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LOI NOI PAU

Thoi gian 1a tién bac
Tuc ngti

01 sang thtc day, khi nghe chiéc dong

ho bao thiic do chudng, ban biét rang
minh dang bat dau mét ngay méi véi nhiéu co
héi dé 1am nén nhiing diéu tot dep. D6 1a qua
tang 16n lao ma cudc song danh ting ban!

Thoi gian troi chay khong nging, khong
cho dgi ai! Tue ngii vi “thoi gian la tién bac”.
Nhung néu suy xét k¥, ching ta sé thay thoi
gian con quy gia hon tién bac gdp nhiéu lan. Bai
vi, tién bac ¢6 thé lam ra dude, nhung ching ta
khong thé 1am ra thoi gian. Tién bac mat di c6
thé ki€m lai dugc, nhung thoi gian mot khi da
mat di thi ching ta khong thé tim lai dude. Va
chinh vi thdi gian con quy hon tién bac, nén
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ching ta cang can phai quan 1y va st dung von
liéng thol gian mot cach k¥ ludng, mang lai 1oi
ich nhiéu nhait.

Dic trung cua thoi dai ching ta ngay nay
1a nhip s6ng, nhip lam viéc déu dién ra hét stic
khan trucng. Moi ngudi c6 rat it thoi gian. Lau
nay, ban c6 quan 1y quy thoi gian cua ban than
minh khoéng? Thai gian chinh 1a cudc séng cua
ban. Do vay, tre thanh mo6t con ngudi biét quan
1y, lam chu quy thoi gian doi minh 14 mot diéu
rat can thiét. Ban chi séng trén cudc doi nay
duy nhat mot 1an ma thoi! Lam chu quy thoi
gian cua doi minh chinh la lua chon mot cach
song c6 y thice, luén biét minh lam nhiing gi va
1y do tai sao minh lam nhiing viéc d6. Quan 1y
thoi gian sé giup ban luén y thic va lam chu
ban than. Ban sé luon biét duge hién tai minh
dang 6 dau va tuong lai sé di vé dau. Rat nhiéu
udc mo cao ca, rat nhiéu su nghiép 16n khong
thanh, rat nhiéu doi nguoi trg thanh “bo di”, chi
vi ngudi ta khéng biét khéo 1éo quan 1y qu¥ thoi
gian vO gia cua dol minh!

Chinh vi vay, ban hay thu xét lai xem, lau
nay thol gian cua ban bién di dau mat? Néu lau
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nay ching ta van nuéi dudng nhiing théi quen
lang phi thoi gian, thi dd dén ldc ching ta can
tao lap nhiing théi quen méi dé quan 1y va su
dung mot cach tdéi vu quy thoi gian cua minh.

Trong cudc song, dau rang cé rat nhiéu thi
ndm ngoai tAm kiém soat ctia ching ta, nhung
khong phai moi thit déu nhu vay. Méi ching ta
hoan toan c6 thé hoc cach quan 1§ thai gian cua
chinh minh! Piung bao gid tu cho rang minh
khoéng c6 dua thoi gian. Thuc té cho thay, néu
biét cach quan 1y thaoi gian, ban luén ¢6 du thoi
gian dé 1lam moi viéc minh cAn.

Van dé quan 1y thoi gian c¢6 lién quan dén
toan bo cac hoat ddng trong ddi séng hing ngay
cua chung ta. Cudc séng cang ban ron, hoi ha,
cang doi hoi chung ta phai biét cach quan 1y va
st dung quy thoi gian quy bau cua ban than.

Hoc cach quan 1y thai gian cling dong nghia
vGi viée to chitic tot cude song ca nhan cua ban.
Khi da biét quan 1y quy thoi gian cia minh mot
cach khéo 1éo thi moi viéc dién ra trong cudc doi
ching ta c¢6 thé tré nén dé dang, mau chéng,
sudn sé hon.
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Cudn sach nay huéng dén doéi tudng doc gia
chu yéu la nhiing ban tre dang lam viéc tai cac
doanh nghiép va nhiing ban sinh vién sip ra
truong. Mol ching ta déu c6 nhu cau hoc hoi
nhiing kién thic va k¥ nang mdéi nham thuc
hién cong viéc hing ngay cua minh cé hiéu qua
hon, thay d6i cudc sdéng theo hudng tich cuc
hon va chat lugng cudc sé6ng ngay cang cao hon.
Viéc hoc hoi va thue hanh k¥ ning quan ly thoi
gian 14 mo6t trong nhiing diéu hét stc can thiét
giip ban dap ting nhu cau doé.

2

No6i dung sach nay ban dén ky nang quan
1y thoi gian danh cho cong viéc, dude bién soan
mot cach k¥ ludng nham gitp ban:

— Nang cao nhan thic caa ban vé viéc quan
1§ thoi gian

— Thay d6i thai d6 cua ban vé van dé su
dung thoi gian

— Biét cach dé ra nhing muc tiéu cho ban
than

— Biét cach quan 1y thdi gian cia ban than
mot cach hiéu qua
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— Nhan ra nhiing lgi ich thiét thuc tu viéc
quan ly thoi gian
— NAang cao tinh tich cuc cua ban than
— Lam duge nhiéu viéc hon véi luong thoi
gian it hon
— Giam dudgce ap luc trong céng viéc va cudc
sOng
— DPat két qua to61 da trong cong viéc vl no
luic t61 thiéu
— Biét tap trung vao nhiing cong viéc quan
trong
— Biét tap trung vao nhiing nhiém vu uu
tién cua cong viéce
— Cam nhan dudc y nghia cua céng viéc
— C6 thém thadi gian danh cho ban than, gia
dinh va ngudi than
— Nang cao chat lugng cudc séng ban than
Vi trAn trong quy thdi gian quy bau cua
ban ma chung té1 danh tdm huyét bién soan
cudn sach ngan gon nay gui dén tay ban!
Vi qua yéu mén tuong lai cia ban ma chiing
t61 tha thiét mong ban hay danh chit thoi gian
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dé hoc hoi va ap dung nhiing gi dudc trinh bay
trong cudn sach nay!

Mot con nguoi néu sém c6d y thic hoc hoi
k¥ ndng quan 1y thoi gian thi chic chan tuong
lai su nghiép sé mau gat hai thanh cong nhiéu
hon!

Nhin vao cach thie quan 1y thoi gian cua
mot con ngudi ra sao, chung ta c6 thé do ludng
duge miic d6 thanh cong cua nguoi d6 nhu thé
nao!

Ngay luc nay day, ban hay biét quan 1y va
st dung quy thoi gian cua minh moét cach thong
minh, sing tao nhat — dé tang toc cho su nghiép
cua ban!

Than mén!

Lai Thé Luyén
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Ban c6 biét quan ly thoi gian khong?

Trong cong viée va cudc song hang ngay,
rat nhiéu khi ching ta khéng ¥ thiic
dude chinh minh da lang phi thdi gian nhu thé
nao? Ban hay thi trac nghiém chinh minh bang
nhing cau hoi dudi day:

— Ban ¢6 st dung dong hé deo tay hoic luon
c6 mot chiéc dong hd bén minh dé xem gid
khéng?

— Ban c6 sip xép ké hoach cho cong viéc va
cudc séng moi ngay, roi ghi cha vao lich
cua minh hay khéng?

— Ban ¢6 sao mot ban dé luu cac gidy td cua
minh hay khong?

— Ban ¢6 mang theo bén minh ban dé cac con
duong cua thanh phé khéng?

— Ban c¢6 thuong phai sua lai lich hen ma
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ban da hen vé61 nguoi khac khong?

— Ban c¢6 ¢6 gang goi lai cho ngudi khac
nhiing “cudc go1 bi nhé” trong vong 24 gio
khong?

— Trong nha minh, ban c¢6 danh riéng mot vi
tri nhat dinh dé cat chia khoa khong?

— Ban ¢6 d€ cac dung cu diéu khién ti xa cua
may truyén hinh, may lanh... 6 nhing vi
tri nhat dinh dé khi cAn ban cé thé tim
thay ching ngay khong?

— 0 nha ban c6 dé sdn gidy but & ngay chd
dat dién thoai khong?

