p hay
thudc cdp bi€t vé nhitng thong tin ma chinh ho ciing khdong
thich hgp d€ cho ban bi&t. Hiy c6 mot quan diém lau dai vé
nhitng quan hé 1am viéc thay vi ¢d hinh thinh né mdt cich

qud manh bao va qua nhanh.

CAC MUC TIEU CUA CONG VIiiC
Lap k€& hoach dai han

Nhitng ngudi thit bai trong viéc quin Iy thdi gian cla
minh vdi hi€u nidng cao thudng khdng c¢6 khid ning lip ra va
duy tri nhitng muc tiéu céng viéc dai han. Ho d€ cho nhitng
bi€n dong thudng ngay trong cong viéc tdc dong 1én sy hoin

thanh nhitng muc tiéu chinh cda ho. Hay dit ra nhitng muc
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tiéu lam viéc dai han. Ban muén thing ti€n tdi dau trong nim
nim, mudi nam?

Khdi dau biing cdch suy nghi vé& cdc muc tiéu d€ hoan
thianh s& gitip ban d& dang hon trong viéc uu tién héa chiing.
Mot s& chuyén gia cho ring it ngudi c6 kha ning gidi quyét
ducc trén ba muc tiéu cdng viéc cling mdt lic. (MOt s§ ngudi
nhan thiy chi c¢6 thé gidi quyét dugec mdt muc tiéu ma thoi).
Tuy nhién, trong pham vi m&i muc tiéu ¢6 thé bao gdm hang
chuc hay hang tram budc phai 1am. (Ban c6 thé xem céc trang
10 va 11, Nguyén Tic s6 2 - Pat Ra Cac Muc Tiéu, Quén Ly
Thdi Gian Mgt Cach Sang Tao ).

Cac Bdo Cdo Tién P$ Cong Viéc

Nhitng ngudi quan 1y sai lim thdi gian ciia minh thudng cin
sy giip d& d€ 13p ra nhitng muyc tiéu hang ngay khd thi. Chia nhod
mdt cOng viéc nang né thianh nhitng phin viéc hang ngay 12 nén
tdng clia quan 1y thdi gian hitu hiéu. Néu ban cam thdy choing
ngdp do muc tiéu cia minh qua to tit — nhu vi€t mot cudn sich,
kiém duge tim bing dai hoc, thuc hién mét bai thuyét trinh,
hoan tit mdt cude nghién citu, bin dude mot s3 higng may kéo
niao d6 hay 1a thi€t k&€ mdt cudn cim nang cho nhin vién — thi
hiy chia nhd né thanh nhitng muc tiéu hing ngay. C6 thé ban s&
thiy riing gidi quyét va hoin thanh mot phin viéc khi thi —

“Hom nay t6i s€ goi dién cho bdy ngudi ¢ wién vong mua
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hang” hodc “Hom nay t6i s€ doc sau mugi ‘trang" sé dem lai cho |
ban mdt cam gidc d3 hoan thinh mot viée gi d6.

Hiy ty thudng minh vé mdi muc tiéu hing ngiy. S& dung
thdi gian con lai d& hoan thanh muc tiéu khic (hay hoan thién
nhitng gi ban d3 lam xong).

Céc bdo cdo ti€n d cong viée ¢ thé chi danh cho sép
ctia ban, mdt bdo cdo tién do riéng ¢é thé dem lai cho ban su
phan hdi hing nghy ma ban ¢idn d€ qudn Iy thdi gian ciia ban
mdt cach hitu higu han. Jerry, mét ngudi ¢6 nguyén vong trd
thanh ti€u thuy€&t gia, 4 mua mot s§ nhit ky chi d€ ghi lai
nhitng gi anh hoan thanh dudc trong mdt ngay, ngay ca chi la
“Di danh ba ti€ng déng h d€ suy nghi vé& b cuc ciia truyén”.
Theo cdch do, anh di bat dau thay ring thdi gian ma anh d3
ngd 1a phung phi — do anh ta d3 khéng ¢6 trang ban thio nio
dé chitng minh - thyec sy di dude sit dung mét cich khon
ngoan. Cho dit anh ta di mat hai nim d& hoan thanh cudn
ti€u thuy&t thi viéc nhip vao nhit k¢ “Hém nay di vi&t dugc
hai mudi trang” khi€n cho c6ng viéc d& thuc hién hon so véi
chi tip trung vao suy nghi “Lam thé nao dé tdi viét duge bdn
trim trang thit hdp din?”

Hiy nghi d€n viéc 14p ra hay mua nhitng tdp ghi chd tién
a6 hang ngay &€ theo ddi nhitng gi ban hoan thanh (hay thdi
gian cfia ban). Dudi ddy 13 mdt miu vé t& theo dbi véi mot s&

loai muc dudce dién vao:
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Td Ghi Chép Cong Viéc Ngay: Thit ba, 02-06
Gig Nhitng viéc di hoan thanh
9-11 gidy sdng Dién thoai. P4 nhan di&n thuyét.
Héi ddp céc cude goi dén hdm qua.
11-12 gid sdng That tin. Ba trd 11 ndm thut.
12-1 gig¥ chiéu An trva. Ba doc Wall Street Journal
1-3 givs chiéu Hop nhin su.
3-5 gidf chiéu Boc cho thrky ghi lai: Ghi chép cube hop.
5-7 gitf chidu Di chuyén. Poc tap chi.

S6 theo doi hoat dong/thanh qua cda ban khong nhit thiét
phdi dugce chia thanh nhitng khoang thdi gian, ¢6 ngudi phan
ngly cha dng ta thanh bon loai muc: Cong vige, LAm Viéc Vit;
Tap Thé Duc va Thu Gidn. Trong pham vi c4c loai muc cia
minh, ng ta li€t ké ra nhifng gi hoan thanh trong ngay dé.

Quan trong 12 khéng chi 1am nhitng gi hi€n ban phdi laim
ma la theo doi chiing. Ban cé kiém tra lai nhitng cong viéc,
ban ghi nhd, cudc goi ma ban di chua gidi quyét khdng? Ban
c6 d€ cho thdi gian trdi qua qud nhiéu - hay khéng d4d -- giita
khodng cdch bidt ddu va hoan thanh mdt cdng viéc khong?
Ban ¢4 hinh dung d&€n mat hinh 4nh s& gidp ich cho hay cdn
tr@ budc ti€n cla sy nghiép ban hay khdng?

Trong cudn Getting Things Done (Hoan thanh Cong viéc),
Edwin C.Bliss khuyé&n sau khi hoan thanh mét cong viéc, trong
khi mui vi trai nghiém vin con tdi tin wrong diu 6c, dic bidt

néu ban thit vong vé k&t qua c6 dude, hiy nf viét mot ban dinh
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gid ngin gon. Ghi lai nhitng gi ban hoc héi duge tf cdng viée do.

Ghi ngay ban dé va luu lai d€ xem vé sau.

Po Luéng Thanh Céng Cua Ban

Tac d6ng Hawthorne do Elton Mayo phdt hién ra kin 6ng
dang tién hanh mdt cude thit nghiém vé tic ddng clia cdc midc
dd chi€u sdng 1&n ning suit cOng nhin tai mdt cdng ty dién
vao cudi thip nién 1920 v dau thap nién 1930, né cho thdy
tAm quan trong dé do luding thanh céng cha ban. Mayo dd phat
hién ra ring cdc c¢éng nhan trong nhém ki€m sodt (1a nhiing
ngudsi khéng chiu bat k¥ thay ddi nio vé chiéu sdng) da co
ning suat cao hon; trong kKhi do, bat ludn dnh sing bi my di
hoic sang Ién, nhitng ngudi trong nhém duge thit nghiém di ¢
ning suit thap di. Hién tugng nay, dugc bi€t d&€n nhu Tac dong
Hawthorne, cho thiy diéu nay: chinh sy viéc duge nghién cdu
hoic do Iuding din dén ning suit cao hon.

Ban c6 thé két ludn 12 su gia ting ndy di ¢6 dude nhd vao
nhu ciu giy in tugng 1én ngudi nghién ciu (duge ban gidm
ddc thué) hodc do phin tng t5t dep clia con ngudi trude sy viée
dugc quan tim dén va dudce chim séc. Thong thudng thi khong
ph3i mdi ngay ban dé€u bi ngudi khic ddnh gid. Liéu c6 cdch
nao dé ban 4p dung Tac dong Hawthorne cho Igi fich ciia minh
khong? Cic bing theo ddi hang ngay s& lam dugc diéu d6;

khong ai ¢é thé quan sit ban ti mi biing chinh ban.
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Quén ly thdi gian lam viéc hidu quad cd nghia 12 xac dinh
dugc nhitng gi ban phai 1am va thyc hién nd cang nhanh va higu
qué cang tot.

204

C6 nhiéu cich dé do ludng thanh cong -- bing tién, bing
nhitng sy thing tién, bing sy cdng nhin cia ddng nghiép
ngang hang hoic duge nhin nhdn mot ciach cong khai. Bit ké
cdch ban do ludng thinh cong nhu the nio, hay that cu thé dé

ban bi&t dugc ldc ndo ban di hoan thanh chiing.

Trong chudng ké ti€p, ching ta s& xem xét dé€n viéc khai
thic thdi gian “bi gidu kin” cling nhu cdch d€ 4p dung nhitng
khdi niém ban thdo trong sich ndy vdo da dang tinh huéng
1am viéc, nha “tif chin gi¥ d€n nim gid” hoic nhin vién quan
1y theo truyén thdng, ngudi 1am nghé t¢ do, cdc chl doanh
nghiép hhé, ngudi sdng tao va nhitng loai khdc.



Chuong 7

UNG DUNG NGHE THUAT QUAN LY
THOI GIAN SANG TAO

Thoi gian 12 thir qui gid nhat con ngudi cé thé sit dung.
—THEQPRASTUS (?-278 trudc Céng nguyén)

Khdi Ni¢m Vé Thoi Gian

Thdi gian 13 mot khdi niém mang tinh chi't van héa. Thi
du nhu ngudi phuong Tay nghi dé€n thdi gian theo hai mudi
bon gid mot ngay va biy ngay mot tuin. Thé nhung nhitng
phén chia d6 ¢6 tinh cdch bat ky. Lam gi ¢6 diéu gi nhu 12
“mot tudn 187, ching ta di tao ra ¥ niém d6. Thdi gian 13 mét
¥ niém bi€n d6i manh iy theo nén vin héa, trong pham vi
mbi nén vin hda v ngay ci gilta nhitng c4 nhan v6i nhau,
Chéng han nhu ngay lam viéc s& khéc nhau d6i vdi mot nhan

vién § Manhattan (ngudi bdt ddu lam viéc tY chin gid) va mot
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ngudi & Lima, Peru (c6 thé bit diu lam viéc tnrde tdm gid).
Gido chitc va hoc sinh nhin thdi gian ngoai 18p hoc trong
nhitng thdng h¢ khac xa véi nhitng nhan vién dang con lam
viée, cho db ring 8 mdt sd qudc gia, nha Phip, tron thing
tdm c6 thé 1a thdi gian danh cho ki nghi clia ngudi lao dong,
ho#c cling nhu 3 M$, d6i v8i mot s& nghé nghiép nhu cdc bac

sitdm than va bdc sitdm ly.

KHAI THAC HIEU QUA THOT GIAN
“«GIAU KIN” CUA BAN

Thiii gian “gifu kin” 13 thdi gian ban di quin 1y sai 1éch,
tiéu hao vio nhitng xao ling ngoai céng viéc hodc duge st
dung cho nhitng viéc hay hoat ddng khdc ma ban cé thé bién
thanh thdi gian hitu ich d€ theo dudi cdc cdng viéc uu tién.
Nhitng khodng thdi gian “gidu kin” ciia ban 13 gi? Hiy nghi
vé mdt ngdy lam viéc, mdt budi tai trong tudn hay mot ngdy
nghi binh thuting clia ban. Liéu & do ¢6 thdi gian ma ban c6
thé t8 chic lai thanh thdi gian “gidu kin” dugc tap trung cho
cong viéc hay khoéng? Néu can thiét, hay lap sd theo ddi thdi
gian va phan tich cdch ban s dung thdi gian clia minh. Ban
hiy phat hién cho ra nhitng khodng thdi gian “gidu kin”.

Thdi gian gidu kin ¢6 thé 13 nhitng khodnh khdc hoic
gidy phiit ban khai thac hitu ich ciing nhu 1a nhitng khdi lugng
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thdi gian ban dufa vao ngdy cia minh. Thi du nhu ban ¢6 thé
st dung ndm phuit ban thuding dung dé€ chd xe buyt, hoic ni¥a
gid chd dui ¢ phong lam viée cda ngudi nao d6, dé€ 1ap k&
hoach, doc sdch bdo, 1am viéc rén mday vi tinh xdch tay, goi
hodc trd 161 dién thoai trén may di déng, hodc 13 chi dé thu
gidn va suy ngdm.

Thai gian gidu kin cda ban ciing c6 thé bién ddi tuy theo
thing hodc nam. Khi dida con trai thd nhi cda t6i 1&€n ba, do tHi
da khong thué ngudi gii tré ban ngdy, t6i sém nhin bi€t ring
trif khi t6i tim ra dugc thdi gian “gidu kin” t0i s& khong bidt
14 bao nam nita t6i mdi moi ra nhitng khéi lugng thdi gian cho
cong viéc. T6i dd phdt hién ra ring néu t6i budc minh phai
thie diy lic 4 gi¥ sdng thi tdi ¢6 th€ 1am viée lién e cho
dén 7 gid. Biy gid dd con t6i di 16n hon nhiéu, t8i cling ¢6
thdi gian d€ 1am viéc ma khong bi gidn doan trong khi né di
hoc, t1 van con rit thich cdi thdi gian “gifiu kin” &8 tap trung
cho mét cong viée vu tién.

Mo mdng tiéu bi€u cho mot cd hdi tiém ting khic cha
thoi gian “gidu kin™ hitu ich. Tim Walsh, phé t8ng gidm déc vé
ti€p thi va phat trién sdn phdm cda cong ty Patch Products, da
bdt ddu mot sy nghiép hoin todn méi nhd md mdng. Walsh
tam sy: “Nam 1989, lic d6 161 dang 1am viéc tai mdt trung tim
phuc hdi chifc ning danh cho cdc bénh nhin sau khi gidi phiu

lung. Ho thuting tri liéu trén dung cu xoay vong tai chd hay
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trong bdn nudc xoay, do d6 tdi di cb thdi gian khdng lam gi
cd.” Thdi gian dé dé cho éng ta cd hdi d€ mo mdng vé mot trd
chdit ma thai & dai hoc chinh 6ng va ban be di nghi t§i. Walsh
tién budc ddi nghé va trd thanh mot nha thiét ké trd chdi san
xuit ra od chdi d6. Trd chdi TriBond® di bdn duge trén 1,5

s i [ A " A -
triéu don vi cling nhyv v6 56 sdn phdm khic.

KHAI THAC NHUNG LUC €O
NANG LUGNG CAO VA THAP

Mot phiong phap khic d€ cai thién cich ban 18n k& hoach
va lich biéu cho mét ngiy ciia minh I3 hién rd v& nhilng tinh
trang ning lugng cao va thip clia bin thin. Khdng ai ¢6 cic nhip
sinh hoc gidng ngudi khic -- ngudi hang xém clia ban cd thé
sung min bing gidc ngd nim gid mdi dém codn ban lai ¢6 cdm
gidc nhu 13 mot cuong thi trir khi ngdl dude t81 thi€u tim tiéng.

Do d6 mot yéu 8 quan trong trong viéc 14p k€ hoach va
1&n lich biéu cho ngay clia ban la fim hi€u xem ban thudc loai
ngudi sung min vao budi sing, chidu hay t8i (hay ph6i hop
cua cd ba). Thit 1ap k& hoach thdi gian clia ban trong pham vi
cdc chu ky ning Jugng cla chinh ban. Mot di_éu ding quan
tim khdc 1a thuc s¢ ban cdn ngi bao 14u. C6 thé 1a ban cin
mudi gidy, hay 13 chi nim, khong ¢6 quy luit tuyét ddi nao vé

nhu ciu ngd tdm gi mdt ngay cd.



UNG DUNG NGHE THUAT QUAN LY THOI GIAN SANG TAO

M6t khai ni€m khdc s& gitip ban tng dung nghé thuit
quan 1y thdi gian mGt cdch sdng tao cho thdi gian 1am viéc va
giai trf la di€u ma Flora Davis, tic gid cia cudn Living Alive!
(S6ng sinh dong) v nhitng ngudi khdc, goi 1a chitng gidm
dudng huyét do dn trva qud no -- mét khodng thdi gian, lic.
ndo d6 sau bita in trva va vao budi chiéu, khi mét ngudi rdi
vao trang thdi ma Davis goi 13 “mat h&t ndi lwe”. Sau khi
nghién citu hién wgng nay, céc tdm Iy gia dd phat hién ra
ring phin nita nhitng d&i tugng clia ho déu bi chitng gidm
dudng huyét do 4n trua qud no. Tuy nhién, thudt ngit nay
khdng chudn bdi vi chitng ha dudng huyét do 4n trva qui no
khong dinh ddp gi dén viéc khi nao (hoic néu nhu) ban in
tra. Di€u quan trong A€ bi€t 12 ¢t hai ngudi thi ¢6 mét ngudi
bi chitng niy. Néu ban thudc loai nay thi hiy 1én k€ hoach va
lich bi€u phit hop theo khodng thdi gian budi trua c6 ning
lugng thdp d6. Thi du nhu Davis, do ba ta bi ching ha dudng
huyét do 4n trva qud no x4y ra twong d6i cham - tif hai dén
nidm gi¥ chiéu, trdnh viéc “doc loai gi d6 ning né va khé
hi€u vao ltc d6 vi né sé& khién t6i ngtt mat”. Vén la mot nha
vin hanh nghé tf do cho nén vio mita hé Davis di bdi trong
khodng thdi gian gifta bon va nim gid chiéu “bdi vi né lam
toi tinh td0”. Vao muia déng, ba ta sit dung khodng thdi gian
d6 d€ di mua sim tap héa. N&u ban lam viéc tai mot vin

phong ngoai nha thi chfng ha dudng huyét do in trira qué no
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d6 c6 thé 1a thdi gian tuyét hio dé sdp x&p hd s, phiic ddp

cudc goi hay 1ap k& hoach cho cudc hop bén ngoai nhim tu

bt minh phai ludén di ddng.

LAP CO CAU CHO THOI GIAN

Liéu ¢6 th€ nio ban hodn thanh c6ng viéc néu ct mai
“loay hoay khong diu vao ddu” khong? Hay difng tay mdt
chiit 4€ suy ngdm. Khi céc yéu ciu thdi gian da thay ddi trong
d3i s&ng cia ban, ban cé diéu chinh ngin sdch cia minh cho
phi hdp theo nhitng thay d&i d6 khong? Li€u ban ¢6 thdm chi
14p ra ngin sich thdi gian khéng? C6 1€ 1a ban vita sinh con,
s& di hudng k¥ nghi trong mdt tudn nifa hay vifa duge thang
chitc. Ban ¢6 chuyén hudng cac hoat déng clia minh d€ thich
{ng véi nhitng thay d8i nay khong? C6 thé 1a sy thay ddi
khong phdi dd x4y ra vifa mdi ddy - viéc ban dugce thing
chifc, ban thay d8i cong viéc, ban cla ban don ra khdi thi
trdn, di qua rdi — nhung liéu ban ¢6 dang qudn 1y thdi gian
clia minh cling mdt cdch nhi trude day khdng?

Hoic ¢6 1& ban chi mdi ngan ngdm va mét mdi vi ludn
luén “bdn biu” nhung lai hi€m khi hoan thanh dudc diéu gi
ban cho 13 ddng d€ lam. D6 ciing cé thé chi 1a vi ban khong
mudn phai xin 18i lai 1dn nita vi hidy bd cuge gip vdi mot

ngudi ban hoac 12 bat mdt khdch hang quan trong chd dgi.
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Hoan cdnh thay d6i ddi hoéi ban phai thay ddi ludn céch
ban qudn 1y thdi gian ctia minh. Vai trd trong céng viéc chinh
cda ban ¢6 thé 12 nha quén 1§ nhung ban cdn ¢6 nhitng vai trd
khdc trong quan hé gia dinh vi sinh hoat cOng dong ddi hoi
thdi gian cda ban. It ngudi trong ching ta chi ¢6 mdt vai trd, do
d6 cdch d€ hoan thanh t6t nhat mdi vai trd chinh 1a lp ké
hoach cho thdi gian cla ban. C6 thé ban 13 mot k€ todn vién,
an ludng theo gid, véi vo s6 nghia vu bén ngodi hoic 1a mot
nha nghién cifu t do, dugc tra theo cong trinh va 12 ngudi ning
ddng trong linh vuc thé thao cling nhy sinh hoat vin hoa.

Thé nhung thai gian chi twong ddi: modt ngusi ba 76 i vé
huu ¢6 thé cam thdy cd it thdsi gian hon va phai vdi va hon ngudsi
chdu gii 33 tubi ¢6 gia dinh dang lam viéc tron thdi gian déng
thati chdm séc hai dita con nhd ciing v6i vo s6 nghia vu khac.

Chuong nay gidi quy€t viéc 1ap cd cau thdi gian cho nhidu
vali tr& khdc nhau; ban hdy chi doc phin nio lién quan tdi minh
hodc doc mbi phin vi bi€t du lai ching hitu ich cho ban khi dp

dung nhitng 131 khuyén do.

Danh Cho Nhitng Ngudi Lam Theo Gi¥ Hinh Chéanh
Hodc Gi¥ Quan Ly

Ngay nay it ngudi thife sy lam ding gis hinh chdnh bdi vi
thdi gian “kh&i ddng” - mic 4o quin, an diém tim, di chuyén

T LY ~ A - o = - .- . eyt .
dén sG lam va vé - ¢6 thé hd trd hodc can thiép vio thii gian
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lam viéc thuc sy tiy vao cach ban d€n s lam sdm, cdch ban
lam viéc mudn va bao nhiéu thdi.gian ban danh cho vi€c
nghién cfu, giai tri hodc di lai “ngoai gid” clia ban.

Nhitng nguth 1am viéc ¢6 8 chic ¢6 thé hudng 1¢i nhiéu
hon tif cdc viéc tu ki€m tra nghiém ngit bdi phén 16n cong viée
¢6 thé qua thudng 1& dén mitc ho nghi mdt cach 1gch lac ta chi
cin c6 mat thi dude coi nhut ¢6 1am viéc. S&p ciia ban c6 thé
yéu ciu ban lip mdt bdn bdo cdo va nhd ban lam thém sdu
viéc khéc. Ban d€ ban bdo cdo qua mdt bén va hoan thanh sdu
viéc kia d& rdi khi s€p ddi bin bdo co ban xin thém chit thdi
gian dé sita cho hay hon va tdi vi€t n6 ra mot cach voi va.

Pién thoai ¢6 thé 13 tr¢ thd ning ky nhat cla ban va-
ciing 12 diéu giy phién todi nhat. Mét vién thli quj cda mot
cong ty giao nhan ¢6 550 nhin vién phat biéu: “Raéi ciing van
nhtt cii. Trudce khi ¢6 dién thoai mudn gip ai di thit 1a khé.
Gig day v6i thu thoai ching t6i ¢ van dé y nhu vay.”

Pé khic phuc vin de, khi st dung hdp thu thoai hodc trao
ddi vai thir ky cta minh, ban hiy that a rd rang v€ cdch va lic
nio mot ngudi ¢6 thé gap ban. Thai d&iém cu thé nhy “Toi s& di
hop v& tritdc musi mdt gidf sing mai” hodc “Goi cho tdi sau bén
gi chidu” s& gidm di trudng hdp khong thé lién lac nhau hon 13
chi mét 13i chao hdi chung chung khong ¢6 chi tiét gi hitu ich ca.

