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Ké hoach la g1?

K& hoach la tong hop cac hoat dong, cong viéc, nguon lwc va thoi gian dé dat dwoc muc tiéu. K&
hoach gilp huéng dan cac ca nhan, td chirc trong viéc ti€n hanh cac cong viéc va dwa ra quyét dinh
hiéu qua, giam thi€u rai ro va t6i wu héa str dung nguon luc.

Ké hoach bao gom cac yéu to sau:

@)
@)
@)

Muc tiéu: Xac dinh ro rang cac muc tiéu can dat dwoc trong mot khoang thoi gian nhat dinh.
Chién lwoc: Dua ra huwdng di va phwong phap dé dat dwoc cac muc tiéu da xac dinh.

Tac vu va hoat dong: Liét ké cac cong viéc cu thé va cac budc thuc hién can thiét dé€ hoan
thanh chién luoc.

Phan cong trach nhiém: Xac dinh ai sé thwc hién tirng tac vu va hoat dong, cling nhw mic
do trach nhiém ctia mdi ngudi trong viéc dat dwgc muc tiéu chung.

Thoi gian: Xac dinh thoi gian bat dau va két thic cda tieng tac vu, cling nhw cac méc thoi
gian quan trong lién quan dén muc tiéu chung.

Nguodn lwc: Xac dinh nguon luc can thiét (nhw tai chinh, nhan luc, vat liéu) dé hoan thanh
cac tac vu va dat duwoc muc tiéu.

Theo d6i va danh gia: banh gia tién do va hiéu qua ciaa k& hoach, diéu chinh khi can thiét dé
dam bdo muc tiéu dwoc dat dwoc.




Lap ké hoach la lam g1?
— 01 —X4c dinh muc tiéu

— (02 — PhAn tich ddnh gia tinh hinh hién tai

. 03 — Cac hoat dong can thwc hién dé dat dwoc
muc tiéu do trong twong lai
— (04 —Viéc lap ké hoach doi hoi tinh logic

— (05 — Su sang tao va kha nang dv doan




Ky nang lap ké hoach la g1?
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Step 1

Xac dinh muc
tiéu r6 rang va
khoang thoi gian
nhat dinh dé
hoan thanh muc
tiéu.

o

Step 2

E!

Step 3

DPwa ra nhitng
chién lwoc, giai
phap sang tao dé
hién thwc hoa
muc tiéu.

Xac dinh nguon
lwe can thiét
(nhw tai chinh,
nhan luc, tai
nguyeén,...) dé
hoan thanh cac
tac vu dé dat
dwoc muc tiéu.

&

Step 4

Step 5

Sap th thit tw cong
viéc mot cach khoa
hoc dé tirng buwéc
hoan thanh muc tiéu
dlng thoi han.

Kha ndng truyén
dat thong tin, y
twong va ké
hoach mot cach
rd rang, cling
nhw kha nang
lam viéc hiéu
qua v&i nguoi
khac d€ hoan
thanh ké& hoach.

I




Y nghia viéc 1ap ké hoach

Biét dwo'c danh sach cac hang
muc cong viéc can thwc hién

Khi biét dwoc cac hang muc cong viéc can thuc hién,
ching ta sé biét cach phan bd thoi gian, nguon luc hop
ly, dong thoi khdng bé sét cac viéc nhé lién quan khac,
tranh choéng chéo, rdi ren khi trién khai.

Biét dwoc thir tw wu tién cong
viéc can thuc hién

Biét dwoc viéc nao khin cip, quan trong, dong thoi
khong bo & nhirng viéc phat sinh khac.

Sap xé&p dau muc céng viéc mot
cach khoa hoc

Tranh mat phwong hwéng va lang phi thoi gian, cong
stc. Qua trinh thuc hién muc tiéu dién ra sudén sé hon

Theo doi tién do cong viéc

U6c tinh thoi gian can thiét, dong thoi xac dinh nguon
lwc lién quan nham hoan thanh cong viéc do.




Y nghia viéc 1ap ké hoach

Khi cac dau muc cong viéc dwoc liét ké va sap xép khoa hoc,
viéc phan b6 nguoén luc hop ly dé tranh sw lang phi sé tré nén
ro rang va dé dang hon. Diéu nay ciing gép phan t6i wu hba
hiéu suat lam viéc cia moi nguoi.

Tan dung hiéu qua nguén lwc

Chu dong kiém soat, phat trién ban Ban than dang phat trién theo huéng nao?
than Dbiém gi ma ban than can cai thién trong thoi gian toi?

Tranh sw tri hodn va phan bé thoi gian da cho cac dau muc

uan ly thoi gian & rii ro . . N X . . ~
Q y & cong viéc, nho do han ché cac rai ro khong mong muon.