— O noi 1am viée, ban c6 sdp x&p mot gio gide
nhat dinh nao d6 dé c6 ai cAn gip ban thi
ho c6 thé dé dang gap dude ban khong?

— Néu bat chot béng dén trong nha ban bi
hu, ban ¢6 dé danh sdn mdt béng dén
khéc dé thay thé hay khong?

— Ban c¢6 mang theo bén minh sach bao
hoac tai liéu khac dé doc trong khi cho
xe buyt, ché kham bénh hoac nhiing lic
ranh khong?
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Néu ban tra 161 “khéng” véi phan 16n cac
cau hoi néu trén, thi rat c6 thé ldu nay ban la
nguol khong quan tAm nhiéu dén viéc quan ly
va st dung quy thoi gian cia ban than minh.
Va néu thé thi tap sach nay chinh 1a danh cho
ban do!
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Nghi vé cong viéc cua ban

Buﬁ}i sang s6m, vtta maé1 thic day, chua
kip lam gi, chi buée ra ducong la ban
da ¢ap canh ket xe. Phai chen chic gitia dong
nguoi dong dao, khéi bul mit mu cang véi du
tht Am thanh hén don, mét moi, 1a nhiing diéu
khong ai mong muén. Du vay, ban van ¢6 ging
dén noi lam viéc cia minh v6i nét mét tudi tinh,
véi long hang hai va tran day nhiét huyét.

Ban da san sang cho mdt ngay lam viéc
mdi. Ban mé may vi tinh, vao hop thu dién tu
va bat dau doc cac thu méi. Sé lugng thu ma
ban nhan dude kha nhiéu, ké ca nhiing thu rac
(spam). Ban phai chon x6a di nhiing thu khong
can thiét, ro1 mdi tra 161 nhiing thu con lai. Tién
thé, ban bAm vao xem cac dudng dan (link) yéu
thich ma ban bé gui kém cho ban. Viéc nay lai
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ton thém mét lugng thoi gian nia!

Ban thi nhin dong ho, da gan 9 gio sang,
nghia 14 maAt gan nua thdi gian lam viéc cua
buoi sang roi. Ban quay lai tap trung lam viéc
thi chuong dién thoai bat chgt réo vang. Dé giai
quyét cong viée lién quan dén cudc dién thoai
viia roi, ban can phai tra ctu lai tai liéu, nhung
ban khong nhé minh da dé tai liéu ¢ ngan kéo
nao? Ban tim quanh mai van khong thay. Thé
roi, dang ldc phai luc tung dong gidy to lon
xOn trén ban lam viéc, ban lai ¢6 mét cude dién
thoal khéac cua khach hang. Bat chot ban nhan
ra 14 minh da tré gié hen v4i mdt khach hang
guan trong!

Ban lai nhin déng hd, da hon 10 gio sang.
Thot gian van ci troi di, trong khi biét bao cong
viéc van con bi don déng lai, chua giai quyét
duge va khong biét dén khi nao méi co thé giai
quyét dugc hét...

Trong cong viéc hang ngay, liéu méi chiing
ta c6 thuong bi roi vao tinh huéng tuong tu nhu
vay khong?
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— C6 khi nao ban cam thiay minh khong du
thoi gian dé lam viéc, moi thi luon bi tré
han?

— Ban ¢6 mong mudén mot ngay sé kéo dai
thanh 30 tiéng dong ho hay dai hon niia?

— Ban cam thay minh khéng cé thoi gian
ranh?

— Ban cam th4y minh bi qua tai trong cong
viéc? Lic nao ban cting phai quay cuong,
h61 ha vi con hang “nii” cong viéc dang
cho ban giai quyét?

— Ban ¢6 théi quen lap ké hoach cho nhiing
cong viéc ma ban lam khong?

— Hang ngay, véi nhitng nhiém vu ma ban
cam thay khoé lam ho#c nhiing viéc ma
ban cam thay khong thich lam, ban ¢6 vu
tién lam trudc khong?

— Ban ¢6 cam thay chan chudng, mét moi vi
cong viéc hang ngay ciia minh khéng?

— Ban c6 dé dang tim kiém nhiing thong tin,
tai li1éu minh can dén ma khéng phai mat

nhiéu thoi gian khéng?
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— Ban c6 quan tdm dén viéc sap xép moi thu
trén ban lam viéc cua minh khéng? Ban
lam viéc cua ban bé bén hay ngan nap?

— Ban c6 dé sn bén canh minh nhiing mau
gidy nho dé c6 thé ghi chép ngay nhiing
suy nghi sdu sac hodc nhiing ¥ tudng
sing tao, doc dao bat chgt hién dén trong
tri 6c?

— Ngay tit buoi t61 hém nay, ban co lap ké
hoach cho cong viéc ngay mai khong?

— Ban c¢6 biét cach néi “khéng” véi nhiing
ngudol lam mat thoi gian cua ban khéng?

— Liéu ban c6 thuong lam mat thoi gian quy
bau cua ngudi khac khong?

— Ban c¢6 trét htia véi ngudi khac nhiing diéu
ma da lau roi ban chua c¢é thoi gian dé
thuc hién khong?

— Ban ¢6 cam thdy 4n han hoiac mang ning
mac cam c¢6 161 vi minh da trét hoang phi

qua nhiéu thai gian cua minh khong?
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Moi ching ta déu c6 quy thoi gian nhu
nhau: 60 gidy moi phut, 60 phut moi gio, 1.440
phiut moéi ngay, 525.600 phtt moi nadm... Thé
nhung, rat nhiéu khi ching ta ludén than thd
rang minh khéng cé du thoi gian.

C6 nhiing ngudi bé ngoai ching hé to ra
ban roén, nhung ludon hoan thanh mét cach tot
dep moi viéc 16n nho hang ngay cua minh, gat
hai dudgc nhiing thanh qua 16n lao, ¢6 ¥ nghia.
Nguge lai, lai ¢6 nhitng ngudi lic nao cling to
ra ho1 ha, ban ron, nhung luén giap hét that bai
nay dén that bai khéc, c6 khi ca doi chiang lam
nén tro trong gi. VAy dau la su khac biét gitia
hai loai nguoi nay?

Chéc chan 1a ¢6 nhiéu 1y do tao nén su khac
biét gitia hai loal ngudi nay. Nhung moét trong
nhiing 1§ do khéng thé khéng néi dén & day,
dé chinh la: cach quan 1y va st dung von thoi
gian ma ho ¢6 cho cong viéc. Thuc té cho thay,
c6 nhiing ngudi vat va ca ngay ma két qua cong
viéc dat dugce rat it hodac nhiing gi dat duge chi
la nhting tha kém gia tri. Boi vi, ho da danh

18 Bé sdach Ky nang séng



nhiéu thoi gian dé c¢6 gang khéng ding huéng
va khong dung cach.

Néu khong biét cach quan ly thoi gian,
ching ta sé khong thé bat kip véi tién do cong
viéc chung cua dong nghiép. Két qua 1a chung
ta bi tut lai phia sau va vién canh that bai da
cho san ching ta ¢ phia trude.

§OETE B

Jim BRie
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Nhirng dau hiéu cho thay su lang phi
thoi gian

Tai bat c noi lam viéc nao, chi can
quan sat nhiing dau hiéu sau day, ban
c¢6 thé nhén ra su lang phi thoi gian.
Nhin tir goc do cua moét nhan vién
— Ban lam viéc luén bé bdn du tha gidy to,
dung cu van phong pham
— Khéng cb6 bang biéu, ké hoach cdng viéc
dan ¢ cho ngoi lam viéc
— Sach bao, tai liéu, gify to dé 16n xon, khéng
thé tim thay nhiing th minh can
— Khéng ¢6 cho luu gitt gidy to, sach vo, tai
liéu mét cach co dinh va ngan nap
— Luén cam thay mét moi, khong thé tap
trung cho céng viéc
— Khong con cam thay nhiét tinh, say mé
trong cong viéc
— Thu dong chay theo cong viée, thay vi chu
dong tao ra cong viéc
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— Khoéng xac dinh duge viéc nao la khan cap,
viéc nao quan trong va nhiing viéc khong
can thiét

— Lo lang, bo1 ro1, sg that bai trong cong viée

Nhin ti¥ géc dé cua nha quan ly

Néu ban 12 mét nha quan 1y, ban cé suy
nghi gi trude thuc trang néu trén?