N&u ban Iam viéc trong mdt bdi canh vin phong c6 cd ciu

truyén thong thi hiy ¢d x4c dinh nhiing khodng thdi gian lam
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viéc ban khong bi gidn doan, nhu tir lic tdi s& lam cho dén gidy
in tnra hodc tir sau gids dn trua dén Iic ra vé. K& 46, ngoai trir
nhifng lic can phdi gidn doan, hiy s& dung nhitng khung thdi
gian cho cong viéc nay dé€ tip trung vio hoan thinh nhitng muc
tiéu ngdn va dai han cla ban. Hay ¢ dinh mudi lam phit vao
cudi mdi ngdy dé xem lai ban danh sich “viéc phai lam” cha
ngay d6, ghi nhan ban da hoan thanh muc tiéu téi dau, chd nao
ban thdy chua dat va chon nhiing cong viéc wu tién cho ngay
k€. Nhu ching ta di thdy, thudng xuyén lam viéc bén ngoai
van phdng clia ban ¢6 thé phin tic dung cho cdng viéc clia ban.
bi thu Ida, phong 6¢ biva bon & nha va ci nhitng cin phong
dang thi€t dai khach khita khdng phai 13 nhitng ndi chdn thich
hop d€ 1am viéc v6i hidu ning cao. Cong tdc lap ké hoach tot
phai gidm thiéu t5i da nhitng viéc nay x4y ra.

Hiy ghi nhé ring nhitng thdi han khong kha thi phai dugce
sém diéu chinh lai trede khi d&n han. Ban phai nim vimg
nhitng han chét ma ban ¢6 kha ning ddp tng. Tuy vay di nhién
ban khong dbi héi tuyét dSi dugce. Doi khi chinh ban gidm déc
chit khong phéi ban cd 161 vi 4p diit nhitng thdi han bat kha thi.

D6i khi cdch t6t nhat d€ hoan thanh phin 16n cong viéce &
vin phong 14 1am viéc theo gid hanh chanh truyén théng. 6 1a
cach 1am cla vi phé tdng gidm doc 39 wdi clia mot ¢ong ty sén
xudt ¢ Connecticut: mdi ngay 6ng dén cong ty trude 8 gids 15
va 1a vé trude 4 gis 30, nhung vi thu ky cda ong ta va moi
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ngudi khiac da vé trudc 3:45, dng nhin thay khodng thdi gian
¢6 ning suidt cao nhdt clia minh 13 sau 4 gid chiéu. “Vao
khodng thai gian budi chiéu d6 chudng dién thoai it reo. To1 1a
ngudi cudi cling cdn lai & day va khong phai giai quyét van dé
ric roi gi do d6 toi tap trung trim phin trim cho cdng viée clia
101, Trude do ti d4 phdi phin tdn sy tip trung cia tdi cho cong
viéc va nhitng gi dang xdy ra trong nhd mdy.”

Ong ta ciing duy tri ning suit cao bing cdch trdnh lAm
qud nhiéu viéc cung mdt hic. Thay vao d6 Ong chi lam mét
cdng viéc cho tron budi sing va cdng viéc khdc vao budi
chiéu. Theo cich ndy, éng tranh “cd cdng 1am ba hay bdn thi
mot lic 12 diéu c6 thé gay cing thing thin kinh.”

Van dé ndo phung phi thdi gian nhi€u nhdt d cdng ty?
“Nhitng xich mich vun vit giita nhan vién” doi hdi 6ng phai
danh ra thdi gian hoa giai. (Cong ty nay ¢4 75 nhin vién nhiing
lai ching ¢6 trudng phong nhin sy cé nhiém vy gidi quyét
nhitng tranh chip nay).

Dol véi nhitng ngudi khdc, dic biét 12 cdc bad me dang
lam viéc ma lai ¢6 con nhd, cdch 16t nhit 13 t6 chite ngay lam
viéc truyén théng theo mdt cich phi truyén thong bing gid
1am viéc linh hoat, bdn thdi gian hodc chi lam mét s6 gid hay
ngay “tai ¢chd” va phin con lai s& lam “8 nha”. DAL vdi ¢b
Muarily, 33 wdi, di€u phdi vién hdi nghi ciia mot trudng dai

hoc tai New York, lam viéc ba ngdy mdt tuin da 1a gidi phdp
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tat nhdt vi ¢6 ta ¢6 hai con gdi, mét ba tudi mot nam thang
tudi. Co gidi thich tai sao d6i vai c6 day lai la “cach sip xé&p
tot nhat cd vé mit ¢4 nhan 13n nghé nghiép” nhv sau: “[Lam
viéc ba ngay mét tuin] cho t6i sy linh ddng cling nhu sy quin -
ly thai gian tuyét vdi. Toi c6 thé thd thit ring i thich hudng
thu thdi gian nhan nhd & nha (cho dd nudi dudng tré khong
nhan nhd chiit ndo) va t6i thich thich thitc cla cong viée.”

Mic dd hau hét moi ngudi déu lo riing lam viéc ban thei
gian ¢6 th€ dnh hudng xiu dén sy nghiép, mdt cude nghién ciu
dai hai nim do nha nghién citu Shelley MacDermid cda Pai hoc
Purdue va Mary Dean Lee cia Pai hoc McGill & Montreal, phat
hién ra ring 87 nhan vién céng ty chuyén nghiép va cic nha
qudn 1y ma ho nghién cifu 1am viéc khong toan thdi gian, da
khong gdy ra tai hai gi cho sy thing ti€n nghé nghiép cfia ho.
Chin mudi phan tram phy nif 44 duge bao cdo 1a hanh phiic hon
v6i khoi lugng 1am viéc gidm bst va ba trong bdn ngudi ban doi
n6i rang cach dan x&p vay 1a sy thinh cong cla gia dinh.

Th€ nhung khong phdi moi viéc lam déu pha hop vdi
khoi lugng cong viéc gidm bét cling nhut ngudi phu nif hay gia
dinh c6 thé kham ndi viéc gidm Iutong thudng gdn lién theo
dé. M3t b me clia ba con ¢6 tudi tir nAm thdng d€n nam tudi
vdi gia dinh cin thu nhap cla ba xoay s&, di 1am quén ly
quang cdo tron thdi gian. Nhung ba ta [am nhu thé nao duge?

T61 dd héi va ba ta ddp: “T6i tp trung vao ba th: kiém 4n
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cho bon nhod, v€ nha va ra khéi nha, [én giudng va ra khoi
giudng. Moi thit khdc déu phadi quén di.”

Harvey Mackay, mot tic gia c6 sdch ban chay nhat ddng
thdi 1a tdng gidm ddc cdng ty Mackay Envelope tri gid 85 triéu
d6 la d3 danh mdt chuong v& quén 1y thdi gian trong tic phidm
mdi nhat cla Ong, Pushing the Envelope (Lam viéc vugt chi
tiéu). Mackay ghi nhéan riing éng hoc vé kinh nghiém ding gid
dau tién ¥ bd minh vOn 12 mot phéng vién cda t§ Associated
Press. B6 6ng thudng néi: “Tré han 1a mat di bai bio.”

Y nghia cfia tit c bi quy&t vé quan Ly thdi gian clia Mackay
ia d€ thanh c6ng ban phai ki€ém soat thifi gian va khéng duge dé
né tudt khdi tAm tay: doanh s& ban hang cda ban cao hay thip 1a
nhd vao khich hang chi khong phai 13 nhifng ngudi ban hang
khac; do vy hiy sif dung thdi gian cla minh danh cho ho; lam
viéc gap d6i moi ngudi khéc; dp dung bat k¥ cdng nghé nao, thi
du nhur dién thoai trén xe hoi hoic dich vu nao, nhu dich vu bdi
xe (LND: valet service, giao xe cho ngudi bdi clia khdch san
kiém chd dau, thutng phai trd mot 1& phi) d& tiét kiém thdi gian
quy bdu ban co6 dugce.

Danh Cho Ngudi Ty Kinh Doanh Hoic Lam Nghé Ty Do
Cho dd 1am nghé ty do ¢6 nghia 12 lam viéc “cho chinh
minh” nhung hiu nhy t3t ¢& moi ngudi lam nghé ¢ do déu 1&

thudc vao khich hang, bénh nhin, ngudi bao hd va nhitng ngudn
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tao thu nhdp khéc. Pdi khi ]am nghé t¢ do ¢6 thé tao ra nhiing
han ch€ ty do 16n hon 12 mot ngudi nhan vién binh thuting (bat
k€ 13 1am cho mot ¢4 nhin khéc hay cd mot cong ty khdng 18).
D3i véi nhidu ngudi tam nghé e do thi d& c6 dude cdng viée ddi
hoi nhiéu thdi gian va cong stc ngang v6i lam cong vigc dé.
Ngude lai, ngudi nhian vién theo gid hanh chanh, do tinh chit
clia ¢d ciu cdng viée, thuting dude “giao viéce tin tay ™. .

Néu nhu ban 1d mdt nguSi 1am nghé w do ban nén tu
phong minh 12 mot ngudi chi. Ban ¢6 ché dd mutu bong, ky
nghi, cdc ngay nghi bénh, cdc ngay nghi cd nhin, phép hd sdn
khong? Né&u nhit ai d6 thué mudn ban thi di nhién ban ciing
ky vong vio nhitng 1di 16¢ d6. Pitng ¢6 tur d3y minh vao nim
md khong huu tri chf vi vé xa xi bé ngoai clia 1am nghé ty do;
khdng chitng ban sé trg thanh ngudi chl té hai nhat ban timg
c6. Lam nghé ty do c6 thé ¢ nghia 1a dudc ty do nhiéu hon
trong cdc cdng viéc hang ngay; né ciing ¢ thé ¢é nghia 12 4p
luc ndng né hon, it gid cho ban be va gia dinh hdn véi mic an
toan tai chinh thidp. Néu ban khéng thé giao bdt ginh ning
cho ngudi khac, néu ban 1am viéc trong mét mdi trudng cdng
ty cung cap céc dich vu hd trg rong rii, ¢ thé 1a ban khé tim
dugc thdi gian dé€ sit dung ning lyc cla minh hodc tao ra sin
phdm clia minh.

M&t nha tr vAn, do qua bin biu gidi quyét cdc than chi

ctia ba d&én d6 khong ¢6 ca thdi gian dé€ tim thém khéch hang
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hofc chim séc ddy dd cdc khach hang cfi, c6 thé nhn thay
cOng viéc clia minh trd thinh mdt ganh niang phdi chiu dung.

Quén ly thdi gian hiéu qud va sdng tao ¢6 thé gidp ich
hodc gay cing thing cho mdt ngudi lam nghé ty do. Bob, mdt
ludt sir ¢ vén 53 wdi phat bi€u: “T6i c6 nhiéu 4p luc hon bdi
vi cdm dd chi ngdi phe ra d6 xem truyén hinh hoic nim nudng
trén giudng cho d&€n mudi gies sdng thi that 1a tuyét va khong
cé ai & @6 d€ nhic nhd ‘Nay, day lam viée ding gidf di ch’.”

Tuan thi mét thdi khoa biéu c6 dinh, sin sang dé lam
thém gid, dudng nhu dm chi bi quyét quin ly thdi gian dudgc
chon lya bdi nhitng ngudi 1am nghe ty do trong cdc linh vuc
doi hdi su sdng tao. Jack, mot nhd vin chuyén viét phdng sy
67 tdi c6 tudi nghé rén 40 nam, trinh bay: “Cédch duy nhdt
d€ thanh cong khi lam nghé ny do 13 didu hanh cong viéc cla
minh nhu mét doanh nghiép... Ngdi vao ban gidy ding gid
gidc ¢ dinh. Néu khong ban s& bi khuynh hudng bi&ng nhéc
xdm chi€m... Ban ciing phdi sin shng 1Am ngoai giy. Cé
nhitng Iic ban phdi ding han do d6 cin lam viéc dém lin
cudi tuin.”

Sau diy 1a nhitng y&€u 16 tdc ddng 1&n viéc quan 1y thdi -
gian cla ngudi 1dm nghé t¢ do: ndi ban lam viéc (& nha hay
“bén ngoai”), cdch ban [am viéc (4 ban gidy hay phdi di lai
phin I16n thdi gian) va tinh chit cia céng viéc (ddi hdi k

ndng hay sdn ph4m). Thi du nht mot bac s tdm 1§ tri lidu cd
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vin phong ngoai nha cling véi thu ky cé thé ngdi trong phong
sudt ngdy chd bénh nhin dén. Vi bac s tri liéu d6 s& ¢6 cd
cdu 1am viée tdc ddng bdi sy hién dién va thdi khéa bi€u cia
ngudi thu ky va bénh nhin, CO6 ta s& khé ma biéng nhdc hon
12 mdt nghé si hanh nghé ¢ do 1Am viéc mdt minh tai nha.
Mot dién vién sinh sdng bing nghé quing cdo trén truyén
hinh ¢6 thé phdi mat tdm gi® “lam viéc” trong d6 hé&t bon gid
phdi “chd dgi” cdc cude hen hay chd dién thit. Ngudi 46 6 18
la phdi tudn thi gid gidc trong nhitng lic khong dién thit hay
viéc khdc b3i vi anh ta diu ¢6 “vin phong” & ngodi chd &.
T&i da héa hiéu qua cha viée lién lac dic biét quan trong
d6i véi ngudi hanh nghé 1y do. Ban ¢6 tim dudc viée lam hay
khong tiy thudc vao ban nhanh chéng nhin dudc hay goi
dién thoai lai. Sau ddy 12 mdt s8 131 khuyén cia mdt vi cha
tich kiém tdng gidm dc clia mdt cong ty tr vAn mot thanh
vién: “MOoi ngudi phdi ty thi€t lap mot nghi thdc lién lac
riéng dé 161 vu héa nhifng quan hé va giao 1i€p thong qua mdi
kénh. Thi du nhy “Xin vui long lién hé véi o1 t6t nhit la
bing thu dién tl, trlr khi kh&n ¢4dp thi dang hdp thi thoai. Xin
vui 10ng xac nhin viéc chuyén thanh cong tai liéu dinh kém
gti qua thu dién tif va sit dung mdy fax d€ ddm bdo viéc nhén
duge n€u nhur ¢é van dé gl thic mic hoac khong chic chin.”
Nhifng ngudi hanh nghé tr do lam viéc tai nha tao ra
nhitng gidi phdp cho rudng hgp “khdi dong vao budi sdng khi
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ban khong phdi di 1am viéc¢ & ndi khdc”. Brian, mét chuyén
vién hoda gidi cdc tranh chdp lao ddng 59 tudi lam viéc tai gia,
khdi dong ngay lam viéc biing dit ché di dao, mua bdo chi dé
doc trong bita di€m tam. Trir khi ¢6 hen & bén ngoii, dng
thudng bit diu ngay lam viéc lic chin gid y nhu phai dén hoi
s3 cia cong ty.

Mot yéu & ma nhitng ngudi 1am nghé tuf do cdn suy xét
12 hién tugng ma toi goi 12 1éch pha thdi gian. Gid du nhu
hién gid ban ¢6 qud nhiéu viéc dé gidi quy&t. C6 thé 1a ban
c6 cam gidc minh dang khéng cé d thdi gian dé lam tat ca
nhitng viéc dang ndm trong tay minh. Hay suy nghi lai: Arlene,
mdt phu nit tf tudn chuyén viét bdo va sich thd 18: “T6i di
sap sia hoan tit cuén sdch ma to6i dd vi€t sudt hai nim qua
thi mot 3 nhat bdo 16n goi cho tdi. Ngudi bién tdp cAn mot
bai bdo va t6i da trd 13i 12 5i khong thé lam viéc d6 do dang
viét d3 dang cudn sach va t6i s& goi lai cho ba ta mot khi t6i
¢G thi gid ranh.” Vai thdng sau, khi Arlene khéng con ban
biu, ba goi lai nhung ldc nay thi ngudi bién tép lai khéng chiu
tra 18i. Gid diy thi Arlene ¢6 thi gid nhung khdng tim duge
nhitng ngudi bi€n tdp cin th3i gian cla ba — ddy 12 mdt thi du
c6 di€n vé hién trgng 1éch pha thdi gian.

Ly do khi€n ngudi 1am nghé ty do rdi vio trudng hdp
1éch pha thdi gian 13 do khdng ¢6 khi ning nhin thdy nhitng
gl vuot qui cbng viéc ho dang lam dé€ lap k€ hoach trudc
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nhim bdo ddm c6 gi d6 “dang chd sin” d€ lam mot khi hoan
thanh cong viéc trong hién tai. Thdi diém té hai nha't - bt ké
dé 1a mot viéc lam hay phin c¢dng mdi — 1a khi ban dang ¢6
gi d€ lam. Nhitng ngudi 1am nghé tr do phdi ty lap ra nhitng
nguyén tic qudn 1y thdi gian cd bdn phi hgp theo nhu ciu
ri€ng cia minh, thi du nhu x, y va z (nhitng muc tiéu trong
tuong lai) phai dugc theo dudi trong khi a va b (cdc muc tiéu
hién ¢d) dang duge thuc hién.

Trdnh tinh trang 1€ch pha thdi gian khi ban 1am nghé wy
do, cdng viéc cidn d€n sy phdn dodn bén nhay vé thdi gian
can thi€t — khong phdi 13 thdi ludng ma ban thich danh cho
nd. Theo cﬁch dé, ban c6 thé lap ra cho minh hodc cic
khdch hing mdt th&i han kh3 thi (v4i thdi diém khdi ddu va
hoan tdt) cho cong viéc k& ti€p, bat k& d6 1a hai tudn hay
hai ndm.

Ban c6 thé s& thay hitu ich dé 1dp ra mot hé théng 5
chitc nhim theo ddi nhitng phin cdng viéc cia ban ciing nhu
bat ky cong viéc tiém ning ndo ma ban hién dang phat trién
hodc du tinh. Hay thi s dung gidi phip “ABC” véi (A) la
Nhitng Gi Ban C6, (B) Nhitng Gi Ban Mudn, va (C) Pat Pudc
Nhitng Gi Ban Mudn Bing Cach Tan Dung (A) va (B). Hiy
st dung cdc thé hodc s& ghi chép, 4p dung cach phan tich “ai,
diéu gi, 3 dau, khi nio, theo cdch nao va tai sao”. Sau diy la

mot thi du vé loai hé thdng ma ban ¢6 thé thiét 14p:
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Thé miu ding d€ theo dbi cdng viée

MG 1a cOng viéc:

Théng tin khich hang phai lién hé:

{Ho tén, chifc vu, cdng ty, dia chi, s& dién thoai, fax, email)
Cach lién hé m tién;

Ngay phai lam: Ngiy tdi han:
B¢ dai/Loai cong viéc:

L& phi:

Ngin sach:

Phi t6n:

Phiindp vao ngay:

Theo dbi:

K&t qua:

Danh Cho Ngugi Séng Tao

Canh chitng su sdng tao clia minh v nhu ban bdo vé vién
kim cudng quy gid nhai thé gidi.

Hiy bdo vé nhitng gidy phit hilng khdt bing sy trang trong
va quy trong gia tri clia ting gidy phiit d6. C6 rdt nhidu thi du vé
sy tinh t&€ hinh thanh 6¢ sang tao, gidng nhw mot nha vin sing
tdc mot tiéu thuyét lic tinh ddy nhd lai gidc mo vita trai qua, nh
ngudi hoa si v& lai mot con dc mdng, hodc nhy mdt thi sT ¢6
dong thd “tudn rho™ 1én trang gidy, nhifng ngdn tif chua hé tudn
ra minh liét nhur vay rdi sau d6 trd nén khd can trong nhiéu nim
hodc cang df doi hon gidy phit hitng khdi do.

Ban khéng thé nao cudng ép dudc 6¢ sdng tao nhung ¢6

thé nudi dudng né bang cich tao cho né nhing didu ki€n
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thuin 1gi. (Cling tuong ty nhv vy, ban ¢ thé bép nghet né
khi 1am ngudc lai nhitng ggi y dudi day).

Sau ddy 1a mdt s& cach ti€t kiém thdi gian danh cho ngudi

sdng tao nhd khoi ngudn thém cho ddu ra diy tinh sdng tao:

* D& sdn tdp ghi chép ké giudng ngd dé trudng hap ban
¢6 gidc mo hodc con d¢c mong thi c6 thé nhanh chéng
viét ra gidy trudc khi quén né di.

+ C0 ging hét sic dé cdch ly nhitng khodng thi gian tip
trung tinh thdn lam viéc va khong dé bat ct didu gi
hodc hé thng nao nhén dién thoai. T4t ngaycd mdy
thu thanh néu ban thay bi quiy ray.

¢ Trdanh nhitng ngudi ¢6 tinh hay bdc bd hoidc chi trich
khi€n ngudn hitng ctia ban bi tit ngoi.

* Dimg ¢6 khoe vé nhitng gi ban dang lam médt cdch
qud sdm hodc cho qud nhiéu ngudi cho tdi chimg nao
ban hoan toan lam xong.

+ Don dep ngin ndp mdi trudng bén ngodi d€ cho éc sing
tao bén trong ctia ban khong bi xao ling bdi su bita bon.

+ C06 gidng chi tAp trung mdi Hic vio mdt coéng vidc ma
thoi, dep sach khdi tim nhin nhitng gl ¢6 thé dm dém
thém nhitng ¥ tudng sdng tao khic.

¢ Hady tin ciy vao ban ning va sy nhay cdm cla minh.

+ Ghi ngay thdng va t8 chic mét céch trit ty nhitng k&

hoach ¢6 tinh sdng tao d€ ban khéng bi réi tr trude
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nhitng phién ban hoic bin thio ma ban mudn git lai
hoic bd di. (Trudng hdp khdng xdc dinh dugce thi hdy
¢l git lai nhitng sin phim c6 tinh sdng tao clia minh.
Luu giit trong mot td dung hd sd va sdp x€p trat .
Ban ¢6 thé luén ludn quing bd diéu gi nhung mot sO
nd Igc c6 tinh sédng tao khdng thé 1am lai hodc phuc
hdi dude mdt khi bi hiy di).

e Hiy k&t ban v6i nhitng ngudi trin trong dau 6¢ va tién
trinh sdng tao ciia ban. Tap cho con cdi, vg hodc chong va
ban be hidu dudc ring nhitng swr quiy rdy c6 thé khién

cho nd hyc sing tao hoic ngay ca ngbn tif ciia ban tiéu tan.

D6 13 mdt s8 gdi ¥ gitip ban thiic ddy ti€n trinh sédng tao.
Tuy nhién ¢dn c6 mdt phuong phip khdc ma hiu hét nhing
ngudi c6 ddu éc sdng tao déu cin d€ st dung thdi gian cda
minh; dit sao ching nifa 13 v4i muc dich thuong mai cho s
nghiép sang tao clia minh. Quéd nhiéu ngudi c¢6 du éc sing tao
s¢ phai vudng viu vao cdc cong viéc lien quan dén kinh doanh
va cho ring nhitng tiéu tiét khi diéu hanh mt cd s& lam an s&
x6a di thdi gian sdng tao cla ho. Do lo s¢ nha vay ho ching 1am
gi ca. K&t qua 1a muc dich thuong mai cha sy sing tao, ké ca
ti€p thi, ban hang, quan hé khach hang va quang cdo chiém qud
it thdi gian clia ho, hoic khong chit nao, khi€n cho sy nghigp

chia ngudi sang tao bi thiét hai trong ngdn han hodc lau dai.
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Di nhién 12 s& thudn 1gi hon n€u ban c6 mét nha quan 1y
xudt sdc hodc giao mot s§ cong viée cho mot cong ty quang
cdo, ti€p thi, ban hang hogc bsn hang bling buu dién, tuy vay
mot ngudi cé dau é¢ sdng tao vin cdn phdi lam mét s& cong
viéc thudng mai vén 12 mdt phin cia su sdng tao.

C6 thé gidi phdp t6t nhit 1 ting dung nguyén tic 80/20: danh
80% thdfi gian clia ban dé sang tao va 20% cho sy nghiép kinh
doanh clia ban. N&u nhv ban tip trung vao khia canh kinh doanh
ma thdi thi ching nhitng ban s& chan nin ma chi trong mot thdi
gian ngin ngii ban s& khdng con sin phim séng tao d€ ban ra.

