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NH’NG QUY TAC TRONG QUAN LY

LOIGIOITHIEU
(cho ban tiéng Viét)

Hau nhu tat ca moi nguoi déu mong wéc duoc thanh
dat trong cudc song va trong sy nghiép. Nhung khi cang
lén cao, cang dam nhiém nhirng chitc vu quan trong, con
ngudi cang phai biét cach t& chitc vi chang ai ¢ thé lam
duoc nhiing cdng viéc 16n lao ma chi c6 mot minh. Vi thé,
ban can phai hoc cach quan ly, khong phai cho dén khi
lam ngwoi quan ly ma hay hoc ngay tir bay gio.

Nhitng doanh nhan thanh c6ng nhét trong lich sit nhuw
Henry Ford, Chu tich va Nguwoi sang lap hang 6t6 Ford;
Thomas Watson Sr., Chu tich va Téng giam ddc IBM; hay
Akio Morita, chu tich va Nguoi sang lap tap doan Sony
cua Nhat Ban déu nhan manh dén nghé thuat quan ly. Co
thé ndi, quan ly la mot moén nghé thuat nhung cling la
mot mon khoa hoc. Khi ban ng6i trong mot van phong
giam ddc, ban phai c6 mot y niém rd rang vé khoa td
chtrc. Ly tuwong trong viéc t6 chiic kinh doanh 1a tao nén
mot nhom nguoi biét cling cong tac dé€ dat dén muc tiéu
chung. Lam nguwoi quan ly, nhiém vu ctuia ban la phai thtc
day phat trién ch khong phai ngan can no.

Hang ngay, mdi nha lanh dao, mdi nha quan ly déu
phai xt ly va quyét dinh rat nhiéu van dé trong moi linh
viee. Vay can phai cé nhitng nguyén tac nao dé diéu hanh
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t0 chiic va dat duoc muc tiéu cua minh? Dau la nhitng
bi quyét va ky ndng ma cac nha quan ly can phai c4?
D& tra 10i cau hoi nay, ban hay doc Nhitng quy tic trong
qudn ly. Nhitng dtc két tir thue tién vé quan tri ctia tac
gia Richard Templar trinh bay trong cudn sach nay la
nhing chi dan rat cu thé, mang tinh thuc tién cao, rat
déng d€ cac doanh nhan Viét Nam cung chia sé.

B4t ky ai ciing c6 thé hoc hdi tir nhitng chi dan rat
httu ich nay. Vi du nhu cach khuyén khich nhan vién
hao hitng va tich ciec 1am viéc, cach lam cho cudc hop
trd nén vui vé, hay biét cach ty quan ly chinh minh:
Tién 1én phia truede chi khong thut lui; hay Dét ra muc
tiéu thuee tién cho minh, nhung phai 1a nhitng muc tiéu
c6 tinh thuyc tién cao; Hiy quyét dodn, ngay ca d6i khi
diéu nay khién ban méc sai [Am...

Day cling c6 thé xem la mot tai bi kip d€ nha quan ly
gio ra khi mudn tim kiém tham van; hodc mudn tim sy
dong cam trong nghé thuat quan tri nguén nhan luc
béng chinh nét van hod riéng ctia doanh nghiép minh.

Alpha Books xin tran trong gidi thiéu t6i ban doc lan
tdi ban thit nhat cudn sach Nhiing quy tic trong qudn
ly: nhitng chi dan cu thé dé thanh cong trong quan ly
(The Rules of Management: A Difinitive Code for
Managerial Success) thudc b sach Sich cho nguwoi thanh
dat. Chuc cac ban luon thanh cong va thanh cong hon
nita trong quan ly.

Alpha Books
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LOIGIOITHIEU

Quan ly 1a mdt cong viéc that thu vi nhung la viéc
ma it ai trong chuing ta dinh lam. Tuy nhién ¢ mot mttc
d6 nao do6, hau hét chung ta lai thdy minh dang lam
cong viéc quan ly.

La nguoi quan ly, ban phai lam rat nhiéu viéc. Ban
phai 1a chd dya vitng chéc, 1a ngudi lanh dao va nha cai
cach, mét thuat si (chi bﬁmg mot dong tac tha chiéc ma
xudng da co thé lam tang thém tién lwong, nguodn luc,
va thém nhan vién). Dong thoi ban con phai la mot
nguoi chu/bac..., la noi tin cdy d€ nguoi khac sé chia
niém vui ndi budn, 1a dong luc thic day su tién bo, va
la “thay phu thuy” tai chinh (diéu nay hoan toan khac
véi la mot thuat si). Hon thé nita, ban con phai la nguwoi
bao vé, la vi cttu tinh va la mo6t vi Thanh.

Ban phai chiu trach nhiém véi rat nhiéu nguoi. Nhing
nguoi ma cé thé khéng phai do chinh ban tuyén chon. Ho
c6 thé 1a nhitng ngudi ma ban chang wa gi va khong hé co
diém gi chung véi ho. Tham chi ¢6 khi chinh ho cling
ching wa gi ban nhung ban phai ngon ngot véi ho trong
sudt thoi gian lam viéc. Ban dong thoi cling phai quan
tam, chiu trach nhiém véi ho dé ho dwge dam bao vé mit
tinh than, tinh cam va stec khoe. Ban phai chic chdn 13 ho

15
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khong tu lam ton thuwong téi chinh ho hoac gay ton
thwong cho nguwoi khac...

BAN PHAI CHIU TRACH NHIEM VOI
RAT NHIEU NGUOI MA CO THE
KHONG DO BAN CHON LUA. THAM
CHI HO CO THE LA NHUNG NGUOI
BAN KHONG UA VA CO LE CHINH HO
CUNG KHONG UA GI BAN.

Nhung diéu quan trong hon hét la ban ciing phai
lam viéc cia minh.

O, con nita, ban con phai luén gitr binh tinh, vui vé.
Ban khong duwoc la méng hay ném d6 vat hodc la vu
dai, thién vi mot ngwroi nao. Quan ly la cong viéc co
nhing doi hoi rat khit khe...

LA MOT NGUOI QUAN LY, BAN CUNG
CAN PHAI LA MOT NGUOI TRUNG GIAN
GIUA CAP QUAN LY CAO HON VA
NHAN VIEN CUA BAN.

16
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Gidng nhuw ban, t6i cling quan ly cac nhém lam viéc
(t6i quan ly mot lac hang trdm cdng nhan). C6 nhiéu
nguoi toi con nhd duge ca tén va nhing khuyét diém
nho cua ho.

La nguoi quan ly, ban cling can phai la mot nguoi
trung gian gitta cdp quan ly cao hon va nhan vién ctua
ban. Cdp trén ¢ thé dua ra mot nhiém vu that vo ly
nhung ban van phai: a) truyén dat cho nhém cua ban,
b) khong duoc phan nan hay mia mai, va c) yéu cau
nhom cta ban phai thic hién du cho dé c6 la mot
nhiém vu vo ly di chang nira.

Ban cling phai trdn an tinh than nhan vién vi nam dé
khong tang lwong, mdc du viéc nay sé lam anh hudng xau
téi nhom cua ban. Ban con phai gitt kin nhitng chuyén
nhw chuyén giao quyén hanh, sap nhap, ti€p quan cong ty
méi, nhiing vu lam an bi mat, viéc mua chudc cdp quan ly
cao hon va nhitng viéc dai loai nhw vay du cho moi ngwoi
lu6n ludn xi xam quanh ban va ban thuong hay bi nhiing
ngroi trong nhém ctia minh do hoi.

Ban khong chi phai chiu trach nhiém vé nhéan vién ma
con phai chiu trach nhiém vé ca cac van dé nhu ngan quy,
ky luat, truyén dat thong tin, hiéu suat lao dong, cac van
dé phap ly, cong doan, sttcc khoe va tinh an toan, nhan sy,
tién lwong, phu cap cho nguoi 6m, giai quyét van dé nghi
phép cho nhitng nguoi ban cong viéc gia dinh. Ban cling
phai giai quyét viéc cho nhan vién nghi vao cac ngay
nghi, nghi d€ giai quyét cong viéc gia dinh, nghi gitra gio,

17
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van dé quan ly va phan bo thoi gian quy dinh duoc
nghi ctia nhan vién v.v...

Ban con phai lam viéc véi cac phong, ban, cdc nhom,
khach hang, tong giam ddc, sép cua ban, ban giam ddc,
cac ¢ dong va bo phan ké toan (tat nhién trir khi ban la

N\ . 2 7 ? A A ~ 7
nguoi quan ly cua bo phan ké toan).

Ban phai 12 nguodi guong mau. Diéu nay cé nghia la
ban phai luén dung gio, la nguoi di tién phong, dn mac
gon gang, lam viéc chdm chi, thic khuya day som,
khong thién vi, ¢d trach nhiém, biét quan tam téi nguoi
khac, hiéu biét va phai 1a mot nguoi hoan hao. D6 la
nhitng doi hoi rat cao. Ban phai chdp nhan la lam mét
nguoi quan ly thi ban ¢é thé bi chi trich.

Tat ca nhiing gi ban can lam la cong viéc cua ban. That
may la lai c6 moét s6 10i khuyén hitu ich danh cho ban.
Ban hay binh tinh doc qua nd, tiép thu nhiing diéu hiu
ich va nhat dinh sé gat héi thanh cdng. Tat ca nhitng diéu
quy gid nay duogc viét trong cudn Nhitng Quy tic trong
quan lyj. Cudn sach la tdp hop nhiing diéu chua tung dwoc
viét ra, chwa dwoc ndi téi va biét téi. Ban hay hoc va ap
dung n6 néu nhu ban mudn thanh cong.

Quan ly la mot nghé thuat va la mét khoa hoc. Co rat
nhiéu sach viét vé nhiing cach dé lam quan ly. C6 v6 van
khoéa hoc vé mdn khoa hoc va nghé thuat nay(co 1é ban
cling da tirng tham gia mot vai khoa). Tuy nhién nhitng gi
sach vo va cac khda dao tao khong dé cap doé la rat nhiéu
quy tac “bat thanh van”. Chinh nhitng quy tac nay

18
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moi khién ban trd thanh mot nha quan ly tai gidi. N6 sé
giup ban quan ly cong ty hay td chuac rat tot. Nhing
quy tac trong quan ly, dut ban chi quan ly mot hai
nguoi hay la mot hai trdm nguwoi, van khong c6 gi khac.
Céc quy tac van ludn dung.

Ban khong thé tim thdy diéu gi trong cudn sach nay ma
ban chua biét. Hodc néu ban khong biét diéu do, ban sé
doc nhung lai néi rang: “Nhiing diéu nay qua hién
nhién”. Vang, cac quy tac nay rat hién nhién néu nhu ban
thuc s suy nghi nghiém tc vé nd. Tuy nhién, ngay nay
trong cudc sdng quay cuodng, voi va va rap khuon cing
nhéc, c6 1& ban sé& khong nghi téi nhitng quy tac nay. Va
diéu chac chan 1a c6 thé ban chua timg 4p dung ching.

Ban hoan toan c6 thé néi: “Nhung toi da biét tat ca
nhitng quy tac nay roi”. Dung vay, 1a mot nguoi thong
minh, hiéu biét, ban hoan toan cé thé biét. Tuy nhién,
ban hay thanh that hoi minh vé ting quy tic xem: Ban
c6 dem no ra thye hanh va coi né nhw moét tiéu chuan
trong cong viéc ctia minh chwa? Ban c6 chac chan la
ban da ap dung no6 ch?

Toi da sap xép cac quy tac thanh hai nhém cho ban:

s Thit nhét la quan ly nhém cta ban

» Thtt hai la quan ly chinh ban than ban

Téi cho rdng sap x&p nhu vay la twong d6i don gian.
Céc quy tic khong xép theo mitc d6 quan trong. Quy tic

19
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dau tién khong quan trong hon quy tac thit hai va nguoc
lai. Ban hay doc tat ca roi dem ra thyc hanh. Trude tién,
ban hay chon 14y quy tac dé 4p dung nhat. Rat nhiéu quy
tac ¢ lién quan t6i nhau do d6 ban c6 thé bat dau ap
dung ching dong thoi va khong can phai chon lwa. Chi
mot thoi gian ngén ching toi c6 thé lam ban trd thanh
nguoi diém tinh, vui vé, tu tin, qua quyét, c¢d trach nhiém,
biét cach ki€ém soat moi van dé va quan ly hiéu qua. Nhw
vay qua la diéu khong t6i vi trude day khong lau ban phai
lam viéc hét sttc vat va, mét nhoc. Hoc duoc cac quy tac
nay ban sé lam viéc mot cach hiéu qua hon.

Trudc khi bat dau, ching ta nén dimng lai mot chut dé
xac dinh xem tir “quan ly” thyec sy nghia la gi. Viéc nay
khong dé nhu chting ta thuong nghi vi d6i véi van dé tien
bac, tat ca chung ta ké tr cdc bac phu huynh, nguoi san
xuat tu tac, cac cha doanh nghiép hay cac cong nhén,
tham chi ké ca nguoi duogc thira hwong mot gia tai kéch
xu cing déu la nha quan ly. Tat ca ching ta déu phai
“quan ly”. C6 thé chi 1a quan ly chinh ban than chung ta
nhung van phai duong dau, phai tan dung triét dé cac
ngudn lyc sdn c6. Ching ta phai nd luc, 1ap ké hoach, tién
hanh va lam cho moi viéc dé dang hon. Ching ta con phai
kiém soat, danh gia thanh cong, dat ra tiéu chuan, can doi
thu chi, quan ly va lam viéc.

20
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CHI SAU MOT THOI GIAN NGAN,
CHUNG TOI CO THE LAM BAN TRO
THANH NGUOI DIEM TINH VUI VE,

QUA QUYET, VA QUAN LY MOT CACH
HIEU QUA.

Truong Kinh doanh Harvard dinh nghia nguwoi quan
ly la nguoi “dem lai két qua thong qua nguoi khac”.
Nha tu van quan ly danh tiéng Peter Drucker cho rang
nguoi Quan ly la nguoi c6 trach nhiém lap ké hoach,
quan ly va gidm sat. Trong khi d6, Vién quan ly
Australia lai dinh nghia “nguoi quan ly la nguoi 1lap ké
hoach, 1anh dao, t6 chttc, uy thac, kiém soat, danh gia,
dy thdo ngan sach nhidm dat dwoc két qua”. Toi cling
dong tinh v4i nhan dinh nay.

Tom lai, du dinh nghia quan ly theo cach nao di chang
nita thi tdt ca chiing ta van déu la nhitng nha quan ly &
hinh thttc nay hay hinh thic khac. T4t ca chung ta déu
phai lam quen vdi cong viéc quan ly. Bat c diéu gi lam
cho cugc sdng chung ta don gian hon thi dé chinh 1a mot
phan thuéng quy gid. Sau day sé 1a Nhitng quy tic trong
quan lyj. Chung rat don gian, khong cé gi la kho hiéu hay
khong t6t. Thuc t& cac quy tac nay la nhitng diéu rat hién
nhién, r6 rang. Tuy nhién, néu nhw ban suy nghi vé tung
quy tic nay mot cach can than va thuc hién ching triét dé€

21
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thi ban sé phai ngac nhién vi nhitng gi chung mang lai
cho cong viéc va chinh cudc song ctuia ban.

Ban c6 thé biét moi diéu trong cudn sach nay, nhung
ban c6 thyc hién khong? Cudn sach nay sé gitp,
khuyén khich ban thyc hién nhiing diéu ban da biét.

Hay bat dau lam quen véi chung nao!
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NH’NG QUY TAC TRONG QUAN LY

Tat ca chung ta déu phai lam viéc vdi nguoi khac.
Hinh thtec hop tac nay c6 thé goi mot cach ndm na la
lam viéc theo nhom, phong, ban, t6, doi. Sai lam ma
nhiéu nha quan ly thuong mac phai 1a ho cho rang
nhan vién la nhiing nguoi d€ cho ho sai khién. Ho cho
ré“mg nhan vién la cong cu, d6 nghé cua ho. Ho cho rﬁ“mg
ctt st dung nhan vién mot cach thanh thao thi ho sé tro
thanh nha quan ly thanh cong.

Nhung quan niém trén la sai lam. Chung ta can biét
rang vai tro thuc sy ctia ngudi quan ly 1a quan ly tién
trinh chit khong phai la quan ly con ngwoi. Moi nguoi co
thé ty quan ly ban than néu ban tao co hoi cho ho. Nhitng
gl ban can tap trung vao la vai tro thuc sy ciia nguoi quan
ly d6 chinh 1a quan ly chién lugc. Nhom ctia ban chi la
phuong tién dé thyc hién chién lugc ban dé ra.

Cong nhan c6 thé bi thay thé bang may méc ty dong
nhung cong viéc quan ly thuc sy thi khong thé thay thé
duoc. Nguoi quan ly gidi la nguwoi quan ly nhitng thay
do6i, phuong phép, chién lugg, tién trinh va quan ly sy
can bang. Trong tat ca nhitng diéu trén, chiing ta cd thé
rat can téi “nhan su” song cing co thé khong. Tat
nhién la ching ta khong thé khong chu y t6i nhan vién
nhung ching ta nén trao cho ho quyén ty quan trong
pham vi c6 thé.

Tat nhién vdi twe cach 1a nhitng nha quan ly, chiung ta
phai lam viéc véi nhitng con nguoi bang xwong bang thit
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QUAN LY NHOM

va phai biét diéu gi thuc day ho. Chung ta phai dong vién
ho, day va cung cdp cho ho phuong tién dé lam viéc va ty
quan ly chinh hg; déng thoi ching ta phai quan ly tién
trinh cong viéc va dwa ra chién lugc cho ho. Chung ta
phai cht y t6i hg, quan tam, ludn ¢ bén canh va hd tro ho.
Tuy nhién ching ta khong quan ly ho. Chung ta d€ cho
ho ty quan va chung ta chi tap trung vao vai tro thuc sg
cta ching ta vdi twe cach mét nha quan ly.