Nhiéu thong ké cho thay, trung binh moi
ngay, mot nguol lao dong sé mat khoang mot
oi0 nang suat, chi vi thiéu to chiic cong viéc.

Viéc hao hut nang sudt nhu vay anh huong
dén chi phi ma cong ty ban phai bo ra. Ban hay
thu suy nghi dén bai toan sau:

Mot ngudi lao dong trung binh moéi ngay
mat mot gic.

1 gio x 1 nguoi laodéng =___ 7

5ngay/tuanx____ 7?7 = 2
48 tuaAn/mamx __? = 7
Téng s6 nguoi lao déngx 7= 7
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Qua 12 mot con s6 khéng nho. Hao hut ning
suat qua lén!

D6 14 chua tinh, néu nhin vién cua ban
thiéu k¥ nang quan 1y thoi gian, khong biét sap
xép, t6 chiic cong viée, dan dén hau qua la nhiéu
cudc gap go khach hang bi 16 hen do ¢6 nhiing
cong viéc khac chen ngang hodc bi trung thoi
diém véi nhau. Ching ta sé mat khach hang,
mAat c¢d hél va mat ca 161 nhuian ma 1é ra minh
xing dang co dugc.

Nhu vay, ro rang thoi gian 12 mot nguodn luc
rat quan trong can phai duge quan 1y, bén canh
nhiing nguon luc khac ma cong ty ban can quan
tAm: quan 1y tién vén, quan 1y con ngudi, quan
1y tri thic va quan ly thoi gian... Va vi thoi gian
12 mét nguon luc khan hiém, nén né cang can
phai duge chung ta quan ly. Khéng ¢6 gi dang
dude chung ta uu tién quan 1y trude bang noé!
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Nguyén nhan khién chung ta lang
phi thoi gian

Dﬁ bidt thoi gian 1a quy gia, nhung tai
sao ching ta van lang phi thoi gian?
Lang phi thoi gian 1a lang phi cudc doi minh.

Viéc lang phi thoi gian ¢6 nhiéu nguyén
nhin, c6 thé 1a nhiing nguyén nhan dén tu
ngudl khac hay hoan canh bén ngoai, nhung
chi yéu van 1a nhitng nguyén nhéan tit ban than
chung ta.

Nhiéu ngudi luén néi “can thém thoi gian”,
nhung thuc té cho thiy ho dang su dung thai
glan v6i cach thie rat té hai. Nhitng ngudi nhu
vay khé c6 thé thdy dude nhiing nguyén nhén
gy lang phi thoi gian noi chinh ban than minh.

Truée hét, ching ta thu phén tich nhiing
nguyén nhan ti chinh minh. Phai chiang chiung
ta 1ang phi thaoi gian 1a do:
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— Thiéu t6 chiic cudc séng ban than

— Khong biét 1ap ké hoach cho moi cong viéc
va cudc song hang ngay

— Muc t1éu cong viéc khong ro rang

— Théng tin lién quan dén cong viéc khong
day du

— Khong chiu phan tich k¥ cang tinh hinh
thuc t€ dé 1én k& hoach ding din cho
cOng viéc

— Khéng biét xac dinh thd tu uu tién trong
cong viéc

— Thiéu thuc té trong viéc ude tinh thoi gian
cho tung cong wviéc. Nhing viéc khong
dang phai mat qua nhiéu thoi gian thi
lai danh cho né qua nhiéu thai gian, va
ngudc lai.

— Pé cong viéc bi don déng, khién cho lic
nao ban than minh ctng ¢ trong tinh
trang con qua nhiéu viéc phai giai quyét

— Khong c6 kha nang néi “khéng” d61 vdi
nhiing viéc khong can thiét

— Thiéu ky luat, khong biét tu nghiém khac
dé1 vl ban than

24 Bé sdach Ky nang séng



— Luén c6 théil quen chan chw, do du, thiéu
dat khoat trong nhiéu cong viéc va trong
cudc séng hang ngay

— Ludn chti quan cho rang quy thoi gian ctua
minh con nhiéu va thoi han con dai, nén
thiéu thai dé khan truong trong céng viéc

— Tu minh 6m dom hét moi viée, khong biét
phéan cong cong viée cho nguol khac

— Luén séng trong tdm trang lo ling, mo
moéng hao huyén, thiéu tap trung cho
cong viéc

— Pham phai nhing sai s6t khéng dang co
trong cong viéc, nén phai mat nhiéu thoi
gian 14n cong sic dé lam lai.

Nhiing nguyén nhan ttu nguoi khac va hoan
canh bén ngoai:
— Nhiing cudc dién thoai lam gian doan cong
viéc
— Nhiing cudc hop hanh vo bo, mat thoi gian
— Nhiing vi khach khong moi
— Nhiing cudc gap gd khong can thiét
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— Nhiing cau chuyén tan déc tao lao, vé van,
dong dai...
— Mbi truong lam viéc ¢é6 qua nhiéu tiéng on,
thoi tiét néng bic
— Nhiing su viéc khac xay ra ngoai du kién
Nhan thic duoc nhiing nguyén nhan khach

quan va chu quan néu trén la budc dau dé
chung ta tim cach vuot qua chung.
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Tai sao phai hoc cach quan ly thoi
gian?

ch héi 1a diéu kién khéng thé thidu
duge dé mbi chung ta trudng thanh,
git hai thanh cong trong su nghiép va trai
nghiém hanh phuc trong cudc séng. Viéc hoc
hoi khong ¢6 gi61 han cudi cung va khong bao
gig 1a du. Trong s6 rat nhiéu diéu ma moi chiing
ta can hoc hoi, ¢é viée hoe k¥ nang quan 1y thoi
gian.

Tai sao viéc quan ly thoi gian lai quan
trong?

R6 rang 1a, khi khéng biét cach quan 1y thoi
gian, ching ta luén cam thay thiéu thoi gian
danh cho moi viée, cang khéng thé ¢ du thoi
gian dé quan tam dén gia dinh, ngudi than, ban
bé va nhiing mo61l quan tdm ca nhan khéc cua
chinh minh. Chting ta sé cam thay nhiing diéu
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minh phai quan tAm trong cudc séng thi qua
nhiéu ma quy thoi gian hang ngay lai qua it.
D6 1a chua néi, khi khong biét cach quan 1y thoi
gian mét cach phu hdp, ap luc cing thang kéo
dai cua cong viée co thé khién ching ta bi roi
vao tinh trang stress.

Muén giai quyét on thoa nhiing van dé do,
do1 hoi chung ta phai ¢é k¥ nang quan 1y thai
gian. C6 bao gid ban xem xét mot cach nghiém
tic va k¥ ludng vé viéc minh da si dung thoi
gian nhu thé nao khéng?

Nhirng loi ich thiét thue cua viéc quan ly
thoi gian:

— Biét cach quan 1y thoi gian sé gép phan
gitp chung ta tranh dudc stress. Bai vi,
bi quyét ngan gon dé giam stress la: dn
uong du, ngu du gidc va quan trong nhat
14 quan 1y thoi gian hiéu qua.

— Mo61 chung ta déu can hoc k¥ nang quan
1y thoi gian, nham st dung quy thoi gian
cua ban than minh mot cach c6 hiéu qua
cao nhat. Biét quan ly thoi gian giup
ching ta biét danh thsi gian cho nhiing
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viéc thich dang va b6t di nhiing lo lang
vo ich.

— Biét cach quan 1y thoi gian giip ching
ta song cé chat ludng hon, man nguyén
va hanh phic hon, can bang duge nhiéu
phuong dién trong cudc séng cua minh:
cong viéc — gia dinh — hoc tap — sd thich
c4 nhan — thé duc thé thao dé rén luyén
stc khoe...

— Quan 1y thoi gian 14 cong cu dé ching ta
lam t6t cong viéc hang ngay ctia minh,
thang tién trong nghé nghiép, dong thai
tranh thu duge thém thoi gian quy gia de
dau tu cho nhiing muc tiéu 16n lao hon
trong doi minh.