Gillp mdi ca nhan tap trung vao cac nhiém vu nhé va khong bi
Tao dong lwc thic ddy thwc hién muc | lac [6i trong quéa trinh thwc hién. DPong thoi danh gia dwoc mic
tiéu do tién bd va cam thdy hai long khi dat duoc tirng muc tiéu nho,
dan dan thuc hién héa duwoc muc tiéu lon.

Ban ké& hoach r& rang sé cho moi nguoi biét vi tri, vai tro va
trach nhiém ctia minh nhw thé nao trong (6 trinh thwc hién muc
dich chung

Thic day sw twong tac va tinh doan
két trong tap thé
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6 Bwérc 1ap ké hoach cong viéc chi tiét, hiéu qua

Step 1

» Chia nho ké hoach

]
Step 2

Xac dinh muc tiéu
cong viéc

* Liét ké nhitng cong

viéc viéc can lam

]
Step 3

+ Sap xép dau muc
cong viéc theo thir
tw wu tién

theo ngay/ tuan/

quy/ nam
Step 4

* Phan b6 nguon
nhan luc hop ly
* Trién khai cong viéc

Step 5
Linh hoat &ng phé véi

cac van dé khong
mong muon

I

Step 6

bo lwong, danh gia
nang lyc sau moi tuan




Bwéc 1: Chia nhé ké hoach theo ngay/ tuan/ quy/ nam

M6t ké hoach tong thé bao gom nhiéu nhiém vu
chong chéo nhau.

Do do can chia nho cac dau viéc va phan bo thoi
* gian theo ngay/ tuan/ quy/ nam tuy vao ké hoach
cia moi nguwoi.

Piéu nay dam bao thwc hién nhiém vu theo
* dung thoi han da dat ra.




Bwéc 2: Xac dinh muc tiéu cong viéc
Liét ké nhirng cong viéc can lam
Trong d6 bao gom viéc
duw doan két qua dat
dwoc, thoi gian dé
hoan thanh va hau qua

néu khong hoan thanh
dwoc muc tiéu.

1 2 3

Né&u c6 nhiéu muc tiéu

cung lic, can xac dinh

murc d6 quan trong va
wu tién.

Trwédc khi xay dwng
mot ban ké hoach, can
xac dinh muc tiéu dé
hwéng téi.

2

Ky nang lap ké hoach doi héi
moi ngwoi can:

[
L 4

Xac dinh r6 rang muc Phan chia muc tiéu lén Biét nhirng diéu kién
tiéu phu hop dé hwong bang cac muc tiéu nho can va dua dé thuc hién
toi. ngan han dwoc muc tiéu.




MO hinh SMART dé xac dinh muc tiéu mét cach ré rang, khach quan
va phu hop nhat:

A - Achievable — W

Muc tiéu phai c6 tinh kha thi, o gvo
khdng xa roi, phi thuwc té % S = SpeCIfIC
P S Muc tiéu ddt ra phai cu
R - ReallStIC L, Y E% thé, rd rang, chi tiét.
bam bao cé du diéu A
kién thirc 16 d& thue ®> . — M-Measurable
hién muc tiéu. \@

Muc tiéu c6 thé do

T - Time bound — . lslg(.‘yng bing nhitng con

bat ra thoi han cu thé
dé dat dwoc muc tiéu.




01

Liét ké nhirng cong viéc can lam

02

03

Bwdc nay can liét
ké day dua nhirng
cong viéc can thuc
hién trong moi giai
doan, bao gom ca
nhitng cong viéc
nho nhat.

Viéc nay nham dam
bao khong bo sot
bat ky cong viéc

nao,

bong thoi phan bo
thoi gian cho tirng
dau muc cong viéc
mot cach hop ly.

*



Bwéc 3: Sap xép dau muc cong viéc theo thir tw wu tién

Dwa vao phan liét ké nhitng ddu muc cong viéc can lam, tién hanh
sap xép cong viéc theo thir tw wu tién mot cach khoa hoc, hop ly.

— bat thoi han thwc hién roi dwa ching vao ban ké hoach cu thé.
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Bwéc 4: Phan bo nguon nhan lwc hop ly va trién khai cong viéc

O buéc ndy, kjy ndng lap ké hoach hiéu qua sé rat
can thiét trong viéc phan b6 nguon nhan luwc mot
cach hop ly va t6i wu nhat.