NHUNG GI BAN CAN TAP TRUNG
VAO LA CONG VIEC THUC SU
CUA NHA QUANLY:

PO LA QUAN LY CHIEN LUOC.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC1

KHIEN NHAN VIEN TiCH CUC
VA HAO HUNG LAM VIEC

Ban quan ly nhan vién. Ho la nhitng nguoi lam cong
an luong. Tuy nhién, néu nhu ddi véi ho, cong viéc ho
lam “chi don thuén 1a cong viéc” thi ban khong bao gio
khién cho ho c6 thé 1am viéc hiéu qua nhat. Néu ho dén
chd 1am ma chi mong hét gio va lam viéc cam ching thi
coi nhu ban da that bai. Nhung nguoc lai, néu nhu ho
tim thay niém vui trong cong viéc, ho dén lam viéc véi
tam trang hao hing phan khoi va tich cuc lan xa vao
cong viéc thi ban hoan toan c¢6 co hoi dé€ st dung
nhing nang lwc ndi trdi nhat cta ho. Chinh ban la
nguoi phai khuyén khich, lanh dao, thuc ddy, kéu goi
ho va khién ho tham gia tich cuc vao cong viéc.

Moi viéc chi ¢6 thé thoi. Nhung ban lai cam thdy dé
giong nhu mot thach thite d6i véi ban ding khong? Thuc
ra viéc lam cho nhém ctia ban tré nén nhiét tinh véi cong
viéc ho dang lam la mot viéc rat dé. Nhitng gi ban phai
lam 14 khién h¢ quan tam t6i cong viéc cua ho. Diéu nay
cling rat dé. Ban phai 1am cho ho y thiic vé gia tri cong
viéc ho dang lam, cong viéc ctia ho c6 anh huwéng gi toi
cudc song, nd dem lai nhitng nhu cau can thiét gi cho
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KHIEN NHAN VIEN TIiCH CUC ...

nguodi khac va bang cach nao ma ho cé thé dé lai 4n
twong voi nguoi khac thong qua san pham ho lam ra.
Ban hay lam cho ho tin rang nhiing gi ho lam ¢6 y
nghia rat 1on cho xa hoi ch khong phai chi lam giau
cho cac c6 dong, chu cong ty.

HAY LAM CHO HO TIN RANG
NHUNG GI HO LAM
CO Y NGHIA RAT LON.

Ban hay quan tam téi nhan vién ctua ban. Day la mot
diéu dé lam. Ai cling mong mudn dwoc danh gid cao va
mudn duoc coi la nguoi cé ich. Tat ca nhitng gi ban phai
lam 1a that sw quan tdm téi nhan vién. Ban sé biét dwoc
cach quan tam, suy nghi, lo lang, thay dugc trach nhiém
va nhiém vu phai d€ tam t6i nhan vién. Ban hay thuc hién
trdch nhiém ctia minh mot cach tan tAm va triét dé. Nhuw
vay nhan vién ctia ban sé quy trong ban va gan b6 véi ban
lau bén téi mike chinh ho cting khong hiéu rd ly do vi sao.

Tuy nhién, ban phai tin twong vao chinh minh treede
khi ap dung phuwong phdp nay d6i véi nhém cua ban.
Ban cé tin la nhitng gi ban lam c¢6 anh hudng quan
trong va tich ciec khong? Néu ban khéng chac thi ban
hay bat dau quan tam sau sac t6i nhan vién cia minh
va ban s€ tim ra cach quan tam tdi ho...
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC?2

PHAI BIET NHOM CUA BAN LAM GI
VA HOAT PONG NHU THE NAO

“Chon dwoc ciu thil gidi thi dé nhung lam cho ho choi
an y véi nhau thi kho”.

Casey Stengel,
Cuu huan luyén vién New York Yankees

Vay nhém lam viéc la gi va hoat dong nhu thé nao?
Néu nhu chiung ta mudn la mét nha quan ly thanh cong
thi phai tim ra cau tra 10i cho cau hoi trén.

Nhém lam viéc khong don thuan chi la tap hgp mot
nhom nguoi. N6 1a mét t6 chiee c6 chirc nang, dac
trung riéng va quy tac hoat dong.

Mbi nhém lam viéc déu cé nhiéu nguoi voi nhing
cach thitc va ceong do lam viéc khac nhau.

Néu nhu trude day ban chua ting thady nhom ctia ban
lam viéc mot cach nang ng, nhiét tinh thi t6i khuyén ban
nén doc cudn sach Quan Iy nhom lam viéc: Tai sao ho thanh
cong hodc thit bai caa Meredith Belbin. (Néu nhu ban da
ting doc qua thi moi ban xem ti€p cac chwong sau). Cuén
sach cua Belbin viét danh cho nhitng nha quan ly mudn

28

eBook mién phi tai: Webtietkiem.com Page 24



PHAI BIET NHOM CUA BAN LAM Gi...

c6 duoc két qua bang cach khién cho nhan vién cta
minh lam viéc theo cach hiéu qua nhat. To6i sé nhic lai
nhitng diéu 6ng ay da noéi va mong mudn ban phai
thuc hanh nhiing diéu ay.

Belbin cho rang mot nhém c6 9 vai tro. Ching ta
thuong hay thuwc hién moét hodac nhiéu vai tro cta
nhém. Ban hay xac dinh vai tro nhém cuta ban r6i kiém
tra vdi nhitng gi ban tim dwoc.

9 vai tro cia mot nhom lam viéc:

La nguoi ddt nén mong: Ho la nhitng nha tu twéng di
tién phong; ho dé ra y twong mai; ho tim ra giai phap
cho van dé kho khan; ho ¢6 16i suy nghi cdp tién, khac
biét, nhiéu chiéu va sang tao.

La nguwoi nghién ciru tim ra cdc phwong sich: Ho la
nhitng nguoi sang tao, thich dwa ra y twong méi va
thuc hién chang; ho la nguoi hudng ngoai va rat duoc
nguoi khac mén mo.

La nguoi hop tdc: Ho tuan thu theo quy tac va duoc
quan ly chat ché; ho co6 thé tap trung vao cac muc tiéu
va ho doan két thanh mét nhém thong nhat.

La nguoi vach ké’hoach: Ho luén mong mudn dat duoc
két qua, thanh tich; ho wa thich thach thirc va khat khao
thu duoc két qua.

29

eBook mién phi tai: Webtietkiem.com Page 25



NH’NG QUY TAC TRONG QUAN LY

La nguoi danh gid va phan tich: Ho phan tich danh gia
va can nhic; ho 1a nhitng ngroi binh tinh va vo tw; ho
ludn suy nghi mot cach khach quan.

Nhirng nguwoi lam viéc theo nhém: Ho la nhitng nguoi
luon giup do 1an nhau va c6 tinh than hop téac cao; ho
ludn d8i thoai véi nhau nham mang lai nhitng diéu t6t
dep nhét cho nhom.

Nhirng ngueoi thic hién cong viéc. Ho c6 ky nang lam
viéc tot; ho lam viéc hét minh; ho mudn cong viéc duoc
hoan thanh.

La nguoi hoan tdt cong viéc: Ho ki€ém tra chi tiét cong

oA \ . \ \ A2 A \ oA A

viéc; ho la nguoi gon gang va can than; ho lam viéc hét
strc tan tam.

La cdc chuyén gia: Ho mong mudn trang bi cho minh
nhitng ky nang chuyén mon; ho lam viéc rat chuyén
nghiép; ho c6 nhiéu nghi luc va nhiét huyét.

Gio day ban da biét nén chon ai vao trong nhém cta
ban r6i. Nhu vay cu thé thi mét nhom lam viéc nghia la
gi va ban s€ lam gi d€ nhom cua ban lam viéc mot cach
hiéu qua? Ban can biét rang nhém la mot tap thé nguoi
cung lam viéc vi mot muc tiéu chung. Mot nhém khong
thé 1am viéc hiéu qua khi méi thanh vién trong nhém
chi lo tap trung vao muc tiéu riéng ctia mdi nguoi. Muc
tiéu riéng, su thang tién ca nhan v.v... thi hay gac lai
sau gio lam viéc.
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PHAI BIET NHOM CUA BAN LAM Gi...

Khi ban nghe thay cach xung ho “chung t6i” nhiéu
hon la kiéu xung ho “t6i” thi khi d6 c¢6 nghia la ban da
c6 mdt nhom lam viéc biét hop tac véi nhau.

Ban cling sé biét ban c6 mot nhém lam viéc tot khi
nhitng van dé khé khan tré nén dé dang béi vi mdi khi
c6 kho khan, cac thanh vién trong nhom sé noi:
“Chuyén sé On thoi, chung ta cung nhau giai quyét”.

MOT NHOM KHONG THE HOP TAC
TOT VOI NHAU KHI MOI THANH
VIEN TRONG NHOM CHI TAP TRUNG
VAO MUC TIEU RIENG CUA MINH.

Ban sé biét ban c6 mot nhém khi nhém noéi véi ban:
Chung ta la mot nhém.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC3

DAT RA NHUNG MUC TIEU THUC TE,
NHAT PINH PHAI LA MUC TIEU HET
SUC THUC TE

“Chiing ta hay dé’lai mgt cdi gi d6 cho doi”.

Steve Job, Tong giam d6c, Hang Apple

Khi t6i dang viét cudn sach nay, ¢ nguoi néi véi toi
rang viéc dua ra cac muc tiéu thuc t& 1a khong thuee t&. Ho
cho rang tat ca cac muc tiéu nén cé tinh “linh dong” béi vi
nd sé gay an tuong t6t cho Ban giam ddc. Chung ta sé noi
toi viéc gay an tuong cho Ban giam déc. Vé ly thuyét thi
cach nay nghe c6 vé rat hay néu Ban giam d6c ctia ban chi
la nhitng dita tré ngay tho khong biét gi. Tuy nhién, toi
ddm chéc rang Ban gidm ddc cua ban khong phai la
nhiing nguoi nhu thé. Ho la nhitng ngwoi khén ngoan ¢6
thé phat hién ra nhitng &m muu kiéu d6 ngay lap ttec.

Khi t6i ndi muc tiéu thuc t€, tdi khong cd y noi téi muc
tiéu thap hay muc tiéu dé dang dat duoc. Diéu nay cé nghia
la muc tiéu cling c6 thé phai rat vat va moéi dat dugc. N6 o
nghia la mot muc tiéu c6 nhiéu tht thach. Nhu vay, nhom
ctia ban phai nd luc nhiéu hon nita, 1am viéc cham chi hon,
lau hon, nhanh nhen hon, thao vat hon.
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DAT RA NHIPNG MUC TIEU THUC TE...

Quy tic 3 néi rz‘“mg muc tiéu cta ban phai thuec t€.
biéu nay cd nghia la muc tiéu nay phai c6 tinh kha thi
trong kha nang cua ban. Va tat nhién ban c6 thé linh
dong doi chut cho muc tiéu ctia minh.

Muc tiéu thuc t€ c6 nghia la ban biét nhém cua ban ¢
kha ndng dén dau va cap trén ctia ban mong doi gi & muc
tiéu dy. Bang cach nao d6 ban phai hai hoa dugc ca nhém
cua ban va sép cua ban. Ban khong thé ép nhém ctia ban
lam viéc mot cach cat luc va cling khong thé dé€ cho cap
trén ctia ban nghi rdng cong viéc ctia ban dang tri tré.

Néu cap trén cua ban nhat quyét dua ra nhitng muc
tiéu khong thuc té€ thi ban phai néi cho ho biét. Ban
diing tranh cai hay tri hodn, ct ndi cho ho biét la duoc.
Sau d9, ban nén dwa ra mot muc tiéu co tinh kha thi
ctia chinh ban. Tinh kha thi cin dwoc chitng minh bang
nhing su kién va s0 liéu thuc té. Ban can tiép tuc phan
anh nhing van dé can giai quyét d€ cap trén ctia ban
xac minh lai. Du cdp trén cta ban c6 lam theo cach nao
di nita thi van dé cua ban cling da duoc giai quyét. Néu
ho yéu cau ban phai hoan thanh muc tiéu khong c6 tinh
kha thi thi ban van vé can. Ly do 1a néu ban khong thé
hoan thanh duwoc muc tiéu d6, ban cé thé giai thich véi
ho rang chinh ban da titng phan d6i va néi cho ho biét
tinh khong kha thi cia muc tiéu do.

PHAI PHAN HOI VAN DE CUA BAN
CHO CAP TREN BIET.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 4

TO CHUC NHUNG BUOI HOP
THAT SU HIEU QUA

“Nhirng y twong tir cdc cudc hop voi vang thwong la
nhitng y twong hoi hot, nong can va khong sing tao.
Cdc y twong nay khong mdy khi hitu ich. Thé nhung,
cdc cudc hop nhw vy dwong nhuw lai lam cho nhitng ké
khong c6 tinh sing tgo lim twéng rang ho da cé duwoc
nhitng cdi cdch vwgt bic va rang nhitng nguwoi khdc
dang ling nghe ho”.

Harvey Block, Tong giam ddc,
Tap doan Bokenon

Tat ca ching ta da ting tham dw nhiing budi hop kiéu
nhu: budi hop kéo dai, bai phat biéu hoi hot, chwong trinh
nghi su thi duoc viét vao sau phong bi hodc khong duoc
chuan bi trude. Noi dung cudc hop so sai, lac dé, thi€u
thong tin va khong c6 thong bao day du.

La nguoi quan ly, ban phai td chttc duwgc nhitng budi
hop that hiéu qua. Ban hay xac dinh tredc muc dich
ctia budi hop la gi va dam bao chac chan minh sé dat
dwoc muc dich dé.
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TO CHUYC NHING BUOI HOP...

Vé co ban thi cac budi hop c¢é 4 muc dich:

» Thanh 1ap va két hop nhém lam viéc

= Pho bién thong tin

= Dodng gdp sang kién (va dua ra quyét dinh)
s Thu thap thong tin (va dua ra quyét dinh)

Mot s6 cudc hop cd thé c6 nhiéu muc dich hon
nhung ban van phai y thttc dwoc cac muc dich va thém
no vao danh sach muc dich ctaa ban.

Néu ban mudn cac cudc hop cta ban ¢ hiéu qua thi
ban phai gitt vai tro kiém soat mot cach triét dé. Ban
khong thé dé xay ra tinh trang dan cha mot cach thai
qua. Noi tom lai, ban la nha quan ly, ban la nguoi chiu
trach nhiém. D€ cudc hop c6 hiéu qua thi ban khong
duoc cho phép ai ngo6i im, khong ndi gi hodc la ndi
dong dai, ndéi huyén thuyén khong dut.

Ban khong nén “lac sang van dé khac” trong qua
trinh hop. Néu d¢ la van dé quan trong thi ban hay dua
nd vao chuong trinh nghi su. Néu khong quan trong
thi khong nén dé cap.

T6 chite cac cudc hop vao cudi ngay lam viéc thi tot
hon 1a vao dau ngay. Vao cudi gio lam viéc cua mét ngay,
moi nguoi déu voi vang mudn vé nha do dé cudc hop sé
dién ra ngan gon; vao dau gio lam viéc, moi nguoi
thuong noéi mién man khong vao chu dé chinh va thuong
tan géu véi nhau. Tat nhién, trie khi la budi gdp mat dé
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NH’NG QUY TAC TRONG QUAN LY

duy tri quan hé than mat trong cong ty thi ban nén t6
chtrc vao thoi gian dau ngay lam viéc.

XAC PINH TRUOC MUC TIEU
CUA CUOC HQOP VA DPAM BAO
CHAC CHAN RANG BAN SE DAT
PUQC MUC TIEU PO.

Ban nén can nhac xem nhitng cudc gép nao cé thé
thiec hién thong qua thw dién tk, dién thoai, hodc gap
riéng ting nguoi (han ché phai gdp nhitng nguoi
khong thuee sy can thiét).

Moi cudc hop phai duoc bat dau ding gio. Khong
bao gio cho doi bat ky ai. Khong bao gio noi lai nhiing
phéan da ndi cho nguoi dén mudn. Néu nhu ho khong
duoc nghe nhitng phan quan trong, sau cudc hop ho co
thé hoi lai nhitng nguoi khac. Lam nhw vay thi ho sé
hoc dwgc bai hoc dang nhé va Ian sau ho méi dén dung
gio.

Ban hay thong bao sém thoi gian dién ra cudc hop
nhung ding qua soém dé khong mot ai ¢ thé 1dy 6 la
sé ban vao hdm dé. Ban can xac dinh lai ngay gio cudc
hop trudc tat ca moi nguodi dé chac chan rang ho sé nhé
va dén tham du dong du.
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TO CHUYC NHING BUOI HOP...

Ban chi dinh nguoi ghi bién ban cudc hop va phai
chic chin réng ho lam tot va lam dung y ban. Ban hay
cee xtt mot cach nhét quan, than thién va dat khoat.

Ban phai chac chan riang tat cd cidc muc trong
chwong trinh nghi sy phai két thuc béng mot ké hoach
hanh dong. Khong c6 k& hoach hanh dong thi budi hop
chi 1a budi tan gau don thuan. Néu khong c6 k& hoach
hanh dong thi budi hop phai dua ra duwoc quyét dinh
vé duong 16i hanh dong.

