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TRINH LAM VIEC
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TONG QUAN VE NANG SUAT
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Nang suat 1a thwdc do hiéu qua cia mdt hoat dong vi vay
nd c6 y nghia then chét dé danh gia thuc trang hiéu qua
hoat dong san xuit, kinh doanh cta cac t6 chirc/ doanh
nghiép.
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HE THONG CHi TIEU DO LU'ONG, DANH GIA
NANG SUAT

4 )

bé danh gid nang sult cla cac t6 chirc/doanh nghiép can thiét 14p mot hé thong cac ty s6 hay con dwoc goi 1a chi tiéu
nang suat. Viéc st dung chi tiéu nang suat nao la phu thudc vao muc dich phan tich, danh gia va kha nang thu thip cac

dit liéu can thiét.
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O cip dd doanh nghiép, chi tiéu dinh tinh thwong dwoc lwa chon dé danh gia. Pay la viéc xem xét dén dinh hwéng chién

lwoc, phwong thirc quan 1y va van hoa doanh nghiép. Nhirng yé€u t0 nay la co s& cho sw phat trién bén virng.
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KHAI NIEM CHAT LUONG

4 N
Chit lwong 1a tong thé nhitng tinh chat, thudc tinh co ban cua sw vat (sw viéc)

...JIam cho su vat (sw viéc) nay phan biét v&i sw vat (sw viéc) khac

\. J

Chat lwong 1a mirc hoan thién, 1a dic trung so sanh hay dac trwng tuyét déi,

dau hiéu dac thu, cac dir kién, cac thong s6 co ban

\_(Oxford Pocket Dictionary) Y.
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LAM VIEC CO NANG SUAT CHAT LU'ONG

Lam viéc c6 nang sult chat
lwong, hiéu qua 1a tao ra dwoc
sdn pham co6 gia tri vé ndi dung
va hinh thitc trong mot thoi

gian nhat dinh
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THIET KE QUY TRINH LAM VIEC

1. Khai niém thiét ke:

Web
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“Thiét ké 1a nhirng gi lién két s sang tao va doi méi. N6 dinh hinh cac y
twong dé tré thanh nhitng dé xuit thuc tién va hip dan ngudi dung hoic
khach hang. Thiét k€ c6 thé dwoc mo ta nhw sw trién khai sang tao dén mot
muc dich cu thé nao d6.” - TheoGeorge Cox,tredng khoa D6 hoa, Trwomg dai

hoc Luan Pon.
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Y NGHIA CUA THIET KE QUY TRINH LAM VIEC

1. Trong giai doan chuan bi dau tw.

+ Chat lwgng thiét ké quyét dinh viéc sir dung von dau tw tiét kiém, hop ly, kinh té

+ Né&u chit lwong clia cong tac thiét ké trong giai doan nay khong tot dé dan dén viéc lang phi von dau tw, &nh hwdng dén cac
giai doan thiét ké sau

2. Trong giai doan thuc hién dau tw

+ Chit lwong cong tac thiét k€ c6 anh hwdng 16n dén chat lwong cong trinh tét hay khong t6t, an toan hay khong an toan, tiét

kiém hay lang phi, diéu kién thi cong thudn loi hay kho khan, tién do thi cong nhanh hay cham...

3. Trong giai doan khai thac du an
+ Chat lwong thiét ké c6 vai tro chi yéu quyét dinh viéc khai thac, st dung cong trinh an toan, thuin lgi hay nguy hiém kho

khan;
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Quan ly quy trinh lam viéc

» Theo Bill Gates: “Mot quy trinh t6i sé ngén gdp muwoi 1an thoi gian thwe sw can cho cong
viéc”. Do d0, bang cach thiét 1ap mot quy trinh 1am viéc khoa hoc, hoan toan c6 thé khéi sw

hiéu qua hoac cai thién tong thé hoat dong san xuit kinh doanh ctia doanh nghiép.