— Thay vi dé cudc d6i minh trdi qua vo dinh,
ching ta nén séng c¢6 muc tiéu rd rang va
hoc cach quan 1y thdl gian. Quan 1y thol
gian khéng phai la tim cach kiém soat
mol viéc xay ra quanh ban, ma la chinh
ban phai xem lai cach minh st dung thoi
gian nhu thé nao va thay doi théi quen su
dung thoi gian cua ban than theo huéng
tich cuc hon.
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— Lam chu dudc thoi gian cua ban than ciing
c6 nghia la 1am chu dudge cude do1 minh.
Biét cach quan ly thoi gian, xét trong mot
chitng muc ¥ nghia nao day, c6 thé giap
ching ta lam chu dudge cude déi minh qua
mol bién c6 xay ra.

— Néu lau nay ban than minh da tung mat
kha nhiéu thoi gian cho nhiing hoat dong
vO bd, tham chi c¢6 hai, thi nay ta biét
danh thoi gian cho nhiing hoat dong lanh
manh, c6 ich, gitip thay doi ban than ta
trd thanh mét con nguoi tot hon.

V61 nhiing ¥ nghia d6, quan 1y thol gian
thuc ra chinh 12 quan ly ban than minh. Khi
biét quan ly thdi gian, ching ta sé song c6 trach
nhiém hon d61 véi moi hoat déong hing ngay
trong cudc song. Ching ta khéng con phai ho
then d61 v6i ban than, v6i bat c ai hay bat ca
diéu gi. Khi d6, cudc séng cua ta tré nén cé dinh
huéng ro rang hon, lam duge nhiéu viée hitu ich
hon va giau ¥y nghia hon!
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Nhitng thay doi tai noi lam viéc

Chﬁng ta hay bat dau bang nhiing thay
doi thuc té& tai noi lam viéc hang ngay
cua minh.

Céach b6 tri géc lam viéc

Trude hét, phai khang dinh rang, khong
can phai c6 mot géc lam viée qua tién nghi ban
mdi ¢6 thé 1lam viée tét. Piéu quan trong 1a ban
phai yéu thich géc lam viéc ciia minh. P& yéu
thich khoang khéng gian noi minh lam viéc,
ban hay lam cho né tré nén thoai mai déi véi
chinh ban.

Ching ta can bo tri géc 1am viéc ciia minh
mot cach hét stc thuan lgi dé 1am viée, sao cho
tiét kiém duge thoi gian va dat dude hiéu qua
cong viéc cao nhit.
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Trén ban lam viée, dién thoai nén dé vé
phia bén tay trai dé tién nhéc 1én nghe; lo cim
bt nén dé vé phia bén tay phai dé tién st dung.
Dén ban dé & giita, chi€u 4nh sang ti phia bén
trai qua. Nhiing tép gidy tring dé ghi chép nén
dé sdn ngay trudec mit. Bat c¢d khi nao tri 6c
nay ra nhiing ¥ tuéng madi hodc mot sang kién
nao day, ban nén ghi lai ngay dé khoi quén.

Ban can c6 mot cai tu hodc ké sach phia
sau lung, dé tién luu trit nhiing sach vé hoac
tai liéu can thiét, phuc vu cho céng viée. Cé khi
nao bat chgt ban can mot tai liéu nao dé va ban
khéng nhé 1a minh da dé 6 dau khong? Chinh
vi vay, ké sach cua ban nén chia thanh nhiéu
ngan. Mol ngan sé luu trit mét loai sach hoic
tal iéu phuc vu cho mot muc tiéu cong viéc cu
thé nao d6. Sau nay, khi can tim kiém, ban sé
khong phai mat thoi gian.

Dé b6t 16n x6n, khéng phai bat ct tha gi
ban cling luu trd. Ban chi can luu tr@ nhiing gi
can thiét cho sau nay. Nhiing gi khéng con can
thiét nita thi nén bd bét di, dé ching khéng lam
mat thol gian va tao thém su 16n x6n cho ban,
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chéng han: nhiing t6 béo cii, nhiing gidy nhép
da su dung...

No6i tom lai, hay dé moi tht vao vi tri thich
hgp cua ching va ban cé thé dé dang st dung
ching khi can ma khéng phai mat nhiéu thoi
gian tim kiém.

Lién lac qua dién thoai

Pién thoail la moét phuong tién thong tin,
lién lac c6 thé gitip ching ta lam viéc tot hon,
tiét kiém duge thoi gian hon. Tuy nhién, néu
khéng biét su dung mot cach hgp ly, thi dién
thoai c6 thé khién ching ta mat nhiéu thoi gian
hon. Dudi day 14 mét vai goi § dé ching ta han
ché dén mic thap nhat sy hao phi thoi gian khi
l1én lac qua dién thoazi:

— Bat dau bang viée chao hdi va néi rd6 muc
tiéu cua cudc goi

— An dinh trudc thoi gian cho tung cude goi

— Nén diing trong sudt qua trinh néi

— Noé1 ngan gon
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— Khong goi dién thoai néu xét thiay khong
can thiét

— Tuyét d6i khong dung dién thoai dé néi
chuyén phiém vdi dong nghiép hoic
nhiing moé1 quan hé ca nhan khac

Su dung may vi tinh

May vi tinh ¢6 thé gitp ching ta 1am viéc
nhanh hon, nhung nhiéu khi né ciing khién
ching ta lang phi thoi gian nhiéu hon. Mot
cong cu chi phat huy tét tac dung cua né khi
ngudi su dung that su biét cach st dung. Lam
thé nao dé khai thac 1gi ich nhiéu nhat tit may
vi tinh, dong thoi tiét kiém dude thoi gian cho
ban?

Véi mot chiée may tinh xach tay (laptop)
gon nhe, ching ta c6 thé lam viéc § bat cit dau,
vao bat ¢t thoi diém nao. Ngoai ra, ban c¢é thé
hoc tap, giai tri ti chinh chiéc may nho gon ma
ban dang c6 trong tay.

— Viéc ban sip x&p cac tap tin (file) va thu
muc (folder) trong may vi tinh phai phu
hop véi nhiing hoat ddng hang ngay cua
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ban. Tuyét doi tranh tinh trang sip xép
mdt cach 16n x6n, bira bai, khi cin tim
mot tal liéu nao dé thi khong tim dugc!
Folder nao luvu git tai liéu lién quan dén
cong viéc? Folder nao luu gig hinh anh?
Folder nao luu git tai liéu dé doc tham
khao?...

— Véi nhiing tai liéu khéng con can thiét niia
thi nén x6a noé di. X6a bdt di nhiing tal
liéu vo6 bd sé gitp ban d5 tén thoi gian
doc lai.

— Viéc luu giti qua nhiéu tai liéu sé chiém
nhiéu dung lugng trén 6 dia, lam may vi
tinh cua ban hoat déng cham, cang khién
ban phai mat nhiéu thai gian hon!

— Qua nhiéu thu rac (spam) ciing khién
ching ta mat thoi gian. Tinh trung binh,
ching ta mat dén 30 phut médi ngay chi
dé xt 1y thu rac. Tinh téng céng mdi
tuan, ching ta lang phi mat nhiéu gio.
Té6t nhat 1a ban nén x6a cung lic mot loat
thu rac va hay xéa khi toc d6 mang dang
chay tot.
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— Viéc tail (download) tai liéu nén tién hanh
khi toc dd mang dang chay nhanh. Khong
nén thu doéng cho doi nhiing lic bi ket
mang hoac khi mang b1 cham.

— V61 nhiing website lién quan dén cong
viéc, ban nén su dung Add My Favourite
dé luu giti dia chi nhiing trang yéu thich
theo tiing thu muc. Moi khi can xem hoac
cap nhat thong tin mdé1 tu nhiing trang
nay, ban khéng phai mat thdoi gian dé go
lai dia chi.