Con néu nhu ban tap trung vao phin sing tao ma thdi thi
ching nhitng hd so, tai lidu cda ban 53 bi bita bn ma ban khong
bao gi¥s trd thanh, hodc s& khdng con, trd thanh mdt doanh nhan
ding nghia nifa. Thé nhung d6i vdi nhiéu ngudi, c6 18 13 hiu hét
nhiing ngudi sing tao, thi viéc nay déu Sn théa. Ho cé cdc nha
quén 1§ hodc dai dién d& x{r 1y cdc vin dé kinh doanh.

Di€m m4u chét d€ chia sé & day 1a nhitng ngudi sdng tao
déu thyc sy thude mdt loai khic so véi cdc chii doanh nghiép
hodc cdc nha qudn ly. Ngudi sdng tao tuf duy mdt cdch khic
va do d6 c6 gidi phdp t6 chic hodc duy tri sy 8 chic cling
nhf cich qudn 1y thai gian theo mot cdch dic trung riéng.

Nguoi sang tao phdi xir I§ vdn dé biing si tinh t& giita cdc
niu kéo vé thdi gian cla cong viée sdng tao, thudng ho ty cch

ly d€ ¢6 thé sing tic, ddng thi gidi quyét linh vyc thuong mai
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clia nghé nghiép cling nhu giao t& vdi ngudi khéc... nhitng hoat
dong nay thudng gdy khé khin cho viéc tip trung cao do vao
nhitng cong viéc sang tao.

Hai tdc phdm thinh hanh hoin toan danh cho quin 1y thdi
gian va nhifng ngudi sing tao la Time Management for the
Creative Person (Quan L§ Thdi Gian Danh Cho Ngudi Sang Tao)
cha Lee Silber va Organizing for the Creative Person (Cich T8
Chic Danh Cho Neudi Sdang Tao) cia Dorothy Lehmkuhl va

Dolores Lamping...

Danh Cho Chii Doanh Nghiép Nhé

L3i khuyén danh cho céc chll doanh nghiép nhé ciing twong
ty nh clia ngudi sdng tao hay lam nghé tf do nhung ¢é sy khéc
biét 1a chl doanh nghiép phai dp (ng nhanh nhay mdi khach
hang clia minh. Ngudi sing tao hojc hanh nghé tir do thudng
chtt tAim hon vao viée tao ra san phim va than chi thué ho hon
Ia cac khich hang ¢4 nhin. Chl doanh nghiép nhé diéu hanh
mdt ¢d s& 1am in hodc cOng ty vdi nhidu van dé tai chinh, phap
1y, k& todn v thdfi vu ngay tir gidy phat bat tay vao vigc lam n.

T6i dd quan st vi thiy ring nhiing vAn d€ gay go nhat
trong quéan 1y thdi gian cda chi doanh nghiép nhd 1a céch phan
bd thisi gian cho nhitng cong viéc din dén sy phat tri€n sin
phim mdi (hodc cac khich hang hay thin chi) trong khi ti€p tuc
d4p (ng nhitng khéch hang hoiic than chi hién ¢6 hay ¢l ma van
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phdi tranh thi thdi gian @€ thye hién nhitng cong tic gin lién vdi
viéc di€u hanh nhit p héa don, cac tai khodn chd thu, tdn kho,
“chudn bi va déng g6i” (n€u d6 12 mot doanh nghigp ddm nhan
ca viéc giti hang), thiét 1ap va duy tri rang web cita cOng ty, thu
tin thuong mai, cdc cude dién thoai thudng va hdi thdng tin, thiét
k€ ca-ta-19, gidi quy&t hang trd lai vin vAn va van van, tiy thudc
vao loai hinh doanh nghiép ctta minh...

Di nhién I3 ban ¢6 thé, va c6 1& ban nén, giao mdt phin hodc
toan bd cac cOng téc hanh chinh cho mdt trg 1y #n htong hodc
khong an luong (rwding hop thuc tap). Tuy nhién ban phai than
trong va hiu dd 1o vé& cich hoat déng clia doanh nghiép minh -
ban da c6 d kinh nghiém - d€ giao phé nhitng cdng viéc ma chinh
ban da qué ranh (d€ biét liéu ngudsi ban giao viéc cho c6 dang 1am
ding cho quyén 1¢i cao nhét clia cdng ty minh hay khong).

C6 thé€ 1a ban mudn kinh doanh it nhat 12 Y sdu thing
dén mdt ndm va ty minh gidi quy&t hiu nhu moi cong viée
trude khi giao phé cdc cong viéc kinh doanh hoic lao déng
cho ngudi khdc. (Pdy 12 mot cach khic dé phét hién ring
viéc khdng thé giao phé cho ngudi khdc 1a mot d4u hidu cho
thdy ban khdng c6 tién dé€ thué phu t4).

Rat nhiéu trong s cdc cong ty, tip doan 16n di khdi nghiép
bang mot hoic hai ngudi ddm trich moi cong viéc ngay trong
nha dé xe hodic mot géc phong ngii ciia ho. Chi cho dén khi cong

ty phat tri€n t¢i quy mé no d6 méi ¢6 cdc phu t& hanh chinh,
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cac nha quan 1y hoéc'thz?tm chi hdp ddng v&i bén ngoai d€ giao
cho céc cong ty ban hang qua buu dién, dé bdt diu gidi quyst
nhiing linh virc @i hdi nhiéu thdi gian va lao ddng trude diy ho

d3 phai ganh véc.

Danh Cho Sinh Vién

Trong nhitng cau hdi sau day liéu ban dip “Cé” dugc
bao nhiéu cdu? Hiy sif dung mdt 3 gidy rdi, hodc sao chyp
lai trang nay, trd 131 nhitng cAu hdi dudi diy bing cd, thinh
thodng hoidc khdng.

1. Tai c6 thdi khéa biéu thudng xuyén cho viéc hoe tap.

2. T6i ¢6 mdt ndi riéﬁg t6i luén danh cho viéc hoc tép.

3. T4i ludén nim vitng nhitng y&u ciu cda khéa hoc trude
khi hoc k¥ bdt ddu dé c6 thé mua sich vd trude va 1én
k& hoach.

4. Cudec sOng xd hoi clia td1 duge sdp x€p thy theo lich
thi va nhitng luin vin phai lam.

5. T6i bdt diu viét cdc ludn vin - 1dp k€ hoach/nghién
ctu — ngay khi dugc giao cho.

6. THi ludn ludn ¢é thi gid dé doc thém vé nhitng linh
vifc lién quan ma 61 thich.

7. Téi thich trudng hoc va thim chi cot cic k¥ thi hodc
cdc luan vin chinh 13 nhitng phian day thach thifc cia

ti€n trinh hoc tap.
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Ban hdy 13p ra mot k€ hoach d€ chuyén mbi cdu w3 18i
khong hodc thinh thodng thanh cd. Thong tin trong phin nay
s& gitip ban hoan thanh viéc nay. ' |

~ Ching ta hily xem xét dén nhitng cd s& cdia viéc quan Iy this
gian trong bdi canh trudng hoc va ghi nhd ring 4p luc thi gian d6i
v6i ngutii quay trd lai trudng hoc khi d3 16n tudi khéc biét véi sinh
vién hon. Ngoai ra, sinh vién ¢6 lam viéc ban hoic tron thdi gian
cling ¢4 cach xoay sd khac biét vdi modt ngudi chi lo hoc hanh.

Mbi nién hoc déu dugdc xdc dinh trude nhi mot khung théi
gian véi nhitng muc tiéu nao d6. Khac v6i mdt nim binh thuding
trong cong vigc, nién hoc dugc chia ra mot cich d& dang thanh
nhitng giai doan rd rét vdi khdi di€m chinh théc, k&t thic xac
dinh va phitng ky kiém tra ¢ t& chitc doc hanh trinh nay. Ban
hay ldi dung rhitng phén chia 13 ring ndy, né gitip ban quén Iy
thai gian sinh vién cia minh d& dang va hiéu qua hon.

Hay chudn bj mét lich hoc tip thich hgp vdi thdfi khéa bidu
clia nidm sip tGi va nhip vao d6 tat cd yéu cdu phai 1am (bai
tap, thdi han ndp ludn vin, cic ky thi) ma ban bi€t 13 bit budc
trong hoc ky hoac nién hoc ti. K& d6 ban phan bd nhiing
khung thdi gian thich hdp dya vao nhitng cong tic phai lam do6.
Thi du nhv ¢6 thé 2 ban mudn danh tudn I8 trude thdi gian
gilta hoc ky dé on tdp nhim khdng bi xao lang do cdc sinh hoat
X3 hdi va vui chdi sau cdc ky thi cudi khéa (va nhitng viéc

khong thé trinh duge ma ban d4 hodn lai trong khi hoc tap).
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Mot s0 sinh vién cho ring hé théng hoc tip “theo dgt ngin
£id” thi hiéu qua nhdt. Mot sinh vién nadm th ba trudng luit
tuyén bd: “Téi thudng hoc tip theo dgt ngin gid, khong dai hon
mot tiéng dong hd, va tdi tr dong vién minh dé 1am vay. Thi du
nhy t61 ty nhi n€u nhu minh 1am xong mdt khdi lugng hoc tip x
trong vong gids tdi thi tdi s& duge di choi bong ré mdt gid.” Anh
ta con 12 mdt ngudi chuyén luyén thi cho hoc sinh, doc sach rat
nhiéu, chdi cdc mén thé thao va giao thi€p vdi ban be trong
phin thdi gian cdn lai. “Ngay tride cic k¥ thi cudi khéa, khoang
mdt hay hai tuin, tdi thanh todn tat c3 nhitng cong viéc i da
gac lai trong sudt hoc ky - phan 16n 13 doc va én tap.”

M0t nif sinh vién 21 wdi dang hoc niam thif ba dai hoc &
Oklahoma nganh quin tri kinh doanh khong cho ring dn luyén
trude cdc k¥ thi thi hitu ich cho minh. Th hang cua c¢d tudt
thap bdi vi ¢d da di xem cédc trin bong da thay vi hoc bai, sau
d6 ¢6 bd hoc hai nim va trd vé& nha § Florida 1am viéc cho bd
minh. Hai ndm sau d6, ¢4 dd quay lai trne¥ng hoc véi dinh
hutdng hoan toan mdi danh cho ban thin.

Bat k€ 1a ban hoc theo dgt ngin gids hay kéo dai, bat ké
ban hoc mdi dém hay 6n luyén ngay trudc cic ky thi, bat ké 1a
ban chi giff lai nhitng gi da hoc cho t6i khi thi xong hay gilf lai
cho phin ¢on lai clia d3i minh, chinh nhitng gi ban nhd va hoc
1a chia khéa thanh cong cGa mdt sinh vién chit khdng phai 1a

ban di danh bao nhiéu thdi gian. Trong cudn Hoc Mér Cdch
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Khén Ngoan céc dong tic gid Kesselman-Turkel va Peterson,
ciing 1 nha vin hanh nghé tu do va gido vién, dua tém luge
vé hé théng OK4R cia Tién sT Walter Pauk, mdt trong nhiéu
hé théng dudc 1ap ra d€ gidp ban nhd nhitng gi ban doc
(OK4R viét tit ciia Overview, Key ideas, Read, Write, Relate,
v Review = Tdng quan, Cic Y Chinh, Poc, Viét, Lién hé va
On lai).

Pé ti&t kiém thdi gian ban hiy hoc cach doc va vi&t nhanh.

C6 thé 12 ban s& thdy hitu ich khi ¢6 mdt hé thdng trat ty
cho viéc ghi chép lai nhitng gi ban dang doc. Mau thé dudi day
12 mdt miu ban ¢é thé 4p dung cho nhifng nhu ciu cia minh.
(Loai dac biét nay hitu ich trong viéc viét ludn vin nghién cifu,

hoidc 1am quen vdi ndi dung clia mdt dé tai dugc giao).

Mdu Nhdp Théng Tin Thu Muc

{Cac) Tic gia:

Tua sdch:

Noi xuat ban:

Nha xuit ban:

Nim xudt ban:

S8 danh muc trong thy vién (n€u la sich cla thy vién):
Tém ludce:

Ly do khi€n cdng viéc ndy quan trong:

So vdi nhitng viée khic:

Phé binh:

Nhitng trich lugc dang nhd (trang s8 miy va phdn wich lugc)
Poc lin th nhat:

Poc 1dn thit nhi;
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Ban cling cdn mdt ndi thudn tién cho ¢6ng viéc nghién
cifu — cang yén tinh va it bi quiy rdy cang tot. Mot s& ngudi
cho ring nhiing 6 ngin trong thw vién rat yén tinh; nhing
ngudi khic lai chi ¢6 th€ nghién cifu moét minh trong cin
phong trong. Khdng ¢6 mot gidi phdp nio phit hdp cho moi
ngudi: thi vién ¢é thé 1a ndi 5t nhat cho modt s& sinh vién
nhung lai dudc xem 13 lang phi thdi gian cho mdt s& khic (1a
nhitng ngudi chi c6 thé nghién cifu & ban &n trong bep).

Tuong tv nhi viy, ¢é thé 13 ban nhin thiy ring mua
sdch ti€t kiém thdi gian cda ban bdt ké chi phi phdi bd ra.
Thu vién 14 ndi tuyét vdi dé nghién ciu dic biét 1a vé& mit
sdch-c8 hodc tuyét ban, cic loai tai liéu va huéng din dit
ti€n, cdc cdng trinh thye t& khé ki€m va nhitng s& tap chi,
nhét bdo duong thdi hay cii. Tuy nhién, ddi vdi nhitng loai tai
liéu rdt méi, ddc biét loai sich bia gidy, thi t6t hon hét ban
nén mua ching vi: (a) ban mudn ¢6 mdt ban riéng cho thu
vién chuy€rd mdn hay riéng cua minh; (b) né qua mdi cho nén
thy vién van cdn chd duge giao hang san khi di dit mua; (c)
mét ngudi nao khic mudn duge né; va (4) ban qud ban rén dé
dé€n thy vién. (Nhé kiém tra liéu thu vién cda ban cé trang
web hay c6 chiu goi dién thoai héi giip tufa sich ban cin da
phdt hanh chua khong). Dil sao chiang nifa dirng ¢6 rdi vo céi
bidy mua sich hodc sao chup nhiing bai bdo hay trang séch

ddc biét ma ban khdng bao gis doc.
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Bay git ching ta hiy xem xét dén nhitng yéu ciu vé thai
gian ctia sinh vién 16n tudi. Theo mdt khéa hoc trong chuong
trinh gido duc thudng xuyén danh cho ngusi 16n thi twong ddi
ré tién va khong hao t6n thdi gian nhiéu. Quyét dinh theo hoc
mdt chudng trinh dai hoc chinh quy doi hdi cao d6 con hon ca
cOng viéc cha nghé si tung hing trong ginh xiéc - viéc lam,
trudng hoc, gia dinh va ban bé cin d&n sy hi sinh clia moi
ngudi lién quan (nhung trude hét clia ngudsi di hoc). Thoat dau,
¢6 thé 12 moi ngudi déu théng cdm khi do viéc hoc ban khong
dén du L& Ta On nim nay & nha c6 Rose, ngudi chi em ¢b ciu
clia ban, tai Pennsylvania nhung néu nhu nim k& ban vin vay
thi ¢6 Rose ¢6 thé s& biéu 16 sif it thdng cAm hon.

Bat k€ ban 14 mét sinh vién tré tudi hay mdt ngudi 16n
tudi, cdch quén 1y th3i gian kém trong hoc kj ¢6 thé lam gia
tang lo 4u khi thi cr. Mat bac s tam Iy tri liu t8 chic cudc
hoi thdo chuyén dé vé cdch khic phuc lo 1dng khi di thi, phat
bi€u: “Khong chudn bi ddy dd, nguyén nhan cda lo lng, c6
th€ 13 h4u qué cda viéc chdn chif hoc tip trong sudt hoc ky.”

Ping sau sif chan ch va théi xau phung phi thdi gian ¢6
thé 13 tdm 1y sq thanh c6ng vi thit bai. S¢ chin chir 1a mét
cach khong ich 1i gi khi ban mudn gidi quy&t nhitng xung d6t
ndl tim d6.

M6t vin dé vé quan ly thdfi gian dic tnig d6i véi sinh vién

1a ¢6 mdt 6, ddc biét 1a nhitng ngudsi phdi di 1am, dén ép qué stic
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bin thin trong nhi€u nim lién. Khi hoc hanh xong thit khong
thue t€ v hai cho sitc khoé néu cff ¢d duy tri Jich thdi gian cing
thing nhv vay. Tudng t nhu vy, nhitng ngudi thudc thai cye
ngude lai - ludi biéng va khong chit ning ddng trong nhitng nam
lam viéc cao do d6 - cling khong hay ho gi. Bdi vy, trong thoi
gian 1am sinh vién, néu dugc ban hdy hoc hanh chitng muc va
danh thi gi dé giao t&€ va thu gilin coi nhu n6 chinh 1a céch hoc
quén Iy thdi gian sdéng tao trong nhitng tinh hudng dp luc cao.

Danh Cho Giao Vién

Theo truyén thong, gido vién 1a tuyp ngudi ¢é 6c 1§ chic
rit cao. Thuc vdy, khd ning t5 chitc mdt hoc ky, khéa hoc,
hay k& hoach hoc tdp cho mdt nam trdi thudng gitp phan bi€t
rd rang cdc gido vién c¢6 6¢ t& chitc hiéu qué va nhifng ngudi
ludén khéng chudn bi, lo ldng va voi vi.

Nh& nim vitng nhifng nhu ciu tong quit cia mdt khéa
hay 18p hoc cu thé, ban ¢6 thé chii tim vao cdch ban fruyén
thu gido trinh cling nhu nhitng gi bd sung. Trudng hdp ban
khong biét r6 ngay cd nhitng gi ban cin dé truyén thu mdi
ngly, hoic mdi tudn thi thire 12 khé hon rit nhiéu d€ ban yéu
thich hoc vién hay ¢dng vi€c gidng day clia ban.

Hay ldp ké hoach cho I8p hodc ndm hoc.

Hday nhdm dén su phong phii trong cdc bai gidng, céng

tdc va tai lidu cua ban.
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Lén k& hoach sé& gidp ban biét rd thdi Itgng chinh x4c¢ ban
can dua vao cic tai liéu nghe nhin, bai giang true tiép, thio
ludn hay nhitng k¥ thuat da dang khic nhu nhip vai, déng kich,
st dung cdc phuong ti€n cdng nghé va chuyén di da ngoai.

Hady ldp bdn ghi chép vé mdi cong tdc ciing nhy tom luoc
cdc bai gidng cia méi ngay.

D¢ ra mot cdch ré rang ciac yéu cdu cho hoc vién cia
ban vé bai tip trong Idp, bii tip 3 nha, bdo c4do hay cbng
trinh dic biét, bai thi, ghi chép va thim chi nhitng cd hdi cho
céc tin chi ngoai khéa.

Hay dua su vui tuoi va ngac nhién vao viéc giang day ciia ban.

Nghién cifu cho thdy ring hoc tip va tinh sdng tao dudc
nang cao bing cdch thém vio bii gidng tai liéu vui twoi va
thi vi.

Hay giit muic dé viva phdi.

Cong viéc day hoc ¢6 thé con cye nhoc hon cong vién
van phong vi ban phdi [am viéc cuwc nhoc trong sudt 8 thang
(danh cho ¢dp dai hoc) hodc 10 thing (danh cho nha tré 1én
dén trung hoc) va chi ¢6 dude 2-3 tuan 1€ nghi mbi nim. Hiy
cO hét site giit sy diéu d6 sudt nam d€ ban khong bi kiét sidc
vao cudi thdng ndm hay cudi thang sdu khi nién hoc két thic,
dé€ khdi phai mat tron ci ky nghi hé d€ phuc sdc (va chi dé
thdy rang ban chwa kip hudng thu nghl ngoi gi ca thi da giap
vong nién hoc mdi khac).
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Danh Cho Ngudi Tim Viéc Lam

Vai nim trudc diy khi Linda, mot chuyén gia thong ké
thuong mai, di twdng ring c6 c6 thé mit viéc 1am do cit
giam bién ch€ va bit diu cudc tim viéc ¢6 bai ban. “T6i di
c6 mot k€ hoach ti mi,” cb gidi thich. “Téi doc cic sdch vé
lap k& hoach cho nghé nghiép nhu cudn What Color Is Your
Parachute? (Dl thodt hi€m clia ban mau gi?) cia Richard
Bolles, vé cich viét 1y lich va cdch tim dwdc viéc 1am. T5i da
chon khu virc dia 1y ma tdi s& bit ddu va loai cong viéc ma
tdi mudn tim tdi. Thuc sy t6i di 14p nhiéu danh sich vé
nhitng ngudi s& lién hé théng qua c6ng cu Internet va did c6
bon cich dé truy cip ndi san ciru sinh vién trudng dai hoc cia
tdi, cdc quang cdo bio chi, théng tin truyén miéng va tiép xiic
vdi nhitng ngudi cé thé cung cip cho t6i cic ddu mdi.”

That may mdn, nd lyc tim ¢dng viéc mdi cia Linda — di
sao cling dd dem lai d& nghi viéc lam Y nhiéu céng ty — da
tr8 nén khong cén thiét khi ¢6 bi&t minh vin c6 thé ti€p tuc
gilt viéc 1am hién c¢6. D sao chiing nita qué trinh tim ki€m
d6, ¢6 nén tang dya trén quin 1y thdi gian, d cho ¢d sy ty tin
va kién thifc chuyén mdn hitu dung cho trudng hdp sau nay
¢4 ¢6 nhu ciu tim viéc méi.

Sy thanh c6ng cfia Linda cho thidy ring mét chién dich
tim ki€m viéc lam nhit thiét phdi 1a m6t van dé quan 1y thdi

gian. Khdc v&i gidi phdap ngiu nhién thi bing cdch dp dung
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nhifng nguyén tdc ¢d ban cla quin 1y thdi gian - dé ra muc
tiéu, 1én k€& hoach, t3 chic, 14p wu tién, 1ap danh sdch nhitng
viéc phdi lam, an dinh han chét - cude tim ki€m viéc lam ctia
ban s& t6t va dé dang hon. Ban s& dat dudc két qua rudc
mit, d6 14 tim dude viéc 1am va nhitng 1gi 16¢ dai han, d6 1a
ban di tao thién cim tuy&t v3i trong 1dng nhitng ngudi c6
tiém ning tuyén dung ban trong tudng lai vi ban di theo dudi
ding mirc va dat hi€u ning cao.

Nhu da luu § trong phidn dau clia sich nay, c6 hai cich
cd bdn mét ngudi cé thé quan 1y thdi gian cla minh - thy
dong, khi ban dap Wng doi hdi cia nhitng ngudi khic; va chd
dong, khi ban ty tao ra nhitng chon lwa cho minh. Cich ban
quédn ly thdi gian ciia minh trong cudc tim ki€m viéc lam s& bi
tdc dong bat k€ d6 1a thu ddng, do ban bi sa thai, hoic théng
bdo cho bi€t phdi tim viéc 1am méi; hoic 1a chi déng, trong
trudng hdp ndy ban vin c¢6 thé ti€p tuc viéc 1am hién c6
nhung mudn tim chd lam khac. Qud trinh tim viéc ctia Linda
thudc loai chd dong.

Trai lai thi Bill, ¢6 vg hudng luong rdt cao di sitc cung
cip thu nhap cho c4 hai ngudi, di ti€n hinh mot cude tim
viéc lam thy ddng khong k€ hoach - n€u ¢é ai d6 cho anh biét
v€ mot tri€n vong chd lam tot 12 anh gii ngay ly lich dén va
mong ngéng k&t qua t6t nhit. (Sau hai nim anh chang vin

¢On “tim” chd lam tron thdi gian & vi trf nha nghién cdu).
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Trudng hgp ban dang ¢é viée lam hay khdng s& anh
hudng dén cdch ban quan 1§ thdi gian khi tim viéc Jam: néu
ban dang cé chd 1im thi ban phai moi ra thdi gian “gidu kin”
trudc, trong va sau gid 1am d€ tim viéc ddng thdi phii bao
dam hoan thanh nhitng nghia vu riéng cia minh; n€u ban
dang thi't nghiép, vin dé thdi gian 16n nhat cita ban c6 thé 1a
phdi t¢ ép minh vio khuén khd gin nhu 1a mot ngudi hinh
nghé t do hay doanh nhin d€ lip ra mét lich bi€u hoic ciu
tric thdi gian phil hdp cho qud trinh tim viée 1am cia ban.