* Theo Pham Nhit Vwong: “Bat c& cong viéc nao khi trién khai cling can c6 quy trinh, cé

phan cong nhiém vu va c6 danh gia

Quy trinh dwoc xay dwng cho nhitng cong viéc dwoc lap di, 13p lai nham tudn tha theo chinh

sach cua cong ty va giam bot thoi gian va chi phi.
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TAI SAO CAN PHAI CO QUY TRINH

¢ Quy trinh gitip cho ngwoi thue hién cong viéc biét rang trong mot nghiép vu thi ho phai tién hanh nhitng bwéc cong
viéc nao, lam ra sao va phai can dat két qua nhw thé nao? Sé khong co tinh trang nhan vién nhin chi thi cia Sép ma

khong biét phai lam thé nao? Hay tinh trang lam di lam lai ma van khong dung y Sép.

® Doi voi nhitng qua trinh cong viéc cin sw ph6i hgp nhom (teamwork) thi quy trinh giap cho cac thanh vién phoi hop voi

nhau mot cach dn khép va dung trinh tw ma khong phai thiac mic rang viéc nay do ai lam? Lam nhw thé nao?
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PHU'O'NG PHAP XAY DU'NG QUY TRINH LAM VIEC

1. Xay duwng trinh tw, thu tuc chat ché

Mot khi da thiét 1ap dwoc tha tuc lam viéc theo trinh tw, nguwoi lao dong trong doanh nghiép sé biét ho phai lam gi va khi
nao nén lam viéc d6. Xay dwng dwoc quy trinh lam viéc hop 1y, ngwdi quan 1y sé khong phai sa da vao ti€u tiét va danh nhiéu
tho1 gian cho nhitng nhiém vu 16n va quan trong hon.
2. Nhan manh dén thot han chot

Thoi han hoan thanh cong viéc 1a mot phan quan trong trong quy trinh nghiép vu. Ngoai ra, néu c6 nhirng thay doi bat thwong,

can diéu chinh cac chi tiét trong quy trinh lam viéc dé c6 thé hoan thanh cong viéc dung thoi han.

3. Pam bao phan cong dung ngwoi, dung viéc
Mot phan clia quy trinh 1am viéc 1a phai chic chan st dung ding ngwoi, ding viéc. Pong thoi, dam bao moi ngwoi déu co thé

lam viéc v&i ndng suat cao nhat.
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4. Bo sung, gidm tai cac budc
Trong qua trinh ra soat dinh mic cong viéc, néu phat hién nhirng cong viéc co trong mo ta, nhwng chwa dwoc dwa vao bat ky

khau nao trong quy trinh, thi ¢ kha nang cong viéc bi bo sét, can b6 sung, hodc ngwoc lai.

5. Ngon nglr dung trong quy trinh
Co rit nhiéu “ngbn ngit” mo t quy trinh. Tuy nhién, cong cu hitu hiéu va trwc quan nhit van la lwu do (flow chart). Cac

thao tac dwoc sap xép mot cach lién hoan, giup cho quy trinh trd nén r6 rang, 16gic va hop 1y.

6. Phu hop diéu kién clia ngwoi lao dong
Can phai thiét k€ quy trinh phu hop véi diéu kién dic thu clia moi td chirc, phu hop véi chit lwong va dic thu cua nguon

nhan lwc, phai kiém soat dwoc sw bién dong trong quy trinh va dam bao dwoc chit lwong va tién doé cong viéc.
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QUAN Li QUY TRINH CONG VIEC

Quan ly cong viéc ludn la mot van dé kho khan doi véi rat nhiéu ngw @& cong vi€c tang Ién, tinh
chat cong viéc phtrc tap khi€n cho qua trinh quan ly tr& nén kho