Néu 13 t6 chitc/nhédm hdy xac dinh & A
ngudn nhan luc dang cé bao nhiéu Phan bO Ko nSne lap k& hoach
ngudi va c6 nhirng ai. Néu la ca dyi ha7igm2|io ° r??c "
nhan, can xem ban than dang c6 gi tr?u(‘rr?g xlj)yécr? tr;eindc;n
—

va c¢6 bao nhiéu. * .
sat sao
I S —
Ngoai viéc ndm r6 s6 lwgng, can hiéu bam bao ké hoach cong
rd dac diém cda tirng bo phan, cd | 4 Viéc dang trién khai
nhan réi ti€n hanh phan bé nhan sy dang (6 trinh, dlng thoi
dlng noi, dling viéc, tranh lang phi. han da dat ra.

Trién khai




Bwéc 5: Linh hoat wng pho véi cac van dé khong mong muon

Ung pho

Linh hoat tng pho véi cac van dé khong mong muén la mot ky
nang lap ké hoach can thié'r va cuc ky quan trong.

..... ! l

Your Puan Reauity ' sl

1 | T

Trén thuc té, hau nhuw it c6 ké hoach nao dwoc trién khai ding véi nhitng dw doan ban dau, cac yéu
t6 khach quan tac dong lién tuc, doi hoi moi ca nhan, moi thanh vién trong t6 chic can linh hoat dé
tng pho kip thoi vai moi tinh hudng, tranh lam gian doan ké hoach da deé ra.




Bwéc 6: Do lwong, danh gia nang lec sau moi tuan

01

\
Do lwong
Can do lwong, danh gia nang luc
sau mot khoang thoi gian nhit dé
dé biét cac ca nhan, t6 chirc dang
lam t&i dau?

03

Van dé phat sinh
Cé van dé nao phat sinh hay
dang tiém 4n dau dé khong?

02

Lo trinh

Co di ddng 16 trinh ma ké
hoach dé ra khéng?

04

@
|

- A
Ca1 thién
Moi c& nhan thing than nhin nhan lai ban than, xem
xét nhirtng diém cin cai thién trong ban ké hoach.
]




M6 hinh 5W 1H 2C 5M dwoc sitr dung pho bién trong

5w

* Why
¢ What
e When
* Where
* Who

cac to chirc hién nay.

* How

Control

Check

e Manpower
* Money

e Material

* Machines
e Methods



a

N

« (Muc tiéu cdng viéc): Tai sao can xay dwng ké hoach nay?

« (Danh séach c6ng viéc): Thwc hién nhirng nhiém vu nao dé

dat dwoc muc tiéu?

* (Pia diém thuc hién): Cac dau muc cong viéc trén sé dwoc
thire hién & dau? Pia diém do co diéu kién gi hay khong’?

* (Thoi gian thuc h/en) MGi nhiém vu sé dwoc hoan thanh
trong bao 1au? Khi ndo thi bat dau?

* (Ai chju trach nhiém): Ai sé la nguw®i dam trach cac nhiém vu

da liét ké trén? Cong viéc dé cé can sw giup d& tir ai khéng?

J




How (Cach thirc thwe hién): Thue hién nhw thé nao? Bang
phwong thirc, tai liéu nao cho phu hgp?

Control

(Phwo’ng phap kiém soa at): Cac nhiém vu nao
can dwoc kiém soat? Kiém soat nhw thé nao?
Tiéu chuan gi dé danh gia két qua codng viéc?

(Phwong phap k/em tra): Nhirng ni dung nao
can kiém tra, klem tra bao [au mot lan? Lwuy
gi thwe hién kiém tra? Can ghi chu lai dé dwa
cac thong tin nay cho nhém néu ké hoach
dwgc thye hién theo teamwork.



M

Man

N\
* (Nhan Iuc): Ngwdi dam nhan nhiém vu co dat tiéu chi vé trinh do,
kinh nghiém, ky nang,... hay khéng

J

Money

N\
« (Ngan sach): Chi phi cho nhiém vu nay 1a bao nhiéu? Ngudn tai
chinh?
J

Material

N
* (Hé thong cung tkng): Lién quan yéu to dau vao, vat tw, trang thiét

bi, v.v...
J

Machine

\
« C4c thiét bi k¥ thuat hién tai co phu hop v&i yéu cau cla nhiém vu

khéng? Ky thuat, cong nghé nao can dwoc ap dung?
J

Method

2

« Phwong phap thuwe hién nhw thé nao dé téi wu?




Phwong phap pho bien thir hai, So
do Gantt (Gantt Chart)

So do Gantt (tieng Anh: The Gantt Chart) Ia mét trong so nhiing phuong
phdp thong dung khi lap danh muc nhiing cong viéc can lam theo thi tu
thuc hién cua ké hoach, cd ghi r ai lam va thai gian thuc hién.