Ban c¢n phai hi€u minh dang di vé diu d€ bi€t ban mudn
gi va 1ap k€ hoach di t¢i d6. Thit 12 hip din chi d€ nghi dén
“chd 1am k€& ti€p”, tuy nhién mot k& hoach nghé nghiép nim
hodc mudi nim s& ¢6 1gi cho moi cudc tfim ki€m cong viéc.
Mt muc tiéu 18n, thi du nhe: “Toi mudn rd thanh Téng Gidm
D&c”, hodc “Toi mudn ki€m duge trén hai trim ngan d6 la mdt
nam”, khic véi mdt k& hoach chi hinh thanh trong dau. Mot k€
hoach phdi bao gdm nhiing gi ban muén 1am trong nam tdi, va
trong ndm ndm hodc mudi nim ciling nhu 1a vi trf ndo, bude di
nao ban phéi thuc hién d€ dat dugc n6.

Hiy danh vai phiit d€ suy nghi nhitng ciu hdi sau, ghi ra
gidy nhifng c4u trd 1¥i ban d% cin nhic:

Trong 15 ndm tdi hi vong trd thanh:

Trong 5 ndm, t3i hi vong trd thanh:

Pé dat dugc nhitng muc tiéu trén, viéc lam k€& ti€p cda

toi phai la:
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Mot khi ban ¢6 dugc k€ hoach nghé nghiép dai han va
mot k&€ hoach ngdn han cho “budc k€ ti€p” thi ban ¢6 thé tip
trung hoan toan vdo cudc tim ki€m viéc lam vdi nhiéu tv tin
hon vi dd ¢ trong tdm va yé&u t§ chd dong. Bing cdch nay,
ban s& gidm bdt viéc chi bi€t ddp ¥ing mdi va moi dé nghi
tuy€n dung bat ké 12 né khdc véi k& hoach nghé nghiép cia
ban nhu thé nio.

Lén k€ hoach ngdn han s& xoay quanh tit ¢4 viéc nghién
ctu vé d6i tugng, cdc cude dién thoai va phdng van ban s&
phai thyec hién nhiim hoan thanh muc tidu ngZn han, cy thé 1a
viéc [am mdi. Néu nhu ban chuva 1am nhitng diéu d6 ngay tir
d4u dé giip cho cudc tim ki€m d& dang hon thi mot lin nita
* chinh cdc k€ hoach dai han lai ti€p tuc hd trg viéc lap k&
hoach ngdn han. Thi du nhy, sau khi fim dugc mdt chd 1am
mdi, ban ¢6 thé quyét dinh ring gilt lién hé vdi nhitng nhén
vién sin nhin tai chli chét trong linh vic chuyén mén cla
minh s& 12 modt y€u 5 ti€t kiém thai gian hidu qui vi n6 sé
gidp cho cudc tim ki€m viéc 1am k€ ti€p dé& dang hon. Ban
cling c6 th€ quyé&t dinh lién tuc cip nhat I¥ lich clia minh thay
vi chi sifa lai khi xdy ra con khing hodng viéc lam. Mang
internet cé thé sé trd thanh vu tién dai han hon chi 1 mot nhu
cau can thiét ngdn han.

Su v6 6 chifc 12 mdt nhén t¢ phung phi thdi gian khiing

khi€p khi tim ki€m mdt viéc 1am mdi. Hiy thiét 1ip mdt hé
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théng luu trit va truy cdp thong tin don gidn nhung hi€u qua
gitp ban d& dang theo ddi cdc s6 dién thoai, thu tin, cdc Iy lich
da dugce cdp nhit va hd so b8 sung va cdc nghién cifu lién quan
dé&n- cudc tim ki€m niy, ndi chung 1a cudc sin viéc 1am, ciing
nhy 12 cdc cong viéc lién quan dén cdc cdng ty muc tiéu.

B4t ky hé thdng 1ap hd so ndo cling déu hitu ich cho ban:
ban c¢6 thé lip theo thif t chit ci, 1ap “phi€u ghi” cho ting
ngay hoic thing, hodc lip theo chiing loai. Piéu quan trong
nhat khong phdi 12 ban 4p dung loai hé thdng nio ma 1a ban
¢6 mot hé thdng d€ nhanh chéng luu hd so, truy cap théng tin
va hd s ma ban cian dén.

C6 thé 1a ban ciing phai “x6ng x40 nhiéu” trong mot s8 qué
trinh tim viéc, nghia 13 ban s& phdi gii thu ngd va 1¥ lich cho 50
hay 100 hay thim chi nhiéu hon cic cdng ty c¢6 trién vong tuyén
dung ban. Nhat 1a khi thuc hién v&i s6 lugng 16n nhu vay k§
ning quan 1y thdi gian dit khoat 1A mdt 101 khi manh.

Trong qud trinh tim viéc, ban danh sdch “nhiing viéc
phai 1lam” chinh 12 ¢dng cu quén ly thdi gian hiéu qud nhit.
Ciing nhu hé thdng lip hd so clia ban, cdc danh siach “nhitng
viéc phii 1am” ¢6 thé dudc 1ap theo bit k¥ nguyén tic 8
chifc nao, nhu theo mic do quan trong (uu tién héa), theo thit
ty thdi gian hodc gdn lién nhiéu viéc tidng tf v4i nhau. Bat
k€ ban stt dung loai hé thdng nio, di€u sdng cdn 1a viét né ra

gidy va khéng dudge gach bd hodc phdt 1¢ mot khodn muc nao
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cho t8i chifng nao méi muc déu dugc hoin thanh ngay c4 néu
nht ban phdi chuyén né qua danh sdch “viéc phai lam” sita
ddi hang ngay hodc hiang tudn. Hiy hoc cdch udc tinh vé thai
lugng ban phai sit dung cho mdi cong viéce d€ trau ddi t6t hon
k§ ndng nay méi khi hoan tat m&i muc trong danh sich.

Ngoai danh sich viéc phdi 1am, ban ciing cin c6 médt lich
ké& hoach viét tay hoic lich dién ¥, t5t nhat 13 loai ma ban ¢6
th€ mang theo dudc, ¢6 kich thidc dii 16n d€ ban nhip vio
nhitng théng tin nhu nhat k¢, cdc thi theo dai hay cdc cude
goi cin thuc hién.

Hiy nhd ring qud trinh tim viéc nay c6 thé 1a wu tién
hang dau cta ban. Hay hoc cdch néi “khdng” trude moi ddi
hdi vé thdi gian khdc chen vio cho t6i chitng nio ban dat
duge muyc tiéu 13 ¢6 mdt viéc 1am mdi. Ngoai ra, mdi cudc
tim ki€m viéc lam s& c6 nhifng wu tién dic trung cda né, do
d6 hiy phin biét 15 rang nhifng gi quan trong nhat d6i véi
ban, bat k€ d6 1a viét lai ly lich, mdi mot chuyén vién sin
nhin tai di dn trya hay 13 tham dy mot hdi nghi d€ tim hi€u
vé nhitng chd lam khéng duge quing cdo.

M5t phan then chdt trong chi€n dich ki€m viéc 1am thanh
cong la sy theo do6i. Theo d&i bao gbm moi thit t gl thu c4m
dn cho phdng van vién hay ngudi d3 gidi thiéu cho ban cho
dén ti€p tuc theo ddi cdc quing cdo tuyén dung, tham khio
hodc yéu cau cung cip thong tin tir nhifng ¢ong ty ¢ trién
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vong nhdn ban. Dift khodt 1a ban phai ngay lap titc theo dd1
bat ky diéu gi lién quan dén cudc tim ki€m viéc lam dang
tié€n hanh.

Cin Blng Cdng Viéc va Cugc Song Riéng

Chdng ctia mdt nif bién tip tap chi 3 nha chim séc hai con
trong khi vg di 1am. Mot phu nit vdi hai con dudi bon wdi 6
chdng luong khong dd s6ng mudn cé viéc 1am d€ ki€m thém
tién va “chi ra khéi nha” vai gidy mot tudn, Hai nha quan 1y 1ay
nhau, ¢6 hai difa con sinh d6i va ¢4 hai van ti€p tuc 1am viéc
tron thdi gian; ho déu ¢6 phu t4 1am viéc tron thoi gian.

Trén ddy chi 1 mot vai thi dy trong vO s§ hoan cénh va
chon lya danh cho ngudi trudng thanh, déc thin hay c6 gia
dinh, ¢6 hay khﬁng ¢6 con. Quyét dinh di lJam clia mdt phu nit
sau khi 14p gia dinh hay sinh con ngay nay dugc coi nhy 12
mot quyét dinh cd nhin va ¢6 tinh kinh t&; so v4i hai muoi
lam nam trude thi it ludt 1& hon. Mdi phu nit va d6i 1da uf
quyét dinh cho minh nhing gi cho 12 t5t dep nhat; chinh
nhitng quyét dinh d6 4nh hudng d&€n céch ho s dung thdi
gian. Quin 1y thdi gian s& bi chi phdi bdi nhitng dan x&p veé
cdng viée, ho ¢6 mdy con, wdi tdc cla con céi, ho ¢6 dude
phu gitip trong viéc lau don va chdm séc con hay khéng, va,
trong nhitng hd ¢6 hai ngudi trd 1€n, sy phin cong lao ddng
duge thda thuin bdi cap vd chdng.
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Chi dé xuyén suét cic cude phéng van t6i danh cho
nhitng ngudfi ndi trg, bat k€ 1 ho ¢6 viéc lam khéc hay khong,
cho thdy nghia vu nudi day con c4i 12 yéu cAu vé thdi gian
16n nhat. (Nhitng ngudi 3 nha véi con nhé va khong cé viée
1am chon duge & nha v6i con cdi va tam thdi ddnh d6i su
nghiép va thu nhip thém cda ho Wy tron thdi gian danh cho
tridch nhi€m nu6i day con). V& mit thsi gian, {t ngudi cho 12
cang thing khi nhin lai nhitng nim khéng nudi day con céi.
Jessica, 32 tudi, mét ba ndi trg tron thdi gian séng & ngoai o
Connecticut, k&t hon véi mot luit su va dang ¢§ hai con bdn
va sdu tudi. Khi so sénh nhitng nim trong hén nhan trude va
sau khi sinh con, ¢6 néi: “Dao d6 t6i uén c6 thdi gian. Gig
day thi khong bao gits ¢6 &l cd.” Marie, 31 tudi, mot ba ndi
trg tron thdi gian khic § Queens, New York két hdn véi mot
gido vién va 12 me clia mdt bé gai hai tudi. Khi con ¢ sinh
ra, Marie di bd viéc lam diéu phéi vién sdn Xuat tron thdi
gian cho mét xudng in vdi ludng béo bd tam sy: “Vg chdng
t6i coi nhifng nim dau clia hon nhan d6 - nhitng nim chua ¢6
con - nhu 1a nhitng nam déc than”. Sara, 31 tudi, mot nit qudn
1y cbng ty, c6 gia dinh vdi con hai tdi, lam viéc tron thai
gian va thué ngudi phu viéc § nha thich 3 s& lam hon nhu
nhifng ngudsi sdng di chiéu vé khac. Sara thd 16; “Khi lap gia
dinh, i bdo vdi chdng 161 12 t6i khong thich lau nha hay niu

nudng va 61 s€ ludn di 1am™. Va 6 da lam nhu vay.
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Marie, ngudi dd ki€m duge 40.000 d6 la nam phat bi€u:
“T6i d3 yéu thich viéc lam, nhung né rit cing thing va din
da c6 phin hoi qua ”. Gi ddy Marie mudn ty minh dam dang
moi trach nhiém chim séc con cai. Viéc lau nha ciing y nhu
trude diy, ¢b gilf lai ngudi lau don da thué khi con di lam.
Chiam séc con cdi ddi hdi ba phdi sip x€p ngay clia minh
nhung chdng ¢d, von 1a mot gido vién, lai v€ nha trudc ba
rudi cho nén ngay ctia ¢d ngdn di. Mt viéc nha duy nhat ma
Marie thich phy gidp 12 niu an. Marie k€t ludn: “Néu nhu
ngay mai thitc ddy ma tha'y khong vui thich khi & nha thi ti1
s& quay trd lai 1am vigc,” c6 cOn noi thém 14 bi€t ddu “mdt
ngay dep troi” no d6 cd sé phéng van ngudi gidp viée.

Nhut luu ¥ trong chudng k& ti€p, cong vi€c lat vat & nha ia
mdt khia canh it dudc va thich nhat theo béo cdo trong nghién
ctfu chia Oakley vé nhitng ngudi ndi trg § London. Thué ngudi
gitip viéc ¢6 thé khong kha thi vi nhiéu 1y do kinh t&; ngay cd
¢6 ngudi gidp viéc vin con nhitng viée vit ngudi ndi trg phai
lam. Jessica, mdt ba ndi trg ¢6 hai con & Connecticut, danh nam
git rudi mbi ngay d€ 1am viéc nha. Jessica gidi thich: “M4t hai
ti€ng cho bita An t6i. M3i ngay mot gid lo giat di. Toi phdi mat
ci ti€ng dé lau tAng wén. Nifta gids khic cho bifa di€m tim va
nita ti€ng cho bita trva. Nl¥a ti€ng dé don con & trudng. Tuy
nhién, 101 khéng nghi ting t6i kbong thich vdy bdi vi d6 1a
nhifng gl trong cudc séng tdi phdi hda minh vao. Nhung tdi cling

khong dam dang i mifc gilt cho nha khéng c6 mot hat bui.”
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Trdch nhiém nudi day con cdi, ngay ca biac cha me di
lam va ¢ ngudi gidp viéc tron thdi gian & nha, thudng chi€m
hé&t cdc budi t6i va cudi tuidn. Jessica khuyén nén sinh hoat
vdi con cdi cang nhi€u cing t6t khi ban thich, khéng phii vi
ban “phdi” lam vdy. Jessica néi: “T6i thich con cdi. Téi ¢6
thé danh hai muci bon gis mdi ngay, by ngay mot tudn cho
con cdi. Thudng thi cif mdi ba bdn gid tdi cAn nghi mot chit.
bi€u quan trong 12 néu nhu ban mudn danh qu4 nhiéu thi giy
d€ sinh hoat vdi con céi thi ban khong phdi 1am vi ciing
khong nén c6 suy nghi hdi tiéc 1a dd khong lam vdy. N&u nhy
ban thiy 1am viéc vui thd hon, ban s& c6 quan hé t5t hon véi
con c¢dl, chdng, ban bé néu ban di lam.”

Céc cOng ty nhdn thay viéc nudi day con von ddi hdi thoi
gian nhiéu cé thé tao ra cing thing cho nhin vién nam lin
nit. P& ddp ing nhitng cing thiing d6, céc cbng ty hién dang
td chic nhitng cudc hdi thio trong ngiy lam viée dé gitp
nhin vién vudng ban con cdi gidi quyét van dé tot dep hon.
Thanh qua truc ti€p cla cdc budi hdi thdo d6 1a viéc thanh
lap khéng chinh thitc mat hdi cha me ngay trong cdng ty gidp
dd 1in nhau trong cdc vdn dé vé thdi gian.

Nhifng phy ni¥ danh tron thdi gian 1lAm ndi trg ¢ nhiéu
van dé thoi gian khac véi nhitng ba ndi trg con lam vi€c bén
ngoai. Jessica giai thich: “Phu nif ¢6 viéc 1am khdng ¢6 nhitng

viéc ngoai s& lam ma cic ba me J nha phai lam. Ho khong
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phdi chim sé¢ con c¢di trong phdng ngli. Ho khong phdi dua
d6n con. Ho khong phai bi goi dé€n khi bon tré hiang x6m bj
bénh. Ho khdng phai bé tri thdi gian cho mdt s& cong viée va
ho ciing sip x€p cdc viéc vu tién khac di.”

Pam Young va Peggy Jones, hai chi em ¢6 con cdi trudc
day ciling hoan toan lam ndi trg di thoat khdi cdi “chudng
Ign” — va viét ra tic phidm bdn chay nhat Sidetracked Home
Executives (Quian Ly Gia Pinh Sai Lac) vé k€& hoach ctia ho.
Ho d3 thay d6i cudc sOng ctia minh bing céch 1dp ra va bim
sat mot hé thong quan 1y thdi gian gbm voén ven vai nguyén
tic cd ban nhu: thifc diy sdm hon nita gid so véi nhitng ngudi
khdc trong gia dinh; thu x€p giudng ngd 12 viéc diu tién trude
bat ky viéc lat vit nio khic; danh mdt ngay trong tudn dé€
1am nhitng diéu ban muén (khéng ddng tay vao viée nha
hodic mua sim lit vir).

“Thdi gian dSi v6i ban thin t6i” 1A m&t chii dé ma nhitng
ngudi ndi trg ¢6 con hay khéng, ¢6 1am viéc thém & bén
ngoai hay khéng, dudc nhan manh trong cic cudc phdng vin
do chiing tdi tién hanh. Bat ké d6 1a van dong & phong tip
thé duc, dao bd mot minh, viét mdt cudn ti€u thuyét trong khi
em bé ngl trva hodc tip yoga trong thdi gian bon tré con bé,
nhitng muc tiéu c4 nhin va nghé nghiép clda bdn than mdi 1a
vin dé quan trong. Jessica gidi thich: “T6i ludn ludn danh

mdt ngay cho ban than. Khi con t6i cdn bé, mdi tudn tbi



UNG DUNG NGHE THUAT QUAN LY THOI GIAN SANG TAO

mudn vi em mot ngay. Giy day thi bon ching di dén trudng
do d6 t6i thiy khong phdi thudng xuyén cin thdi gian cho
minh hon. Tuy nhién, néu t6i cin thém thdi gian cho ban thin
thi 161 s€ ddy lic nim gid sdng thay vi bdy gid, hoidc s& di ngl
mudn hon.”

Mot phudng dan khac cho nhitng ngudi ndi trg tron thoi
gian, thudng danh cho nhitng ngudi ¢6 con nhd, 13 1am viéc
ban thdi gian tai gia hay bén ngoai. Cic t8 chifc tuyén dung
dd ddy manh loai nhu cdu lam viéc bén thdi gian d6 cda
nhifng ngudi ndi trg va nhitng cdng ty c¢in tuyén dung.

That 1a khoi hai vi chinh dan 6ng, ngudi cé vai trd nudi
day con cdi nidng déng hon, lai dang ném mui nhitng XUng dot
trong viéc gia dinh ma cdc phu nit d& ludén ludn gip. Don, 32
tudi, mét nha nghién citu khoa hoc, ké vé dnh hudng 1én cong
viéc clia anh kbi sinh ra dita con trai: “T6i nhdn ra tdi di
khéng cdn t8i phong thi nghi€ém thudng xuyén nhy trude. Khi
t6i dang lam viéc, t6i vin khong tai nao tdp trung dugc. Toi
chi mudén duge & bén canh con trai t6i. D€ ngdm né ngi. D&
tdm va cho né dn. Gid thi tdi phii budc ban thin quay lai 1am

viéc ngay, t&i phai lam vay.”
Trong chudng k€ ti€p, ching ta s&€ xem xét d€n nhifng

phuong phdp ddy sdng tao dé€ cdi thién viéc quan 1§ thdi gian
riéng tu cda ban. |
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CAI THIEN VIEC QUAN LY
THOI GIAN RIENG TU

Hai hgnh phiic, nguoi & ddu?
—IJOHN KEATS ( Endymion)

Nhitng ai nhin thiy khé khin nhit d€ c3i thién thdi gian
riéng t cia minh 1 nhitng ngudi hay tv hdi: “Thdi gian ranh
roi 12 gi nhi? Bi vi ho khdng biét ring phan 16n cudc ddi ho
déu 12 thdi gian ranh réi.™

Trong mét x3 hdi chi hoan nghénh sif thanh dat, ban 1lam

mot viéc gi do thuan tdy vi né chi€ém mot thit hang wu tién

Lam qua nhidu vigc cling mdt lG¢ [20%] 1A tr& lyc hang ddu d& quan 1y
tot hon thdi gian tiéu khién trong s8 234 nam nir ma t0i d3 khdo sdt. Ly
do thit nhi va thit ndm, theo thd & mic dd thudng xuyén [a: trich nhiém
gia dinh [11%), sinh hoat gidi tri kém chat kgng hon [10%]; khéng cb
kha nang ndi khong [7%] va thdi gian di chuyén dé di lai 1am viéc [4%].
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thdp. Ban dau ¢6 chay bd chi vi ban thich viy, ban lam d€
vin ddng hé tim mach. Ban ddu ¢6 tham gia cdc nhém x4 héi
vi ban thich dude & giita moi ngudi mi 1a d€ ¢é nhifng quan
hé s€ giip ich cho sy nghiép ctia minh. Ban nao ¢6 may vé
cho vui nhung 1a dé€ ti€t kiém tién bac. Th& nhung néu nhyu
ban dinh gid cao bdn thdn va hanh phic riéng t thi ban s&
mudn tin dung triét & thdi gian riéng tv cda minh. That I3
déng budn vi d6i v6i mot s& ngudi thi thdi gian riéng to - thdi
gian ma chiing ta thuc sy 1lam chid hon - lai khéng dugc hai
long nhu thdi gian danh cho c¢dng viéc hodc dé hoan thianh
nhitng viéc phai lam.

Né&u nhif ban ¢6 khuynh hudng 1am viéc qud dd thi that 13
khé cho ban dé tim dugc thdi gian cho céc sinh hoat tiéu khién
cling nhuv ngudi khéng ¢ hitng thid Iam viéc cé thé lam viéc
siéng nidng hon. Néu ban 12 miu ngudi nhu thé thi hiy nghi
dén diéu gi 46 d€ 1am ngoai cdng viéc nhu nhitng sinh hoat
cho “thdi gian tiéu khién hitu ich”. Trong tic phim “How To
Skyrocket Your Income” (Cach Nang That Cao Thu Nhip Cilia
Ban), James J.Sheeran dua ra siu sinh hoat hifu ich danh cho
thdi gian tiéu khién: 1) Trd thanh chuyén gia (vé mot linh vire
nao dd); 2) Tht tham gia chinh trudng dia phuong; 3)Thi di
day hoc; 4) Trd thanh mdt ngudi doc di thy; 5) Cai thién cic

k¥ ning giao ti€p va 6) Ti€p tuc viéc gido duc chinh quy.
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Hay d3t cdu hdi sau ddy cho chinh ban: ndu nhu ngay mai
t6i vé huu thi 16i s& muén 1am gi vdi thdi gian clia minh? B4t ké
ban trd 16i 1a gi, hay chon mdt trong s6 46 va 1am ngay biy gid.

Du lich 12 mét sinh hoat tiéu khién cé thé chi€m thdi gian

. nhiéu thang cia ban (va gia dinh ban). Hiy ki€m tai Lién doc
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vé nhitng dia di€m ban c6 thé tham quan, dinh thdi gian dé
lién hé ban bé fim hiéu xem ho ¢ quen biét ai 8 nhitng ndi d6
khong va tim cdch khai thic triét dé€ thdi gian ban d lai d6.

Nhifng dip di xa nha kéo dai mdt ngay - mét minh hodc
cing ngudi khdc — ¢6 thé dem lai cho ban niém vui ddng ghi
nhd. Céc chuyén di qua dém cudi tudn, n€u nhy ban khong
ldi xe 14u qué hai gid, ¢6 thé 12 nhitng k¥ nghi ngdn ti€t kiém
thdi gian.

Tép Thé Duc

Tap thé duc tiéu tén thdi gian. Ban phdi véu thich viéc
tdp thé duc, hiy thudng thitc s ganh dua (néu ¢6 duge), hodc
phdi tin ring tip thé duc rdt ¢in thi€t cho sic khde cho nén
ban phéi tim dugc thdi gian ranh rdi cho théi quen 6t nay.