TIEN HANH CUOC HOP PUNG GIO,
KHONG BAO GIO POI BAT CU Al

Néu cudc hop b qua dong nguoi, tir sau nguoi tro
1én, ban hay chia nho ho thanh tirng nhém va yéu cau
cac nhom bao cao lai cho ban.

Ban hay ghi nhé diéu quan trong la cudc hop nao
cting phai c6 mot muc dich cu thé. Cudi budi hop, ban
phai xem xem minh cé dat dugc muc dich hay khong.
Va con mot diém nita, ban hay t6 chitc cac budi hop
trong phong. Ghé ng6i hop khong nén dung loai sang
trong, thoai mai qua va dung chon dia diém hop sang
trong qud, nhu vay sé gitip cho cudc hop dién ra nhanh
hon.
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QUY TACS5

LAM CHO CUOC HOP
TRO NEN VUI VE

Toi dodn rang d& c6 dwoc vi tri vinh quang ngay nay
thi ban cling da tiing phai tham dy nhiéu budi hop kéo
dai, nham chéan va té nhat. Vay thi can phai thay doi
cach lam viéc d6 va t6i hy vong ban sé lam duoc diéu
nay.

Vay ban hay lam cho cac cudc hop tré nén tha vi,
vui vé. Bay gio, trude khi ching ta tiép tuc, toi sé cho
ban 10i khuyén ma téi con nhé da doc o dau do. Loi
khuyén dai khai nhue sau: Ban hay dwa cho mbi thanh
vién trong cudc hop 5 dong dé tiéu. Mbi khi ai trong s6
ho mudn ndi thi ho phai bo ra 1 dong. Mot khi ho da
tiéu hét so tién ctia ho thi ho khong con duoc néi thém
gi nita. Lam nhu vay khién cho ho that sy can trong
trong cach ndi nang. Tuy nhién lam cach nay cting c6
thé khién ban bi mang tiéng la mot ké ngu xuan hodc la
mot ngroi lanh dao cudc hop khong hiéu qua. Dudi
day la mét s6 goi y khac danh cho ban.

» An mic mét cach ky la

s Choi game, t6 chtrc tro choi hodc td chite mot

cugc thi bat ky
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LAM CHO cUuOQC HOP TRO NEN VUI VE

s Choi tro a tim
= D€ cho thanh vién cap thdp nhat lanh dao cudc hop.

Tat ca nhitng diéu trén day déu khién cho cudc hop
trd 1én khoi hai, that bai va ngd ngan. Ban dung lam
theo nhitng cach nhu vay.

Vay thi lam sao ban c6 thé tao ra bau khong khi vui vé
ma khong phai lam giéng theo kiéu ctia David Brent?

Vui vé ¢ nghia la lam cho moi ngwoi hét chan nan,
lam cho moi ngwoi la chinh ho va nhan dwoc sy dong
gop ctia ban than ho. Hai hudc tie 1a d€ cho moi nguoi
chia sé nhitng diéu khién ho budn cuoi ma khong bi ai
trach méng. Hai hwdc 1a cho phép moi nguoi ké chuyén
hay cac giai thoai vui d€ lam cho moi nguoi cung vui.
Hai hudc cling c¢6 nghia la ban phai mém déo dé€ ghi
nhan nhiing goi y cua nguoi khac trong mtic co thé.

PHAI POI MOI CACH HOP HANH CU
VA CHINH BAN LA NGUOI PHAI
PpOI MOI CHUNG.

Nguoi quan ly ty tin chinh la ban la nhing nguoi rat
mém déo, linh hoat bdi ho ludn thoai mai, vui vé va tu
tin. Nguoi quan ly bao thu thi luén lo so vi ho cam thay
khong an toan va hay st dung nhiing quy tac ctng
nhéc d€ che gidu sy thi€u ty tin cua ho.
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QUY TAC 6

LAM CHO NHOM CUA BAN
TOT HON BAN

“Mot diéu tré tréu lg lung trong cudc song ky la nay
la chinh nhitng nguoi lam viéc cham chi nhit va tuin
thil theo nhitng quy tic nghiém khic nhat dé dat duwoc
muc tiéu thi lai la nhitng nguwoi hanh phiic nhat”.

Brutus Hamilton,
Huéan luyén vién thé thao

Nguoi quan ly t6t - chinh 1a ban - phai biét khi nao
nhém ctia minh 1én manh d¢€ ho ciing phai bat nhip véi
nhom. Can phai can dam, kién quyét, quyét tam va cd
niém dam mé nhiét huyét véi cong viéc thi ban mai cd
thé 1am cho nhém cuia minh 16n manh dwoc. Ban phai
lam cho céc thanh vién trong nhom trd thanh nguwoi
gidi hon ca ban. Nhu vay c6 nghia la ban phai tin
twong ho, tao nhiing diéu kién tot nhat cho ho, day ho
biét vuot qua ca chinh ban, tin twong ho sé khong noi
xd@u ban khi ho giéi hon ban. Ban phai tuw tin vao kha
nang ctia minh, khong ghen ti khi thay ho vuot troi hon
minh. Day 1a mot thach thitc khong dé dang gi.
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LAM CHO NHOM CUA BAN TOT HON BAN

Khong may ngudi quan Iy mudn lam theo quy tac nay.
Ban phai hét sttc thoai mai va yén tam véi vi tri ctia minh.
Ban hay khuyén khich nhém ctia ban ndi hét véi ban
nhitng gi ho nghi mot cach thang than. Ban hay nhin lai
nhom cta minh. Nhém ctia ban ¢6 nhitng nguroi nhu thé
nao? Ai trong sd ho sau nay c6 thé thay thé vi tri cua ban?
Ban c¢ th€ chia sé gi voi ho dé€ nang do ho.

MOT KHI BAN GAY DUNG BUQC
MOT NHOM TOT THI NHOM
CUA BAN SE QUEN VOI VIEC COI BAN
LA NGUOI QUAN LY CUA HO

Nguoi k€ nhiém la nguoi ma ban mudn boi dudng
va cham chat. Ho 1a nhitng nguoi tai gioi, sic sao va
nhiét huyét. Mot khi ban thanh 1dp mot nhém t6t va
lam cho ho quen véi viéc ban 1a nguoi quan ly, roi dé
cho ho cam thdy thoai mai véi diéu dé, nhw vay ho sé
khong con chdng d6i hodc mudn vugt quyén ban nita.
Nhém cta ban chi chdng lai ban khi ho cam thay buc
tiec hoac khong duoc tin tuwong. Do vay ban hay dao
tao, huan luyén ho va lam cho hg trd nén tot 1én.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC7

PAT RA RANH GIOI CUA BAN

Ngay ttr hom nay, ban phai triét d€ tuan thu cac quy
dinh ctia cong ty. Ban con nh¢ truede day chiung ta da
noi téi viec quan ly nhém cua ban cling co chat gi do
giong nhw phai cu x¢ nhu mét nguoi cha, nguoi me
cht? Nhu vay, vdi tu cach la cha, me, ban nhat thiét
phai dat ra ranh gidi va khong chiu khoan nhwong thi
maéi co thé lam tot vai tro ciia minh. Néu nhu ban dé ho
“duwoc déng chan” thi ho sé “lan déng dau”. Néu ho
thdy ban “lun” thi ho sé tan dung yéu diém nay cua
ban. Ranh gidi ro rang va sy khong khoan nhuwong phai
di kém véi mot quy tac nhat dinh d6 1a tiéu chudn dé
ban c6 thé danh gia moi chuyén. Tat ca nhiing gi ban
can lam la hoi: “Cé phai viéc nay da vi pham quy dinh
khong?” Néu dung la nhu vay thi ban can chdm dut
ngay. Néu ban ct ti€p tuc dé€ cho no xay ra thi ban sé
dirng lai 6 dau?

Tuy vay, ddt ra gidi han khong c6 nghia la ban phai
d3t ra hang tram quy dinh va cting nhac mot cach téc
cuoi. Ban chi can dua ra mét vai quy dinh chinh quan
trong vdi ban, véi nhom va voi cong viéc. Ban phai quy
dinh mot cach r6 rang va kién quyét.
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DAT RA RANH GIOI CUA BAN

To6i sé nhac di nhac lai trong cudn sach nay rang ban
dang lam viéc v6i mot nhém chit khong phai voi mot ca
nhan. Ban c6 thé nghi rang d8i véi tling nguoi hay véi bat
ky nguoi nao cling cd thé c6 ngoai 1é nhung ban khong
phai lam viéc véi cac ca nhan ma ban dang lam viéc véi ca
mot nhom. Néu ban nhuwong bo mot ai d6 thi ban clng
phai nhuong b tat ca nhitng nguoi khac. Néu mot nguoi
vi pham quy dinh ma duwoc chdp nhan thi nhiing nguoi
khac cling ¢6 quyén duoc vi pham quy dinh.

RANH GIOI RO RANG
VA SU KHONG KHOAN NHUONG
PHAI DI KEM VOI MOT QUY TAC
NHAT BINH PO LA TIEU CHUAN DbE
BAN DANH GIA MQI CHUYEN.

Nguoi quan ly tot 1a nguoi cd thai dd nghiém khac
véi nhitng viéc lam sai trai vi diéu nay sé khién cho
nguoi khéac thdy rd ban la nguroi quan ly tai gioi, kién
quyét, biét kiém soat. Néu ban bo qua 16i Jam cua ho,
c6 thé mot sd nguoi trong nhom sé nghi ban la nguoi
rong leong, nhung ca nhom sé khinh thwong ban.
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NH’NG QUY TAC TRONG QUAN LY

QUY TACS

HAY SAN SANG SA THAI

Vi du ban ¢6 mot ban nhac va ban yéu cau ho choi.
Ban diing lang nghe. C6 chd nao d6 khong on. Hoa ra
la nguoi choi sdo da bi lac cung, choi sai nhac va dang
choi mot ban nhac khac. Bay gio ban c6 3 lya chon: D€
yén va chiu dung, thay doi, sa thai nguoi choi sdo.

Chuang ta hdy dé y doi chut téi ba lya chon trén, boi
vi doi voi tat ca moi van dé tir cac mdi quan hé, cudc
song, cong viéc cho tdi van dé 1am cha lam me, du 6 bat
ctt thoi nao mdi van dé nay déu c6 chung ba thai do lya
chon noi trén.

Vay gia nhu ban chon cach tht nhét téc la chiu
dung thi ban nhac ctia ban sé€ bi 1éch cung, lac diéu va
khong thé choi duoc moét ban nhac hay dé€ lam hai long
thinh gia. Ngwoi nghe - muc tiéu ctia ban - sé khong
nghe nita va sé 1én an ban.

Ban chon giai phap tht hai 1a phai thay do6i tinh
hinh. Nguwoi choi sdo la anh X can duoc dao tao thém.
Anh ta dwgc hoc mot khoa hoc riéng ¢ tai nha d€ stra
chita nhitng 16i sai khi thdi sdo. Van dé da dwoc giai
quyét. Ban da giai quyét that tuyét voi.
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HAY SAN SANG SA THAI

Nhung néu ban bao cao vé nguoi choi sao nay cho biét
rang anh ta khiém thinh va khéng nén dé cho anh ta choi
O vi tri hang ghé€ dau trong ban nhac, thay vao d6 anh
ta nén dwoc giao cho lam chan rung chudng bao dong
c6 hoa hoan thi sao? Trong tinh hinh nay, ban khong
thé d€ cho anh ta tiép tuc choi 6 mét vi tri khéc trong
ban nhac vi anh ta sé lam r6i tung moi chuyén 1én. Nhu
vay thi ban nhac ctia ban sé khong con tin twdng ¢ ban
nita va sé bat dau chdng ddi ban.

Néu ban chon giai phap tht ba ttic 1a cho nguoi thoi
sao do nghi viéc, day la giai phap nhanh gon va dung
din. Anh ta c6 thé trd vé nha va tro thanh nha vo dich
vOi cong viéc rung chudng bdo dong hoa hoan 6 mot
noi nao d6. Khong chi vay, ltic nay ban nhac ctia ban sé
thdy rang ban 1a mot ngudi qua quyét, ban biét thuec
hién nhitng gi ban mudn, la nguoi khach quan va rat cd
trach nhiém. Ban da ghi duoc mot diém quy gia roi do.

Hay ludn sdn sang tia bd canh cay chét, cAy moc um
tum, loai bo tay choi sdo kém cdi (va bat cit thanh vién
nao trong nhém khong lam viéc hiéu qua).

HAY LUON SAN SANG
TiA BO CANH CAY CHET.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC9

GIAO NHIEM VU CHO NGUOI KHAC
TRONG MUC CO THE HOAC TRONG
MUC BAN DAM GIAO

“Khi ban giao quyén cho nguoi khic ma ban cam thay
e ngai va phdi hao t6n nhiéu tdm lyc thi dé moi chinh
la sw uy quyén thit sp”.

Caspian Woods,
trong cuén Acorns - Lam thé& nao d€ tay trang
duwng 1én s nghiép 16n lao

Mot nha quan ly tot, ké tir lic nay bao gom ca chinh
ban nita, déu biét rang phai quan ly nhiing viéc quan
trong, quan ly phuong phap, cach thttc, tinh huéng, chién
lwgc chit khong phai la quan ly con nguoi. Hay tudng
twong ban c6 mot khu vueon 16n va quyét dinh thué nguoi
lam vuon. Ban cd quan ly ngroi lam veeon khong? Khong.
Cong viéc cta ban la quan ly khu vueon. Ban sé quyét dinh
phai trong gi, trong khi nao va ¢ vi tri nao. Nguoi lam
vuon, giong nhu chi€c mai hay chiéc xe cut kit, 1a cong cu
trong vueon dé€ ban st dung, quan ly, cham séc khu vueon

ctia ban mot cach hiéu qua.
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GIAO NHIEM VU CHO NGUO'l KHAC...

Bay gio da toi lic ban phai biét cach dé€ giao cho nguoi
lam vuon cang nhiéu quyén dwa ra quyét dinh cang tot dé
ban chi phai quan tam téi chién lwgc lau dai. Ban chi can
quan tdm t6i buc tranh toan canh, trong khi van c6 thé
thanh thoi ngoi dudéi bong ram uéng ruegu Pimm.

Vé co ban, ddy chinh la bi quyét ctua cach quan ly hiéu
qua: Giao viéc cho nguoi khac roi dé ho ty lam, chi kiém
tra mot d6i [an d€ chic chin r.%mg ho lam theo ciach ma
ban mudn, lan sau thi c¢ d€ ho tu lam. Ban hay giao
quyén cho nhan vién ctia ban cang nhiéu cang tot va cang
han ché viéc quan ly con nguoi cang nhiéu cang t6t. Thay
vao d6, ban hay quan ly tién trinh ké hoach, thanh lap
nhdém cua ban, tin twong va giao quyén cho ho ty lam viéc
ctua minh. Dai khi viéc trao quyén kiéu nay cling mang lai
két qua khong nhu mong doi. Nhan vién ctia ban c6 thé
sé 101 dung niém tin ctia ban va lam viéc khong hiéu qua.
Nhung d&y hoan toan van la 16i ctia ban vi ban la nguoi
quan ly va ban chiu trach nhiém quan ly nhém ctia minh.
Ban ctt doc ti€p va ching ta sé tim cach d€ ngdn chan
treong hop rdi ro trén, dau sao thi chuyén rui ro ciing it
khi xay ra.

BAN HAY THANH LAP NHOM CUA
BAN, TIN TUONG VA GIAO CHO HO
TU LAM VIEC CUA MINH.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 10

CHO PHEP NHAN VIEN
PUQOC MAC SAI LAM

“Ong chii khic phuc nhitng trach méc, nguoi qudn 1y
sira chiva sai lam”.

Khuyét danh

Nguoi Trung Qudc ¢ cau “Ndi cho toi biét thi toi sé
nhé duwoc mot gio, chi cho toi thay thi toi sé nhd duoc
mot ngay nhung cho t6i ty tay lam thi t6i s€ nhé suot
doi”. Cau ndi nay kha chinh xac. Néu nhu ban dé cho
nhan vién cua ban tuw lam thi ldic dau ho cd thé lam
khong tt 1am, ho s& mac phai nhitng sai lam. Tuy
nhién, ban van phai chdp nhan diéu nay.

Néu ban la cha me va cé dira con hai tudi thi ban sé
cam nhan duoc ndi lo au khi thdy con minh c&t nhat
dinh mudn duoc ty tay rét nuéc dé€ udng. Ban ding
bén canh cAm s&n khén lau 6 tay vi ban biét rang: Con
ban sap lam d6 nudc, chinh ban 1a nguoi phai lau sach.
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CHO PHEP NHAN VIEN BU'QC MAC SAI LAM

Ban ci* dé€ cho con minh lam tran, [an sau con ban sé
lam t6t hon, nd chi lam tran trong [an dau tién ma thoi.

CHO TOI TU TAY LAM
THI TOI SE NHO SUOT PO

T6i khong néi rang cac thanh vién trong nhém ctia
ban giéng nhu tré con, du t6i c6 ndi nhw vay thi ban
cling dung noéi voi ho nhu thé, tuy nhién ban nhat thiét
phai d€ cho ho “lam tran nudc” néu nhw ho mudn tién
bd. Ban can phai cam khan lau ding déng sau san sang
lau cho ho.

Mbi khi ho lam tran nudc thi ban khong dwoc trach
méng ho. Ban phai néi rz‘“mg: “T6t, tot 13m, cac ban dang
tién bo rat nhanh”. Ban c8 gang dirng dé cho ho nhin thay
chiéc khan lau va viéc ban phai lau chui don dep.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 11

CHAP NHAN NHUNG
HAN CHE CUA NHAN VIEN

“Pham sai lam don gian c6 nghia la ban dang hoc
nhanh hon”.

