QUY DINH CHUNG

Anh Chi vui long:

= Tham gia dung gi¢
= Nhac Team tham gia day du

= Poi ding Ho tén

= Piém danh: quét ma QR hoac

dien link trén khung chat

= Bat Camera

* Hoan thanh Test tréen web dao tao Cong ty
trwd'c 12h ngay 29/9/2025
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TANG HIEU QUA CONG VIEC
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TANG HIEU QUA CONG VIEC &
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NGUYEN LY PARETO , , ,
* Nguyén ly Pareto: 80% két qua dén tr 20% no lwc

* Trong cbéng viéc: 20% nhiém vu tao ra 80% gia tri
e » Muc tiéu: wu tién 20% cong viéc mang lai hiéu suat cao nhat trong thoi
KET QUA

gian s&m nhat

=> U’ng dung rong rai trong kinh té, kinh doanh, quan tri va cudc séng
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T8i vu hda hiéu suat bang nguyén g Pareto

Xac dinh
nhng néd luc
quan trong
nhat

Uu tién nhing
ndé luc quan
trong nhat

Né luc dan
trai khong

Xac dinh Hiéu suat téi

20% quan Tap trung

trong

hiév qua vao 20%

N6 luc khdng N6 luc mang lai
mang lai két qué két qué téi da
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NGUYEN LY PARETO

5 BWO'C AP DUNG NGUYEN LY 80/20 VAO CONG VIEC

1. Xac dinh muc tiéu céng viéc ro rang 2. Liét ké toan b6 cong viéc ban dang lam
Ban dang hwdng dén diéu gi? Hiéu qua, doanh s, hay thdi gian ? Bao gom: dw an, ho so, doanh sb, gap khach hang, cham soc khach

— R®& muc tiéu sé giup ban biét két qua nao la quan trong nhat hang, hop hanh, dao tao, tra I&i email, viét bao cao, xi ly sw cé,...

3. Phan tich, tap trung 20% yéu t6 quan trong nhat 4. Toi gian hoac toi wu phan cén lai

Hay dat cau hoi 80% cong viéc con lai thwéng tdn thdi gian nhuwng gia tri thap.

Viéc nao tao ra két qua I&n nhat ? — Uy quyén — Tw dong hoa — Giai quyét sau

Viéc nao giup minh dat muc tiéu nhanh hon ?

Phan bd ngudn lwc, tai nguyén thue hién

Gach chan 20% cong viéc don bay — tao ra 80% két qua 5. Toi wu héa, cai tién lién tuc

BUéI Séng ttr 8=10h 13 khung gIC‘)’ “véng” banh glé va cai thlén lién tuc CIUé trinh

— danh cho viéc tao gia tri cao nhat.

) Xac dinh + Tap trung + N6 lwc = Két qua vwort troi




- NGUYEN LY PARETO

Vi DU THUC TE
Kinh doanh Tuyén dung
= C6 100 CV irng tuyén — Loc 20 CV tiém nang nhat (dat 80-100% yéu cau)

— tiét kiém thoi gian phdng van ma van dam bao chat lwong

= Loc danh sach 20% khach hang than thiét mang lai 80% doanh thu

— Tap trung cham s6¢c nhdm nay bang nang lwong tét nhat i
P J 4 J 9 HEnS = Tap trung 20% *ng vién mang lai 80% kha nang thanh céng tuyén dung

MKT/ Thiét ké/ Dw an/ PKHS/ Thau

= Pang c6 5 dw an/ hd so, xac dinh dw an nao céap thiét nhat
— Hay xac dinh 20% dw an/ hé so mang lai 80% gia tri tong thé

— D6n tam lwc va ngudn lwc dé trién khai divt diém duw an/ ho so nay

= C6 nhiéu khach hang dang no

— Loc 20% khach hang cé kha thi thanh toan s&m nhét (co bién ban

nghiém thu, day da ching ttr,...) dé tdi wu hoa dong tién




MA TRAN EISENHOWER

QUAN LY THO' GIAN

KHAN CAP KHONG KHAN CAP

VIEC QUAN TRONG iT KHI KHAN CAP QUAN TRONG Thuc hién ngay
VIEC KHAN CAP iT KHI QUAN TRONG

Ma tran
Eisenhower

Dwight D. Eisenhower

KHONG

C6 thé Uy quyén Can loai bé
QUAN TRONG

Ma tran Eisenhower (Eisenhower Matrix) hay con goi la Ma tran quan ly théi gian

La mdt cong cu giup phan loai céng viéc dwa trén 2 tiéu chi:

> Mirc do quan trong — Céng viéc c6 anh hwéng trwe tiép dén muc tiéu, két qua hay khéng ?

> Mdrc dd khan cap — Cong viéc co can x& ly ngay, co deadline gap hay khéng ?




MA TRAN EISENHOWER

QUAN LY THO'l GIAN

Khan cap Khong khan cap

: 7 SR Tyl Quan trong nhung
Danh sach nhiem vu Quan frong va khan cap P
: ; RN A : khong khan cap o

5 B LAM NGAY
o o :

;‘ ] Nhimg dau viéc co thai han
e ro rang va sé gay ra hau
© W o A
= qua Ién néu ban khéng
o hoan thanh kip ltc.