Cong cu dé quan ly thoi gian

Muén quan 1y thoi gian, chung ta can dén
mot vai cong cu. Ban khong can phai ton kém
tién bac d& mua sim nhiing céng cu nay, vi that
ra ching rat cé thé la nhing thid ma lau nay
ban da c6 san tai noi lam viéc cua minh, gom:

— Gifly nhap: dé ghi chép cac muc tiéu cong
viée, 1én k€& hoach cu thé cho tiing muc
tiéu.

— St dung dong hé hen gio: dé ban c6 thé tap
trung chd y lam viée ma khoéng phai thinh
thoang mat thdi gian liéc nhin dong ho.
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— Lich d& ban: dung dé ghi chui nhiing viéc
can lam, danh d4au nhiing cudc hen, cudc
hop sin trén lich dé khoi quén.

— Bang phan phéi thoi gian: bang nay do
ban tu vé ra, dé biét ban thAn minh danh
thoi gian nao trong ngay cho nhiing céng
viéc vu tién. Moi1 viéc déu dude sap xép
vao nhiing khoang thai gian thich hdp.

— May vi tinh: néu biét st dung thi may vi
tinh ¢é thé gidp ban quan 1y thdi gian ma
ban khéng can phai ghi chép ra giay.

Ban hay st dung cac céng cu néu trén dé
quan ly thoi gian cia ban than minh. Nhiing
huéng dan cu thé sé duge trinh bay ¢ nhiing
trang tiép theo cua cudn sach nay.
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Ghi nhat ky cong viée:

Ban c6 thé tu xay dung cho minh mét bang
nhat ky cong viéc nhu sau:

Thu

Hai [ Ba | Tu [ Nim [ Sau |Bay | Chua Nhat

SANG

CHIEU

TO1

Ghi
chu

— Nhat ky cong viéc sé giip ban duy tri thol
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quen ghi lai nhiing gi minh da lam hang
ngay. Ban nén ghi tém tit theo tiing gach
dau dong vé: nhiing viéc ban da lam trong
ngay, nhiing cudc gip, nhiing chuyén
cong tac, nhiing noi ban da dén.
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— Ban c6 thé tinh dudc téng cong lugng thoi
ogian ma ban danh cho tung cong viéc.

— Ban can giti lai cuén nhat ky cong viéc nay
dé xem lai va tu rat kinh nghiém vé cach
minh su dung thoi gian da qua.

— Nhin vao bang nhat ky cong viéc cua mot
con ngudi cu thé, ching ta c¢6 thé hoc hoi
duge mot phan bi quyét da giup nguoi dé
chinh phue dinh cao thanh co6ng trong su
nghiép nhu thé nao!
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Dat ra nhung muc tiéu

Dfl lam bAat ci viée gi, chung ta cling
nén c6 muc tiéu. Muc tiéu la gi? Muc
tiéu 1a nhiing ké hoach dude xac dinh mot cach
t6t nhat nham dat dude nhiing két qua cu thé.

Ban c6 thé hiéu muc tiéu la nhiing udc mo!
Chi c6 diéu la nhiing uéc mo nay cua ban cé
diém khac biét so v6i nhiing uéec mad vién véng &
chd: mdi uée mo ciia ban déu c6 thoi han cu thé,
ro rang dé thuc hién.

o, a0 LY A - ,'-? * o P

No61 dén mue tiéu, chung ta c6 thé hiét ké

nhiéu loai muc tiéu: muc tiéu ngan han — dai
han, muc tiéu truéec mat — lau daz...

Viéc dé ra nhiing muc tiéu la rat quan
trong. Bal vi, néu khéng c6 muc tiéu, chung
ta sé khong thé biét minh sé dat dude diéu gi.
Nhiing suy nghi qua bay bong, md hé sé kho
tao nén nhiing két qua cu thé trong doi séng
thuc té.

Sai lam cua phan dong ngudi 1a nghi qua
nhiéu dén nhiing thd minh mong muén dat
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dude, nhung lai nghi qua it vé nhiing viéc minh
can chuén bi va cAn lam mbi ngay dé dat dudc
diéu minh muén.

Khi chua c¢6 muc tiéu, ban sé dé bi lac
huéng. Nhiing né luc caa ban sé bi phan tan,
khé phat huy dudce stic manh. Chi bang cach
xac dinh mot cach that chinh xac nhiing gi
minh muén, ban méi tap trung dude moi noé luc
dé dat dugce né.

Nhiing muc tidu cu thé giup ching ta biét
dude nhiing gi minh can phai lam, khéng bi
tan mat tAm tri va sdc ¢6 ging vao nhiing diéu
khong quan trong khac. Ching ta tré nén hiang
hai, manh mé, quyét liét va chinh xac hon trong
hanh dong. Nho d6, chiing ta dé dang dat dudc
muc tiéu cua minh hon. Néi cach khac, chi khi
c¢6 dude muc tiéu ding dén, ching ta méi cé thé
lam viéc nhanh va hiéu qua hon!

Diéu can nhé 1a, muc tiéu cua ban phai cu
thé, phai do duge, phai viét ra duge va phai co
thé dat duge.

Mdi muc tiéu phai 14 mét cAu khing dinh
tich cuc. Chéing han, ban khong thé dat ra muc
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tieu kiéu nay: “Trong thang tdi, téi sé khong
pham phai sai lam nhu thang vira ro1!” Mot muc
tidu dit ra nhu vay khong mang tinh khang
dinh tich cuc. Thay vao dé, ban phai dit ra muc
tiéu: “Trong thang tdi, to1 sé lam tot hon gap 2
lan thang viia roi!”

Phan déng moi nguoi thudng dat ra nhiing
muc tiéu chung chung, mo ho. Va chinh nhiing
muc tiéu chung chung, mo ho dé6 da khong du
tao nén dong luc thic day ban than ho dat duge
muc tidu. Chang han, nhiéu ngudi thudng noéi:
“T'61 mong tuong lai minh sé khéng con phai
lo lAng vé chuyén tién bac!” Thuc chit cAu néi
nay ciing chi thé hién mot mong muén ma hd.
Thuc té cho thay, sau nhiéu nam, tinh hinh thu
nhap cua nhiing ngudi nay ciing khong kha gia
hon 1a bao! Mot mong muén md hd khong du
tao nén long quyét tAm thay doi. Thay vao do,
ching ta nén dit ra nhitng muc tiéu cu thé hon,
chang han: “Trong thang t6i, thu nhap ctaa toi
sé 1a: mot s6 tién cu thé”, “Trong quy téi, nam
t41, 5 nam nda, 10 ndm niia, tong gia tri tai san
ma toi nd luc tao ra sé 1a: mot con s6 cu thé”...
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Ban ¢6 thé st dung bang duéi day dé dé ra
cho ban thAn minh nhiing muc tiéu cu thé:

STT Muc tiéu | Nhung Nhung Theoi han

cu thé viée can | nguon
lamdé  [luec can
dat duge |co
muc tiéu

Pé dat dudec muc tiéu ma minh da dé ra,
ban can:
— Xéac dinh ro nhiing bude di can thiét dé dat
dudc muc tiéu
— Xac dinh tha tu nhing viéc vu tién
— Dat ra thoi han cuéi cung cho tiing muc
tiéu. Ping quén thoi han la rat quan
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trong! Thoi han giap chung ta lam viéc
khan truong, tranh dude tat chan chu.
— Liét ké nhiing nguén luc can thiét dé thuc
hién muc tiéu
— Du gip tré ngai, van gitt viing tam nhin
vao muc tiéu
Ngay bay gid, ban hay bat dau xac dinh
muc tiéu cia minh. Cé thé 1a bat ¢t muc tidu
nao: hoc xong dai hoc, hoan thanh mot cong
viéc, hoan tat mot du an, mua mot can nha mai,
tra ng, t6 chtc dam cuéi, vieét mot cudn sach...

Moi viéc can lam 1a nhiing buée di nhé vuon
t4i thanh céng. Bang cach lam tiung phan céng
viéc, ban sé hoan thanh tot toan bo cong viéc
cua minh. Hay chia cdng viéc cua ban thanh
tiing phan va udc lugng khoang thaoi gian danh
cho tiing phan cong viéc.