Hay can nhic nhiéu gdi ¥ ti€t kiém thdi gian @8 tap thé duc:

1. Bi€n tap th€ duc thanh mét viée lam thudng nhil — hay di

bd thay vi di xe hdi, dap xe dap di mua sdm lat vdt, van
ddng tai chd khi ban néi dién thoai, mdi sdng danh mudi
phiit cho mén thé duc uén déo.
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2. Giif can niing thip d€ ban tip thé duc cho dudc khde manh
chit khéng chil y&€u nhw bién phdp gidm cdn.

3. Né€u nhu ban cuc k¥ ghét tip thé duc, hay thit tip chung véi
ngudi khic khién viéc ndy trd thanh mot sinh hoat vira xa hoi
vira thé lyc; trong hoan nan, ai cling mudh ¢6 bdu ban ma.

4. Hay sit dung hé thdng tr thudng da ban dén trudc ddy.
“Néu tudn nay t6i chiu tdp thé duc t4i sé......". RSi mdt hic

nao dé ban sé thiy chinh tip thé duc 1a viée ding lam.

Ngay tr bay gi® hiiy quyét dinh mot ch€ d6 tap thé duc
déu din va thyc t€, bat ké 1a di bo thém hai dim mdt ngay hay
la di hoc khi€u vii hodc thii cuc dao. Ping ¢6 1am minh qud tdi
béng cdch ding ky vao cic 18p thé duc hiang dém. Loai hoat
dong qué tai khdng thyc t€ d6 co thé s& khién ban bd ngang.

Hiy tir hita vdi ban than 1a s& bdt diu mot ch& dd tip thé
duc/chdi thé thao déu din mdt minh, v3i vd hoic chdng, con cai
hay ban b, ngay ¢ chi trong mudi dén hai muoi pmit mdi ngay,
hay ba 14n méi tuin. (Hay hdi bic si ciia ban trute khi bit diu bat
k¥ k€ hoach tap thé duc ndo, dac biét néu ban di khong hoat dong

qué 1au, ban qua ¢an hay c¢6 van dé sic khde can phai luu ¥ dén.)

Cac Tha Tiéu Khién
Tha tiéu khi€n ¢6 thé 1a mét cich hitu ich d€ s dung
thdi gian, dic biét 1a né dem lai tAm 1y “Td6i did lam moi viéc

mét minh.”
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N&u nhit ban khong c6 tha tiéu khién riéng nao ca thi hiy hdi
nhd lai hdi con nhd. Lic d6 ban di thich 1am gi khi rinh rdi nhung
khong ¢6 thi gid? C6 thé 13 ban dd ngim sao, didu khic trén gd,
hay x&p céac hinh khoi. C6 thé 13 ban di ¢6 mdt bd dd nghé thi
nghiém héa hoc hay ban 12 modt nhi€p anh gia nghiép du. Khong
thinh vin dé. Ban c6 th& hoc cach dé c6 duge mdt thd tiéu khién
ho#n toan mdi mé. Piém mau chdt 12 ban phii di sanh so6i vé thi
tiéu khién ctia minh dé€ né dem lai vui thd cho ban.

Du sao chiing nita thi thi tiéu khién khong phdi 13 nhitng
diéu ma ban phdi IAm bing moi cich. Néu dudgc ¢d ging
chon mét thd tiéu khi€n khéng dinh dip gi dén cdng viéc cla
ban. Thi du: ban 12 mdt nha nghién cttu va nghé nghiép clia
ban yéu ciu ban phai doc nhiéu. Poc sdch ¢ thé 1a thd tiéu
khién ciia ban nhung vdi diéu kién 1a ban doc nhitng gi ngoai
nganh nghé nhy truyén ngin, truyén trinh tham, ti€u thuyét,
tho hodc tic phdm phd bién vé cudce sdng.

Hiy ghi nhd ring ban khéng chon thi tiéu khién nay dé
du cudc tranh tai todn qudc hoic dé€ khoe khoang vdi ngudi
khdc. Ngay tir dau, va ¢é 1& ludn ludn viy, ciing gidng nhu

tap th€ duc thi tiéu khién chid y&€u 12 vi bdn thin ban.

Truyén Hinh

Xem truyén hinh ¢é thé 1a m6t hinh thifc gidi tri thd vi va

ré tién. Trong chirng muc, va néu xem ¢é chon loc, truyén
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hinh ¢6 thé dem lai sif thu gifin, cung c4p thong tin va sy hao
hitng. Truyén hinh ciing c¢6 thé 1a y&u (& ti€t kiém thdi gian -
ban khong phdi an mic dang hoang va di tdi dau dé€ thudng
théc. Tuy nhién, n€u ban coi né nhu 13 hoat ddng tiéu khién
chd y&u thi ban s& ddnh mat nhidu c4dch khic d& sir dung diy
sdng tao thi gid rdnh rdi ca minh.

Dudng nhu ludn ludn ¢6 nhitng ngudi cé thé 1am bai tap
d nha, doc sdch hodc soan bdo cdo trong khi xem truyén hinh.
N&u quan sit k§ thi ban s& phat hién ring ho chi dang hoic 1a
xem truyén hinh hoidc 1a 1am bai tdp. Sy chi tAm cda ho ¢6
thé chuyén qua chuyén lai nhung phin Idn thdi gian truyén
hinh chi ¢6 vai trd 4m thanh nén hoidc 12 cudn sdch 1a binh
phong cho viéc xem truyén hinh.

Ban danh bao nhiéu gi¥ @& xem truyén hinh, dic biét 1a vao
nhitng khodng thdsi gian dudc coi nh 13 cao diém (thit hai dén
tha bay, tir 8:00 t6i dén 10:00 t&i va chi nhat tr 7 d&n 9 gidy t61)?
Ban c¢6 xem mdt chuong trinh cu thé nio khdng hay chi 12 bat ky
phin nao ban finh ¢ bit 1én? Ngay c4 ban ¢6 hiéu dugc nhiing
th6i quen xem truyén hinh ctia ban khong, ban ciing hiy 14p mét
s8 theo ddi cho tudn tdi d€ biét duge nhitng gi¥ ndo ban xem
truyén hinh, chudng trinh nao ban xem (va tai sao), ban xem vdi
ai va mic d¢ ban hudng thy dugce tf viéc xem truyén hinh.

Sit dung mot dau video c6 thé gidp ban gidm bdt téng s&

lugng gis danh cho viéc xem truyén hinh. Biing cdch cho
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chay tdi hodc lui nhanh c¢dc chudng trinh qudng cdo ban ¢6
thé xem hai gid phim trong vong chin mudi phit. Piu video
giip ban thu lai mét chudng trinh ban chon va xem né ki
thudn tién. Thi dy nhu ban ludn xa nha, hoic phdi lam diéu gi
khic, ban khong can phii nghi ngang d€ xem. Biing cdch do,
thdi gian clia ban dudc t8 chitc xoay quanh cdc nhu ciu cia
minh hon 1a 1& thudc vao lich phat séng cia dai truyén hinh.
Thém vio d6, ban ¢é thé ditng hinh hoic nging chay bang &
bat ky diém nao, ban ¢ thé tranh dugc sy ¢6 hut mat doan

trién khai gay cin do phai l1am viéc khic.

CAC MOI QUAN HE
Giao thi¢ p/Chiéu dii

Né&u duge hiy 1ip k€ hoach thim ban be& va m3 ring
nhitng su quen biét mdi vio nhitng lic thufn Igi nhat cho ban.
Cédc ngay nghi 13 thdi gian d€ giao thiép va, n6i chung, dudc
wa chudng nhit cho viéc chiéu ddi — tuy nhién néu ban phdi
hoc 6n cho cac ky thi cudi khéa hay dang ban kinh doanh vdi
vd $8 gidy td cudi nim phai gidi quy€t ngay trude hodc sau
cdc ngdy nghi thi day c6 thé khong phdi 14 thdi gian thudn igi
nhat cho ban.

Giao thiép hodc gip g3 ban be hay dong nghiép xdy ra &

ngoai nhi ban; chiéu dii 1a giao thi€p ngay trong nha ban -
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hodc & mdt dia di€m khéc ban di chon — va ban phii lo viéc
dn udng hodc dan x€p d€ ¢6 ngudi cung cdp cho ban.

D¢ giao thiép c6 thé ban phai goi dién thoai mot hai tin va
quyét dinh vé thdfi gian, dia diém va lam gi (udng ca phé & quan,
di xem phim, an i, chdi bowling v.v...), th& nhung vin d& “nhw
thé€ n2o” lai rdt it dugc quan tim dén. Do d6 viéc lap k& hoach
trude cho giao thiép bi thu hep, tir khi ban c6 mdt dan x&p ghé
chdi bit ngd véi ngudli ban § khu lan cin hogc ngudi dong s3 &
cudi hanh lang (1 nhifng y&u t5 ¢6 tiém niang phung phi thdi gian
nhu ching ta di thiy). Giao thiép ddi hdi thisi gian va cdng sfic.
Cic vi khach ngiu hiing ddi héi it cong stic v chuin bi nhit, dic
biét 1a n€u ban c6 sén thifc An thic udng phit hgp. Mitc d6 thudng
xuyén va doi twong ban giao thiép s& iy thudc vao gia tri ban
dit 1&n mdi quan hé d6 cling nht nhitng chap nhin khéc ciia ban.

Diéu ddng ké khdng phii 1a ban bin ron nhu thé nao,
hodc ban ti€p bao nhiéu ngudi, nhung chinh y&u 12 liéu ban
¢6 nhin thdy c6 da thoi gian d€ giao thiép hay khong. C6 thé
12 ban nhén thady giao thiép trong ngay hay sau gid lam 13 dd
va khdng mudn giao thiép vao budi t8i hay cdc ngdy cudi
tudn. (Ban ¢6 thé giao thiép qui réng d&n do thi€u ca thai
gian cho ban hodc cho ban dui ctia ban). C6 thé 14 ban muén
cdé mdt d€m don ddc, hay mdt d€m vdi ngudi ban ddi, thim
chi chi d€ doc mot cudn sich hay xem truyén hinh. Hiy giir

diing nhitng sdp x&€p d6 y nhu nhitng chip nhin khéc.
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Chiéu dai thudng ddi hoi Jap ké hoach trtde xa hon. Florence
Lowell, mdt ngudi 1am nghé cung ting thyc phim va 3 chic tiéc
ting k¥ cuu néu ra trong cudn Be a Guest At Your Own Party
(Hay Thoai Mi4i Trong Tiéc Do Ban T8 Chifc) clia ba thi sy
chiéu dii cang trd nén thi vi hon khi ban cdm thay thodi mii.
N&u ban 12 ngudi ditng ra chi tri bita tiéc thi thodi méi ¢6 nghia
1a ¢6 k& hoach trude (ngay ca chi 1a chon ngay, quyét dinh mdi
ai va thué ngudi khic thuc hién cdc k& hoach cho ban).

Ban ¢6 thé quan trong héa viéc chiéu d&i qui dén mudc cho
ring khdng bao gid ¢6 thdi gian d€ 1am. Néu ban thudng giit cho
nha cilfa sach s& thi cling dimg gin viéc chiéu dii ddng nghia vdi
“lau don”. Ban chiéu dii cang thudng xuyén thi cang thdy thoai
madi khi don dep. Tuy nhién khi ban chiéu d3i thi Pinh luat
Murphy (LND —Murphy’s Law “Anything that can go wrong
will go wrong”, “Viéc gi c6 kha nang phat trién sai s& phat rién
sai”) phat huy manh hon bao gi&f c4 - hdu nhv ban ludn ludn ton
nhiéu thi gi¥, cong sifc va tién bac hon ban da twdng. Hay ghi
nhd trong diu ring, néu ban t0 chitc chiéu d4i cang ddn gidn thi
ban s& cang c6 chi€u huéng 1am lai nhiéu hon. Thé nhung ban
phai than trong dé khdng tn thudng 1dng tu 4i cla khach khita;
néu ho cho ring khong cd chiit cdng siic nao da dudc bd ra thi
ho ¢6 thé nghi ring ban khdng coi trong ho lAm.

Hiy lip danh sich ban b& thin thi€t nhit va ba con ho
hang. Lip mot danh sdch thi hai nhitng dong nghiép va ban
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sd giao hodc nhitng ngudi chi quen bi€t ma ban mudn mai
d€n. Ban hdy nghi d€n niam sip tdi. Ban mudn t3 chic chiéu
dai bao 14u mot 14n? Nhitng thdi diém nao thudn 1di cho ban
{hodc gia dinh ban) hon nhitng lic khic khéng?

Hay luSt qua danh sdch khdch mdi. Hiy nghi ra nhitng
hinh thidc chi€u dii nao ban nén dp dung cho nhitng ngudi hay
nhém khdc nhau. Thi du ban s& t§ chitc mdt tiéc sinh nhit nhd
cho b& v¢ hay 1a mét dai tiéc cho ca vin phong lam viéc cia
ban. Hiy m&i mdt ngudi ban dé€n nha udng ca phé an banh, cé
thé 1a trong hai thang ti vd mdi mot cap vg chdng in t6i trong
ba thing t6i. N&u nh ban ¢6 muc tiéu gitp cho tat cd khdch
mdi cd ¢d hoi ti€p xiic nhau thi hiy td chic chiéu ddi dén tdim
ngudh cing mot lic. Cac nhém déng ngudi thudng x4y ra tinh
trang khdch b v€ do khdng quen vdi nhitng ngudt khéc khi ho
t6i ndi (diéu niy cling &n thdi trong truding hop tiéc tung 16n).

C6 bao gi¥ ban cin nhic viéc t§ chifc hai tiéc k& ti€p |
nhau khong? Nhitng ngudi ma ban khong thé dua V-EIO danh
sdch clia tiéc ddu cb thé dudc dii & tiéc sau, vi khi ban di
chuin bi moi thif khac rdi thi sao lai khong ti€t kiém thdi gian
va tdn dung nhifng cdng sic bd ra? Ban ciing ¢é suy xét dén
viéc ddi dn tra (LND: nguyén bdn ‘brunch’, bita in 13 thinh
soan trudc bifa trifa va sau di€m tim. Thudng theo hinh thic
ti¢c ditng) thay vi dn t01? Lam vay thudng ton it thdi gian hon

dé 1ap k€& hoach, chuin bi, phuc vu va don dep.
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Tinh ban

Hay danh thdi gian cho ban b&. Tinh ban cin thdi gian
d€ phéat trién va duy tri. Di nhién khdng nhiéu thdi gian nhu
ban dén cho ngudi ban ddi, con céi, hodc cha me, nhung néu
nhtr ban d€ cho ai khéc chen vd giita ban va mét ngudi ban
than hoidc chi cOt nhit, ban s& bi thay th€ bdi mdt ngudi khédc
luén ¢6 bén canh ho. Thdi gian danh ra d6 khéng phi chut
nao cho mot ngudi ban xitng ding. (D€ tim hiéu thém vé
tinh ban hidy xem cédc sich Friendshifts® (Nhitng .i€n ddi
trong tinh ban); The Power of Freindship and How It Shapes
Our Lives (Sttc Manh Cia Tinh Ban va Anh Hudng Céa N&
Lén Pdi S6ng Chiing Ta) cla ti€n si J. Yager)).

Tinh ban dem dé&n nhitng ich Igi ban thi€u trong gia dinh.
Mét phu nit ddc thin 37 tudi di thd 16 v6i 161: “Gia dinh ban
chap nhin moi 15i 1am va dii th€ nao di nita vin yéu thudng
ban, nhung ban bé lai khdc.” C6 ta mudn 4m chi ring ban be
clia ban chon lya ban. P& gitip cho syt chon la clia ho (va
viéc ban chon ho), ban cin thdi gian bén nhau cling nhu kha
ning ¢Bi md (khf‘)hg gidu diém vé bin thin), tin ciy lin nhau
va cam chiu (c¢é thé chiu dung k&t cuc clia tinh ban).

' Sau day la mot s§ goi ¥ gitip ban tim ra thdi gian dé gap
gd ban be bat ké ban ban ron nhu thé néo:

¢ Goi dién thoai cho nhau d€ chao hdi va tdn giu, khong phdi

chi d€ chia sé nhitng di€u x&u hay 16t “I6n lao”.
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H6i ddp tin nhin dién thoai ngay lip tic, néu khéng thé
ciing phdi cho ban minh biét 1§ do — thi duy, ban s& di xa.
Nhing néu nhw ho khdng hdi ddp ngay thi ban phai biét chd
vi bi€t dau ho chdng ¢6 1y do nio d6 (3 ngoai thanh phd,
dién thoai hdng, con ban da khong chuyén 13i nhin, v.v...).
Hay sdp x&p dé déu dan gip nhau, tiy thudc vio thdi gian
\k‘t khoang cdch, mdt minh ban hoic vdi ban doi hoic gia
dinh ban.

Sdp x&p cédc k¥ nghi chung vdi nhau.

Luén dem theo buu thi€p dé€ vi€t cho ban bé trong nhifng ldc
ban ranh r8i nhu chi & phong khim bénh, ngdi ddi khi con
ban hoc dan ghi-ta hay d4 banh hoidc dang di cng tdc xa.
Nhd sinh nhit ciia ban bé ban va goi dién, gii thiép chiic
mirng ho hodc gip nhau. Qua sinh nhat khéng cin phai 16n
kém nhi€u hodc thdm chi bancé thé ting ho nhilng mon
qua or lam Jay.

Khi han huyén hojic gap nhau hay sip x&p cho cude gap k& ti€p.
N&u ban minh ¢6 gi thay d6i hoic mdi mé doi hdi nhidu
thdi gian hon thi hay danh cho he chiit thi gid néu nhu ho
khéng goi lai ngay, hodc thim chi n€u ho khéng goi lai thi
ditng c6 cdu né. Hay goi dién thoai cho ho.

Né&u dugce thi trong 14t cd nhitng dip quan trong cia doi
song hiy ¢& gdng c6 mit - bling sy hién dién th€ x4c 1in
tinh thin.

Néu ¢d xung dot hiy déi phé vai né hoic d€ cho thdi gian
iréi qua dén chitng nao di théng tr twéng va han gin lai
quan hé.
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+ Hay ludn suy nght trudc khi néi.

+ Hay 16n trong nhitng ranh gidi riéng tw cda ban minh. Mt
s vin dé c6 thé 13 qud mitc nhy cdc viée lién quan dén vg
chdng hay nuéi day con c4i, ngay cd wrong trudng hop da
tirng tdm sy vadi nhau vé chuyén tinh yéu khi con ddc than.

¢ An mirng nhitng thing 1gi ctia ban minh. Mic di tAm 1Y hon
thua 13 diéu binh thudng, phidi x& Iy tdm 1y 46 cda ban dé
tinh ban khéng bi tan v§.

+ Thinh thodng hoic déu dan 13 chitc “Pém di choi chung”,

¢+ Haiy cing nhau lam nhitng viéc t thién.

Thoi Gian Cho Ban Déoi va Con Cai

Thit 14 trd tréu vi ¢ dudc thdi gian danh cho ban bé thi
dé& hon cho ban ddi va con cdi. Trong b6i cdnh sdng chung thi
su hién dién khdng nhat thiét ¢é nghia ban dang danh thdi
gian cho ai. (Ngay cd dudi cing m6t mai nha, ban cé thé
dang di mdt hudng khdc biét). Nhung tinh ban thi khic, do
ban thudng xa cich nhau, né doi hdi thdi gian va nd lye dé
duy tri lién lac bat ké 12 bing dién thoai, thy tr hay gip g8
truc ti€p. Thong thudng, ban can phii hen gip trude, du chi la
goi dién thoai vai phit trwdc d€ néi “Tdi dén choi dudc
thng?". Chinh vi sy lién lac {t thudng xuyén hon so vdi cac
thinh vién trong gia dinh vd vi m&i quan hé kém thin mit
hon cho nén ban phai 4p dung nhitng nguyén tic khac di.

Ban bé c6 thé Tuu tm d&n nhau nhiéu hon khi gip gd so

v3i cdc thanh vién trong gia dinh bdi vi gia dinh ludn ludén 3



CAI THIEN VIEC QUAN LY THOI GIAN RIENG TU

quanh nhau. Ngoai ra, nhitng gi ban kj vong tif tinh ban thudng
thap hon so v6i mot quan hé mit thi€t trong gia dinh. Giita ban
be thi gip nhau m&i thang mot 14n c6 thé dudc cho Ia dd nhung
it ¢6 cube hon nhian ndo chiu duge su khan hi€m d6.

Thei Gian Danh Cho Ban Ddi

Né&u ban nhin thiy khéng c6 db thdi gian cho ban ddi thi
c6 1€ mot s8 trong nhitng gép ¥ dudi diy s& cé ich cho ban:

¢ Phdi y thitc riing quan hé hoan hdo chi c6 duge giita nhitng
con ngudi hoan hao.

¢ Néu dugc hiy danh mdt khodng thdi gian nio d6 bén nhau
trong ngay, ¢6 thé thinh thodng gip nhau d& an trua, d€ ban
khong mang ti€ng 1a doi lta “ngoii gidy”,

¢ Dung c6 dgi cho tdi k¥ nghi hing nim mdi di chdi xa, hiy
lip nhiing k& hoach nhd cing di chdi xa cudi tuin d€ phd
bé 1€ théi thudng ngay cia ban.

¢ Né&u ban cdm thdy cdn thinh thodng di xa mdt minh thi hay
thuc hién. Diéu dé khong nhat thi€t c6 nghia 13 mdi quan hé
clia ban c6 van dé, vi thi thodng xa nhau sé gitip cic ban yéu
nhau hon.

* Ban c¢6 hi€u gi nhidu vé cong viée clia ngudi ban i khong?
Hay danh thdi gian doc sach, tham gia cdac khéa hoc va néi
chuyén véi nhitng ngudi khdc vé nganh nghé d6 &€ ban c6
thé théng cdm dudc nhitng trdi nghiém cdng viéc hang ngay
ctia nhau,

¢ Hay fim ra mot thi tiéu khién chung d& vui huding thuding xuyén.
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+ Chia s viéc nudi day con cdi va nhitng trach nhiém trong
nha bing cdch tim ra mét gidi phdp 16t nhat cho ci hai.

¢ Pic biét 1a khi con cdi con nhd, hdy di choi it nhit mdi tin
mot 1in nhy d6i tinh nhin. Hiy mudn ngudi gilt ré, nhd mot
ngudi ba con tin ciy gidp ban giif con hay trao d6i v6i ngudi
ling giéng hodic ban bé ma ban tin twdng: c6 réng con cho toi
11 161 s& rong lai con ¢d.

Con quan hé chin gbi thi sao? Xin nhic lai, mic dd thudng
xuyén clia nhu ciu ci nhan, thei gian kéo dai, cach quan hé va
st thich thii 12 nhitng y€u t6 hing diu, tuy nhién néu véi ban va
ngudi ban ddi thidy quan trong v hing thu thi hdy dach thi gid
cho viéc d6 bit ké ban ¢6 ban ron nhu the nao. Mic di quan hé
chin gdi duge gin lién vdi hanh phic hon nhin nhung mot s&
ngudi nhu Herbert G.Zerof trong cudn Finding Intimacy (Khdm
pha quan hé tinh duc) cho ring ngdy nay viéc nay dang bi coi
trong qua dang.

Né&u ban dit tinh duc ding mitc quan trong clia né trong
quan hé hén nhin, nhung lai khéng c6 duge thdi gian dé thyc
hién diéu d6 thi trong cudn Night Thoughts (Quan niém phong
the), chuyén gia tri liéu v€ tinh duc Avodah Offit khuyén ban
nén ¢d ging tim cho dudc thdi gian. Offit khuyén cic dbi Ida
nén déu dan danh khodng thdi gian riéng tr cho quan hé chin
g61. Con néu nhu ban chd doi theo w nhién thi c6 thé diéu d6

s& ching bao gid xdy ra.
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‘Ban khong c6 thdi gian vao ban dém hay sao? Hiy chinh
ddng hd bdo thitc s6m hon nlra gid hay mdt gid. Con 13i khuyén
nao khac khdng? Hiy gli con c¢di cho ngudi gilt tré hodc ba con
va danh vai gidf riéng tr & nha dé€ ddi khdng khi hoic & mdt
khich san gin nha. Ban c6 th€ thuong lugng gid thip hon vi ban
chi thué phong ¢6 vai gi¥ chif khdng & lai qua dém. Trudng hop
ban yén tam khi gifi con c4i cho ngudi giit tré hodc ba con ddng
tin ciy, ban hiy nghi d&€n viéc ciing nhau di xa mdt hai ngay hay
ngay cd tuan 1. N&u ban hoiic ngudi ban ddi di céng tic, trudng
hop khodng gi trd ngai, ban ¢6 thé nghi t8i viéc di chung.