Weston H. Agor,
Tac gia cudn Qudn ly triec Qidc

DPoan két mot nhém lai véi nhau mét cach hiéu qua
c6 nghia la ban can cé nhitng thanh vién khac nhau.
Néu tat ca moi nguoi déu cd kha nang gidong nhau thi
ching ta khong thé thanh nhém dugc. Chung ta hodc
la nguroi lanh dao hodc la nguroi tuan theo sw chi dao
cta nguoi khac. Chinh vi vay, chung ta can hop tac,
cOng tac véi nhau.

D€ c6 thé chap nhan diéu nay, ban can phai hiéu ro
nhan vién cta minh. Ban phai biét dugc diém yéu,
manh, tot, xau cua ho.

Ban phai thita nhan rang khong phai ai ciing lanh loi,
kién dinh, ¢ hoai bao, thong minh hay c6 chi tién thu
nhu ban. Mot sO thanh vién trong nhém ctia ban c6 thé
thuc su ¢6 van dé va ban hay sa thai néu nhu khong c6 hy
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CHAP NHAN NH(PNG HAN CHE ...

vong cai thién. Ban c6 thé khong can mot nhom lam
viéc gom toan cac thién tai (thuc t€ néu ban thué nhiing
nguoi ¢6 kha nang qua cao so vdi yéu cau cong viéc thi
ho cling nhanh chong roi bé cong ty ctia ban ma thoi).

NEU TAT CA CHUNG TA BEU CO
KHA NANG NHU NHAU THI
CHUNG TA KHONG THE LAM THANH
MOT NHOM VI TAT CA CHUNG TA SE
DEU LA NGUOI LANH DAO
HOAC DEU LA NHAN VIEN.

Ban phai chdp nhan giéi han cua nhan vién va phai
quy mén ho, ung hd ho vi nhiing gidi han ctua ho chinh
la ddu hiéu dé€ ban co6 thé lam cho h¢ phat huy hét kha
ndng trong muc gidi han ctia ho. Trong khi ban dang
xem xét gidi han ctia ngroi khdc thi ban cling nén xem
gi6i han cta chinh ban than minh. La gi vay? Ban
khong c6 giéi han u? Moi ban doc tiép nao.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 12

PONG VIEN NHAN VIEN

“MGt tdp hop cdc cd nhan chi tro thanh mgt nhom lam

viéc khi mbi thanh vién biét ré6 vé ban than minh va

nhitng dong gop ciia minh dé ca ngoi tai niang cia
nhirng nguoi khdc”.

Normian Glass Shidle,

trong cudn Nghé thudt giao tiép thanh cong

Né&u ban khong d& cho nhan vién biét rang ban hai
long v6i ho thi ho sé cam thdy chan nan. Du ho ¢6 néi
cho ban biét 1a gi di chang nita thi ly do quan trong
nhat khién ho lam viéc lai chang lién quan téi tién bac.
Mot trong nhiing ly do chua duogc tiét 15, chua duoc
ndi téi, chua bao gio duoc viét ra d6 la mong mudn
duoc “Ong chu khen ngoi”. Day chinh la phan viéc ctua
ban vdi tu cach la mot ong chu.

Vay tur gio ban c6 thé khen ngoi ho r6i. Ban ¢t doi ho
hoan thanh cong viéc mot cach t6t dep roi ban hay noi véi
ho réing ho lam viéc rét tot hodc la ban cé thé ddng vién

ho trudce, day la kiéu dong vién rat tich cyc. Tai sao lai
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DONG VIEN NHAN VIEN

phai lam nhu thé? Ban lam vay thi co hoi ho hoan
thanh cdng viéc mot cach tot dep sé cao hon.

Nha quan ly la nguoi mong mudn thu duoc hiéu
qua cong viéc cao nhdt véi nhitng chi phi bo ra thap
nhat. Ban muoén xay dung mot nhom lam viéc hiéu qua
va ban mudn bo ra it cong strc nhat. Khen ngoi nhan
vién ctia minh thi ban chdng mat mat gi. D6 1a cach ban
co thé ap dung duoc ngay, khong ton cong strc, mang
lai hiéu qua cao, don gian va khong ton thoi gian.

Vay tai sao nhiéu nha quan ly lai khong lam theo cach
trén. Boi vi lam theo cach nay can phai ¢6 sy tw tin. Ban
phai thuc sy cam thay hai long vé ban than minh thi maéi
6 thé dua ra nhitng 10i khen ngoi truede duoc.

Khen ngoi nguoi khac chi can moét diéu duy nhat 1a
ban phai can dam. Ban cang trao nhiéu trach nhiém cho
nguoi khac thi ban cang phai dat nhiéu niém tin & ho,
ban cang phai khen ngoi va ddng vién ho nhiéu hon.
Dap lai ho sé lam viéc cho ban hiéu qua hon.

Viéc khuyén khich tao ra bau khong khi lam viéc
trong d6 moi nguoi cung khuyén khich dong vién
nhau. Trong bat ct nhém lam viéc nao, ban ciing phai
dong vién va dé cao tinh than twong tro gitp d6 lan
nhau gitta cac thanh vién trong nhom khi c6 diéu kién.
Ban hdy néi véi ho rang ching ta dang ngdi trén mot
con thuyén va sé cung nhau “mot la boi, hai la chim”.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 13

HAY HET SUC KHON KHEO
PE TIM PUOC NGUOI PHU HOP

Ban phai c6 kha nang lya chon dwoc nguroi phu hop
d€ giao cong viéc theo yéu cau, sau dd, ban ct dé€ ho ty
hoan thanh phan viéc ctia minh. Toi biét day la quy tac
doi héi phai ¢é trye giac nhay bén nhung toi cling biét
rang ban da hiéu 16 vé kiéu nguoi quan ly ma toi dang
noi téi. Duong nhu ho tap hop duoc quanh ho nhirng
nguoi ¢d kha nang, nang luc va nhu thé, ho chi ngodi
quan sat xem ho hoan thanh muc tiéu da dugc giao.
Ban ciing c6 thé lam nhu vay. Day la mot nang luc ma
ban c6 thé luyén tap. Toi cho réng ky ndng cua ndng
lgc nay nam & ca hai khau, d6 1a chon dugc ngudi phu
hop va trao quyén cho ho dé cho mét minh ho véi cong
viéc duoc ban giao. Ban can phai rét tin twong ho thi
ban méi lam dwoc nhu vay, tin teong vao kha nang cta
ho va tin vao chinh ban than ban.

Ban phai x4c dinh ro rang vé viéc ban dang tim ai dé
giao viéc va viéc ban dang tim cdi gi. Vi du ban dang can
mot quan ly tai chinh cap cao d6 la ban dang tim cdi gi.
Thé con ai thi sao? La nguoi cé tinh than tap thé? Nguoi
tai gidi vé moi linh vuc? Nguoi ¢ thé dua ra quyét dinh
bat ct lac nao? Hay la nguoi c6 thé 1ap ké hoach trudc?
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HAY HET SU’C KHON KHEO ...

Nguoi c6 thé hiéu duoc dédc thu cia nganh ban? Nguoi
c6 thé doc duoc nhitng bang tinh trén may mot cach
thong thao? Hay la nguoi ¢ thé lam viéc 6n thoa véi
nhitng ngwoi ndng nay.

Toi chic réng ban hiéu dwgc y t6i. Néu ban hiéu rd
dugc ban can ai cling nhu ban can cdi i thi ban sé tro
thanh mot nguoi quan ly c6 tai nang phi thuwong trong
viéc lya chon duoc nguoi phu hop nhat. Tat nhién, day
ciing khong phai la tai ndng gi to tat ca, nd co duwoc la
nho viéc 1ap k&€ hoach, quan sat, dong nao suy nghi va
lam viéc cham chi ma thoi.

KHI DA TIM bUQOC NGUOI PHU HOP,
BAN HAY BE CHO ANH TA
CHU PONG TRONG CONG VIEC
CUA MINH.

Néu nhu ban khong thuc su thao viéc lwa chon
nguoi, hdy nho nguoi c6 van nhiéu kinh nghiém giup
ban tim ra duwgc nguwoi ma ban can.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 14

HAY BIET NHAN TRACH NHIEM

“Theo t6i, nguwoi lanh dao lam viéc hidu qua nhit sé khong
bao gio néi “Toi”. Khong phdi vi ho dd dwgc day khong nén
noi tir “T6i”. Ho khong suy nghi cho “To6i”. Ho nghi vé
“chiing ta”; ho nghi vé “cd nhém”. Ho biét ring cong viéc
cua minh la lam cho cd nhém hoan thanh nhiém vu. Ho chiu
trach nhiém va khong lang trdnh né, nhung néu c6 vinh
quang thi ho sé ndi la “chuing ta” da dat dwoc thanh cong,
v.0... Ddy chinh la cich dé tgo dwng niém tin, la cich dé

cong viéc ciia ban dwrge hoan thanh”.

Peter F. Drucker,
Quan ly mot t6 chire phi 1oi nhuan

Mot nguoi quan ly tot 1a nguroi ludn biét nhan trach
nhiém. T6i biét réng viéc d8 16i cho nhém cua minh thi
ltc ndo cling dé dang hon, tuy nhién cdch nay khong
mang lai két qua tot. Ban 1a nguoi lanh dao, nguoi
quan ly va la 6ng chu. Néu cé chuyén khéng hay xay ra
thi ban phai la ngwoi ding ra ganh vac trach nhiém.

Ban ctt tin t6i di, néu ban la nguoi chiu ganh vac trach
nhiém trong nhitng ltc khé khan nhat thi nhém cua ban
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HAY BIET NHAN TRACH NHIEM

sé lam viéc hét minh vi ban va néu ban mudn thi ho
cling vi ban ma hy sinh ca than minh. DBdi véi mot
nguoi cht, chang ¢ cdch nao khién nhan vién trung
thanh véi minh hiéu qua hon cach ludn sén sang dimg
ra va ndi: “Toi sé chiu trach nhiém vé viéc nay”.

PO LOI CHO NHOM CUA MINH LA
CACH LAM RAT DE NHUNG NO
KHONG MANG LAI KET QUA TOT.

Toi clng biét rﬁng day la mot cong viéc rat kho
khan, hét stec kho khan. Ban can phai ¢ long tu tin, can
dam, tin twdng va kha chin chén.

Ban c6 thé nghi rang viéc nhan trach nhiém nhuw thé sé
bét 19i cho ban vi nd sé€ 1am ban giéng nhu nguoi khong
c6 nang lwc. Nhung khong, néu nhu cap trén ctia ban thay
ban ding lén va ndi: “Ching ta khong ky duoc hop dong
vira roi va toi sé nhan trach nhiém. Con day la phuong an
t6i dwa ra d€ Ian sau ching ta sé khong mac phai sai lam
teong tw nita”, ho sé khong con chu y t6i chuyén dé nita
ma nguoc lai, ho con tin tedong ban hon.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 15

KHEN THUONG NHOM CUA BAN
NEU HO XUNG DPANG

“Néu ban hoan thanh dwoc cong viéc ma khong quan
tam toi vige ai la ngwoi dwgc thwong cong thi qua la
diéu ding ca ngoi”.

Harry Truman,
Tong thong My (1945-1953)

Cting nhu viéc ban phai luén luén ding lén nhan
trach nhiém, chiu bi khién trach, ban cling phai luén
ludon ca ngoi va khen thuwong nhom cua ban khi ho
hoan thanh t6t cong viéc

Viéc ban chiu trdch nhiém hay chiu bi trach mrﬁmg
khién cho thanh vién trong nhém ctia ban cang trung
thanh vdi ban hon. Cach ban thita nhan cong lao ctia ho
ciing mang lai cho ban két qua tuong tu. Ban hay tan
thuong ho mot cach cong khai va chan thanh. Ban c¢6 thé
noi: “Nhom da lam duoc mot viéce that phi thuong, do la
mot nhom tuyét voi. Toi that may mé&n khi ¢é duoc nhom
nay”. C6 vé nhu ban chang c6 lién quan gi téi thanh cong
cta nhom. Tuy nhién, moi nguoi déu biét réng day la
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KHEN THUONG NHOM CUA BAN...

nhom cua ban va ban la nguwoi lanh dao nén nhém ban
cang quy mén ban hon. Nhitng nguoi khac thi sé nghi
rang ban 1a nguoi rat khiém t6n va nhtin nhuong. Nhu
vay la ban da lam duoc diéu rat c¢d y nghia roi do.

T6i mudn ndi véi ban rang d€ cu xtt kidu nhu vay rat
can co6 sy diing cam va tuy tin. Toi biét ban phai lam viéc
vat va va duong nhu la khong cong bang khi ban phai
nhuwong cong cho ngwoi khac. To6i biét ban rdt mudn ding
lén va néi to: “Nhin ma xem, chinh to6i, chinh t6i da tw
minh lam t4t ca, ro chwa?”. Tuy nhién, ban khong thé lam
vay. Ban biét ddy, ban khong thé ty minh lam duoc tat ca,
du ban c6 tin hay khong. Néu ban dam nhiém khau ban
hang thi chinh nhém ctia ban da lam ra san phdm ma ban
dang ban. Néu khong cé nhém ctia ban thi ban ciing
chéng c6 gi d€ ban. Hay néi véi nhém ctia ban rang viéc
ban hang rat dé vi ho da lam ra san pham rat t6t. Nhuw
vay, nhom sé rat tu hao va sé nd lwe hon nira.

NEU KHONG CO NHOM CUA BAN
THI BAN CONG CHANG CO GI
PE MA BAN.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 16

CHUAN BI NHUNG PHUONG TIEN
TOT NHAT CHO NHOM CUA BAN

“Viéc dwa ra mgt chwong trinh ré rang voi nhitng ké’
hoach cu thé’sé lam cho ban cé thém long tw tin va sikc
manh cd nhan”.

Brian Tracy,
Chu tich Hang Brian Tracy International

Néu nhu nhém ctia ban 1a cong cu ban st dung dé dat
hiéu qua cong viéc thi cac cong cu ma nhom caa ban st
dung 1a nhiing cai ma ho can d€ thyc hién nhiém vu cta
minh. Nhu vay, chinh ban la nguoi phai cung cap cong cu
lam viéc tt nhat cho ho. Cat giam cic phuong tién d6
cting c6 nghia la ban lam mat di co hoi thanh cong, mat di
co hoi dem lai hiéu qua cong viéc cho ban.

Nhung ban hay cung cap cho nhém ctia minh nhiing
phuong tién tot nhat ¢ thé, roi ban hay d€ cho ho tu
lam phan viéc ctia minh. Bang cach nay ban da thuc
hién dang nhiém vu ctia minh.

Bat ké cai gi ho can dé lam cho cdng viéc duoc tién
hanh nhanh hon, nhiéu hon, hiéu qua hon, v.v... ban hay
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CHUAN Bl NH’NG PHUONG TIEN TOT NHAT ...

dap ting. Néu nhu ban phai thuyét phuc, d6 mo6 hoi soi
nuwdc mat, nai ni, van xin hay d&c hét ca ngan quy caa
minh thi ban cling phai lam. Ban phai lam ngay bay
gio. Ban hoan toan khong thé mong doi: a) tan dung
dugc hét tai nang caa ho, b) ho tan tuy vdi cong viéc
cta minh néu nhu ban khong cung cdp du dung cu lam
viéc cho ho. Chinh vi vay, ban hay cung cdp cho ho
nhitng gi tot nhat c6 thé duoc.

HAY CUNG CAP CHO NHOM CUA
BAN NHUNG GI TOT NHAT ROI bf
HO TU LAM PHAN VIEC CUA MINH.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 17

HAY CA NGOI

“Néu nhan vién ciia ban dén lam viéc mot cich hirng
khoi, néu ho khong tron tranh va so hai khi pham sai
lim, néu ho cam thdy vui vé, néu ho tdp trung vio
phiin vigc ciia minh hon la phdi chudn bi bdo cdo va
hop hanh... thi liic nay ban dd tro thanh nguwoi lanh
dao thuwe sw”.

Robert Townsend,
Pay manh hoat dong cong ty

Hang ngay, t6i thuong tim ly do dé thuong nhan vién
ctia minh, ¢6 thé 1a 16i chiic mirng duing muec vi nhiing két

qua ho dat dugc du do la két qua rat khiém ton.

Thé con phan thuong thi sao? Nho thoi. Co thé la
mot hop banh ran. Hay la ban hay cung ngdi nan thém
chut ntta cung ho udéng ca phé.

Co ltc t6i ndi véi nhan vién ctia minh rang hom nay
la mét ngay déc biét vi ching t6i da dat duoc két qua
thé nay thé no va sau d6 t6i moi ho di an trua. Toi dé
cho ho dugc nghi ngoi, nghe ho ké nhitng cau chuyén
cwoi th vi nhat.
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HAY CA NGO

C6 khi toi cling thwong vi ca nhitng sai lam, vi ca
nhitng yéu kém, nhitng that bai hay rti ro trong cong
viéc. Tai sao vay? 6, vi ho da lam viéc hét strc, lam viéc
hét kha nang cua ho, ho da ton hao tam luc vi cong
viéc. Ho that bai khdng c6 nghia 1a ho khong cd gang.
To6i chtic ming vi tdt ca nhitng gi chting t6i da nd luec,
gang strc, quyét tam, cé tinh than lam viéc tap thé, nghi
I, nhitng nd lwc hét minh va chinh déng.

TAI SAO LAI KHONG CHUC MUNG
HO? HO THAT BAI KHONG CO NGHIA
LA HO KHONG CO GANG.