Muc tiéu do chinh ban xay dung tu nhiing
khat vong sdu tham cta long minh cong véi su
tinh toan sang sudt cua tri 6c¢, nén noé sé la tdm
bang chi duong rat rdo rang ma ban phai di theo
hiang ngay. Chi ¢6 nhu vay méi gitp ban thanh
cong va tim dudc su man nguyeén.
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Hoan thanh muec tiéu cua minh mot cach
m¥ man sé& khién ban cam thay tran day stc
song, long tu tin va nhiét huyét dé tiép tuc
chinh phuc nhiing muc tiéu 16n lao hon.
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Lap ké hoach va xac dinh th@ tu vu
tién trong cong viéc

Hﬁng ngay, ban c6 bao giG cam thiy
muoén “dién cai dau” chi vi hang loat
cong viéc don dap, t6i tAp ma ban thidn minh
khéng thé nao giai quyét noi? Rat nhiéu khi,
chung ta phung phi thoi gian va stc luc vao
nhiing viéc khong can thiét, nén khoéng c6 du
thoi gian cho nhiing viéc quan trong va can
thiét hon.

Muc tiéu cAn duge cu thé héa thanh ké
hoach. Nhiéu nguol hau nhu khéng c¢6 khai
niém gi vé viéc lap ké hoach. Va néu khéng cé
ké& hoach thi ching ta sé dua vao dau dé thuc
hién nhiing muc tiéu cao dep ma minh mong
muén?

Trong cudc sdng, c¢6 rat nhidu ngudi hiéu
duge nhiing 1¢i ich thiét thuc cua viéc lap ké
hoach, nhung ho van khong c6 théi quen lap
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ké hoach cho céng viéc. Khi khong 1ap dude cho
ban than minh mot ké hoach nao ca tic 1a dang
trong tu thé sdn sang cho viéc dén nhan that
bai ¢ phia trude.

Ban than to61 luén danh gia cao viéc lap ké
hoach. K& hoach 14 mdt qua trinh sang tao,
nham bién ¥ tudng thanh hanh déng, bién uéde
mo thanh hién thuc.

Ban tuyét d61 khong nén danh gia thap viéc
lap ké hoach. Hay lap k& hoach va no lue thuc
hién né trong cude song thuc té. Ching ta phai
¢6 bang ké hoach st dung thaoi gian: hang ngay,
hang tuan, hang thang, hiang quy, hiang nam.

Cé nguoi viét ro rang ké hoach cia minh
ra gidy, nhung c¢6 ngudi lai nham tinh ké hoach
san trong dau. Tuy nhién, viét ké hoach ra gidy
mot cach ro rang sé gitdp ban cam thay ké hoach
cua minh da dudc “vat chat héa”, viia dé dang
dan 1én chd lam viéc dé theo déi thuc hién, viua
dé xem lai dé bo sung, stia doi, chinh xac hoa
cho phut hgp véi su thay déi cia tinh hinh thuc
té sau nay.

Pé lap ké& hoach hing ngay, ban hay ghi
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ra mot danh sach nhiing viéc ma ban can lam
trong ngay, tt nhiing viéc quan trong nhat cho
dén nhiing viéc binh thudng nhat.

Mot khi biét 1ap ké hoach nhu trén, ban sé
ngac nhién khi thdy minh khéng chi 1am tét
cong viée ma con cb thoi gian dé nghi ngoi va
danh thaoi gian cho gia dinh, nguoi than.

Lam thé nao dé lam duoc nhiéu viéc trong
mot ngay?

— Ban hay viét ra thanh mot danh sach
nhiing viéc ma minh can lam trong mot
ngay.

— Hay sap xép cac cong viéc theo thii tu tam
quan trong cua né. Va danh uu tién cho
nhiing céng viéc c6 tAm quan trong cao
hon.

— Phai phan biét duge nhiing viéc ndo minh
phai hoan thanh ngay lap tic, nhiing viéc
nao phai hoan thanh sém va nhiing viéc
hoan toan khong khan cap!

Viét ra nhiing viéc can lam trong mot ngay
sé giup ban lam t6t dude moi viée, khong bo sét
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cong viéc ma cting khong lang phi thoi gian vao
nhiing cong viéc khong dang quan tam khéac.

Diung mat thoi gian cho nhirng viéc khong
quan trong

Véi nhiing viéc khong dang dé mat thoi
gian, thi ching ta khéong nén mat thoi gian.
Néu ban muén ¢6 nhiéu thoi gian hon danh cho
nhing cong viéc dang lam, thi ban khong dudce
lang phi thoi gian vao nhiing viée khéng dang
lam. Hay tap cach néi “khéng” d61 v61 nhiing
viéc khong quan trong. Khi ding trude bat ci
cong viéc nao, chung ta phai luén tu dat ra
nhting cau hoi nghiém tuc:

— Liéu nhiing viéc nhu vay cé dang dé minh
phai mat thoi gian khong?

— Tai sao to1 lai chon lam cong viéc nay?

— Muc tiéu cua to1 la gi?

— Cong viéc nay c6 gép phan gitp toi dat
duge muc tiéu cua té1 khong?

— Liéu codng viéc nay cé giap to1 giol hon
khong?
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— Diéu gi sé xay ra néu toi khong lam cong
viéc nay?

— Viée to1 lua chon c6ng viéc nay ¢6 phan anh
muc do uu tién cua td1 danh cho nhiing
cong viéc quan trong hay khong?

. ~~ . a7 > » ey
Lam thé nao dé xac dinh tam quan trong
cua cong viée?

Ban c6 thé tham khao bang duéi day:

Miic d6 / Thoi han | Sip hét thoi han | Chua dén thdi han

Quan trong 1 9
Khong quan
trong 3 4

Ban hay thi viét ra danh sach nhiing viéc
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minh du dinh lam trong ngay vao cac 6 tuong
tng tu 1 dén 4.

Trong cach chung ta su dung thol gian
hang ngay, ban sé thay c6 nhiing khoang thoi
gian ma chung ta lam viéc hiéu qua hon hén
so v6i nhiing khoang thoi gian khéac. Do vay,
hay uu tién danh khoang thdi gian d6 dé lam
nhiing cong viéc tri 6¢ hodc nhiing cong viéc
c6 gia tri cao nhat. Nhiing viéc quan trong, du
minh khoéng thich, van nén uvu tién lam trudc!
Uu tién thoi gian budi sang cho nhiing céng
viée quan trong hon! Chang han, soan thao ké&
hoach kinh doanh, viét xong mdt chuong sach
mol...

Nhiing viéc it quan trong, dé thuc hién, nén
l]am vao cuéi ngay. Chang han nhu: gui thu,
mua thuédc 14, quét san, gidt ti 4o quan, di cit
toc, stia xe, quét nha, sap xép lai sach vd, don
dep ban lam viéc... nén lam saul!

Uu tién cho nhitng céng viéc quan trong
Khi ¢6 qua nhiéu viéc phai giai quyét,
ching ta khong thé giai quyét duge nhiéu viéc

Ky ndng quan Iy thoi gian 51



ciing mot lde, thi diéu tat yéu dat ra ¢ day la:
phai xac dinh th tu uu tién dé giai quyét.

Phan déng chung ta c6 théi quen danh uu
tién cho nhiing cong viéc khan cap, chi khong
phai la nhiing cong viéc quan trong.

R4t nhiéu ngudi nghi, vi cong viée qua khan
cAp, nén minh khoéng con lua chon nao khac
ngoai viée cd phai chay theo nhiing viéc khan
cdp d6. Thuc ra ma néi, nhiing viéc khan cap
nhiéu khi khéng dén tir hoan canh bén ngoai,
ma 14 do ban than minh thiéu éc t6 chiic cong
viée. N6i cu thé hon, chi vi 1au nay ching ta
thiéu 6c to chtic, nén ching méi tré nén khan
cap, chi ching khong phai 14 nhiing viéc that
su quan trong. Néu ching ta biét t6 chtic cong
viéc va cudc song cua ban than minh, thi moi
viée dau vao day, cé thi tu, ¢6 su chuan bi, du
liéu tir trude va rat nhiéu viéc sé khong dang
phai khan cabp.