Thdi Gian Danh Cho Con Cii

Hiy cin nhic chidt lugng, s6 1u'cj£1g thdi gian ban danh
cho con cai. Ban danh cho chiing bao nhiéu thoi gian? Linda, .
mdt sinh vién chinh gquy 31 tudi va 13 me cda ba con tudi 13,
11 va 4, tdm sy: “Thdt quan trong dé danh thai gian cho con
c4i bdi vi ching cin phai bi€t ring ching dugc thuong yéu va
chiim séc. N&u ban khong danh thdi gian cho ching thi ching
s& khong cam nhin ching duge xem trong va yéu thuong.”
Cb ta ndi thém: “Chiing phdi dugc gido duc. Ban phdi mat
thdi gian dé day chiing nhitng didu ding din — cdc gi tri dao
dc va 14t c¢a nhitng di€u khac”.

Sau day 12 mot s8 bi quyé&t d€ tim dudgc thdi gian danh

cho con cdi ngay ¢4 khi bon ching tdi tudi vi thanh nién:
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* Hiy sdp x&€p mdot bubi 4n 18i chung ci gia dinh hoic it nhat
Ia an chung vao cdc ngay cudi tudn.

¢ Téi thi€u | vao cudi win hiy danh mot it thdi gian d€ ¢ mot
“sinh hoat gia dinh”, thi du nhu di xem phim, dap xe dap, choi
bowling, tugt bing v cling nhau lam cdng tdc tir thién.

¢ MBOi tudn mdt 1in dinh mét dém cho trd choi gia dinh. Ban
c6 th€ mua cdc trd chdi § cita tiém hodc choi cdc trd choi
truyén théng dinh cho moi Ifa tudi.

+ B4t ké ban bin bju cong viéc nhu thé nio hiy tim cich dva
gia dinh di nghi mdt mdi nim mét tuin 1&. Ngay cd néu nhu
ban khéng c6 ién d€ di chiu Au hay cho mét ky nghi § xa
t6n kém thi hdy 8 chifc cdc chuyén di va sinh hoat chung
cung gia dinh.

+ Lip ra nhitng hoat dong truyén théng ting cudng viéc dinh
thdsi gian cho nhau, nhu cling nhau 1am banh vao ngay nghi,
ciing nhau thiét k& v gii cdc thiép chic mirmng va clng nhau
in mifng nhitng ngdy 1€ ¢6 tinh cich gia dinh nhv Ngay Clia
Me, Ngay Cilia Cha.

Thoi Gian Cho Ban Than
Ngoai thdii gian bén canh ngudi khdc, it c¢i ching ta déu
¢in c6 thdi gian & riéng mot migh. NEu mdt ngudi sudt ngay cb
nhitng ngudi khdc chung quanh ma ngudi kia khong ¢6 thi ngudi
nay c6 thé ¢6 nhu ciu ngudc lai trong thdi gian khong 1am viéc.
Nha tv vdn vé quan 1y Gisele Richardson d3 ghi nhin

ring con ngudi cin ba loai thdi gian cho sifc khée tinh thin:
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thdi gian tdn man (danh cho ngudi khic); thdi gian dinh tinh
(danh cho quan h€ giifa hai ngudi); va thdi gian don doc
(nhitng gidy phit riéng tv d€ tiéu héa cdc tdc nhin ndy sinh
tir hai loai thdi gian kia).

- Né€u ban cin “thdi gian don ddc” thi ban khéng nén loai
bd né. Ban, hay moi ngudi khdc, phdi sit dung tSt nhédt cho
ban thin mot khodng thdi gian c6 thé cling chia sé vdi nhitng
ngudi khédc, ban s& thiy thdi gian bén canh ngudi khic thd vi
hon néu nhit ban da hudng thdi gian don déc.

QUAN LY THOT GIAN O NHA

Sau day 12 mdt s6 chién luge danh cho nhitng cong viée
nha cin thi€t — mua thye phidm, lau nha, giit 4o quén, hit bui
— ma hiu nht moi ngudi déu gip. Trit khi ban 13 loai ngudi
cyc ky hi€m hoi yéu thich viéc nha, lam dugc nhitng cong
viéc trén nhanh hon 13 mét y€u to ti€t kiém thdi gian ding
hoan nghénh. Khéng ¢6 gi la khi Ann Oakley, ngudi di
nghién cifu cach cdc ba ndi trg & London cu xit, bio cdo trong |
cudn The Sociology of Housework (Tinh x3 hdi hoc clia cong
vi€c nha) ring viéc nha 12 mot khia canh trong cudc séng hén
nhdn ma nhiing phu n¥ dugc phdng vdn cho 1a it va thich
nhit. 40 phu nit duge Oakley nghién cfu k§ co gid lam viée
trung binh m&t tudn 77 gid (so vSi-nhin vién trung binh 13 40
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gid tuan). Do chim séc con cdi khi€n gi¢ 1am viéc cla ho
ting nhi€u hon. Thd vi 13 mdt phu nit trong nhém miu cla
Qakley ¢6 viéc lam tron thdi gian bén ngoai nha, chi danh c¢é
48 gi 1am ohitng gi lién quan d&n viéc nha. C6 thé 1 viéc
nha (bao gdm di mua sim va cdc sinh hoat nuéi day con),
ciing nhu nhifng céng viéc khac phat sinh thém chi€m hiu hét
thdi gian clia ban - trit khi ban ¢6 mdt k& hoach.

P31 vdi nhiéu phu ni phii lam viéc va khong thé danh tron
thdsi gian cho viéc nhi, k€ ca nhitng phu nif ¢6 gia dinh véi con
nhd, nhin thdy nhifng cach thic d€ ting 8¢ viéc nha 1a mot nhu
cAu cén thi€t. Canh dan dng ciing hing hai tham gia - d& khdi
néi ngoa, mot s3 ngudi hang hai hon nhitng ngudi khic va chinh
ho cling cin biét nhiing bf quyét gilp ho hoin thanh cong viéc
nha cing nhanh va cang thd vi cing t6t. Néu nhut ban s6ng mdt
minh thi ban phéi lam hé&t moi viéc nha, ¢6 18 ban ciing mudn
1am cho that nhanh d€ ¢6 thém thdi gian cho nhitng viéc khéc.

Ngudi ciu todn cé thé dinh nhitng gi khéng ngd d€ lau
don va chim chit moi ti€u ti€t trong nha. Trir khi ban mudn
danh loai quan tim todn dién d6 cho ngdi nha thin yéu cla
ban, c6 th€ 12 ban mudn suy xét viéc sia ddi cdc tiéu chudn
vé sach s€ va ngin ndp cia minh. Né€u nhy ban dang qud
ngdn ngim viéc quét bui cdch ngay thi tai sao ban lai khong
thir 1am viy mot 14n mi tudn va chd coi nhu vdy c6 chét ai

khong nao (trong d6 ¢é ca ban).
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N&i s¢ hai that bai hodc thanh cdng cling ¢4 thé 13 méot
nhin t& khi€n ban danh qui nhiéu thi giy € 1am viéc nha. Néu
mdt phu nit cAm thay lo sg canh tranh trong th& gidi lam viéc (va
nghi ring d6 12 thé gidi clia dan dng) thi ¢b ta c6 thé kéo dai thdi
gian 1am viéc nha dé bién minh cho viéc khéng tim viéc lam cla
minh. C6 thé ¢d ta sg phii canh tranh trong mdt céng viéc bén
ngoai va rdi ding viéc nha dé giit cho minh ban biu nhim tranh
i ro ciia nhifng hiu qué thuc t€ hodc do wdng tugng.

Sy bat Iuc d€ néi khong c6 thé 1a mot y&u & phung phi thdi
gian khac ding sau ciach hoan thanh viéc nha khong ¢4 hiéu ning.
Dac biét khi con ¢4i 1dn 18n thi viéc nha phai dugc phin cong cho
mdi ngudh chir khdng phai chi 12 me hodc cha von 1a nhitng ngudi
bat luc d€ néi “khdng” khi dude nhés 1am viéc nay viée no.

Viéc nha ciing dem lai su hai 1ong titc thdi; nd Iyc cda ban
sé duge cong nhin khi cd mdt chiju diy chén bat bi€n mat
hoic mdt cin phong dude thay ddi sach s& ngin ndp khi ban
mua sim thém. Thanh c¢dng trong sy nghiép c6 thé khéng rd
rang tdc thdi nhu vay. & s& 1am trach nhiém c6 thé mo hd, &
nhi thi trich nhiém khéng nhitng dang d¢ 1&én ban va khong
thay d8i - giudng ludn ludn cin phdi don dep, khiin lau phai
giat lai - th& nhung mdt khi ngudi ndi trg dit ra duge modt né
nép dé tudn thil thi tit ci viéc con lai chi 1a lao ddng déu dan.

C6 nhidu cdch hiéu qud vé thdi gian d€ lam cong viéc

nhi. Mot s& ngudi cho ring mot thdi khéa bifu ¢& dinh 1a t&t
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nhdt; nhitng ngudi khdc thich ziry huing hon. Mot ngudi dan
dng vé huu chay bd sau khi trén xong mén xa lich va ¢4t vio
td lanh d€ #n 5i. Khi dng quay vé thi v¢ da di 1am sudt ngdy
vé va bifa dn (5i di sin sang. Piéu quan trong 13 ban nén c6
mot hé thong hidu qua d€ cong viéc nha khéng ngdn mat thdi

gian ddng ra dugc sit dung moét cach ¥ nghia hon.

TRG NEN CO TO CHUC HON KHI 6 NHA

R3 rang la that d& dang dé€ t8 chitc m6t cin hd hodc ngdi
nha néu ban chi vira mdi don vao. Moi thif vAn cdn nim trong
thiing, ban ké thém ké trong phong chita, ban quyé&t dinh dé
gi & dau cho mdi ti dyng, ban phan loai sdch khi xép lai vao
cdc gid sdch va van vin. Tuy nhién, phin 16n chiing ta déu
dang ¢6 mot cude séng 6n dinh § modt ndi nao d6 nhung mudn
t6 chitc lai khdng gian sinh séng ma khong phai don ra ngoai.

Ban s& tiét kiém thdi gian v hudng thu mot méi trudng
ngidn ndp va dé chiu néu nhy ban bit diu 6 chic nha minh,
mdt phong hodc ¢Ong viéc mdi 1dn. Hiy chia nhi ban theo
mét cdch nio dé gitip cho viéctd chite va tdi t8 chic dé dang
hon. Nhitng cdch gidi quyét rd rang nhat cho viéc nay la....

Theo ddi tugng cong viée (thi du th dung, ngin kéo, ké

V;v...)

Theo phdng (thi du phong khdch, phong dn, bép v.v.....)
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Hiy cin nhic d€ khdi cong tiY cita trude va tiép tuc vao
trong hét cin hd hodc nha cda ban. Trudc tién hiy tip trung
vao nhitng gi thdy dudc ngay khi ban bude vao nha. Khi thay
dugc nhitng k&t qua cia viéc t8 chifc phong khich hoic
phong tdm danh cho khdch, mdt 1an nita ban sé thay hai long

v4i cdng sifc minh bo ra.

D4u tu thdi gian vao viéc sip xép trat ty sé giiip ban tiét
Kiém vo s6 gid gidc cho cd mat thdi gian 15u dai sip tdi.

Thit hai, gidi quyé&t nhitng khu vigc 16n xon “khuit tim
mit” ddy thach thifc hon, nhir bén trong ti chia va ngin kéo.
Chinh ban va nhitng ai song chung vdi ban sé& hudng dugc
nhitng Igi ich tif cong stc t8 chic bd ra. Phan thudng s& con
16n hon ci nhitng 18i khen nggi clia khiach khida do bi 4n
tugng bdi phong Khdch tuwdm tit clia ban.

T8 chitc mét cAch cé hé th6ng nha ban theo tirng phong,
hodc khu vire mdi 14n 1a cdch 6t nhat. Gidi phdp d6 gitp ban
tim hi€u dudgc tit ¢ nhu cdu ma ban hoic gia dinh ban mudn
¢6 dude tlf phong hay khu vie d6. Thi du: phong khach cé phai
la noi ban mudn chiéu dii khiach khéng? Cau tra I8i cho cau
hdi d6 s& gidp ban t8 chifc lai khéng gian cho phit hgp. Cac t
kéo dung quin do c6 thé dudgc chia thanh nhiéu ngin d€ vd,
40, ndi y, dd 16t va moi thit an mic thudng ngay déu dudc 5

chdc (va tim ra) mét cich dé dang. P81 vdi phu nif thi mdt céi
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td ngin dung db 16t véi nhiéu hdc 13 mét cich hitu ich d€ sip

x&p nhitng mén linh kinh nhu s& tay, bao tay, nén mi mla hé

va khin quing ¢&, ngodi nhitng mén ndi y va dé 16t ra.

Hiy can nhic viéc t8 chifc nha b&p. Ban mudn d& 14y nhat
nhifng mén ma ban cin va sit dung thudng xuyén nhat. (Viéc
nay dufa trén cling nguyén tic t& chitc Chd Pong va Thu Pong
ma ban di 4p dung cho hd so clia minh) Hay cAt trong mot noi
khac cia bép, hay thim chi trong m)t phong khac, nhitng mén
ban khong thudng xuyén dung tdi. Ban c6 thé quyét dinh dit

thiing réc & ¢ hai dau bép dé gidm viéc di lai khong can thiét.

Tam vdi tdi, dic bigt 12 trong bep, sé it kiém cho ban
nhiéu phit méi ngay va nhifu gid mdi tudn khi nau an, don bira,
chui rira va ¢cong viéc gil ngan nip nha cifa.

270

Khi t8 chitc m&i khu vite trong nhi thit 13 hitu ich d€ coi titng
phin cfa toan bd khu vic ¢6 tim quan trong nhu nhau. Thi dy nhu
cach ban t& chifc bén trong ti lanh va ti ddng c6 thé tit kiém cho
ban nhiéu thdfi gian y nhw 3 chic t chifa va hoc 3. Mot th dung
dd hoic phong d& xe ngan ndp con ¢6 thé tidt kiém cho ban va

thanh vién gia dinh nhidu gits tim ki€m bao tay hay mii bio hiém.

Hiy ghi nhd trong diu 1a t4t cd nhitng nguyén tic mai
ban di bi€t trong Chudng 5 bao gém nhitng hudng din ti€t
kiém thdi gian dudi day:
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Nhirng mén duge st dung thudng xuyén phdi duge d€ & cdc
ndi trong tim tay.

Ph&i dinh mdt chd riéng cho moi thi.

B4t ky mén gi dudc 14y ra déu phdi &€ lai ding chd cia né.
Loai bé su l6n x0n.

Theo dinh k¥ ki€m tra lai (41 ¢d d dac cia ban va cho di,
wiit bd hay sip x&p lai cho phit hdp v4i nhu cau hién c6.

Lip ra va tudn theo nhitng danh sdch viéc phdi lam trong cdc
nghia vu lién quan dén gia dinh.

Giao viée cho ngudi khidc khi ¢6 thé.

Cic Trach Nhigm Trong Gia Pinh

Ngay cd néu nhit ban thué muén mét ngudi nao d6 && 8
chifc nha cira thi ban ciing can phadi lam cong viéc gilt ngin
nip hang ngay. Tuy nhién, cdng viéc gift ngin ndp hang ngay
nha don dep giudng chi€u hay chuin bi va phuc vu bifa t&i
thudng cé thdi gian d€ 1am hon 1a nhitng cong viéc 14t vit
theo mia nhv lau cifa kinh, lau xe hdi hay twéng hoa v rau
qua. Bdt ké 1a ban sdng mot minh, véi ngudi chung phong,
hay vdi con cdi, hiy cin nhic viéc giao bdt mdt s& cdng viée
cho cdc lao d6ng 4dn Iuong, nhu ngudi lav kinh, ngwdi lau nha,
ngudi lo viéc giat Gi. N&u ban khong ¢6 khd ning tai chinh dé
thué ngusi khic lam nhifng cdng viéc ning nhoc dé thi ban
hiy suy xét dé€n cdc k¥ ning ddi cdng viéc vdi mdt ngudi

khac dang lam loai cong viéc nha ma ban ngdn ngdm.
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Né&u ban ¢6 ngudi chung phong cling gidi tinh thi chia céc
viéc nha ra c6 thé d& dang han 13 n€u nhu ban c6 gia dinh.
(Nhitng k¥ vong d3 bi x3 hdi héa ve vai trd cla ngudi vd trong
cong viéc ndi trg khién cho nhiing gi vd hodc chdng “ph3i” lam
cang trd nén phic tap ngay ca thim chi néu nhu ¢3 hai déu 1am
viéc tron thdi gian.) Trudng hdp ngudi chung phong ddng gidi tinh
thi hdy 1ap -mé_‘)t danh sach nhitng viéc nha va don gidn an dinh d6
12 trich nhiém cla ai — trén ¢d 53 ¢d dinh hay thay phién nhau.

Néu nhv ban 13 bic cha me, ban cé bao gid xem xét dén
nhifng trach nhiém nao con ban ¢6 thé dam dang ngay ca vio
tudi r4t nhé. Thém vio nhitng viéc “cho bip bé 4n, chdi dua
vd8i em bé vi phai 13 bé gii ngoan”, mdt bé gdi bon twdi &
Massachusetss d3 1ap ra mdt danh sdch trach nhiém trong nha
ma bé lam mdt minh hodc phu gidp ngudi khdc:

lam sach dé choi

1t mdc do qudn

cho cd dn

hét ld rung

lau xe hoi

rita rdy vé sinh

dé cho bd ddy tré vao chii nhdt

(31a0 cho con cdi trich nhiém trong nha va ting thém
trdch nhiém khij ching 16n Ién chi€m it thdi gian cia ban hon

12 ¢4 lam hét moi viéc va rdi than vin minh bi doa diy.
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CAC KE HOACH CUA GIA PiNH

Bat ké 12 ban dang trang tri mdt cin h$ hodc ngdi nha
lan dau tién hay 1a 1am mdi mét hay nhiéu phong ndi ban vira
d€n & thi hdy trang tri nhdm bdo ddm ba tiéu chi: cong dung,
tién nghi va my thudt. T6t nhit 13 thyc hién cong viéc ting
budc mGt. VSi mdt ngdi nha mdi ban ¢é thé ti€n hanh mdi 1dn
mot k€ hoach (thi dy stta chita lai cdc nén nha, son nha, lap
cdc vich ngdn); néu ban tan trang thi ban ¢ thé thuan Igi
hon d€ 1am mdi 1dn mot phong. Trong ca hai trudng hgp hay
tudn thd nhitng nguyén tic quin Iy thdi gian ma ban dang
hoc. An dinh cdc wu tién va tudn 1y thic hién chiing.

Ban tién hanh nhu thé nao? Ban ¢6 thué mudn mét chuyén
vién trang tri khong? Ban c6 thif ty lam khong? Mu6n mdt chuyén
vién trang tri ¢6 thé ti€t kiém thdi gian ciia ban nhung s& t6n kém
hoti. Ban cling dénh mét di niém vui thich khi thyc hién nhing §
tdng cda chinh minh tit dau d&n cudi. N&u ban chon I, tin ciy
va thué chuyén vién trang tri thi ban c6 thé gidm s4t nhimg thay
d6i trong khi 1am nhitng viéc khic. Thué mot chuyén vién trang
tri khidng phai don gian la van dé Gm ra mot c4i tén trong nién
gidm di¢n thoai. Ban cin phai tham quan nhiing ngdi nha ma
ngudi dé da trang trd d€ im hi€u xem ligu ¥ tdng cia ngudi dé va
cha ban ¢6 hgp nhau khong, ban cin phii trao d8i vdi dng ta
nhitng gi; ban cling can phii gop ¥ kién, cin nhfc nhitng dé nghi

ctia dng ta va chap nhin ngin sich do éng ta d& xudt ciing nhy
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cong trinh hoan thanh. Di nhién 12 ban khdng mudn viét mdt chi
phi€u cho chuyén vién trang tri va sau d6 sOng trong ¥ nIc"ilig
“nha” cia ngudi do. _

N&u phii mua sim nhitng thi nhiéu ti¢n ban phdi hoan tat
nhitng thay ddi trudc v& cdu triic (xay 1én hay pha b cic bic
vach/clta sé/clra ra vao/ddnh béng va véc ni san nha, son, gd
bé gidy dan nding va thay bing gidy mdi) trude khi d6 dac mdi
hay tan trang dudc duta d&n. Bat ky ti€n trinh nao Lién quan dén
héa chit doc hai, sdn, cat chd hodc bui bim déu c6 thé lam hu
hdng db dac, thim va tham chi la ciy trdng trong nha.

C6 thé 12 khdng hiéu qua vé chi phi d€ ty 1am mot cdng
trinh 16n, k& ¢4 s&a chita. Trit khi ban 12 ngudi c6 chuyén
mdn va bi&t & diéu ban dang lam, day thyc sy 1a nhifng cong
viéc v ciing phic tap d€ hoc hoi cling nhu thyc hién ding
cdch. Thém vao d6, ban s& phai thué hay mua tat cd nhiing
dd nghé cin thi&t d€ hoan t4t cong trinh. Cudi ciing, néu ban
lam héng thi s& phéi ton tién thué ngudi c6 nghé dén gd bd

moi thit &€ 1am lai cho ding.

BAO QUAN NHA CUA

Lau don, Giiit Ui va Mua S3m Vit
Cach dé tiét kidm thdi gian toan dién 6t nhdt trong nha

hodic can hd ciia ban la lam nhu sau: Gii sao cho nha khong can
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phdi bdo qudn. Pau wf thém thi gian va tién bac d& loai bd cang
nhi€u nhu ciu lau don cang t6t: thim len loai sin shi che day vét
do t5t hon 1a loai tron; trdng men béng trong b&p va céc phong
chia con cdi d€ lau sach; dd ndi that loai bén t6t khé bi hoen bin
va chi cin thinh thodng hit bui; khin bin bing nhya d& chim séc
hon 13 vai; nhitng chd chita dd dac dudc sdp x€p trit 6, cdn thin
dam bao moi thé ngén ndp cling nhu don dep duge gidm thiéu.

Trong cudn Is There Life After Housework? (Liu c6 sif sdng
sau viéc nha hay khong?) Don Aslett, tdng gidm d6c clia mot
cong ty vé sinh do chinh dng sing lap ra, dua ra (i khuyén v&
cach giit nha cta khdi cin phai bdo quan: “Cong viée ¢ thé dudc
gidm bdt va thdi gian dugc ti€t kiém bliing k& hoach bdo quan va
trang tf tot... Phong tim khong phai 1a noi diit k& sdch, tigng Anh,
hay cdc d6 dac gia dung hodc c8 dinh khong thé bio quan dude.
Hiy ghi nhg trong diu diéu sau day: 1. Liéu n6 ¢6 sach khong? 2.
Liéu né ¢4 bén khodng? 3. Liéu né hitu dung khéng?

Lap lich theo d3i hodc ghi chép vé thdi gian chim séc
nha cfa va dit nd trén nén ting thdi gian ma ban nghi 12 ban
stf dung cho viéc thye hién mdt trong 8 nhitng viéc chim séc
nha clfa chinh. K€ d6, hiy tinh gi¥ va viét ra gidy thdi gian |
thuc sy di duge sit dung. Ban s& khong cdm thiy “kiém soat
dude moi viée” it khi bi€t dude ban thuce sy can/sir dung bao
nhiéu thdi gian dé ¢6 thé phin bé né, v6i mot it dw phong cho

hoi chitng “cdi gi cling cd thé truc tric”.
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Mot cich khic d€ ti€t kiém rat nhiu thdi gian 12 mua
cdc mén d6 gia dung di xai cho sdu thing - dic biét 1 cdc
vat dung vé sinh va dung cu bio quin khéng thé hu dudgc va
d€ sin trong tim tay. Mua sim theo s6 nhiéu va trd trudc sé
cho ban dugc gid ré nhat. PE lwu trit d6 dac hay 4dp dung
nguyén tic chi dong/thu ddng: nhitng gi thudng dudc st dung
nhit 8 gin tAm tay nhit, cic mén phl_l. trg gan d6 va nhifng
mén duf vin dé 14y nhung khéng “ngay tdm tay”.