Vi du minh hoa

VD: M&t nha may thép dang ¢ gang tranh chi phi cho viéc 1ap dat mét thiét bi
kiém soat 6 nhiém khang khi. Tuy nhién dé bao vé méi trudng dia phuong, céc co
quan co6 chire ndng da budc nha may phai lap hé théng loc khéng khi trong vong
16 tuan. Nha may da bi canh bao sé budc phai déng ctra néu thiét bi nay khong
duoc lap dat trong thai han cho phép.

Do d6, dé& dam bao hoat déng ciia nha may, giam déc mudn hé théng nay phai
duoc |ap d4t dung thai han. Nhitng céng viéc cia du an 1ap dat thiét bj loc khéng
khi nay duoc trinh bay trong bang 1.




SO DO GANTT THEO PHU'ONG THUC TRIEN KHAI SOM

R Théri gian (tuin)
" i 1 (2|3 |a|s|6|7 8|9 10/11]12/13]14]15
1 | A—Xay dung b phan bén trong  |e—
2 | B-Sira chira mai va san ]
3 | € - Xay 8ng gom khi o
4 | D- D8 bé téng va xiy khung Lo
5 | E~Xiy cira Ib chiu nhiét rm———
6 | F—Lip d3t hé thang kiém sodt o ——
7 | G —Lap dat thiét bj loc khi e ————
8 | H—Kiém tra va thir nghiém s

meeeess  CONE viec gang

(Bang 1) So d6 Gantt theo phuong thice trién khai som.

e CONE viec khong gang



SO DO GANTT THEO PHU'ONG THUC TRIEN KHAI CHAM

3

Théri gian (tudn)

Cong vide
. 1121345 s

7

8

9|10

11

12

13

14

15

A= Xay dung bd phan bén trong [re——

B — Stra chira mai va san

C - Xay dng gom khoi e ]

D - £ bé téng va xdy khung JSR S —— —

E = Xy cira & chiu nhiét

F —Lap dat hé thang kiém sodt

G — Lap dat thiét bj loc khi

0O | =4 | | um | s | e | R | e

H = Ki#m tra va thir nghigém

s Cong viéc gang

I Cﬂl‘lg Vigo khﬁl'lgm

(Bang 2) So db Gantt theo phuong thire trién khai cham.



Vé So d6 Gantt (Gantt Chart) cho cong
viéc thang nay ma cac ban dang phai doi

mat? (
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Cai thién ky nang lap ké hoach cong viéc hiéu qua

01 —

02 |

Tat ca mol ngwoi

—¢ néndonglong——

hwéng vé muc tiéu

Uu tién trién
khai ddumuc —
cong viéc quan
trong truéc

Mot k& hoach chi thanh cong khi tit cd moi nguoi dong
long hwéng vé muc tiéu va cung gbp sirc thuc hién. Viéc
gan két cac thanh vién trong nhém théng qua ky ndng
giao ti€p khéo léo la dieu hét sirc can thiét.

Sau khi liét ké cac dau muc cong viéc, viéc phan loai
tinh chat va mirc d6 wu tién cua cong viéc do sé giai ma
dwoc gan hét ban ké hoach. Dwa vao thi tw thuc hién
ro rang d6, moi ca nhan sé tap trung vao nhiém vu wu
tién, khong chong chéo, rdi ren.

Xay dung k& hoach o Pirng chi suy nghi trong dau vé ké hoach, hdy ghi

o TOTang t‘ren glﬁy
hoic phan mém

bat ra cac cau

ching ra gidy hoac dién lén cac phan mém c6 san.
Ghi chi ra sé& gitp mbi cad nhan khéng bé & bat ky
mot diéu gi cua ban ké hoach, dong thoi gidp ghi nhé
ldu hon chi tiét ké hoach, phat hién ra nhitng diém
chwa hop ly d€ chinh sira va bé sung.

héi cu thé * Phuong phép rat hiéu qua dé cai thién ky nang lap

ké hoach
|




Sai lam trong ky nang xay dwng ké hoach

Ké hoach phi thwe té, khong phu hop véi kha nang
Lap ké hoach qua chung chung
Chi hwéng dén két qua ma coi nhe qua trinh thwe hién
Khéng phan bé th&i gian dung cach

Khéng thwérng xuyén cap nhat ké hoach

Khéng chuan bj cho cac phwong an dw phong




LAP MA TRAN SWOT BAN THAN, XAC BINH MyC
TIEU TRONG NAM HOC 2024-2025, LAP KE HOACH
HANH DONG CUA BAN THAN PE PAT bUOC MUC

TIEU DO.




Phan tich SWOT Ban than

Diém manh

cla téi la g

T6i pht hgp nhét
vdi cdi gi?

STRENGTH

S

O

OPPORTUNITIES

WEAKNESS
W Téi can cai
.« A < A \
thien diéu gi?
Didu gi can trd nd
T ®  luc clatoi dé

thanh céng?

THREATS
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