Cang lao theo nhiing viéc khan cap, thi
ching ta cang khéng c6 thdi gian dé ngting lai
thu suy nghi xem, that ra thi nhiing viéc minh
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dang lam c6 dang dé phai gdp rit, héi ha nhu
vay khong?

Néu ldc nao cting chay theo nhiing viéc
khan cap, diéu nay chiing té ching ta chi luon
lam viéc trong tinh trang doi phé. Chay theo
nhiing viéc khan cip c6 thé gitp ching ta giai
quyét dude mot vai khé khan trude mat ndo day
ma thoi! D6 1a nguyén nhan 1y giai tai sao ¢d
nhiing ngudi luon héi ha, lam dude rat nhiéu
viéc, nhung it khi ho gét hai thanh cong dinh
cao va tim duge su man nguyén trong cong viéc.
Sc di nhu vay la vi, ho chi lam xong “nhiing viéc
khan cap” ma khéng phai 1a “nhiing viéc quan
trong” do1 vé1 ban than ho. Trai lai, khi biét vu
tién cho nhiing viéc quan trong, diéu nay chiing
to chung ta biét quan tam, cha trong va danh
nhiéu thadi gian, cdng stic cho nhiing thanh qua
xting dang do1 v61 ban than minh. Phai biét uu
tién cho nhiing viéc quan trong va co6 ¥ nghia
d61 v6i minh, ching ta méi c6 thé nhin thay
vién canh cua cudc doi minh.

Diéu dang noi la, cang song lau ngay véi
nhiing viéc khan cdp, ching ta c¢6 khuynh
huéng ngay cang tré nén khan cidp hon niia.
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Chay theo nhiing viéc khan cdp khién ta ludn
mét moi, hoi ha, vat va. Cang hoi ha, ching ta
cang khong lam viéc kém hiéu qua. Diéu nguy
hiém 13, chay theo nhiing viéc khan cap mot
khi da tro thanh thoi quen an sdu vao nép song
hang ngay thi ching ta sé khong con biét thé
nao la chat lugng cong viée, chit lugng cudc
song ntia!

Chinh vi vay, ban hay xem lai cac muc tiéu
cua minh, liéu ching c6 phan anh nhiing diéu
quan trong va c6 y nghia nhat do61 véi ban than
minh hay khong?

Néu ca doi cit ho1 ha chay theo nhiing viéc
khan cap, thi ching ta con dau thdi gian dé
danh cho nhiing viéc quan trong? Chinh vi vay,
ban nén doén stic va danh thoi gian vu tién cho
nhiing céng viéc nao sé tao ra gia tri va lgi ich
cho ban nhiéu nhat! Chi bang cach uu tién cho
nhiing viéc quan trong, thi ching ta mdi binh
tinh, sang sudt, madi thue su lam dude viée. Khi
d6, ching ta c6 thoi gian dé tu duy sang tao
nhiéu hon. Va do d6, dinh cao thanh cong ma ta
chinh phuc dudc cting ngoan muc hon.
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Tap trung vao nhiing viéc quan trong chinh
1a ban dang tap trung stic luc dé céng hién tron
ven cho su nghiép, phuc vu tha nhan va xa hoi.
Nhiing dong gop quan trong trong cudc doi ta
phai phan anh nhiing gia tri cao dep ma ban
than ta luén nd luc theo dudi trong cudc séng.
Tap trung cho nhiing viéc quan trong va c6 y
nghia nhat d6i véi ban, day la cach dé ban tim
thay su man nguyén.
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Pé tranh tat chan chir

Nhﬁng ngudi chan cht khéng bao gio
chiu bat tay vao lam ngay nhiing viéc
can lam. Tham chi, ngay ca sau khi da lap dudc
ké& hoach, nhiéu ngudi van khéng thé bt tay
vao thuc hién ké hoach. Cé ngudi chan chu vai
216 dong ho, ¢6 ngudi chan chit mot ngay, cb
nguoi chan chtt mot nam, vai nam, nhung dac
biét con c6 nhiing nguoi chan chi ca cude doi
minh!

Tai sao lai chan chu?

Tat chan chi cua ching ta bit nguon tu rat
nhiéu 1y do:

— C6 nhiing nguol chan chi vi ho ¢ mai
sap xép di sap xép lai ban ké hoach. That
khoi hai! Déi véi nhiing ngudi nay, ké
hoach thay vi gitp ho quan ly thaoi gian
thi lai tré thanh 1y do khién ho mat thém
thoi gian.
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— C6 nhiing ngudi chan chu vi ban than ho
thiéu k¥ ndng ra quyét dinh. Ho luén
cam thay minh bi chim ngap trong qua
nhiéu viéc, nén ho khong biét phai bat
dau ti viéc ndo trude. Va thé 13, hang
doéng cong viée ¢t bi chong chat theo nam
thang cudc doi ho.

— C6 nguoi chan chit vi cht quan cho rang:
“Voiva lam gi? Con 1au méi dén han ma'”,
hoéc ho tu nhu “Con nhiéu thoi gian ma,
minh c¢6 thé lam viéc d6 sau!” Nhung
nhiéu khi, thoi han cang lau chi cang
khién chung ta kho6 hoan thanh céng viéc
cua minh hon ntia. C6 khi, chinh nha thai
glan gap rat ma chung ta lai lam viéc
nhanh hon, ¢é hiéu qua hon!

— Duing bao gio bat chuée mot s6 ngudi ludn
miéng noéi: “Viéc d6 dé ma! Cd tam dé d6
da, lam ldc nao chang duge!” hoidc “Viéc
nay nho thoéi, khong quan trong may!”
Trén thuc t&, ho sé chang bao gid lam
duge nhing viéc ma ho cho 14 “nho” hoéc
“dé” do6 ca!
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— C6 nhiéu nguoi lai vién 1y do: “Do c¢6 qua
nhiéu viéc dé lam, t6i khéng thé 1lam dudc
viéc gi dén noi dén chén ca!” hoic “Ngay
ltce nay t61 dang ban ron qua, nén to1 phai
tam hén lai mot so viéc dé lam vao ldc
khae!”

— Ngoaira, ban sé thay, ¢c6 nhiing ngudi chan
cht vi ho cam thay “Viéc nay khé qua!”.
Trong truong hop nay, ho chua san sang
bat tay ngay vao viéc.

Tat chan chi cua moi chiing ta chinh 1a “ké
danh cdp thoi gian” mot cach kinh khing nhat!

Tac hai cua tat chan chir

Chung ta thi nghi dén mét vai tac hai cua
tat chan chu:

— Ban c6 thé chan chw, nhung thsi gian
khong bao gio chan chtt. Thoi gian van ci
trdi di van vut nhu tén bay va khéng hé
cho daoi ban.

— Chan chir 14u ngay sé tao ra théi quen 1é
mé, thu dong, ngai bat tay vao céng viéc,
sg that bai, khong muén lam viéc..
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— Cang chan chi ban sé cang phai tra gia dat
hon khi thoi han phai hoan thanh céng
viéc cang dén gan. Lic d6, ban cang cam
thay lo 4u, cdng thang nhiéu hon va cong
viéc cang trd nén khé giai quyét hon.

Nhiing ngudi thuong xuyén cod tat chan
chu thi coi chiing ca cudc doi ho sé khong lam
nén chuyén gi ca! Méc du, trong cudc s6ng, néu
muén thanh céng thi cé6 khi ching ta can biét
cho doi thoi co. Thé nhung, gitia viéc biét cho
doi thoi co so vdi tat chan chit 1a hai diéu hoan
toan khac nhau! Dé1 véi nhiing nguoi cé tat
chan chu, thi ngay ca khi thoi co t6t da dén, ho
van cd.. chan chu!

Lam thé nao dé tranh duoc tat chan chu?

Du tat chan chit bat nguén ti bat ci 1y do
nao, ching ta déu can phai tim cach vuot 1én
no.

— Trube hét, hay tu tim hiéu 1y do vi sao ban
than minh thuong chan cht? Chi khi nao
chinh minh biét dude “bénh” thi minh
méi ¢6 thé “chita’ cho minh ma théi!
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— Phai nhan thay dude rang, minh dang mac
phai tat chan chi va minh thuong hay té
ra chan chi nhiéu nhat trong nhiing cong
viéc nao, vao nhiing thoi diém nao?