Mot cach ti€t ki€m thdi gian khdc 14 14p ra danh sdch cip
nhat nhitng dich vy v nghé nghiép ban c6 thé s& cin dén
trong qud trinh bao quédn ndi 4.

Mot 6 ngudi thay ring ho 1am viéc nha nhanh hdn trudc
khi r3i nha dén sd lam; thdi di€m d6 dat ra gidi han thdi gian
cho mot cong viée vb tan va gitp ho hudng dudc cdc budi t6i
vi cudi tudn khdng vudng ban cdng viéc nha. Gloria, 40 tudi,
sit dung cdc ngay thd bdy tr 9 giy sing d€n 2 gidy chiéu dé
1am cbng viéc vé sinh cda tuan. Carol, ¢é bon con dd 18n va
tr 14p lo viéc vé sinh vao céc budi toi oY 9 gidd d&n 11 gid sau
khi d3 nidu #n, don ban va don dep bifa dn t5i. Ba thich lo
viéc vé sinh hon vao cac budi t6i trong tuin bdi vi ba phai
1am viéc tron thdi gian cho nén cdc ngay cudi tuin, thdi gian
duy nhit d€ giao thiép clia ba va chdng ba, dugc ranh rang.
P&i v6i nhiéu gia dinh, sdng chi nhat 1a “ngay téng vé sinh”

vdi st tham gia clia tit c¢a thanh vién.
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Hay dfin; bdo 13 cdc thi€t bi dién ban ding d€ 1am vé
sinh d€u 6t nhat thy theo tidi tién ciia ban.

Pé€ ti€t kiém thdi gian cho c¢dng viéc mua sim vit thi hiy
st dung thit nhiéu dich vu tw chon vi giao hang theo khi
ning clia ban. Néu nh ban ty thin lam viéc d6 thi ¢c6 gom
nhiéu viéc lai cling mot lic - &€ dinh mot s8 ngdy hodn toan
khong phdi mua vit. Thi du nhu mua gidy, bd db giat khd va
mua bdo chi trong mét chuyén di.

Khong nén d€ cho viéc giat i tiéu t5n thdji gian cha ban qua
nhiéu nhu nhi€u ngudti di 1am. Hay giit & nhiéu may mdi ngay
hay céch ngay, thy vio khéi lugng, néu nhit ban ¢6 dit quin 4o dy
trit. G tiém gidt n€u ban gidt nim mdy (néu tiém c6 nhidu mdy)
cling tdn kém thdi gian nhy hai may. N&éu ban ¢6 may giit & nha
hdly d€ cho may chay trong khi ban lam viéc khac. B&m gids chinh
xdc thdi gian may gidt va/hoac may siy chay d€ ban c¢6 thé si
dyng khoang thdi gian d6 mot cach hitu ich dé tam viéc khac. Ban

cling ¢6 thé cin nhic giao cho tiém giat i lam viée d6 gifip ban.

C4c S6 Danh Muc/H§ S¢ Cita Gia Pinh

V& lau vé dai, ban s& ti€t kiém dugc rat nhidu thii gian néu
¢6 duge mot hé thdng luu gilt hd sd, bat ké d6 1a cdc van dé tai
chanh gia dinh (thu nh3p, phi t6n, gidm thu€, déng gép v.v...)
hay cdc van d& y € (tén cic bac sT va cdc van dé sic khoe di

qua, loal thudc hién dang ding, ngiy tiém ching v.v...).
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Diéu quan trong dé€ 1am la: nhip thong tin vao ngay khi
c6 duge bing khong ban s& khong c6 sin khi cn dén. BE

theo ddi cdc chi phi, hiy nghi d&€n s& ghi chép chi phi bé tii

ma ban c6 thé dem theo ngay trong vi hodc sich bd tii dé
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ban cé thé nhiap thdng tin khi chi tiéu.

Mot cdch d€ theo dbi cdc 1An khdm bénh 12 1én lich cho
tat ca cac dgt kham tong quét, n¥a nim hoic hing nam trong
ctng mot giai doan hai tudn 1€ nio d6 ciia mdi ndm, hodc vio
ngay hay gin mdt ngdy ding nhd, thi du nhu sinh nhit cia
con ban cho ky khdm tdng quét hang nim cia né. Nhd vay,
khi thdi di€ém d6 d&€n gin, né c6 tic dung nhdc nhd ban di
dén lic di kham téng quit.

Hiy lap mt danh siach hd sd ¢4 nhén (céc 0 thé tin dung,
s bang 14i xe v.v...) vd cit trong mdt ndi an toan (chid khdng
phai trong vi cia ban). Ngoai ra cling hidy 14p mdt danh sich
céc t&n va s6 dién thoai quan trong luén dude cip nhit nhim
d€ lién hé vdi nhitng dich vu hodc nganh nghé dé mot cich

nhanh chéng, nhir s& phong chay chita chay va cdc béc si.

Thye phdm: Nau, Mua, Luu Trif va Don Dep

Thitc pham 13 mot trong nhitng nhu y&u phim clia cudc
séng va néu nhu ban khong t& chiic né 6t thi né 1a sy phung
phi thdi gian 16n nhit — thim chi d€n hang nhiéu gid mdi ngay.

Né&u ban phdi mdt minh ddm trich tit c3 bita dn ¢ 1& ban nén
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dit bd sy 1€ thudc nay khdi gia dinh ban bing mdt hoic ci hai
¥ kién sau day: sip x&p dé€ ¢6 mot 51 “nf lo 18y ” hodc yéu clu
ban ddi ctia ban ddm trach in t8i chi modt dém mdi twin.

Ban ciing nén nghi dén viéc nau sfn cho cudi tudn vao cdc
ngay th sdu — thi du nhv niu sdn cd ngl, xa lich tring, xa
ldch dm va bd him d€ ban ¢6 dugc cic ngly cudi tudn hoan
toan khéi nau nudng. N&u nhu ban thudng niu nwéng mdi t5i
thi hdy thit dit thdc 4n dén tin nhi hoic dn tiém mdi twin mot
1an n€u tdi ti€n cho phép. Hiy nhd ring #n tiém c6 thé khdng
ti€t kiém thdi gian - ban phai di t5i nha hang, chon mén, in va
r0i v€ nha — nhung it ra ban khéng phai suy nghi phai ndu gi
hoic phai 1am bép, don bita va sau dé lam vé& sinh.

Tiét kiém thdi gian trong b&p ddi hdi viéc lap k& hoach -
ban can biét rd nhitng gi sdp lAm va ban cin dung cu hay céc
nguyén li€u ndo cling nhu cic chi dan dé thuc hién k& hoach
ciia ban. Mt phu nit 65 tudi ¢6 gia dinh (ba di 1am viéc tron
thdi gian khi con cdi ba con nhd) khéng bao gid bit tay vao
nidu mén nao cho tdi chitng nao tat cd nguyén liéu déu dudc
chudn bi sdn sang v dit tntdc mit b tén quiy bép.

Hay lam theo nhitng gép ¥ & diu chuong nay dé t8 chic
bép ctia ban, C6 thé ban cling nén dé sit ben mdt dd bi€u ghi
lai viéc sif dung mdi thif gia vi va phu gia.

Lo vi séng dd cdch mang héa viéc ndu in; gid ndy nod

dugc coi nhut 12 mdt dung cu nha b€p tiét kiém thdi gian
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khong thé thi€u, ngay c2 néu nhu loai 1 truyén thdng dudng
nhu duge va chudng hon dé niu mot s& mén ngay tix ddu
(hoic d€ him lai mét s8 thifc 4n).

Céc loai mdy x{ Iy thwc phidm c6 thé ti€t kiém thdi gian
cho ban khi trén bdt hodc xay nhitng khdi Itgng 16n thyc
phidm. Tuy nhién d€ cit rau cd, dudng nhv moi ngudi déu cho
ring mot con dao bén va doi tay ciia ban 13 cach 1am nhanh
nhat. Ngudc lai, cdc mdy xay va ép nudc cdt lai nhanh hon
dung cy tuong tiy hoat ddng bing tay.

Khi di mua va luu trit thyc pham hdy xic dinh v nhd
trong dau dung tich chita va thdi han bdo quan cita mot s& thue
phim dé hu, ddng lanh vi déng hop. Hay can nhic viée triY cdc
loai thyc phdm kho hodc ddng citng thuding c¢6 thé bio quéan
1au con han c& d6 hop. Ban ciing phdi thiding xuyén kiém tra
i chita d€ ddm bdo khong lwu trit (hoac 16i kéo ban sif dung)
d6 hop hodc d6 kho qué han sit dung dudc déng trén bao bi.

D€ &t kiém thdi gian khi di mua thyc phim hiy dé tap
gidy va bt chi trong bép va ghi xung nhitng mén ma ban
nhén thdy c¢in dén. Ban ciing ¢6 thé 1ip ra mét danh sich db
tap héa cdn diing va ghi vao gidy d€ khi d&n siéu thi ban ¢é
sin danh sich d€ mua.

Hiy 14p k& hoach - quyét dinh thyc don, bat ké d6 1a
di€ém tim, in trua hay bita t5i — va thuc hién k& hoach cia

ban cang nhanh cang t6t. S ldng phi thdi gian 18n nha't trong
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bép 14 lya chon nguyén liéu di mudn hay khdéng va ¢d ché
bién lai thanh mot bita dn. Trit khi ban 1A mot ddu bép “bam
sinh”, hdy ¢& nhd it nhi't 13 mudi hay hai mudi cdng thitc ndu
nudéng ma ban va gia dinh déu thich. Vao nhiftng t5i ma ban
khéng mu6n dinh thdi gian dé ndu nwdng, hiy nhd ban dsi
hoidc con cdi, n€u chiing dd 16n, ndu 4n. Ngoai ra cling nén ¢6
sdn mot danh séch cdc nha hang hay phuc vu mén 4n d€ ban
¢6 thé dat bita dn t5i tai nha. Néu quan niém vé mdi trudng
ctia ban khong khé khin miy, ban hiy dé sin dfa va ly gidy

cho nhitng lic ma ban khéng mudn mat thi gid ndu in.

Trong chudng téi va 1a chidng chét ban s& tim thdy 125 ¥
wdng ti€t kiém thdi gian hang dau trong nhitng linh vifc chinh
sau diy: mudi ¥ twdng quén ly thdi gian diy sdng tao, cdc
nguyén tic ¢d bdn, chon muc tiéu, t6 chide, khdc phuc céc trd
ngai clia quén 1y thdi gian (nhifng y&u 16 phung phi thi gian),
thi€t bi va cong nghé, thdfi gian & s§ 1am, giao phé cdng viéc,
mua sim, bdo quan van phong hodc nha &, thdi gian nghi va

thdi gian cd nhin.
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Chuong 9

125 Y TUGNG TIET KIEM
THOI GIAN HANG DAU

Khi dugc hdi thoi gian 13 gi, Phythagoras da trd 13i riing 46 la linh
hén cla th€ gidi nay.
—PLUTARCH (Platonic Questions)

Gid day thi ban di biét dugce vé nhitng nguyén tic cd ban
d€ quan ly thdi gian sdng tao va hidu qui & cong sd va trong
thdi gian nhan rdi. Va d€ cing c8 cdc khdi niém then chdt va
chia sé ¥ tudng mdi, dudi day 12 125 ¥ tudng ti€t kiém thdi
gian hitu ich danh cho ban.

Mudi ¥ tudng ti€t kiém thdi gian hing dau
1. Hay thitc himh 7 nguyén tic quan I§ thii gian déy sdng tao:

1. Hay chi dong, dimg thu ddng. 2. Hiy dat ra nhifng muc

ti€éu ngdn va dai han. 3. Uu tién héa cdc hanh déng. 4. Hiy
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Chd Téam. 5. Lap cdc han chét thie t&. 6. Ap dung nguyén tic
D-O I-T N-O-W (LAM NGAY BAY GI(Q ). 7. Hiy c4n bing

cudc sdng clia ban.

2. NGUYEN TAC D-0 I-T N-O-W (LAM NGAY BAY GIO)

D (Divide and conquer what you have to do) = Chia ra
va thanh todn nhifng gi ban phdi lam

O (Organise your materials, how you will do it) = T8
chifc cc tai liéu, cich ban sé lam.

I (Ignore interruption that are annoying distractions) =
Phdt 13 nhitng gl chen vao khi€n ban bj xao ling.

T (Take the time to learn how to do things yourself) =
Danh thi gid hoc cach tu thuc hién cbng viéc.

N (Now, not tomorrow) = Ngay bay gid, khong d€ tdi

hém sau.

-

(Opportunity is knocking) = Cd hdi dang gd cifa.

W (Watch out for how much time is being spent on the
Internet, watching TV, or talking on the phone) = Hay
canh gidc vé nhifng gi phung phi thdi gian. Hiy theo
doi va ki€m sodt thdi lugng ban sif dung cho internet,
doc va gifi thy dién 6, xem truyén hinh hoic néi chuyén

di€n thoai.

3. Tép trung nhung linh hogt. Diing c6 6m ddm qué nhidu

viéc. Lam mdi ldc mt viéc nhung biét ring lam hai viéc
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cung mdt lic, nhu nghe doc sach tif bing (sach nghe) trong
khi di lam thi khéng sao. Hiy linh hoat vi nhanh nhay dé
diéu chinh lai cdc muc tiéu va sinh hoat clia ban dywa trén
thdng tin mdi.

4. Tu hao vé cdc ngudi hdm m@ ban va ngudi cé van cho
ban. Tim ki€m, ddu tv vao va thyc 1dOng cam dn nhitng ngudi
hoan nghé&nh va giip d38 ban - cdc gia tr1, ning e, cong viée

va quan hé cua ban.

5. Hay tré thanh mgt nha quan ly thoi gian. Danh thai
gian dé€ tinh théng viéc quan 1y thdi gian ¢6 hiéu qua. Cic k¥
ning d6 s& gitip ban ti€n xa hon va it bi cing thing hon ciing

nhtf ¢6 thé hudng mdt cude sdng cén bing.

6. Hay giit cho minh duge manh khée. Mét mdi hodc ¢cé

stfc khde xdu khién ban ¢6 ning suit cdng viéc thip haon.

7. Ap dung gidi phdp ABC. A. Biét dugc ban ¢6 gi. B.
Biét duge ban mudn gi. C. S&t dung A va B dé c6 dudc nhitng
gi ban mudn bing cdch ditra cdc cau hdi “ai, di€u gi, § dau,

ldc ndo, tai sao va bing cdchndo.”

8. Si dung nguyén tic dong tit-danh tit. Hiy don giin
héa cdc muc tiéu cda ban va lip nhitng uu tién ngdn va dai
han bing cdch chia muc tiéu ra thinh danh tir va déng ur.

Chi hai tit (LND: nguyén bdn tiéng Anh chi gém cé hai uY:
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“Hoan thanh cuén sdch” (finish book) “Vié&t bdo cdo” (write
report) “Goi cho khich san” (call hotel) “Hgc phin mém”

(learn software) “Thué nha quang cdo”(hire publicist).

9. Hiy ldng nghe ngi tam vé cdch ban sit dung thoi gian
ngay liic nday. Ban mudn st dung thdi gian clia minh d€ 1am gi
néu nhy bi€'t dude chi con sffng. dude thém hai thing nita? Trit
khi ban trd 181 “chinh xdc 13 nhitng gi t6i dang lam”, tai sao

lai khong 12m ngay nhifng gi ban da tri hoan?

10. Héay danh cho minh quyén han. DI nhién cd may vi
s6 phin 12 nhitng nhin t6 nhung hiy tip trung vio mic do
ki€m sodt ban thic si c6 duge. Hiy nhd ring ban lam chi doi

ban va th$i gian cia ban.

Cdc Nguyén Tic Co Ban

I1. Cha tdm. Loai bd nhitng gidn doan va xao ling do
minh tao ra. Gidm thi€u nhitng gidn doan do ngudi khac giy ra
cho ban, nhit 12 ho ty ddng néi huyén thuyén bit ¢ khi ndo
ban nhic dién thoai 1én, dit v6i ban d6 12 mot thdti diém bat

tién d€ nghe dién thoai.

12. Phan loai cac trach nhiém thudc viéc lam, trudng hoc,
3 nha va cd nhén, chi tAm lam nhitng gi ban phai va mudn

lam, m&i liic mét viéc thdi.
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13. Chia nhifng céng viéc 16n thanh nhiéu viéc nhé d&: a)
cong viéc dé gidi quyét hon; b) ban ¢é thé tf thudng minh khi
hoan thanh mdi budc ¢) ban ¢é thé theo dai tién dd cia minh
d) ban gidm dudge khuynh hitdng 1am qua nhiéu viéc cling mét
lic va e) ban c6 thé dit ra nhitng han chét thire t€ hon dé
hoan thinh mdi budc nhd.

14. Hay than trong ditng cdn ¢t nhitng quyét dinh cda
minh trén thong tin sai lac hodc lién két véi nhitng ké pha
hoai trong c6ng viéc hay trong cudc séng cd nhin clia ban,

nhitng nguy cd khi€n viéc quin Iy thdi gian sai l&ch.

15. Tim cho dugc thdi gian “gidu kin” clia ban va bdo vé
né mdt cdch cin thin, thi du nhv di ngd mudn hon mdt gid,
dén s& lam sém hdn mot gid, thitc ddy sém hon hai gid hay st
dung thdi gian di lai hitu ich hon.

16. Bimg ¢6 lo au hojc bift rit vé tuwong lai hay hoi tiée
vé qué khit. Hay y thitc cdch qud khit day ban va cdch nhitng

ké hoach va nd litc hién c6 c6 thé cai thién tudng lai.
17. N&€u ban khdng bit v& diéu gi thi hiy im hi€u hodc hoi
ai d6 ma ban kinh phuc va tin cy ¢6 kién thic vé linh vifc do.
18. Hiy sif dung 6¢ phan dodn va thuc hién cdc budc cin
thi€t sau d6 — khi néi chuyén dién thoai, khi thim vdn, khi thanh
cdng trong viéc chuyén mot bidc fax hay khong, khi dé trinh don.
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19. Hay x&r ly cdc khiing hoang ngay 1p tic, trudc khi ching
trd thanh nhitng trd ngai 1dn cho nhitng muc tiéu cia ban.

20. Hiy tim ra cdch 5t nhat d€ x& 1¢ mdi tinh hudng - bing
dién thoai, bing thu tit, bing thu dién tf hoidc truc ti€p gip.

21. Néu trong cudc sdng ban phai chon nhiing thay ddi
16n lao thi hay diéu chinh quy thdi gian thuin Igi cho nhitng
thay déi do.

22. X€p chung nhau va hoan thanh mot 1uqt nhitng cong
vi€c tuong ty.

23. Hifa it lai, lam nhi€u hon.

24. Néu dudc, hdi ddp dién thoai trong cling ngay.

25. Hiy lam nhitng gi ban phdi lam trude, khong phdi
nhitng gi dé nhat.

26. Hiy fim ra nhitng gi ngudi khac mudn ban lam. Néu
ban chdp nhin nhitng ddi hoi cia ho thi hily ddm bdo trude
tién 12 1am cho ho nhiftng gi ho yéu cau va k€ d6 1a 1am
nhitng phin bd sung.

27. Coi chitng nhitng “tiéu ti&t” ¢6 chiéu hudng di qué da
hoiic, n€u coi thudng, ¢6 thé trd thanh “dai su™.

28. Trong mdi ching ta déu c¢6 mdt ndi nudi dudng va phat

trién 6c¢ sdng tao vi phat ki€n. Thong thudng, ban nén d€ cho
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dau 6¢ thanh tinh, khong rdi rim, dé c6 dudc tf duy va hiéu ning

t01 uu cling nhu ndng cao nhat kha niing tip trung cla ban.

29. Quén Iy thdi gian hiéu qué khi€n cho moi ngudi, va
moi thif, tréng nhu 12 quan tim duy nhat trong khodnh khic dé.

30. Hay chudn bi trude d€ khi d&€n hic phai lam gi d6 ban

s& khong mat thdi gian nhiéu hon can thiét.

31. Hiy doc cdc hudng din thit cin thin d€ trdnh phung

phi thdi gian cia moi ngudi, trong d6 ¢b ¢a ban.

32. Di nhién ban nén deo ddng hd hay & gin vi thiy
dude mot cdi ddng hd treo tudng nhung hdy ndm chic ring
bat k& céng cu bdo gi¥ nao ban dya vao ciing déu chinh xdc
va ddng tin cdy d€n titng phit. Hay treo trong mdi phong mat

cai ddng hd, ké ca phong tim.

33. Ban thudng khang biét duge nhitng gi dién ti€n trong
cudc song clia mdt ngudi, do dé6 hiy nhin nai cho dén khi ban
phdt h1én ra tai sao mdt cudc goi khéng duge hdi ddp, mot
bifc fax, tha, hay thu dién ¥ khdng dugc trd 15i. Hiy nhin nai
va dé ho lién lac véi ban. N&u nhu ban cin phdi ¢6 su tra 13i

ngay lip tic thi hiy héi mét cdch hoa nhd.

34, Khién cho ngudi khdc thiy thd vi hay khé chiv déu
tiéu tén moét thdi lwgng bing nhau, nhung thi vi va diu dang
s€ dua ban di xa hon.
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35. Mot chidt 4p lye cling 6 tinh ddng vién; 4p lyc nang
quéd thudng khi€n ngudi ta bé cufe do dé hiy thuc & vé
nhitng gi ban c¢6 thé va khong thé hoan thanh va dit ra nhitng
han chét kha thi,

36. Hay khdm ph4 ban than ban — c4c thé manh, thé yé&u,
nhifng cdng viéc ndo phit hgp vdi ban nhat va ing dung nhimng

gi ddc biét cia ban vao cdc hoat ddng viéc lam va riéng .

37. Hay bat nhip theo nhiing trang thdi ¢6 ning lugng cao
hay thap ctia cd thé ban. Vao nhimg thdi diém nao thi ban tinh tao
nhit? mét nhat? c6 kha ning tip trung nhit? Hiy ¢§ sdp x&p cic
sinh hoat hang ngay xung quanh nhip sinh hoc clia ¢o thé ban.

38. N&u ban ndm rd nhitng gi ban phai lam (nhung thitc
su ban dang khong lam do ba't k€ 1§ do nao) thi di sao ban
cling con kha hon nhiéu so v8i phin 16n nhitng ngudi ma tit.
Thim chi 1a ho khdng bi€t phdi lam gi, 1am sao ho c6 thé sit
dung thdi gian cia ho mdt cach hidu qui nhit ngay biy gid.

39. Lam cang nhi€u ban cang ¢d & lam nhiéu hon.

40. Thinh thodng ban phdi chdm lai, it nh4t 1a tam théi,
d€ ¢6 thé di nhanh hon vé sau. Hay hoc c4ch nhan ra ldc nao
1a thdi di€m 5t cho sy nghi ngdi.

41. Hay hoc k¥ nidng doc nhanh ciing nhu [am thé nao d&
doc tai liéu nhanh, dic biét 1a tai li¢u kinh doanh va tir liéu,

va dit trong tim vao nhitng di€m chinh.
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bat Muc Tiéu

42, Hiy tim ra nhitng gi tao dudc sy khdc bi€t trong sy
nghiép hoiic cudce sdng riéng tu cia ban va lam diéu do TRUGC
TIEN. T4p trung sinh lyc vio mdt cong viéc hay méi quan hé cu
th€. Chi chuyé&n qua muc tiéu, hodc cdng viéc k€ ti€p chitng ndo

ban da hoan thanh cong viéc UU TIEN trong tay.

43. Hay vi€t ra cdc muc tiéu ngdn (hang ngay) va dai han

cha ban.
44. Hay chd tim, chd tdm, chi tAm.