Khan cdp nhung Khéng quan trong va |
khong khan cap

SRS T ‘

. g_ 2 X : 2
=8 (/Y QUYEN LOAI BO
o 4
‘3 Nhimg dau viéc can hoan Nhimg dau viéc khién ban
(=3 thanh nhung khong can ' »  bi mat tap trung va khong
g’ dén ky nang chuyén mon mang lai lgi ich gi cho ban.
«© cua ban.
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MA TRAN EISENHOWER

QUAN LY THO!I GIAN

Y NGHIA CUA MA TRAN EISENHOWER

Cai thién Phan bo Xac dinh rd Giam bét
nang suit va thdi gian muc tiéu cdng thing

hiéu qua hop ly chién lugc

cong viéc




MA TRAN EISENHOWER

QUAN LY THO' GIAN

PIEM CAN NHG KHI AP DUNG MA TRAN EISENHOWER

01 e

Phan biét cong viéc
quan trong va khan cap

Xac dinh ro muc tiéu

04 03

Theo doi va cap nhat
thuong xuyén

Thiét 1ap thdi han
thuc hién




MA TRAN EISENHOWER

QUAN LY THOI GIAN

3 BUGC SU DUNG MA TRAN EISENHOWER

o

BUGC 1

TAO DANH SACH
CONG VIEC CAN LAM

Pé tranh bo sot
hay lap lai

BUGC 2

PHAN LOAI MOI CONG
VIEC VAO 4 NHOM

*Nhom 1: Cong viéc gap, dong thoi quan trong
*Nhom 2: Cong viéc quan trong, nhung khong gap
*Nhém 3: Cong viéc gap, nhung khong quan trong

*Nhom 4: Cong viéc khong quan trong va khong gap

°

BUGC 3

XU LY CONG VIEC
THEO THU TU CAP PO
UU TIEN

Dinh ky xem xét
lai danh sach
coéng viéc =>

DPiéu chinh wu
tién néu can thiét

Cap dd 1: Hoan thanh cong viéc gap va quan trong
Cap do 2: X ly céng viéc quan trong, nhwng khéng gap
Cap do 3: Giai quyét céng viéc gap, nhwng khdéng quan trong

Cap dd 4: Xem xét cong viéc khdng quan trong va khéng gap
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MA TRAN EISENHOWER

QUAN LY THO' GIAN

THU'C HANH

Xay dwng danh muc .

Hoi tha ;
L LAM NGAY

Quan trong va khan cap

Nhac cong no Anh Chij hay liét ké céng viéc

Ky hop dong cua minh va sap xép vao

Gap doi tac ma tran Eisenhower

EEE——

Khan cdp nhung

&

Lwu ho so
Hop cong ty

Pao tao

© ® N O o s~ 0 Db =

UY QUYEN

Ca phé
10.Luét web
1. ...

Quan trong nhung
khong khan cap

-
']

- A

Khong quan trong va
khéng khan cap

&

LOAI BO
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* TOI UU HOA THO'T GIAN = HIEU QUA VUO'T TROI # Il

Lam ding viéc tao ra gia tri I&n nhat

Nguyén ly Pareto r N

Tranh lang phi th&i gian vao viec khong quan trong

Ma tran Eisenhower

Xac dinh ré muc tiéu va dau tw thei gian duang viéc

=> Thanh cong hon

TP
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HUGNG DAN LAM BAI TEST

Aty ®

& (O A https://daoctao.workconnect.vn/course-category/ky-nang-mem/?tutor-course-filter-category =54
Xin chao, Tran Thi Quynh Trim .

Pao tao B & J Viét Pic Tuy chinh Eduhap Options Tao méi Chinh stra danh muc Sira vGi Elementor WPForms

SUc Khde Va Bdi Séng Truyén Théng N&i B Chudi Nha Thubc

San Phédm v Ky Nang Ban Hang v Noi Quy Véa Quy Binh v Lich Bdo Tgo Se BT Chuc v Nghién Ctu Khoa Hoc

Bdang Nhép
TétCakhéaHoc  Gidi Thidu Ung Vien o

@ B&J Ky Néng M&m Théng Tu Nghj Binh v Géc Thu Gian Chinh Sach Bén Hang Phdn M&m ERP Nha May San Xuét v ISO Sy Kién Héi Nhap Nhan Sy Méi

€O LTD
Goc Boc Sach Ky Ludt Vi Phgm Marketing

Khéa Hoc

Trangchli / Khoa hoc

Ngay dang (mdi nhat trudc) v

Nhu cu thé hién ban thin

>

HIME MANAGEMENT

Nhu cdu duge kinh rong
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. TO! U HOA THOT GIAN (10 Questions)
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% W % &% ¥¥ 250(4reviews) W W % % & 500(7 reviews)
1 1O FU HOATHG GIAN

7 W i¥ W 1¥ 0(0reviews)
THAP NHU CAU MASLOW VA CACH

UNG DUNG DISC TRONG GIAO TIEP —
LAM VIEC BE THANG TIEN

KY NANG GIAO TIEP
KHOI VAN PHONG

TSI VU HOA THSI GIAN

Hoan thanh Test trén web dao tao Coéng ty trwwéc 12h ngay 29/9/2025
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