— Nghi dén nhiing tac hai cua tat chan chu.

— Mob1i khi cam thdy minh dang chan chu,
hay tu hoi: “That ra minh dang muén
né tranh hay ngai ngan, lo s¢ chuyén
ol day?” Phai dam trung thuc v6i chinh
minh va can dam d6i mat véi van dé nhu
vay, ching ta méi khong con chan chu
niia!

— Phai ngay lap tuc tong khii di nhiing suy
nghi ngai ngén, lo sg, dé tap trung chd y
vao cong viéc nham theo duoi uéec mao va
khat vong cua minh.

— Khéng tiép tuc mat thoi gian cho nhiing
chuyén mat thoi gian nhu: la ca quan ca
phé, udng nude, nghe nhac, tan doéc,..

— Hay tu nhac nhé minh: “Nhiing khoang
thol gian bi lang phi 14 nhiing khoang
thoi gian v6 nghia nhat! Trai lai, nhiing
quang thoi gian dude quan ly va su dung
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mot cach tot nhat chinh 1a nhiing quang

tho1 gian giau ¥ nghia nhat!”

— Piing bao gio chd doi dén “thoi khac thuan
tién” ro1 méi chiu bat tay vao cong viéc.
Thuc ra, khong c6 thoi khic nao thuan
tién cho bang: ngay ldc nay!

— Hay tu tim ra nhiing ly do dé thuc day
ban than minh hing hai bat tay ngay vao
cong viée. Tai sao lai tri hon dén ngay
mai nhiing viéc ma minh cé thé lam xong
ngay trong ngay hom nay?

— Hay tu hoi minh: “Tai sao minh lai ngoi
chan nan, chan chit co ch@?” Thay vao dé,
hay tu lam cho tung phat gidAy minh dang
song tro nén song dong, thia vi va hiu ich.

— Khéng nén danh qua nhiéu thoi gian cho
nhiing céng viéc don gian va dé dang.

— Ludn ¢6 gang hoan tat cong viéc mot cach
xuét sic nhat trong mét khoang thoi gian
ngin nhat co theé.

— Hay lam xong that nhanh nhiing viéc ma
ban tu xét thdy minh c6 thé hoan thanh
mot cach sém nhat.
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— Phai nghi dén su thua sut cua minh so
v6i dong nghiép, tu 14y lam x&u hé, de
nhanh chéng bat tay vao lam viéc va
khoéng ngiing né luc vuon lén.

— Hay tu nhu véi chinh minh: “Minh phai ¢6
gang lam xong viéc nay that nhanh, dé
con tranh thu thoi gian cho nhiing hoat
dong ma minh yéu thich, danh thoi gian
cho nhiing ngusl minh véu thuong!”

— Cang lam dudec nhiéu céng viéc hiiu ich
trong mot ngay dé dén bubi téi co dip
nhin lai nhiing gi minh da lam dudgc, ban
sé cang cam thay hanh phic nhiéu hon.

— Hay luén tAm niém rang, “Khong gi quy
14 hon ngay hém nay.” Nhiing gi minh
cd gang hoan thanh mét cach xuat séc
trong ngay hom nay sé gép phan tao nén
thanh qua 16n lao ¢ ngay mai.

Tap trung chu y trong cong viéc

C6 nhiing nguci to ra cham chi, ldc nao
cling thay ho cAm dau cAm co lam viéc. Lic nao
ho cling to ra ve minh dang ban ron. Ho ludn
miéng noéi: “Téi dang ban 1lam!”, “Con nhiéu
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viee qua!”, “Cé nhiéu viéc gap qua!”.. Nhiing
ngudi d6 chi ban dé ma ban! Bé ngoai ho lam ra
ve quan trong, nhung thuc té bén trong tréng
rong, chang ¢ gi ca! Té hai nhat 14, phai to ra vé
ho1 ha, ban rén, ho méi cam thay an tAm. Phai
to ra vé ban ron, ho méi cam thay ban than ho
1a quan trong, méi dude ngudi khac “né trong’.
Ho thich dude ngudci khac ca nggi ho la nguoi
“tham cong tiéc viéc’, tham chi la “nghién viéc’.
That khéng c¢6 sai lam nao té hai bang!

Ho luén to ra la nhiing “con ong cham chr’,
nhung thuc té ho khong lam dudc bao nhiéu
viéc cho “ra hon” ca! Piéu quan trong la lam
“duoc viéd’, chi khoéng phai 1a “lam cho hét
g10”! Diéu can quan tam la “hiéu qua céng viéc
dén dau?’, cht khong phai 1a “minh cé ban rén
khong?’

Sau nhiéu ndm “miét mai” lam viéc, nhin
lai ban than van hai ban tay trang. Tuong lai
phia trudc van mit md, chua ro huéng di. Thoi
glan va céng stc bo ra bao nhiéu nam, gid chi
con la con s6 0 vi dai! So di nhu vay la vi, ho tuy
cham chi lam viéc, nhung luén thiéu tap trung
chu y trong cong viéc.
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Lam viéc mot cach thiéu tap trung chu ¥,
xa0 lang sé khién chung ta phai mat nhiéu thoi
gian hon. Trai lai, tap trung chua y cao do trong
cong viéc sé dem lai hiéu qua cong viéc cao hon
va giip chung ta tiét kiém thdi gian nhiéu hon.

Nhiing nguoi biét quan 1y thoi gian du lam
rat nhiéu viéc nhung van tim dudgc thoi gian
ranh. Su khac biét chinh 1a 6 d6! Cho nén, tap
trung chu vy vao c¢éng viéc quan trong ma ban
dang lam chinh la cach su dung thal gian cua
ban mét cach ¢6 gia tri nhat!
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Biét phan cong cong viéc vii ngudi
khac

Tr{mg cong viéc va cudc séng, khong co
ai la mot oc dao ¢6 1lap. V61 nhiing muc
tiéu nho nho, ching ta ¢6 thé tu minh lam dugc.
Nhung v61 nhting muc tiéu 16n lao hon, chung
ta can biét chung stc, hop tac véi nguoi khac.

Tai sao chiing ta phai biét phian céong cong
viéc voi nguoi khac?

— Vi ban than ban khéng thé lam dude tat
ca mol viéc.

— Vi ban than ban khoéng thé dam nhan
nhiing viéc ma ban tu xét thdy minh
khong thé hoan thanh dudge.

— Vi ban than ban khong thé lam tot tat ca
mol1 Viec.

— Vi ban than ban khéng thé cé du thai gian
dé 6m dom tat ca moi viéc.
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— Biét néi “khéng” v6i nhiing viée minh
khong thé lam dude, d¢ danh thoi gian
noéi “c6” véi nhiing viéc minh c6 thé lam
dudc.

— Biét né1 “khong” vl nhiing viéc it quan
trong, dé danh thoi gian néi “c6” cho
nhiing viéc quan trong hon.

— V61 nhing viéc ma minh khéng cé so
truong, nén phan céong cho nhiing nguoi
¢6 s6 trudng, dé minh chi tap trung vao
nhiing viéc ma minh ¢6 s6 trucng.

— Ban sé gat hai thanh cong nhiéu hon khi
biét phan cong cong viée va cé dudc su trd
giip ti ngudi khac.

Dé viéc phan céng céng viéc dem lai hiéu
qua, ban can:

— Phén cong cong viéc cho nguci khac khong
phai la minh trat bo trach nhiém.

— Chung ta trao quyén cho nguoi khac di
kem vd&1 viéc rang budc trach nhiém cu
thé, rd rang d61 vdi ho.

— Hay giao viéc phu hgp véi so truong, kha
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nang cua nguol khac. Trude khi giao viéc,
phai luon tu hoi: “Ai 1a ngudi cé thé dam
nhan dudc viéc nay?”, “Liéu nguci nay cé
dang tin cay khong?”

— Dong thoi, phai xac dinh ro thoi han cung
nhiing két qua ma nguoi dudc phan cong
phai dat dudc.

— D61 xti cong bang vl moi ngudi va tra cong
that xiing dang cho nhiing déng gép cua
ngudl khac.
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