45. Hiy lap ra mdt k& hoach hanh ddng cho cd nhan hay
gia dinh. Diéu gi ban cho 1a gi4 tri thuc sy? Hiy viét ra k& hoach
hanh ddng cia minh. Ghi ngay cho né. Theo dinh k¥ ra lai va
stta déi nd.

46. C6 dh thdi gian 1a mot ¢ niém mang tinh chat thic € lan
chii quan. N&u ban khong thitc t& v& mitc 46 ban ¢6 thé hoan thanh
trong khung thdfi gian chi dinh ban s& ludn ludn ¢6 tim ly “khdng
c6 thisi gian”. Hay dat ra nhitg muc tiéu thyc 1€ va kha thi.

47. Hay sit dung nhifng ngay dic biét nhi sinh nhat cua
ban, ngay TéL, hodc kj niém ngay khdi cong d€ ddnh gid lai
cach ban thuc hién cdc muc tiéu. Ghi ngdy cho mbi bdn ddnh
gia va Ivu no trong “S& Ghi Chép Moi Viéc?, lich ké& hoach,
nh4t ky hodc s§ ghi chép hang ngay cia ban.
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48. bitng c6 phung phi thdi gian phat minh lai nhitng diéu da
cit rich. Hiy hoc hdi tm guong cia nhitng ngudi khic va thuc

hién muc tiéu cha ban t8t hon hodc khic vai bat ky ngudi ndo.

49. Lap mot k€ hoach cho cong viéc, cd s§ kinh doanh
hay sy nghi€p cia ban. Thudng xuyén xem lai d€ danh gid

ti€n d6 clia minh.

Té Chidc

50. Hay l4p ra mdt hé thdng d€ theo dbi sinh hoat hing
ngay cta ban, thi dy nhu danh sich “nhitng viéc phai 1am™.

51. Hiy loai bd syt bita bén. Phan b3 thdi gian d€ theo
dinh ky sang loc va phén loai, bd di, cho di hodc ban di nhitng
gi dir thira.

52. TS chitc van phong va nha ban sao dé moi thit déu
dé 1dy; hiy st dung cdc chi tidu chii dong va thu dong d& x&p
do dac.

53. Hay dp dung mdt nguyén tdc t8 chife d€ sip xé€p hd
sd cla ban: theo thit ty chif cdi, theo s§, mau, trinh t thdi
gian v.v..,

54. P61 v3i mdt it ngudi thi ban gidy bira bon 12 ddu hiéu
ciia mot thién tai. P31 v8i phin 16n ban gidy bira bon 1a diu

hiéu ctia v6 t§ chifc va cdng tic vin thi chénh mang. Hiy
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thudng xuyén 14p ra quy thdi gian cho viéc sdp x€p hod so va

don sach ban lam viéc cda ban.

55. Théi quen ghi ngiy khi ban sip x€p hd sd s& gidp
ban d& dang hon dé duy tri trat ty. Hay ghi ngay cho cdc van
ban & trang trudc hodc trang sau; gdn ngay cho cic tp tin
trong may vi tinh.

56. P& tranh dén tré hiy du phong cho minh mudi hodc
mudi [im phit dé tdi cdc cudc hen. '

57. N€u ban ¢in sy gitp dd trong viéc t8 chidc va loai bd
bira bon, hdy tham dy mdt khéa hoc hay héi thdo, thué mét
nha t7 vian quan 1y thdi gian, doc cdc bai bdo hay sdch, hodc

xem cdc bing video lién quan.

58. Hiy chon ngay Tudn T6 Chic, bdo trg bdi 8 chifc
NAPQ (National Association of Professional Organizers - Hi€p
hdi qudc gia cia cdc nha 5 chic), rdi vao tuan ddu tién cia

thang mudi hing ndm, lam ngay muyc tiéu.

59. Hiy t chon nhitng ngay hang tuin, thin hay nim dé
don dép ban lam viée, td dung hd sd cda ban hay 1a d€ dai tu

hé théng t& chifc cda ban.

60. P& sin trong tAm tay tén, dia chi, s& dién thoai va
lich nhin cda cdc td chifc tir thién, cdc cita hang thanh 1y va
tii ché ludn hoan nghénh d6 dac hay tai liéu cii cia ban, gitp
ban loai bo su bira bdn.



125 ¥ TUGNG TIET KIEM THOI GIAN HANG DAU

Khic Phuc C4c Tré Ngai Quin Ly Thoi Gian
(cdc y&u td phung phi thi gian)

61. N€u ban c6 khuynh huéng lam qua nhiéu viéc cing
mdt lic thi hdy ddi téi chitng ndo 1am xong mét viéc mdi bt

tay vao viéc k€ ti€p.

62. Hiy hoc cach dé néi “khéng” mot cich d& dang, 1&
d6 va khong 4n hin.

63. N&u ban c6 khuynh huéng hay chin chi thi hiy dam
bdo tu dé ra mot han chét v&i “nhitng han chdt nhd ™ sudt tién
trinh cOng viéc.

64. PBoi khi tri hodn cling 0t (khéng phédi 13 chdn chiy)
ohu chd dgi d€ doc lai mdt gi d6 trude khi ndp vao. Tuy nhién
néu ban thuc sy ¢6 tinh hay chén chir thi ciing ditng ¢6 4i ngai
v€ né vi vay s& c6 thé khi€n ban cang chin chit hon nita.

65. Hay bién bat ky diéu gl ban chin chir d€ thuc hién thanh
vigc ddu tién phéi 1am vao bui sang. Pimng ¢6 nhiy qua viéc gi
khéc cho t6i chitng nao ban hoan tit ¢dng viéc uu tién do.

66. N€u ban 13 mdt ngudi ciu toan, chuyén hudng dong
lirc cau toan bat khd thi cda ban sang muu ciu sut xudt sic, A6
12 mét muc tiéu thite t& hon.

67. N&u ban ¢6 van dé vé& chim & thi hiy 4n dinh thdi

glan mét cdch chinh xdc cho mdi cong viéc (mic 4o quin, di
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lai, v.v...); ty sdp x€p dé rJi nha vao gid gidc chi dinh d€ cé

thé diing hen.

68. N&u nhu ban nan nd trén dién thoai qud 1au, hiy dé
mdt cdi ddng hd hodc thi€t bi dinh gid gan dién thoai. Chu ¥
dén thdi gian troi qua va gidi quyét cdc cude dién dam mot
cdch ngdn gon hon.

69. N&u ban ludn ludn bi tré vao budi sdng thi hiy lam
moi viéc sém hon — hiy thic ddy sém hon, ding di€m tdm
sdm hon va rdi nha sdm hon.

70. Hiy nhd ring, vé vdn dé tré ndi, ¢6 nhifng khic biét
do vidn hoa. Theo ngudi Phiap va Tay Ban Nha thi chdm mudi
Jam phiit khong bi coi Ia tr& & nude ho, khdc véi § My.

71. Hay x4c dinh trudc ciang lau cing t6t vé nhitng trach
phiém gia dinh ban phai gdnh vic dé ban c6 th€ lap ra k&

hoach cbng viéc hay thdi gian c4 nhin d€ lam nhitng diéu dé.

72. Hiy lap k€ hoach d€ sit dung t6t hon thoi gian di lai
hay cong tic. D€ sin trong xe hay cdp-tip cdc biang ghi 4m,

tai liéu doc, mdy vi tinh hodc mdt mdy ghi dm xach tay.

73. N&u ndi sg thdt bai kiém chén ban lai thi hiy don
nang lugng cia ban vao viéc chuin bi k§ Wwdng hon va tip
hinh thinh cho minh sy tif tin (diéu nay s& giip ban khic
phuc duge ndi sg that bai).
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74. Hay coi nhitng chf trich nhu 12 si phdn hdi chit khéng
phdi ché bai. N€u sut phdn hoi ¢6 gid tri thi sit dung né. Biing
khoung thi thoi.

75. That 1a vd bd d€ tr bdo vé néu nhu ban sai lAm. Néu
thich ddng, hiy xin 161, hoc tiY 1dm 16i va tién tdi khong ray
it vé viée do nifa.

76. Sy nham chén c¢é thé 13 mét dau hiéu bdo cho biét cé

mdt s6 cong viéc ban phai nén giao cho ngudi khic.

77. Hiy tim hi€u vé nhitng tr& ngai cho quén 1y thdi gian
hiéu qud (nhitng y&u 6 phung phi thdi gian) lam ban chim
lai, nhu tinh hay phin nan va tim 1y ciu todn, va tim cédch

khdc phyuc mdi va moi trd ngai dé.

Thi€t Bi va Cong Nghé

78. Né&u ban ¢6 k&€ hoach mua thi€t bi hay hé thong méi,
nang cap thi hdy nhd 1ap ngan sach thdi gian cho thdi lugng danh
dé tinh théng thi€t bi mdi va cach sit dung. Hay phan bS thdi gian
déu din @& nang cAp phin cifng cOng nghé hodc phan mém.

79. M4y vi tinh ¢4 nhin 12 thi€t bi vidn phong ti€t kiém
thdi gian hing diu, do d6 ban hiy mua loai nao nhanh, d& si
dung nhi't theo kha ning tii chdnh clia minh. Danh thi giy dé

thyrc si¥ ndm vitng phin citng va phan mém ban s dung. Sao
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lutu dy phdng cic tép tin bang nhi€u cdch, thi du nhi trong dia
mém va trén § ciing r3i lomega® Zip, thim chi chép nhiing
gl trén & cing clia ban vio mot dia dy phong khdc dé€ ngoai
chd lam viée.

80. Hiy didm bdo ban c6 thé sit dung may fax, thi€t bi
vin phong tiét kiém thdi gian hang nhi. Khi gi¥i bitc fax cho
m.é,‘)t ndi nao thi hdy xin s& fax thi hai d€ “du phong” trudng
hgp s6 kia ludn bi bin. N&u duge hiy c6 sd dién thoai riéng

cho mdy fax cia ban.

81. Bdt kip cOong nghé va hinh thitc cdng nghé cich mang
héa cdch ban 1am viéc (va gidp ban ti€t ki€m thdi gian). Doi
thi cda ban di nhién 13 ludn theo sit cic ti€n bd cong nghé
va thi€t bj. Hiy doc muc “Circuits” trong t3 The New york
Times, cdc bao cdo vé cong nghé trong Wall Street Journal,

hodc nhitng tap chi vi tinh thinh hanh.

82. Hay cin nhdc liéu hop qua dién thoai c6 sé tiét kiém thdi
gian va tien bac hon 12 gip tnyc ti€p ddi hdi phai di xa khong.

83. Khi st dung internet ban hdy tdp trung vao nhitng gi
ban tinh 1am hodc tim ki€ém ban diu, tranh bi cudn hit vio

nhitng linh vifc khdng lién quan.

84. Hiy hoc mot khéa danh méy dé€ ban ¢6 thé ting tdc

dd trén mdy vi tinh hay mdy dinh chit.
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85. Hiy nghi dén phin mém nhin dang giong néi; bai
doc duge phan mém dic biét nhin ra v chuyén thanh chit

khéi can dinh may.

86. Néu dugc hdy co thiét bi dy phong: mot may in, vi
tinh, mdy fax hoac may quét hinh thit hai. C6 nhit vay néu mét
thi€t bi héng di va cin sifa chifa thi ban vin c6 thé ti€p tuc 1am

viéc ma khong phdi gdnh “thdi gian chét” chd dgi stta xong.

87. Lubn ludn ¢6 it nhat 12 mdt dién thoai truyén théng
dé€ ban. Theo cdch ndy n€u ban bj cdp dién ban vin c6 thé

nhén hay got dién thoai.

88. Hiy slf dung nhitng thi€t bi thuin 1gi xdch tay, thi du
nhu bd SwissCard clia cng ty Victorinox, cung cap cho ban
day di kéo, biit, nhip va nhitng cong cu hitu dung khéc trong
mdt hép nhya to ¢d tim thé tin dung c6 thé d& dang nhét vao

cdp-tdp hay vi.

Theoi Gian Lam Viéc

89. Cho du cOng ty ¢6 doi hdi ban lap bao cdo ti€n do
déu din hay khong, ban hiy ty 1ap mot c4i cho ban than. Hiy
nhin vio danh sich “nhifng viéc phdi lam™ hing ngay. Xem
xét cdc myc tiéu ngdn va dai han cda ban. Ban di thuc hién

t6i mitc dé nao diéu ban mudn? Chd nio cin phii lam?
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90. Danh thdi gian d€ ndm vitng linh vuc cda ban: tham
du cdc héi nghi, doc, 1én internet, tham gia cdc khoa hoc hodc

161 thdo chuyén dé hay di hoc & truding.

91. Hiy canh chitng nhitng dau hidu kiét sifc va cing thdng.
Piéu chinh lich 1am viéc va khdi lugng cdng viéc cho phii hop.

92. Thong bdo cho ngudi goi dén trong hdp thu thoai cia
ban vé lic ban ¢6 thé quay trd lai vdn phong trong trudng

hdp ban phdi di vdng tron ngay lam viéc.

93. Hiy xay dung thdi gian lam viéc khdng bi gidn doan

- vi yén tinh.
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94. Ddn thdfi gian dé phat trién va duy tri quan hé ot véi
nhitng ngudi quan trong cho sy thanh cong & s& tam, trong mdt
doanh nghiép hay nghé nghiép: céc thude cip, sép, dong su, dong
nghiép, khich hang, than ch, hiép hdi nghé nghiép va nhén vién.

95. Thi€t 1ip va duy tri mdt ¢o sd dif Liéu nhitng thong tin
lién quan d€n cong viéc € ban ¢6 thé nhanh chéng xac dinh
thin chd, khich hang, san phim, nha buoén, nha cung cdp

cting nhv nhitng ngudn thong tin.

96. Hiy nhé k¥ sdu nguyén tdc vé nghi thic trong kinh
doanh sau day: hiy ding gid; hdy thin trong, nhd nhin, vui
vé vi didt khodt; hiy quan tim dén ngudi khdc khong chi

minh ban; hdly 4n mic phit hgp; hiy st dung ngdn ngit vi€t va
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néi ding din. [Xem cudn Business Protocol (Nghi thitc xi
giio trong kinh doanh) cda J.Yager]. Ngay nay internet di
qudc t€ héa viéc kinh doanh. Ban hiy tim hiéu loai nghi thic
kinh doanh va thd tuc qudn 1y thdi gian ndo cin phdi xem xét

dé&n khi thyc hién kinh doanh & quy mé quéc t€.

97. Hiy dam bdo ring mdi cudc hop ma ban triéu tip
déu can thi€t. Phdi ¢6 muc tiéu rd rang va lich hop biing vin
bdn. Khai mac va b& mac diing gid.

98. Ciac website cung cip cho ban ¢d hoi dé soan cic tai
liéu ¢6 hinh thifc trinh bay nhwr l§f lich ¢4 nhan hay danh sdch sin
phiam hoic dich vu hién cé; ban ¢6 thé ti&t kiém thdi gian va chi
phi khi gui di nhitng vin ban dugc trinh bay mdt c4ch cd ban.

99. C6 liic ban 1am “ding” moi thit nhimg vAn bi tré han
ch6t. Hiy diéu chinh thdi khéa biéu bdi vi chit ludng cia
cOng viéc quan trong hon 12 t6¢ do. (Tuy nhién néu sy viéc
ndy xdy ra gan nhu thudng xuyén thi hiy xét lai k§ ning lap
th&i khéa biéu trong quan 1y thdi gian cda ban d€ cé thé dat
ra nhitng han chét thye € hon ngay tit ddu.)

Giao Phé Cong Viéc

100. Ba1 vdi mbi va moi cdng viéc hay phin c¢ong, ban
cin phdi biét cdc y&u (5 dé giao phé nhv Itc nao, lidu ¢6 nén

hay khdng, bing cdch nio va cho ai.
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101. Hay quan sdt nhitng dién bién ¢6 tinh cich thdi vu
hay chu k¥ trong ti€n trinh lam viéc cta ban. C6 thé 13 ban chi
cin gitip d3 vao mot s8 giai doan nio clia nam ma thdi, hay chi

1a mgt hay hai ngay mdi tuin.

102. Hay bi€t ghi cong nhitng ngudi ban giao pho cong viéc.

Mua Sim

103. Hiy tdi cdc cifa tiém, nha hang, trung tdm dich vu
hodc ngin hang vao cdc gid khdng ddng dvic hodc khong phdi
cao diém. (Thudng thi ban s& khéng phii x€p hang & buu
dién khi ¢é wdi mua).

104. Hiy ¢6 gdng di mua sim khong thudng xuyén, trit
cdc d6 du trif cdn thi€t vd ranh phai hap tdp di mua vao gidy
phit cudi vi thiéu dd.

105. Tén dung dich vu giao hang ti&t kiém thdfi gian khi c6 thé,

ké ca mua sim qua dién thoai, qua buu dién hoic trén internet.

106. S&t dung thé tin dung nhw mot tién ich tigt kiém thdi gian
— khong phdi d€ mang ng - cho viéc mua sim qua dién thoai, buu
dién hay internet n€u khong thi ban phai truc tigp tra tién.

107. D€ sin céc cubn ca-ta-16 nhifng cdng ty bin hang qua

buu dién ma ban thich nhat, danh sich cdc dia chi trén mang

internet hodc cdc s6 dién thoai dit hang.
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108. P6i khi ban chi can phdi dich thin di mua sim thi
hay lam cho né6 thd vi 1én: k€ ¢ ri thém ban be, con céi, két

hgp tip thé duc, hoic di dn tiém.

Bio Quéin Viin Phong hoic Nha 6

109. Giam bdt cac bita bon. Bé di moi thit khéng ¢6 muc
dich thue t€, quan trong hay k¥ niém. Danh mdt chd cho moi tht.

110. Danh thdi gian d€ bi€n vin phdng hoic nha clia ban
khong can phdi bdo quidn. Khi mua d4 hiy nghi dén sy bio
dung, d6 bén clia mdt sdn pham; hoic nhitng dic di€m ti€t
ki€m thdi gian nhy 16 khéng vy ban.

111. C8 y mdi khdch t6i vin phong hay nhi ban d& bude
ban &4n dinh mot ngay don dep.

112. N&u ban tuyét d6i khong thé wf minh bio quin vin
phong hodc nha minh thi hiy nhd mét dich vu don dep gitip
cho ban.

Thdi Gian Nghi Ié

113. Lip mét danh sdch chung nhitng ngudi v ngén sich
dé ting qua.

114. Néu con ban c6 ky nghi hoc, hdy ¢6 sip x&p sao cho

k¥ nghi clia ban trling v4i clia con.
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115. Ghi dia chi cac thiép chiic mirng 1€ ciing m6t lic
hodc mot it thiép mdi 1an, tuy nhién phdi hoan tit vao trung
tuin thang mudi mot v gii di vio ddu thang mudi hai.

116. N&u ban ¢6 k& hoach dé _gl’Ii di qua vi muc dich lam
4n va cAn trang tri theo ¥ minh hodc khic bidu twdng 16n d6
thi hiy tién hanh trong thdi ki mba hé. C6 thé 1a ban s& dudc

gidm gid va trdnh dugc nan chen chiic vao cudi miia thu.

117. Hay can nhdc viéc gi thiép chic mitng Lé Ta On va
Niam Mdi thay cho thiép chiic 1€ ciia cdng ty ban.

118. Hay sif dung cdc ngay nghi nhir co hdi d€ cap nhat cd

sG dit liéu cd nhan hay cda viéc lam hoiic s6 dia chi.

Thoi Gian Ca Nhan

119. Hiy quy trong thdi gian nhan rdi cia ban va danh
cong sic dé lip k€ hoach che né nhung dirng hoach dinh qué
mifc hodc 4m Anh vé né. Danh thii gian d€ 1am nhitng gi ban
a thich bat k€ d6 14 doc sach, viét lach, di xem phim, hoc

mdt nhac cu, di day doé hodc ndu nudng.

120. Danh thdi gian d€ 3n trua hodc d€ niu nhitng bita
in t8i b8 dudng, ngon miéng hay tip th€ duc i gidi phap s
dung thdi gian ding dén.

121. Thic long ldng nghe gia dinh ban va hiéu ho.
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122. Pitng d€ ké xdu ling phi thdi gian hodc tinh thin
cda ban.

123. B4t k€ ban ¢6 ban rén trong cong viéc dén diu hiy
tranh thd cé ky nghi, ddc biét 1a v3i gia dinh khi con cdi con
nhd. Néu nhu ban khong thé di xa dude mét tadn hodc hai thi

it nhdt cling mdt ky cudi tudn dai.

124. Hay thu gidan khi hudng thdi gian nhan réi cia ban
rdi ban s& s&ng tho hon, thi vi hon va quay td lai coug viée

v6i mét thé trang twoi tin.

125. Danh cang nhiéu thdi gian cang 3t cho nhitng nguddi ban

yéu thudng, ban ddi, con céi, ba con ho hang, ban be cla ban.
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Tién si Jan Yager |a nha van, nha x4 héi hoc, nha tu vén, dién giad chuyén
nghiép, nghé si, doanh nhan xu4t ban co kién thic chuyén sau trong linh
vuc cac méi quan hé va kinh doanh. Cuén séch dau tién cla Jan'®s
Hannacroix Creek Books, Inc. xuét ban, cé tén Friendshifts®, dya trén
mudi Iam nam nghién cuu vé tinh ban. T dé ba thuding xuyén xuét hién
trong cac “sé” Oprah Winfrey Show, The Today Show, The View, National
Public Radio. .., va trén céc bdo The New York Times, The Wall Street
Journal, People, Time, USA Weekend, USA Today, Parade, The Dalas
Morning News, Chicago Tribune, va Reader’s Digest.

Jan Yager la tac gia cla nhiéu cuén sach trong dé co Single in America,
When Friendship Hurts, Business Protocol, Creative Time Management
for the New Millennium, The Help Book, va Victims. Ba con 1a déng tac gia

vGi chéng Fred Yager trong hai cudn tiéu thuyét ly ky, Untimely Death va Just Your Everyday People.
Nhiing cudn sach clia ba da dudc dich ra 20 thu tiéng gém Phap, Y, Ha Lan, Tay Ban Nha, B6 Dao Nha,
Nga, Thé NhiKy, Trung Hoa, Nhat, Thuy Dién, Hebrew, A Rép, Indonesia, Na Uy, Rumani, HyLap, Han
Quéc, Croatia, Buic, Ba Lan va Slovenia, - :

Jan Yager|a thanh vién ctia Hiép Hoi Dién Thuyét Quéc Gia Hoa Ky (NSA), tiing giang day nhiéu nam é

Céc truding dai hoc nhu University of Connecticut, Penn State, St. John's University, Temple University,
va The New School.

The fast track guide to time:
CREATIVE TIME MANAGEMENT FOR THE NEW MILLENNIUM

Trong thé gidi 6n &o vé ndo nhigt ngay na Y, thoi gian la cong cy duy nhét gidp moi nguoi dat dude nhidu thanh tuy
han. Trong nhiing trang sdch nay, ban sé tim t 18y cdc ky thuét quan Iy thoi gian hiéu qua

* Lam 16 cdc thu tu uu tién va dat dudc cac muctisu ngén va dai han.

* Apdung 7 nguyén tic quan ly thai gian sang tao dé cai thién tic thi cach quan ly thoi gian clia ban.

* Khac phuc cac nguyén nhan gay lang phi thai gian khién nang suat lam viéc clia ban gidm sut, chang han

nhulam qua nhiéu viéc mét luc, tinh chén chi, tinh than cu toan hay suchamtré.

* Khaithacrigt 46 khoang thi gian di lai bén ngoai dé dat hiéu qué caonhét.

* Batduoc su can bang trong cong viéc, giadinh va th tiéu khién,

* Vanhiéuthongtin bd ich khac. .
"Khéng con nghi ngé gi nila, day la quyén séch hay nhat ma lau I3m réi t6i mdi cd co héi
tac gia doi vdi thdach thuc Idn nhét ma tat ca ching ta phai déi mét hang ngay rét hitu hi
doi...”

CONG TY VAN HOA HUONG TRANG
NHA SACH QUANG MINH
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