Ban diing chi chiic mirng nhitng thanh cong 16n ma
cling phai chic ming ca nhitng thanh cong nho nira.
Nhiing cai d6 thi ¢6 dang gi ddi voi ban? Tuy nhién, nd
lai tao ra dugc moét bau khong khi am ap dang gia hon
tat ca nhiing gi ban bo ra.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 18

CHU Y TOI TAT CA
NHUNG GI BAN NOI VA LAM

“Chii y tir twong ciia ban vi
chiing sé tro thanh 1oi noi.
Chii y 101 noi cia ban vi
chiing sé tro thanh hanh dong.
Chii yj hanh dong ciia ban vi
chiing sé tro thanh thoi quen.
Chii y théi quen ctia ban vi
chiing sé tro thanh tinh cich.
Chii y tinh cdch cua ban vi
chiing sé tro thanh so phin.

Frank Outlaw

Tai sao ban lai phai nhé diéu ban da néi va nhing
viéc ban da lam? Tai sao vay? Co6 hai ly do:

Tht nhat, 1a vi tinh nhat quan, trude sau nhe mot. Ban
can phai gitr lai moi th vi c6 nhiing lac ban sé can kiém
tra lai chung. Ban sé luon phai hoi minh: “Trudc day toi

da lam viéc nay thé nao?” Nhom ctia ban mu6n ban phai
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CHU Y TOITATCA ...

ludn nhat quan va ban khong thé trdé thanh nguwoi nhat
quan néu nhu ban khong nhd rd trude day minh da
lam thé€ nao. Chinh vi vdy, ban hay hanh dong mot
cach trede sau nhue mot.

CANG LA MOT NHA QUAN LY GIOI
THI BAN CANG PHAI LUU TRU
NHIEU THONG TIN.

Ly do tht hai la ban can phai gitt duoc cac ching c.
La mot nguoi quan ly tot ban c6 thé sé bi nhiéu nguoi
ghen ti, byc tic va khong tin tuwong. Cach tot nhat 1a ban
hay chi ra duoc ly do thanh cong cua cdc dw an hoac la
ban hay lam moi tht ma ban néi 1a ban c6 thé.

Ban phai ghi va gitt lai tat ca nhitng thtt nhu cac
quyét dinh, ban ghi nhd, thue dién ti, bao cdo. Ban nén
luu lai tat ca cac thu dién tie. Day 1a viéc lam chéng kho
khan gi vi kha nang luu trit cia mdy tinh 1a rat 1on, néu
ban c6 luu gitr lai tat ca cac thu thi nd cling chi chiém
mot dung luong khong dang ké trong mady.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 19

HAY NHAY BEN VOI
NHUNG MAU THUAN

“Cong viéc cua t6i la han gan, diéu chang ai mudn lam”.

Loi trén mot bién hiéu

Khi ban lam viéc véi nhém tiec 1a ban dang lam viéc
v0i cdc nhan vién. Thinh thoang, cdc nhan vién cta ban lai
lam mat long nhau. Tai sao vay? Khong ai c6 thé tra loi
duoc diéu nay. Ho thich lam nhw vay. Ho xam lan pham
vi ctia nhau, tranh gianh lg¢i ich ctia nhau, tranh vi tri dd
xe ctia nhau. Ai la ké dau téu? Ban khong thé biét duoc.
Ban c6 thé dé€ cho tinh hinh d6 ti€p tuc xay ra khong? Ban
phai ngan chan nhiing chuyén dé ngay ttr dau. Ban phai
nam bat dugc nhitng mau thuan xung dot trede khi nd
xay ra va tim cach d€ ngan chung lai. Viéc d€ nhitng mau
thuan tiép tuc am i la khong c6 loi. Tuy nhién dé& phét
hién va ngdn chan ching thi ban phai that tinh nhanh.
Ban phai rat hiéu nhom ctia minh thi méi cé thé phat hién
ra nhitng dau hiéu cta bat hoa ngay tir dau.

Néu tir dau mau thuln chi 1a chuyén nhé nhdt ma ban
khong ngan chan thi sau nay né sé tro thanh van dé rat
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HAY NHAY BEN VOI NHIPNG MAU THUAN

nghiém trong. Ttr mau thuan nho ctia mot hai nguoi sé
dan dén mau thuan 16n va tat ca thanh vién con lai
trong nhdm cling sé tham gia.

BAN KHONG THE PUNG VE
MOT BEN NAO HET.

T6i chdc chan réng ban ciing hiéu dugc muc do
nghiém trong ctia van dé nhu toi. Ban phai thuong xuyén
quan sat, theo doi nhitng mdi bat hoa ctia nhom. Phai
ngan chan bat hoa trwede khi nd tré nén nghiém trong. Ban
phai Ia mot nha ngoai giao, la cha, 1a me, la mot chinh tri
gia, la mot trong tai thi mdi giai quyét dwoc van dé. Ban
khong thé ding vé mot phe nao hét. Ban phai dwa ra giai
phdp nhanh chéng va kién quyét, dong thoi lam cho
nhom hiéu rang viéc thit hdn nhau 1a khong thé tha thu.
Ban hdy goi nhitng ngudi ¢ mau thudn véi nhau téi dé
nodi ly 1€ véi ho. Ban ciing ¢é thé tach ho ra, thay déi ca
lam viéc ctia ho hodc l1a lam cho ho phai hop tac vdi nhau.
C6 rat nhiéu cach d€ giap ban giai quyét van dé nay. Toi
tin rang ban sé chon dwoc giai phap phit hop nhét cho
ting thoi di€ém va tiing tinh hudng cu thé.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 20

TAO BAU KHONG KHIi
LAM VIEC AM AP

“Cw xwr nhe nhang, lich sw tir nhitng cdi nho bé tam

thwong la cdch gdy dn twong sdu sic nhdt doi voi
nguoi khdc”.

Henry Clay,

Chinh tri gia vi dai nhat nedc My thé ky XIX

Viéc tao ra mot bau khong khi lam viéc &m ap that
don gian song cling rat can thiét. Néu nhan vién cua
ban cam thdy chan nan, bu6n ba va cau kinh thi ho sé
thé hién ra bén ngoai. Su chan nan thé hién thong qua
cong viéc cuia ho, qua cach ho cw xtt vdi khach hang va
dong nghiép, qua cach ho cu xt v6i nhau va quan
trong nhat 1a cach ho lam viéc cho ban va vi ban.

Sau day la ba quy tac 4p dung cho bat ct noi lam
viéc nao: Lich s, than thién, t té.

Ching ta déu biét nhitng 6ng cha thuong hay hung
hiang, quét thao va cu xtt mot cach tho 16 thi gidng nhuw
loai khting long vay. Cac 6ng chu kiéu nay dang di téi chd
diét vong. Chting ta van c6 thé ton tai va tiép tuc phat
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TAO BAU KHONG KHi LAM VIEC AM AP

trién. Nhan vién cua ban can phai duwoc: Ton trong, d6i
xtr lich s, ton trong gid tri ciia con ngroi ho.

KHONG CO HO THI BAN CHANG LA
GI, CO HO THI BAN MOI1 CO MOT
NHOM LAM VIEC THAT SU

Néu nhu ban khong dap tng duwgc nhitng diéu trén thi
ban khong nén 1am nguoi quan 1y. Nhung tdi chac ban ¢6
thé lam duwoc. That dé dang dé€ tao dwoc bau khong khi
vui vé. Khong khi lam viéc la do nguoi lanh dao quyét
dinh. Cong viéc va trach nhiém cta ban phai la luén vui
vé, quan tam, lich sy va thuwong xuyén giup do nguoi
khac. Nhan vién 1a mét trong nhiing nguén lwc quan
trong nhat ctia ban: ho la cong cuy, la v khi giap ban ¢
dugc thang loi to 16n nhat. Khong c6 ho thi ban ching
lam duwoc gi. Néu c6 ho thi ban c6 dwgc mot nhém lam
viéc tot nhat. Ban hay d6i xt voi ho mot cach ti t€, dung
nhuc ma ho. Hay quan tam t6i ho va ca cudc séng cta ho.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 21

KHUYEN KHicH
LONG TRUNG THANH VA
TINH THAN LAM VIEC THEO NHOM

Néu cac ban dang lam viéc cung nhau thi thoi gian
ban ti€p xuc voi cac thanh vién trong nhom nhiéu hon
la thoi gian ban ¢ cung vdi nhitng nguoi trong gia dinh
va cac thanh vién trong nhém cling vay. Vi vay trong
treong hop nay, cach tot nhat 1a ban phai hoa hop véi
moi nguoi. Ban khong can thiét phai yéu mén ho
nhung nhat thiét ban phai coi ho nhu nhitng nguoi
cung trong mot gia dinh. D& lam dwoc nhu vay thi cach
tot nhat la ban hay tao ra sy trung thanh va tao ra duoc
tinh than dong do6i. Voi tue cach mot nha quan ly ban
phai 1a nguoi ding dau trong gia dinh nay.

BAN TIEP XUC VOI THANH VIEN
TRONG NHOM CUA BAN NHIEU HON
VOI NHUNG NGUOI TRONG
GIA PINH BAN.
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KHUYEN KHICH LONG TRUNG THANH...

Ban phai la nguoi dé€ nguoi khac ton trong, kham
phug, tin tudong va trong cay. Day la mot nhiém vu rat
kho khan, ndng né. Ban c6 thé dam nhiém duwoc khong?
Tat nhién 1a ban c6 thé. Nhitng gi ban phai lam la:

= Khen thuong ho = Dan dit

« Cangoi » Thuc day
s DOixt ti t& =  Gitp ho truong thanh
» Tin twéng ho »  Thucsy quan tam toi ho.

s Khuyén khich

Nhitng diéu trén day néi dé hon lam va ban ciing
thuong co xu hudng xem luwdt qua ching. Bay gio ban hay
bo ra dam ba phut nhin lai danh sach trén va hay suy
nghi thuc long vé tig yéu cau mot. Ban da thuc sy thuc
hién diéu nao chwa? Ban c6 thé lam t6t hon khong? Ban c6
chéc chan 1a ban khéng c6 y dinh sé lam khong hay c6 18
dung hon 1a ban khong hé lam khéng? Nhing gi nguoi ta
nghi va lam khac nhau rat nhiéu. Ban hay nho ai d6 c6 thé
cho ban cau tra 10i xac thuc nhat. Tot nhat ban hay nho
mot nguoi trong nhom ctia ban. Néu khong thé thi ban
hay nho nguoi thdy duoc viéc ban lam v6i nhém ctia ban,
hoi xem ho thay ban 1am viéc véi nhém ban thé nao.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 22

P OI HOI CHO NHOM CUA BAN

“D6 la mgt cong viéc rit khé va cich duy nhit dé

chiing ta ¢ thé giai quyét dwpc nd la chiing ta phdi

hop stec voi nhau thanh mét nhom. Diéu nay cé nghia
la cic ban hay lam tdt cd nhitng gi toi yéu ciu”.

Michael Caine,

Viéclam é Y

Cé thoi diém ban can phai c6 thém nhiéu nguodn luc,
thém nhan vién, thém tién, mo rong nhiéu van phong
hon, nhiéu co sé vat chat t6t hon, nhiéu thoi gian lam
viéc linh hoat hon, nhiéu goi banh ran to hon (d€ chiéu
dai nhan vién). Ban phai tao ra thém bat ct diéu gi
mién 1a d€ cho nhan vién cam thay vui vé va hai long.
Lam duoc tat ca nhiing diéu nay doi hoi ban phai rat tu
tin boi vi ban sé phai di gdp cdp trén va noéi dung hon
la khang dinh rang nhém cta ban 1a nhém t3t nhat,
xtng dang nhat va can nhitng tht t6t nhat. Nhém cua
ban sé tiép tuc lam viéc hiéu qua nhat néu nhu ho dwgc
cung cap cho cac phuong tién tot nhat.

Tot hon 1a ban phai ¢6 co sé dam bao cho nhiing diéu

ban noi ¢ trén. Diéu nay c6 nghia 1a ban can gay dung
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POI HOI CHO NHOM CUA BAN

duwoc mot nhom c6 thé dem lai nhiéu thanh qua to 16n.
Ban phai la mot ngwoi quan ly tai gioi. Day cing la ly
do tai sao nhiéu nha quan ly khong mudén doi héi cho
nhém ctia minh. Khong phai ho cho rang nhém caa ho
khong xting dang ma vi ho khong du tu tin ¢ ban than
minh d€ doi hdi cho nhém minh. Ho so vi ho phai diéu
chinh sy tu tin cia minh va ho khong thé.

Trudce tién hay cung cd nhom cta ban sau d6 hay
cung c¢6 chinh ban than ban. Nhu vay thi ban méi c6
thé di gdp cap trén d€ doi hoi nhing cai tot hon to dep
hon cho nhém. Tét hon la ban phai dua ra cac con s0
dé chiing minh sy xting dang ciia nhém minh.

HAY DEN GAP CAP TREN VA DOI HOI
NHUNG THU LON LAO HON, TO DEP
HON CHO NHOM CUA MINH.

Hay dat dwgc hiéu suét cao roi ban sé c6 duoc cai
ban mudén. Doi hoi cho nhém cta ban cling ¢d nghia la
ban phai lam cho nhom ctia ban doi hoéi cho chinh ho.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 23

DAT VA THE HIEN NIEM TIN
VAO NHAN VIEN CUA BAN

“D0oi khi b liva doi lai khong dau khé'bing khong duwroc
tin tuwong”.

Samuel Johnson

Thinh thoang may vi tinh ctia ban bj hong - ddy la diéu
khong tranh khai. Ban c6 xe hoi. Thinh thoang né bi hong,
o thé chi la bi thung 16p - day clng 1a diéu khoéng tranh
khoi. Ban sé gian dit, that vong khi diéu nay xay ra. Vay
thi ban ciing dimng danh gid vé nhan vién ctia minh bang
thai do d6. Nhan vién cta ban la cong cu gitp ban hoan
thanh cong viéc. Ho cling ¢6 luc gdp phai van dé, bi truc
trac. Tuy nhién, ching ta phai chdp nhan gidi han cta ho,
phai thitta nhan rz‘ving chung ta khong quan ly ho ma
ching ta quan ly tién trinh lam viéc ctia ho.

Néu nhu ban ¢6 thé bo qua nhiing yéu kém cua ho, dat
niém tin vao ho thi ban phai chi cho ho thdy ban dang lam
diéu do. Sy tin twong khong chi can phai dugc thyc hién

ma noé con phai duoc biéu hién ra bén ngoai.

74

eBook mién phi tai: Webtietkiem.com Page 70



DAT VA THE HIEN NIEM TIN...

BAN THE HIEN SU TIN TUONG POI
VOI HO BANG CACH PUNG PANG
SAU, b CHO HO TU MINH LAM VIEC.,

Ban d€ cho ho biét rang ban tin twong bang cach tng
ho ho, d& ho tu 1am viéc. Ban van c6 thé yéu cau ho bao
cao lai cho ban vao cudi ngay hoac cudi tuan va khuyén
khich ho thao luan véi ban vé bat c@ kho khan nao
trong cong viéc. Ban hay cho ho hiéu ro réng ban tin
twong ho, ban ludn sn sang gitp d& ho hay huéng dan
ho khi ho can.

Coi ho la nhitng ké 1woi biéng vo tich sw thi ban can
xem lai k§ ndng quan ly ctia minh hoac la moi ban doc
tiép. Nguoi lanh dao nhom tét (chinh la ban) 1a nguoi
c6 mot nhom lam viéc hiéu qua. Néu nhom lam viéc
khong t6t thi nguoi lanh dao phai chiu trach. Néu
nhém lam viéc t6t thi ban ¢é thé tin twdng ho. Néu nhu
ho 1a nguoi khong thé tin tudng dwoc (va ban cé chic
khong) thi ban can thay d6i nhom ctia minh.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 24

TON TRONG SU KHAC BIET
CUA TUNG CA NHAN

“Chiing ta cin nd lyc thic ddy mot nén vin héa ton
trong, mot nén van hoéa dé cao sw da dang, ton trong
quyén loi va sw khdc biét giira cic cd nhan”.

Noi quy ctia Truong Hoang tt Edward

T6i c6 nhiing dita con va mudn chung lam viéc nhu
mot nhém. Tuy nhién, t6i cling nhan thitc dwoc réng
chung c6 tinh cach hoan toan khac nhau. Néu toi doi
xtt v6i chung nhu nhau, 4p dung cac quy dinh gidng
hét nhau cho mdi dia thi nhitng gi t6i nhan dwoc chinh
la sw 161 loan.

Nhém cta ban cing tuong ty nhu vay. Mot s6
nguoi ¢ thé lam viéc nhanh nhen, mét s& nguoi khac
thi khong. Cé nguoi thi ban can phai kim ham téc d
lam viéc, c6 nguoi thi ban phai thic giuc ho lam nhanh
hon. Chinh si khac biét do6 gitip cho nhdém ctia ban tré
thanh mot nhém lam viéc hiéu qua.

Ban khong dwoc sa thai ai chi vi nguoi d6 khac biét voi
nguoi khac. Cach ban d6i xt v6i nhitng khéc biét cua cac
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TON TRONG SU KHAC BIET ...

ca nhan, cach ban Iira chon nhiém vu va lwa chon ngwoi
phu hop dé€ thuc hién nhiém vy méi 1a diéu quan
trong. That sy may man la tit ca chung ta khong ai
giong ai. Néu nhu thé€ gidi nay ai cling giong nhuw toi
thi qua la toi té.

Vay vi du nhu ban quan ly mét nhém ban hang va hau
hét cac thanh vién trong nhéom déu an mac dung kiéu
cach, ndi ndng diang muc (nhu ban) voi khach hang, tuy
nhién mot thanh vién trong nhom lai thich an mac khac la
va hay tan gau véi khach hang thi ban cfing dimng coi anh
ta la nguoi “khong hoa hgp véi nhém”. Ban hay danh gia
anh ta dwa vao két qua cong viéc ctia anh ta. Néu nhu anh
ta dat dwoc muc tiéu ctia minh va dwoc khach hang quy
mén thi ban hay ton trong suw khac biét ctia anh &y.