Lam th€ nao dé€ quan Iy cong viéc ca nhan va viéc tap thé mot cach hiéu qua? Gidi phap nao cho
nhng nha quan Iy ¢6 thé quan Iy dv @ hé thong doanh nghi€p clia minh ma khong méat nhiéu thoi

gian va dam bao hiéu quatoi da?
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PHU'O'NG PHAP QUAN LY QUY TRINH HIEU QUA

1.Liét ké ra nhitng cong viéc cian lam
Trr @ khi bat d&u cong viéc clla mOt ngay hodc mot tudn maéi, ban can phéi co6 mot khoang thoi gian nhét dinh cho viéc
hinh dung, liét ké ra nhirng cong viéc can phai lam. Ban cé th€ ghi ra gidy hodc ghi chii trong cac phan mém chuyén dung trén

dién thoai, may tinh.

2. Sap xép thit tw nhirng cong viéc can lam
Can nhac va xem xét cu thé tam quan trong, st anh hw &g va tinh chét clia tirng dau viée trir @ khi bat tay vao 1am viéc. Khi

cong viéc nay dw @ thure hién hi€u qud, ban mai cé thé khi€n cho ca qua trinh hiéu quanhét.
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PHU'O'NG PHAP QUAN LY QUY TRINH HIEU QUA

3. Phan loai cong viéc
MGi lién hé gitra cong vi€c gilra cac thanh vién, bd phan trong doanh nghi€p 1a diéu khong thé thi€u. Khoi I aig cong viée clia mot ngur & ¢6
cong viéc ca nhan doc 18p, cé cong viéc tap thé, cé cong viéc thudc linh vure nay, ¢ viéc lai thudc linh vure khdc. Can phan chia cong viéc ra

nhirng loai hinh cac nhau, qua trinh x(r ly cong viéc sé dw @ thuan ti€n va hi€u qua nhat.

4. Ra soat cong viéc va cap nhat tién trinh cong viéc
Trong qua trinh x(¢ Iy cong viéc, co thé s6 I mg cong viéc qua Ion khién cho ban kho tranh khoi tinh trang nham 1an va sai sot. Can phai ra

soat, kiém tra va cAp nhét tién do cong viéc thu drg xuyén dé chéc chan va dam bao hiéu qua cong viéc.
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CONG CU QUAN LY CONG VIEC HIEU QUA

Quan ly Giam sat Bdo cdo
dong bd qua trinh Iam fien do
hé théng viéc cua codng viéc

dd liéu nha&n vién
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CONG CU QUAN LY CONG VIEC HIEU QUA

Quan ly i g b# hoythCy dp li oy: Phén mém quén Iy gitip ban dong bd dw @ thong tin, di¥ liéu v moi van dé lién quan dén doanh nghiép

Ién hé thong. NhO do, viéc tim ki€m va cp nhat thong tin di¥ li€u du @ nhanh hon va hiéu qua hon.

Giao viog cho nhan vién: Moi nhan vién hodc moi bo phan trong doanh nghiép sé& dw @ cung cap tai khoan trén phan mém. Ngu drquan Iy,
cap trén co thé giao viéc truc ti€p cho nhan vién qua day. Nh¢r do, ban co thé tranh dw @ tinh trang nham 1an hodc quén cong viéc du @ giao, qua

trinh thuc hién cong viéc ciing dw @ x(r ly hi€u qua nhét.

Giam sat quatrinh lam viog cl4a nhan vién: Phan mém cé thé tich hop voi may chdm cong, thoi gian l1am viée, hiéu qua cong viée du @

cAp nhéat chinh xac, cu thé trén hé thong. Ngu dquan ly khdng can mét nhi€u thdi gian d€ theo doi

Baocaotivni #cong viog: Phdn mém giip cho viéc thi€t 18p cac bao cdo, hién thi ti€n dO cong viéc dw @ nhanh chong va hi€u qua nhét.

Nho dé, ngwr drquan Iy s€ cé thé cAp nhat, theo ddi ti€n dO cong viéc va hi€u qualam viéc clia tirng ngwr dthur dig xuyén.
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