CHINH SU KHAC BIET DA LAM CHO
NHOM HOP TAC VOI NHAU MOT
CACH HIEU QUA
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QUY TAC 25

LANG NGHE Y KIEN
CUA NGUOI KHAC

“Ban hdy chiam chii ling nghe nguweoi khic ndi. Hau hét
moi nguoi khong bao gio lang nghe”.

Ernest Hemmingway

Néu ban nghi rang minh 1a nguoi biét tat ca thi ban sé
chi 1ang nghe y kién ctia ban than va qua la chuyén la néu
ban con cd thé dé€ tam toi y kién cuia nguoi khac. Tuy
nhién, toi biét ban khong phai hang nguoi nhw vay. Tat ca
moi nguoi khong ké vi tri hay nhiém vu ctia ho du c6 nho
bé dén dau thi ho van c6 diéu gi d6 ddng dé ban phai hoc
tap, ti€p thu. Diéu quan trong nhat 1a ban hay lang nghe
thanh vién trong nhém cua minh. Ban hay ndéi véi ho,

lang nghe y kién, y tuong va su sang tao cta ho.

BAN HAY NOI VOI HO, LANG NGHE Y
KIEN, Y TUONG VA SU SANG TAO
CUA HO.
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Ban phai can than dé chic chin r?ang du ban ti€p nhan

y kién ctua ho nhung chinh ban van phai 1a nguoi dua
ra quyét dinh cudi cung. Ban c6 thé nghe ho néi nhung
diéu d6 khong cé nghia la ban sé lam theo tat ca cac y
kién ctia ho. Néu ban cu xtt nhw vay thi ban sé gdp van
dé nghiém trong ddy. Ban hay lang nghe, danh gia va
quyét dinh dua trén nhiing gi ban nghe, dya trén kinh
nghiém, y tuong va nhitng gi thuc t€ ¢ tinh kha thi.
Né&u nhu ban chi lang nghe ma khong hé tiép thu chut
nao thi nhan vién cta ban that vong.

Ban phai lang nghe nhung khong can néi nhat dinh
sé lam theo y kién ctia ho. Tuy nhién, ban c6 thé lam
cho ho nghi rﬁng cac y kién cua ho da duoc ap dung
vao k& hoach tong thé.

Tat ca nhiing thanh vién ctua cac nhém lam viéc ma
toi quen biét déu cd thé ndi cho nguoi quan ly cta
minh diéu gi d6 cé ich vé viéc ho voi tu cach 1la mot
nhom hay cdng ty dang pham phai sai [am nao d6 hoac
la lam thé nao dé€ thyc hién cdng viéc t6t hon. Néu ban
quan tam ti quy tac nay thi hay dwa ra cau héi va lang
nghe mot cach vo tu khdng thanh kién (hodc la ban bac
v6i ho), ban sé nhanh chong vuot troi hin so véi nhirng
nha quan ly khac.
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QUY TAC 26

HOA NHAP PHONG CACH
LAM VIEC CUA BAN VOI TUNG
THANH VIEN TRONG NHOM

“Ban la nguwoi duy nhat, ban cd kij nang lam viéc dac
biét ¢6 thé’ ddp 1ng dwoc nhitng yéu ciu ciia cong ty
va khién cho lanh dao cua cong ty phai thué ban. Ban
ciing c6 mot phong cdich lam viéc vdi nguwoi khic va
phong cdch d6 gin nhw di tré thanh mot khudn madu
cua ban. Khi phong cdch lam viéc cua ban ddp 1rng
dwoc nhu ciu cong ty va théa man dwgc yéu ciu cia
cdc thanh vién khdc thi ban sé ggt hdi thanh cong”.

Stephen C.Rafe,
Chu tich Cong ty Rapport Communications

Hoa nhap phong cach lam viéc ctia ban véi nguoi khac
khong cé nghia ban 1la mot ké xu ninh. Nguoc lai, diéu
nay cé nghia rang ban phai thong cam véi tling ca nhan
trong nhom va hop tac voi ho. Ban c6 thé gédp rat nhiéu
thanh vién mudn duoc ca ngoi trudc dam dong va ban
cling c6 thé phai lam viéc véi nhitng nguoi thich tram
lang. Ho la nhiing ngwoi hudng ndi, néu ban khen ngoi
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HOA NHAP PHONG CACH LAM VIEC CUA BAN...

ho trudc nhiéu nguoi thi ho sé cam thay vo cung xau
hd. Ho mudn ban hay néi riéng véi ho rang ho da lam
viéc rat tot. Nhu vay ban chi can thay doi phong cach
cua minh ma khong phai thay d6i ca dang vé bé ngoai
hoac tinh cach.

BAN PHAI THONG CAM VOI TUNG
THANH VIEN TRONG NHOM VA
HOP TAC VOI HO.

C6 nhan vién lai khong thich sy can thiép cua nguoi
khac. Ho mudn ty tim ra giai phap dé€ giai quyét van dé.
Néu nhuw can su gitp d& (ho 1a nhitng nguoi rat nd luc,
muon ty than van dong) thi ho sé tim téi ban va noéi cho
ban hay. C6 ngudi thi lai muén ban truc tiép huéng dan
cong viéc va dua ra cac chi dan cu thé & ho thuc hién.
Ban dirng quan ly qua sat sao nguoi thich dwoc tir do lam
viéc néu khong ho sé chong ddi va ndi gian véi ban (ho
con ¢6 thé bo ban ma di). Cing nhu thé, ban ding danh
gia thap nhitng ngrdi mudn ban hudéng dan ti mi boi ho
c6 thé cam thdy cing thang vi thiéu sy hd tro cho cong
viéc va ho sé khong lam viéc cham chi. Ban hay nghi vé
tng thanh vién trong nhom, hay tinh xem ho can gi va
khuyén khich ho, tuy theo d6 ma tim cach diéu chinh
phong cach quan ly ctia ban vdi titng ca nhan.
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QUY TAC 27

PE CHO MOI NGUOI NGHI RANG MOI
NGUOI BIET NHIEU HON BAN (KE CA

KHI KHONG PHAI NHU VAY)

Day la quy tac rat don gian nhung tdi chac rang rat

nhiéu nha quan ly khong st dung né. Tai sao vay? Ap

dung quy tac nay sé khién cho nhan vién ctia ban cam

thay ho thuc sw ddc biét va quan trong. Tat ca nhitng gi

ban can lam la néi véi nhan vién: “Ban biét vé chuyén

nay, ban nghi thé nao?” Cac yéu t6 co ban chinh cta

quy tac nay la:

Hoi y kién nhéan vién
Ghi nhan quan diém va cach nhin nhan vé van dé
cta ho

Giao cho ho nhiéu trach nhiém hon so vdi truede
day. Ban sé ngac nhién khi thdy nguoi ta ludn
mong mudn duoc don nhan nhiéu thir thach hon
Thao luan vé nhiing chu dé va tin tirc quan trong
v&i nhan vién

Dénh gia cao viéc ho dong gop y kién

Khong bao gio sa thai chi boi ho “chi la nhiing

nhan vién tam thuong”.
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DE CHO MOI NGU'OI NGHT RANG...

Ngay ca ban biét la minh biét vé mot linh viec nao do
nhiéu hon ho thi hdy ct lam theo quy tac trén. Nhan
vién ctia ban sé cam thdy tuw tin thoai mai hon. Ho sé
lam viéc t6t hon. Ho hoc tir ban va c6 thé ban cling hoc
duoc diéu gi d6 ¢ ho.

Trong khi ban lam theo tat ca nhiing diéu toi noi téi
0 trén thi ban cling phai cho nhan vién ctia minh duoc
dip quan sat hét tat ca cac khau san xuat trong nganh
ctia ban. Nhu vay ho sé khong bi gidi han trong phong
ban ctia hg. Ban phai cho ho thay vai tro quan trong
cua ho trong k&€ hoach tong thé. Ho cing can biét
nhing dong gdop ctia ho cd gid tri va cd ich nhu thé nao.
Nhan manh véi ho rang néu khong c6 sy dong gép ctia
ho thi sy nghiép chung sé khong bén viing.

Ban nén d6i xt v6i ho nhu khi ban dang chi dan cho
mot khach hang quan trong thdam quan cong ty cua
ban. Ban hay cho ho duwoc cdp nhéat thong tin vé cong
nghé riéng trong nganh ctia ban:

Béng cach nay ho sé nghi rz‘ving ban coi ho la nhitng
nguoi rat quan tam téi cong viéc, nhitng nguoi duoc cap
nhat kién thttc méi. Ho cling nghi ¢d 1€ ho la nguoi hiéu
biét nhiéu hon ban. Diéu nay sé thuc ddy ho khéng ngtng
hoc tdp va mudn duwoc mo mang kién thic.
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QUY TAC 28

KHONG CAN THIET PHAI
LUON LUON PONG
VAI TRO QUYET PINH

“Moi ngueoi nén mau mdn lang nghe, néi ning tir ton
va suy xét triedc khi néi nong”.

Thanh kinh, James 1:19

T6i biét rang ban 1a sép, 1a ngudi quan ly, 1a nguoi
rat c6 kha nang, tuy nhién ban khong can thiét phai
ludn ludn té ra minh la nguoi gioi nhat.

Néu cac thanh vién trong nhdm cta ban cong khai thé
hién sy bat dong y kién vdi ban thi c6 thé ¢d hai kha ning
sau: hoac 1a ho cam thdy hoan toan tw tin nén da tranh
luan vdi ban (trong treong hop nay ban phai ghi nhan va
déanh gia cao su théng thin cua ho), hoac la ho cuw xt¢ vdi
ban mot cach qua trén va ban khong thé dung ky luat dé
ngan can ho. Day chinh la mét dau hiéu dang bao dong
cho thay cong viéc cua ban c¢d van dé hodc la ddu hiéu
cong viéc cua ban van dang rat tot. Chi c6 ban la nguoi
duy nhat biét ro diéu gi dang xay ra.

Néu ho cu x& mot cach qua trén va ban co thé dung ky

luat d€ giai quyét thi tdt nhién ban phai giai quyét riéng
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KHONG CAN THIET PHAI LUON LUON...

v6i ho. Néi cach khac, ban can nhé r@“mg nhan vién cta
minh déu la nhitng nguoi truong thanh. Ban phai dé
cho ho moét gidi han nhat dinh dé€ ho c6 thé 1a chinh
minh. Diéu nay c6 nghia 1a d6i khi ho cting khong
dong y véi ban, tranh ludn va c6 khi la chong ddi ban.
Trong nhém lam viéc t6t, nguoi ta cd thé to tiéng vai
nhau nhung khong ai mat long. D6i véi mot nhém lam
viéc hiéu qua thi day la diéu binh thuong nhung véi
nhom lam viéc khong hiéu qua thi diéu nay rat tai hai.

Ban khong can thiét phai luoén ludn la nguoi duwa ra
quyét dinh cu6i cung, ngwoi ludn ludén dang hoac luén
luon chinh d6n nhan vién ting ly ting ty. D6i khi du ho
0 sai hay dung, cach t6t nhat la ban c¢ d€ médc ho. Quan
trong la ban phai thdy duwoc sy khac nhau gitta nhiing
chuyén quan trong thuc sy ma ban can phai dwa ra quyét
dinh véi nhitng chuyén chang ddng phai tham gia.
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QUY TAC 29

BIET PUQC VAI TRO
CUA NHUNG NGUOI KHAC

“Vin dé la & chd ching ta khong day cho nhin vién

cua minh biét vé “birc tranh rgng lon hon”. Do la

nhitng gi nguwoi khdc lam, chuyén mon khic nhau va
moi quan h¢ cong viéc gitta cic nhin vién voi nhau”.

Robert Bacal

Nhiing chi dan so dang dé giai quyét van dé nhan sy

Téi tling nghi rang 1a nguodi quan ly thi t6i phai lam
dwoc khong chi viéc cua toi - quan ly - ma con phai
dam duwong duoc cong viéc cua tat ca nhing nguoi
khéc. T6i con lam tudng rang néu nhu tdi khong thé
lam tSt hon ho thi t6i cling phai lam bang ho. Do d9, tbi
du tinh la néu nhu xay ra tinh trang khan cdp thi t6i sé
thay thé vao nhiém vu ctia ai d6 va cong viéc lai hoat
dong binh thuong. Tuy nhién, t6i biét chac rang ban da
thay duoc van dé trude toi. Néu dam duong vi tri clia
ho thi ai sé lam viéc ctia t6i?

Cau tra loi la: chang c6 ai.
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biéu quan trong la ban phai c6 dwoc hiéu biét thuec
tién vé tat ca cac cong viéc. Tuy nhién, ban can y thirc
rang ban khong can thiét phai thuc sy dam duong
duoc chung. Trong treong hop xay ra khung hoang,
ban can hd tro ho. Tuy nhién, day ciing khong phai 1a
viéc ctia ban. Ban nén ding ¢ vi tri ctia ban - vi tri quan
ly. D€ hiéu duoc vai tro ctia ai d6 thi cach tot nhat la
can biét nguoi do6 phai giai quyét nhitng van dé nao va
giai quyét nhu thé nao. Ban khong can phai dam
duwong mot vai tro nao do mot cach hoan hao nhw
nhitng thanh vién trong nhom cua ban. Vai tro ctia ho
la nhitng gi ban danh cho ho phai thirc hién.

BAN KHONG CAN PHAI DPAM DUONG
VAI TRO CUA THANH VIEN
TRONG NHOM TOT NHU
NHAN VIEN CUA MINH.

Thong thuwong ban sé thué mot ai dé lam cong viéc
chuyén mon ma ban khong biét cach lam. Ban c6 thé la
nha quan ly cia nha mdy dién nhung ban khong can
thiét phai biét cach tinh toan thoi han st dung cta
nguyén t plutonium. Tuy nhién, ban can biét cach
thué dugc nguoi c6 thé lam tdt cong viéc nay.

Viéc tat ca cac thanh vién trong nhom can phai biét
vé cong viéc cua nhau 1a diéu can thiét vi nd sé giap cac
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thanh vién c6 tinh than dong d6i va y thitc vé su trung
thanh voi nhau.
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QUY TAC 30

NOI RO CHO NHAN VIEN CUA BAN
BIET CHINH XAC BAN TRONG CHO
PIEU GI O HO

Viéc giao cho ai do ban md ta cong viéc va ky hop
dong voi ho roi chi viéc ngoi xem va cho ho hoan thanh
cong viéc la diéu rat dé dang. Tuy nhién, van dé 1a ¢ chd
lam nhu vay sé khién cho nguoi thuc hién cong viéc boi
r0i va mat nhiéu thoi gian. T6t hon hét 1a ngay tir dau ban
hay noi cu thé cho ho biét ban mudn ho lam gi.

Ban mudn ho lam gi? O, rdt nhidu thit chi khong chi
don thuan 1a cong viéc ma thoi. Ban phai tinh téi vai
tro ctia tling ca nhan va viéc chinh xac ban mudén nguoi
do phai lam gi.

biéu quan trong la nhan vién ctia ban phai biét ho
ding o6 vi tri nao trong ké hoach chién lugc va ho phai
dat duoc két qua nhu thé nao. Cac thanh vién trong
nhom ciing can phai biét duoc gid tri va tiéu chuan cua
nhom cling nhuw ctia cdng ty. Ho cling can y thiee duoc
phai c6 thadi d6 va hanh vi nhu thé nao (thang than?
trung thuc? giau tri twong tuong? biét quan tam? co
kha nang?). Ho can phai biét vé ca cac yéu cau vé tinh
cam, gio gidc, lam thém gio, cach cu x¢ véi dong
nghiép va cach giai quyét cac van dé khung hoang...
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NGAY TU DAU BAN HAY CHO HO
BIET BAN TRONG CHO PIEU GI O HO.

Sé la rat hitu ich cho nhitng nhéan vién méi néu ban ¢6
ké hoach “than mat” gitp ho gdp gd, hop tac véi nhing
nguoi co kinh nghiém day dan dé ho hoc hoi thém.

Ban con phai dua ra mot s6 quy dinh vé cdc moi quan
hé trong gio lam viéc. Moi nguoi can biét ho duoc phép
lam gi trong titng hoan canh cu thé. Ban khong thé trach
msfmg ai do vi ho ¢ hanh vi quan hé nam nit bén canh tu
dung d6 néu nhu ban khong ndi trude voi ho réng ho
khong duwoc phép lam nhu vay. Néu ban trach mang ho
thi ho sé noi “Nhung chiing toi thwong lam nhu vay ¢ noi

lam viéc cti va chang ai phan nan gi ca”.
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KHUYEN KHICH, PONG VIEN ...

QUY TAC 31

KHUYEN KHIiCH, PONG VIEN
NHAN VIEN MOT CACH TICH CUC

Néu nhan vién ctia ban hoan thanh cong viéc mot
cach tot dep thi ban hay ndi cho ho biét, ban hay noéi di
ndi lai vé viéc lam hiéu qua cta ho. Ban phai viét chung
ra va luu gitt lai. Sau d6 ban hay gtti cho ho ban ghi
nhé dé ho cd thé gitr lai, ddng viéc lam tdt ctia ho trén
ban tin ctia cong ty, lvu nhan xét vao ho so cua ho. Ban
c6 thé 1am theo bat ct cdch nao mién 1a moi nguodi déu
biét réng ho da lam viéc rat tot. Pay la cach thirc ban ca
ngoi, khuyén khich nhoém cta ban (va tat nhién la véi
tirng ¢4 nhan) mot cach nhanh nhét, ré nhat (dac biét 1a
véi nguon ngan quy han hep). Phwong phép nay cing
lam cho moi ngudi biét rang ban dang giam sat, ca ngoi
va khuyén khich nhan vién ctia minh.

Khi khen ngoi ai d6, ban hay khen ngoi mot cach binh
di. Néu nhu ho vé mudn d€ gianh duoc don dit hang dac
biét thi ban hay noi: “Cam on anh vi anh da lam viéc
mudn vi chung ta. Khong c6 anh thi ching ta da khong
thé c6 duoc don dat hang nay. Su nhiét tinh cta anh trong
nhitng tinh hudng khoé khan da giap cho cong viéc
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ctia moi nguroi (ddc biét la cua t6i) dé dang hon. Cam
on anh rat nhiéu”. Dy 1a cich hiéu qua va dé dang hon
cach sau: “Vao t6i hom mong 7, anh da lam thém ca.
bay la diéu ma chiang t6i mong mudn ¢ anh. Chang t6i
mudn gui téi anh 10i cam on, v.v...”.

Hay cho ho biét tai sao ban cam on ho. - anh di gitip cho
cong viéc cua toi thudn loi hon. Plrng néi 10i cam on ho cho
nhiing viéc cu thé ho lam - Cam on anh vi da lam thém ca.

Ban hay ndi mot cach riéng tw, st dung dai tir “T6i”
va “Chung t6i” chtt ditng ndi “Ban quan ly”. Ban hay
noi “cam on” theo cach binh thurong ban hay noi.

Hay khen ngoi ngay khi cong viéc hoan thanh. Ban hay
cam on nhan vién mdi khi ho phai nd luc gang stc dé lam
diéu gi d6. Néu nhu hang tuan ho phai lam thém ca thi d6
chi la gio lam viéc theo ddc thu1 cong viéc ma thoi.

O day chung ta dang ndi téi nd lwee lam viéc mot cach
dac biét, can nhiéu cd gang.

Néu ban tang cuong duy tri nhiing hanh dong mang
tinh tich cuc nhw da néi 6 trén thi chic chdn nhan vién
ctia ban sé tiép tuc nd liec hét minh vi ban.

KHI KHEN NGOI Al DO, BAN HAY
KHEN NGOI MOT CACH GIAN DI
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QUY TAC 32

PUNG CO GANG SUA CHUA
NHUNG HE THONG NGO NGAN

“Yéu ciiu nhom cua ban dp dung phwong phdp ma ho
khong tin trong vao quy trinh phat trién hodc la vao
ngon ngiv ma ho dang s dung dé¢ xdy dung mot hé
thong la mot quyét dinh dwa dén that bai”.

Luke Hohman
Phia sau kién tric sw phan mém

Mot hom toi dang ngoi trén tau hoa. Ai d6 dung phai
ctra an ninh & quay giai khat va gay ra tinh trang bao
dong. Viéc nay khién cho tau hoa gan nhu ngay lap tac
phai ding lai. Doan tau khong thé ti€p tuc hanh trinh cho
to1 khi tinh trang bao dong gia d6 duoc xac minh lai. Can
phai nho t6i nguroi quan ly tau cai dat lai chudng bao
dong dang kéu. Moi chuyén chi don gian vay thoi.

Luc d¢, toi dang trén duong dén cudc hop va toi da bi
tré gi0. Toi tu hoi tai sao ho lai khong c6 mot hé thong tot
hon. Nguoi quan ly tau phai mat 20 phat dé giai thich tai
sao hé thong nay lai tién 1oi nhat d6i véi nhitng nguoi co
lién quan, cho ban than anh ta, cho nhan vién quan giai
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khat, cho nhitng nguoi cé nhiém vu trén tau, cho tat ca
moi nguwoi ngoai trir t6i, mot hanh khach den dui. Sé tot
hon nhiéu néu nhu anh ta chi can néi, “Vang, cam on
ngai da quan tam, day dung la mot hé thong vo dung.
T6i sé dé nghi thay thé no”.

T6i chac rang trong cong ty ctia ban ciing c6 rat
nhiéu hé thong ngd ngan. Cach t6t nhat la ban ding cd
diéu chinh ching. Néu ban khong thé thay mai thi ban
hdy ¢ gang chiu dung va tiép tuc dung. Tuy nhién,
ban ding ltra gat nhan vién réng ching van rat tot. Boi
khi ho biét dwgc sy that thi ho sé khong ton trong ban,
khong tin nhiém ban nita.

PUNG CO GANG LUA DOI
NHAN VIEN CUA BAN
LA TAT CA PEU RAT TOT.

T6i khong noi réng ban nén di khép cong ty dé phan
nan vé tat ca nhitng gi khong tot trong cong ty. Lam
nhu vay thi ban sé di t6i chd that bai thoi. Ban hay nhé
rang néu nhu ban khong thé néi duoc diéu gi t6t dep
thi cach t6t nhat 1a ban diing ndi gi ca. Ban dung c6
gang diéu chinh cai gi ma ban biét 1a ngé ngan, 1a toi té,
dac biét 1a d6i véi nhom ctia ban.
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QUY TAC 33

HAY SAN SANG NOI
“TOI PONG Y”

Nguoi quan 1y gioi - chinh 1a ban - can phai cd gang
ludn ludn d6i méi. Ban khong duoc di theo mai mot 161
mon. Diéu nay cé nghia la ban khong duwoc cu xtt theo
kiéu sai lam nhu: “Khong, ching ta khong lam theo kiéu
ay”. Trai lai ban phai néi la: “D¢ 1a y tuong rat hay. Theo
anh thi lam cach nao dé thyec hién duoc diéu d6?”

Hon thé nita, ban can phai khuyén khich nhan vién
dwa ra cac y twdng mdi cling nhw chinh ban than ban
ciing phai thuwong xuyén dong gop cac y tuong moi.
Ban hdy 4p dung cic y twéng méi. Mdi tuan ban chon
1dy mot y twong va ap dung ching.

Tat nhién ban hay ap dung nhitng y tudéng nho trude
dé dam bao nhom cua ban thich nghi dan véi nhitng
thay doi. Sau d6 ban mdéi nén chuyén sang nhitng thay
d6i quan trong hon. Ban hay 4p dung ching dan dan.

Cung vdi viéc ban dua ra cac y tedng mdi thi ban cling
phai yéu cau nhan vién ctia minh mdi nguoi déu phai dua
ra nhitng y tudng moi vé ting cong viéc ctia ho. Nhu vay
cong viéc ctua ho sé khong nham chan. Néu mdi tuin, mdi
nguoi déu c6 mot y tudng mai thi cudi ndm ho sé co
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dugc rat nhiéu sang kién mai cho ban than ho va cho ca
nhoém.

Viéc nay qua kho u? Ban hay kéu goi nhédm cua ban
cung tham gia. Lic dau thi ai ciing do du khong muén
thay d6i nhung néu ban di tién phong, ca nhém ctia ban
cting sé lam theo. Va néu ban tiép tuc duy tri long nhiét
tinh thi ca nhom cling sé bi tdc ddng va sé ti€p tuc nhiét
tinh lam theo ban. Ban hay tin lIa ban cé kha nang lam
duoc. Ban can phai tiép tuc cd gang uy thac cho nhan vién
cung khuyén khich nhau tham gia vao cong viéc nay.
Nhu vay ban sé c6 nhiéu thoi gian hon dé dua ra cac
y tuwong moi - day la mot phan trong cong viéc quan ly
ctia ban.

Ban hay khuyén khich sang tao, khen thudéng nhiing
y kién c6 gia tri, xdy dung mot nén van hoda biét ghi
nhan nhitng sang kién, nhing y tudng (ngay ca khi
ching khong duoc ap dung).

NEU MOI TUAN, MOI NGUOI BPEU CO
MOT Y TUONG MOI THI CUOI NAM
HO SE CO PUQC RAT NHIEU
SANG KIEN MOL
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YEU CAU NHAN VIEN DUA RA GIAI
PHAP CHU KHONG PHAI CHI PUA RA
NHUNG KHO KHAN

Nhan vién rat hay phan nan. Tdi cho rang hién
tong nay da tro thanh thoéi quen. Ban phai dao tao lam
sao dé€ nhan vién cua ban khong phan nan. Ban c6 thé
cho phép ho phan nan nhung yéu cau ho néu néu ra
nhing kho khan thi cling phai dwa ra giai phap d€ giai
quyét. Khi c6 bat ctt y kién nao cho rang c6 gi d6 khong
On thoa thi ban phai hoi: “Vay anh mudn t6i lam gi véi
van dé d6?”. Néu ho phan nan thi ban hdi “Anh nghi
chtng ta nén lam gi?”.

Nguoi quan ly t6t nhat ma t6i ting lam viéc cho da ap
dung quy tic nay mot cach triét d€. Ong ta yéu cau ching toi
dua ra giai phap trudc, sau d6 6ng ta doan xem “van dé” cta
chang tdi la gi. Cach giai quyét van dé cta 6ng ta giong nhu
cach choi mot tro choi. Viéc ap dung phuong phap nay
khién chang t6i phai dong nao suy nghi nhiéu hon va can
trong hon véi nhiing 101 phan nan ctia minh. C6 lan toi
khong hai long véi nhan vién an ninh. To6i cho réng ho
khéng chti ¥ quan sat camera theo d&i va ho ciing chang
them bat no6 1én. Néu nhu c6 diéu gi xay ra thi toi lai la nguoi
phai chiu trach nhiém. Nhung t6i khong thé tim
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ra giai phap dé€ doi phd vdi viéc nay. Tuy vay, toi
khong thé di gdp cap trén va phan nan vé tinh hinh do6.
Trudc tién, t6i can phai tim ra giai phap.

KHI CO BAT CU Y KIEN NAO CHO
RANG CO PIEU GI PO KHONG ON
THOA THI BAN PHAI HOI, “VAY ANH
MUON TOI LAM GI VOI VAN BE bO?”

Sau do, toi quyét dinh tu t6i ¢ thé giai quyét van dé
nay. To6i can lam cho cac nhan vién an ninh thay c6 diéu gi
d6 dang phai giam sat. Toi ndi rang mot s8 nhan vién bi
phat hién c6 hanh vi quan hé tinh duc ¢ noi nao doé trong
toa nha va hanh vi d6 c6 thé la da bi ghi lai @ mot may
quay theo ddi nao d6. Tuy nhién khong ai biét chic 1a &
mdy quay nao. Cé nhiéu loai may quay, may quay khu d6
xe, may quay trong van phong, may quay ¢ hanh lang va
¢ khu nha kho dudi tang ham. Két qua 1a bo phén an ninh
bat dau lam viéc hét strc nghiém tac. Cap trén rat hai long
vai toi vi viéc nay. Vay la t6i da co thé tim dwoc giai phap
ma khong can phai phan nan véi cap trén.

Phai thira nhan la téi da tim ra dugc giai phap kip
thoi triede khi cac nhan vién an ninh phat hién ra ho sé
chang thé tim thdy canh tuc tiu nao trong cac may
quay. Ho sé phai mat rdt nhiéu thoi gian thi méi c6 thé
biét duoc diéu do.
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QUAN LY CHINH MINH

“MOoi nguy hiém 16n nhdt la bi tut hdu, bi bé tay, bo chin
boi nhitng nhiém vy, hé thong, cdc thii tuc ngi bg cong ty
va dinh mit lién hé voi thé’ gioi bén ngoai. Diéu nay sé
xay ra néu nhw tat ca moi ngwoi chi quan tdm téi viéc
dat dwoc hi¢u sudt hon la quan tdm téi viéc dat dwoc
hiéu qua, hay néi cich khdc, néu nhw ho khong lam theo
nhitng dieu ghi trong cudn Cdc quy tic”.

Ngai Jay la héa than cia Humphrey
trong tac pham Viing, thiea By truéng

Trén day t6i da trinh bay cdc quy tac co ban vé quan ly
nhém. Biéu hién nhién la hdu hét cac nha quan ly déu c6
nhom d€ quan ly. Tuy nhién, tat ca cac nha quan ly cling
phai quan ly ca chinh ban than ho. Ca ban ciing vay. Vi
thé tat ca cac quy tic sau day la danh cho ban. Chung sé
giup ban lam viéc c6 hiéu qua, nang sudt cao hon. Ban ct
tin toi di, ban sé cam thay kho c6 thé d€ mot ngay qua di
ma ban ching ¢ gang tién thém chit nao.

Nghé quan ly la mot cong viéc kho khan boi nd doi hoi
ban phai cung ltc lam ca hai viéc. Ban phai hoan thanh
cdng viéc cta ban va phai chu y tdi cong viéc ctia nhom.
Chung ta gitt vi tri cang cao thi cong viéc mdi cang khac
xa so voi cong viéc ban dau. Va thuong thi chéng ai mudn
nodi cho ching ta biét vé cong viéc mdi - cong viéc quan ly
- thuc su ¢6 nhitng nhiém vu nao. Ching ta c6 thé tham
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gia nhitng khéa hoc khong can thiét - c6 khoa chang hé
c6 gia tri gi: Toi vi du nhitng khdéa nhu hoc xay dung
cau LegoTM, khoéa hoc thiét ké cua xoi, khoa hoc diéu
khién ca-n6 vao cudi tuan. Tat ca cac khda hoc nay déu
duwoc goi la dao tao quan ly. Thuc sy ching ta khong
duoc dao tao mot cach cu thé dé tré thanh nha quan ly.
Quan ly la cai gi d6 ma ching ta tiép thu duoc tir thuc
tién. T4t nhién 1 cing c6 mot vai nha quan Iy bAm sinh
nhung noéi chung tat ca ching ta déu chi la nhiing ké
mo mam thu lwom nhitng kinh nghiém vit vanh noi
nay noi no. Day 1a mot viéc lam vat va song van khong
mang lai nhitng thi¢ chiing ta can.

BAN SE CAM THAY KHO cO THE DE
MOT NGAY QUA PI MA CHANG CO
GANG TIEN BO THEM CHUT NAO.

Chung ta duwoc day qua nhiéu diéu hién nhién. Nhing
gl t6i lam & day la mudn dem téi cho ban nhitng quy tac
chura hé duoc viét ra, nhitng quy tic ma ban khong thé c6
duoc trong nhitng chuyén di ca-nd vao cudi tuan.
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QUY TAC 35

HAY HOAN THANH CONG VIEC
HAY LAM VIEC THUC SU CHAM CHI

“Thién tai chi ¢6 1% la tai nang con 99% la mo hoi
nwéc mit”.

Thomas Edison

T6i cho rang quy tic co ban cdt yéu ctia quan ly
chinh 1a phai hoan thanh nhiing viéc co ban. Ban khong
thé trd thanh nha quan ly thanh cong néu ban khong
hoan thanh t6t cong viéc chinh cta ban. Ban ¢6 thé phai
dén van phong sém hon tat ca moi nguoi, sém hon ca
thoi gian theo théi quen truedc day cua minh.

Mot khi ban da hoan thanh xong phan viéc cuia ban
thi c6 thé tap trung t6t hon vao viéc quan ly nhom. Day
khong phai la lac ban tién hanh cac khoa hoc dai ngay
vé viéc quan ly thoi gian hay dai loai nhu vay, ma co
ban ban can phai:

»  C6 tinh t0 chike

s Nhiét tinh
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» Lam viéc hiéu qua
= Tap trung.

Toi e réng ban khong con lia chon nao khac. Ban sé
phai kién quyét va lam theo nhiing tiéu chi trén. Quan
ly khong phai la viéc chi di loanh quanh, ra lénh r6i bo
madc cong viéc cho nhan vién lam. Quan ly thuc sy 1a
moét nhiém vy tham ldng - nd van duwogc thuc hién
nhung nguoi ta duong nhu khong phat hién ra no.

Bay gio, néu ban mudn biét minh cé phai la nha quan
ly t6t khong thi ban hay nhin vao ban lam viéc cia minh
xem. Ban nhin di nao! Ban thady gi? Mot noi lam viéc gon
gang va ngin nap? Hay la gidy to khdp noi va con hang
déng ho so chua phan loai? Gon gang hay 16n xon?

BAN PHAI KIEN QUYET VA
LAM THEO NHUNG TIEU CHI TREN.

Ban phai sit dung bat ctt phuong tién nao cé thé dé
dam bao chic chin hoan thanh cong viéc mot cach xudt
sic va dung thoi han. Ban hay 1én danh sach, st dung
lich lam viéc trén may vi tinh, trao quyén, yéu cau giup
do, thire khuya, ddy som. Tat nhién ban con phai c6
cudc séng cta minh. Tuy nhién, ban phai hoan thanh
cOng viéc cua ban va hay hoc cach lam viéc hiéu qua.
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LAM GUONG CHO NHAN VIEN

Néu ban di 1am mudn, cai co v6i khach hang, khong
dang dé€ nguoi khac kinh trong va lam viéc khong hiéu
qua thi nhan vién cua ban sé c6 nguy co tut déc nhanh
chéng. Toi gia st tinh hudng nay, nguoc lai néu ban
khong chi dén dung gio ma con dén sém, hoan thanh
tot cong viéc va dung thoi han, cu xtt dang muec, ti t€
nhut mot nguoi co van hoa va phat huy dwoc tai nang
ctia minh thi nhan vién ctia ban sé noi gwong va lam
viéc hét minh vi ban.

Tat ca moi nguoi déu can co ai d6 d€ kinh trong va
noi theo. Ho can c6 nguoi dé€ ho ton trong va ganh dua.
Va nguoi d6 sé chinh la ban. Toi biét day la mot doi hoi
rat 16n d6i voi ban. Néu ban nghi r?mg nguoi anh hung
12 16 thoi va 1a nguoi thira thi hay nghi lai di. T4t ca cac
thanh vién trong nhém cta ban ¢6 mot mdi quan hé
dac biét vdi ban. Ban la nguoi 1anh dao, nguoi khuyén
khich dong vién ho, la sép, la nguoi ¢ van day dan
kinh nghiém, nguoi huwéng dan, nguoi thay, anh hung,
nguoi lam guong, nha vé dich, nguoi che cho va bao
vé. D€ 6 duogc vai tro trén. Ban phai hoan thanh nhiém
vy, phai dwa ra tiéu chudn va phai guong mau.
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C6 mot thuc té€ hét strc 16 rang: Néu ban khong quan
tam toi cong viéc thi tai sao ho phai quan tdm? Ban can
lam guong trong moi viéc. Ban khong thé yéu cau nhan
vién lam theo kiéu “Lam nhu t6i ndi cht khong phai
lam nhuw t6i lam”. Ban mudn ho lam t6t thi truede tién
ban phai lam t6t.

BAN PHAI KHIEN CHO NHAN VIEN
KHAO KHAT VE PIEU GI PO.

Ban cling phai la nguoi di tién phong d€ nhan vién
noi theo. Ban phai lam cho nhéan vién thay cai gi d6 o
ban dé€ ho phan dau, cai gi d6 dé kéo ho 1én chi. Cai d6
chinh 1a ban than ban.

Néu nhw ban cé d6i chut tai nang, kha nang tinh té,
nét doc ddo thi that tuyét voi. Nhitng ddc diém nay sé
lam ban ndi troi hon so vdi nhan vién cuia ban.

Ban phai biét dugc nhiém vy, hanh dong va thuc
hién nhiém vu ctia ban. Phuong phap ¢ day la tu duy
kiéu quan ly, suy nghi kiéu quan ly va hanh dong kiéu
quan ly.
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HAY BIET CACH NGHIi NGOI

“Néu toi cang mudn lam dwoc vigc gi do thi t6i cang
khong goi do la cong viéc”.

Richard Bach

Néu ban khong thich lam nhiing gi ban dang lam thi
ban hay tranh ra dé nhuong chd cho nhitng nguoi yéu
thich né. Quy tic 38 sé ndi rd hon vé van dé nay. O day,
ching t6i chi muén lam cho ban cam thdy yéu thich
nhitng gi ban dang lam. Yéu thich cong viéc 1a tim thay
niém vui khi hoan thanh co6ng viéc. Ban cam thdy vui vé
trong long va tim thay ly do gi d6 d€ vui ming va ban
khong coi cong viéc qua nghiém trong (diéu nay khong co
nghia la ban khinh thwong ngwoi khac hodc la khong
hoan thanh cong viéc mot cach tot nhat).

Hai long, vui vé vdi cong viéc c¢d nghia la ban nhin
cOng viéc va vai tro cua ban trong mét bdi canh rong 16n
hon. Ban c6 thé vira lam viéc chdm chi va vtra tan hudng
niém vui ctia ban than. Ban ¢6 thé lam viéc mot cach nang
suat, hiéu qua, can cu siéng nang, hoat bat, dang tin cay
va c6 trdch nhiém - tuy vay, ban van phai luén
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vui vé. Ddy la quyén lua chon ctia ban. Khong ai néi
vOi ban réng ban phai luén nghiém nghi va cang théng,
ngudi ta thué ban chi 1a d& lam viéc ma thoi. Diéu chac
chan 1a néu nhu ban biét cach nghiém trang dung noi
dung ltc va biét cach hai hudc véi moi nguoi thi ban sé
gay duoc anh huong to 16n do6i véi nhitng nguoi xung
quanh.

KHONG AI NOI VOI BAN RANG BAN
PHAI LUON NGHIEM NGHI VA CANG
THANG, NGUOI TA THUE BAN CHI LA

DPE LAM VIEC MA THOL

Néu ban 1am viéc & noi chi c6 sy nghiém ttc va cang
thang thi t&i c6 mot 10i khuyén danh cho ban la ching
ai quan tam diéu gi dang xay ra trong dau ban dau.
Khong mot ai hét. Ho chi mudn thdy nhing cai thé
hién ra bén ngoai ma thdi, cai bén trong thi hoan toan
do ban quyét dinh.
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PUNG TRO THANH NO LE
CHO CONG VIEC

Néu cong viéc lam ban lo léng qua thi ban hay nhé
rang n6 chi 1a cong viec ma thdi. Cong viec khién
chung ta quan tam va c0 géng thuwe hién toan bd hét
kha ndng ctia minh. Coéng viéc khién chung ta phai
nghi t6i nd k€ ca ngoai gio 1am viéc. Cong viéc lam cho
ching ta mudén hoan thanh mot cach hiéu qua, mudn
cai tién va muon thanh thao vé né.

Tuy nhién d6 chi la cong viéc khi ching ta noéi tdi va
hoan thanh né.

Ban hay nhin xung quanh xem. Ban sé thdy cé
nhitng nguwoi cho réng nhitng gi ho lam la trung tam
cua thé gidi hodc la c6 y nghia sdng con voi toan thé
hanh tinh. Su that van la sy that. Ban hay vui vé véi
cong viéc ctia minh, coi trong nd va lam viéc hét minh.
Tuy nhién, ban phai nhé rang d6 chi la cong viéc va n6
co thé bi thay thé. Ban ciing c6 thé bi thay thé ma thé
gidi van tiép tuc ton tai.

Khong dé cho cong viéc lam chu ban khong c6 nghia
la ban khong quan tam, khong tir hao hanh dién vi
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nhing gi ban lam. Khong, diéu nay c6 nghia la ban can
biét sap x&p cong viéc dung noi, dting lic d& ban cé
thoi gian vé véi gia dinh va nghi ngoi. BPung dé€ cho
cong viéc lam cho ban kiét qué, 1am ban cing thang hay

moi mét.
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HIEU RO MINH
PUOQC YEU CAU LAM GI

“Thwa ngai, ngai cin phdi xin 16i t6i. Cong viéc ctia ngai la
lam chinh tri, con viéc cuia t6i la diéu hanh qudn riegu”.
Humphrey Bogart,
trong phim Casablanca

Vay viéc ban phai lam 1a gi? Day 1a cau hai rat dé,
nhung ban c6 that su biét cau tra 10i khéng? Vi du nhu
khi sép ndi “T6i mudn viéc nay hoan thanh cang sém
cang t6t”, ban thdy yéu cau nhu vay rat rd rang cha?
Nhung trén thuc t& khong hé dé chit nao. “Cang sém
cang tot” la tinh theo kha ndng ctia ai? Cua ban? Hay
ctua sép? Va tit “mudn” hiéu theo sy mong mudn hay
can thiét? Ttr hoan thanh thi dwoc hiéu theo rat nhiéu
cach khac nhau. Toi biét toi dang hoi cau ky va dua ra
vi du mang tinh m6 pham nhung ¢ day toéi dang ching
minh cho diéu t6i mudn néi. Ban biét rang ban c6 mot
nhom va ban phai quan ly né. Ban biét ban c6 ngan
sach, nhitng con sd va chi tiéu can phai dat duwgc. Ban
cling c6 mot chién luoc trude mat va mudn thuc hién
no.
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Nhung ban ¢é nhiém vu phai lam gi? Viéc nao can
wu tién? Viéc nao c6 thé d€ sau? Muc tiéu la gi? Gan
day co viéc gi thay doi khong (cac nha quan ly cap cao
thinh thoang c6 kiéu thay d6i y dinh va mudn ban phai
cam nhan duoc sy thay d6i d6)?

To6i da ting lam viéc cho mot quan ly cap cao. Bé
ngoai, 6ng ta mudn nhém cua toi lam viéc thanh cong va
hiéu qua nhung duong nhu 6ng lai gay khé dé moi khi
chting tdi hanh dong. Mbi khi t6i mudn thay déi diéu gi
dé dé dat duwoc muc tiéu thi ong ta lai do dw, tri hoan
khong dwa ra quyét dinh. T6i muén diéu hanh b phan
ctia t6i bang tit ca kha ning nhung dwong nhu 6ng ta
luoén can tré gay kho khan cho t6i. Cudi cung, toi phat
hién ra rang 6ng mudn phong ban khac do mot nguoi ho
hang cua 6ng ta lanh dao gianh dwgc két qua cao nhat.
Téi khong dwoc chon lam nguoi chién thang boi vi nhiém
vu d6 da duoc giao cho nguoi chau tré tudi ctia dng. Ong
ay muodn toi bi that bai d€ chau 6ng dugc vé vang. Mot
khi t6i biét duoc chinh xac thong tin - ho mudn t6i phai
lam gi - thi t6i sé c6 thé lam viéc mdt cach tich cuc. Ban
can biét duoc 1a nguoi ta mudn ban lam gi.

NHIEM VU UU TIEN CUA BAN LA GI?
NHIEM VU SAU CUNG LA GI?
VA MUC TIEU CUA BAN LA GI?
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BIET CHINH XAC
MINH DANG LAM GI

Vay ban dang lam gi? Day la mot quy tic quan trong
nhung thuong hay bi bo qua.

Dé tra 10i duoc cau héi nay thi ban phai dua ra duoc
k& hoach 1au dai va k& hoach truéc mit. Néu ban
khong c6 k&€ hoach thi ban cling khong c6 ban d6. Néu
khong c6 ban d6 thi ban sé khong bao gio tim thay kho
bau. Néu ban biét minh 14 ai va minh dang di dén dau
thi ban la nha quan ly thyec thu.

Vay c6 phai 1a ban dang chudn bi cac co hoi dé thang
tién trong twong lai? Cho doi thoi gian cho t6i khi quyét
dinh lam gi? Cho doi cho ngay thang qua di cho téi khi
ban nghi huu? Thu thap thong tin d€ c6 thé tie minh ding
ra thanh lap céng ty d6i tha va st dung thong tin do
nhdm thu lgi nhuin? Théa man véi ban than va cho doi
thoi co? Ban c§ gang dé duoc cip trén d€ mat t6i? Thiét
1ap nhitng mdi quan hé xa hoi d& tim niém vui? An cap y
twong, cac ngudn luc, nhan vién va may moc dé thanh lap
mot cong ty cua chinh ban (6, to6i da tiing ching kién cach
lam nay va nguoi ta da rat thanh cong. Nguoi ta da biét
chinh xdc minh dang thuec sy lam gi)?
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NEU BAN KHONG CO KE HOACH THI

BAN KHONG CO BAN PO. KHONG CO

BAN DO THI BAN SE KHONG BAO GIO
TIM bPUQC KHO BAU.

Khong c¢é cau tra 10i nao la dung hay sai ca. Nhung
thuc sw cau tra 10i sai chinh la “T6i khong biét lam gi
ca”. Ban phai biét chinh x4c la ban dang thuc sy lam gi.
Khong phai 1a ban duoc giao lam gi. Cling khong phai
la ban mudén lam gi ma la ban dang thuc sy lam gi. Mot
khi ban biét dugc diéu nay thi ban sé lam viéc mot cach
ky diéu vi ban c¢6 nhitng bi quyét riéng. C6 1€ ai cling
biét, cling c6 thé chang ai biét, nhung diéu quan trong
la ban biét.

Bay gio ban hay nhin xung quanh nhom ctia ban va
ndi cho toi biét tirng thanh vién trong nhém ctia ban
dang thuc sy 1am gi. Day la mot bai tap rat httu ich cho
ban.
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QUY TAC 41

TIEN LEN PHIA TRUOC,
KHONG THUT LUI

Toi biét ban phai mat rat nhiéu thoi gian thi mdi
hoan thanh cong viéc. Vi nguroi chuyén don dep va
chdm séc cay c6i thi chang phai lo lang suy nghi vé
twong lai hay phai la m¢t nha sang tao lién tuc gi hét.
Nhung ban, mot nha quan ly tai gioi, thi mdi tuan phai
danh ra 30 phut d€ 1ap k&€ hoach cho twong lai. Ban hay
8 gang tu hoi nhitng cau hdi don gian nhu: “Lam céch
nao dé€ minh c6 thé ban dwoc nhiéu hang hon?” “To6i
phai lam gi d€ thu dwogc nhiéu loi nhuan hon?” “Lam
cach nao dé co thé han ché€ viéc thay thé cong nhan?”

Cé mot cau ngan ngir: “Néu ban ludn ludn lam lai
nhitng gl ban da lam thi ban sé luén nhan dugc dang
nhitng gi ban da c6”. Cau noéi nay hoan toan dung. Néu
ban khong tién 1én thi ban sé dam chan mot chd. Néu ban
lam vay thi c4 sau sé tan cong dang sau ban. Ban phai lién
tuc khong ngoi tay cheo, ludn ludn tién 1én nguoc dong
nudc. Loai cd map phai lién tuc boi 1én phia truede trong
sudt ca doi nd dé co thé loc nuwdc qua mang. Chiung khong
bao gio ngling van dong. Hay hanh dong nhw cd map.
Lién tuc tién 1én phia trede. Néu ban khong lam nhu vay
thi c6 rat nhiéu nguoi khac sé lam.
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T6i biét ban ban ron thé nao trong thoi gian lam
viéc. Ban mo hom thu ra va thdy c6 rat nhiéu thu can
tra 10i. Sau d6 lai phai giai quyét nhiém vu cta minh:
cac van dé vé nhan vién, bira trua, cong viéc cua budi
chiéu, gri hét sO thu da soan xong, roi lai uéng voi tach
tra, r6i lai téi lac phai don dep hét moi thit va vé nha.
A,y vay ma lai c6 ké ngd ngan nay ndi véi ban réng ban
phai danh ra 30 phtit méi tuan v6n da ban tai bui dé
nghi vé twong lai. O, ditu nay chi c6 trong mo ma thoi.

Tuy nhién, thoi gian 30 phat nay cé thé tan dung két
hop véi nhiing viéc khac. Mbi tuan tdi duing bita trira mot
minh mot [an va dung thoi gian dé d€ suy nghi sang tao,
nghi vé twong lai, nghi vé cach dé gianh chién thang.
Nhung t6i phai ra ngoai an bita trita mot minh dé€ khoi bi
ai d6 tdi va can thiép vao viéc lap ké hoach trong dau toi.

HAY HANH DONG NHU CA MAP
LUON LUON TIEN LEN PHIA TRUOC
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HAY LUON LUON HANH BPONG...

QUY TAC 42

HAY LUON LUON HANH PONG
MOT CACH NHAT QUAN

“To6i thich phong thdi lam viéc thiweong ngay vi né két
hop ca nhitng nét don gian voi nhitng nét nghiép du
ma khong he lam giam gid tri cua chiing”.

Dilbert

Néu hang ngay ban thuwong méac by dong phuc cong
sO roi dot nhién ban ddi sang mac bo d6 jean voi chiéc
4o so mi thi nhitng ngwoi khac sé nhin ban véi mot cai
nhin ngo vuec.

Néu ban thuong lam viéc t6t va roéi mot ngay ban
lam viéc t6i té, kém hiéu qua thi nguoi ta sé cho re\ing
ban dang gay lang phi tai san cuia cong ty.

Néu thuong ngay ban van d8i xt lich 1am véi nhan
vién roi bong dung ban thay ddi va thuong hay quat
m:fmg ho thi ho s€ khong con tin twong ban nita.

Néu ban hay di lam sém, r6i sau d6 ban lai thwong dén
mudn, nguroi sac mui hoi men thi nhan vién cta ban sé

khong ton trong ban va coi ban la ké nghién ngap.
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Nhan vién ctia ban phai biét ho cho doi diéu gi ¢
ban. Ban phai luén ludn trudc sau nhe mot. Ban phai
do6i xtr vdi nhan vién mot cach binh dfmg. Lam viéc v6i
phong thai 6n dinh. Ban phai tranh d€ khong trd thanh
dé tai dam tiéu cua nguoi khac. Ban phai la nguoi hoan
hao, 1a nguoi khong co gi dé trach (hai diéu nay c6 thé
hoan toan giéng nhau). Ban phai trung thuc dé€ nguoi
khdc tin twéng va la chd dua cta ngudi khac (nhiing
diéu nay ciing lai gidng nhau).

Ban khong duoc rau ri, budn chan. Ban phai luén ludn
dam mé, nang nd, ludn tao ra phong cach, thich mao
hiém, sdng tao, wa thach thic. Ban hdy chac chan rang
chinh ban la nguoi quyét dinh tat ca cac diéu trén va ban
hay ap dung ching mét cach tuyét d6i nhat quan.
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QUY TAC 43

PAT MUC TIEU THUC TE CHO MINH,
PHAI LA MUC TIEU HET SUC THUC TE

O day chting ta khdng néi téi ngan sach hay muc
tiéu chung. Chung ta dang ndi toi muc tiéu, muc dich,
duong 16i ¢4 nhan. Ban phai dat ra muc tiéu néu khong
ban sé khong thé quyét dinh dwgc ban ¢ thanh cong
hay khong. Ciing phai néi rang ban khéng duoc phép
so sanh ban vdi bat ct ai khéac. T6i ludn ludn rat mudn
gioi mot mon thé thao nao d6 nhung toi khong thé thuc
hién dwoc va da that bai tham hai. Viéc nay da khién
t6i nghi rang toi 1a ké that bai nhung mot ngay no, toi
phat hién ra la nhitng nguoi gioi vé thé thao la nhitng
nguoi c6 gen vé linh vuc d6. Biéu nay thi ro rang la toi
khong cé. Nhu vay chang 18 t6i 1a ké that bai u? Khong,
dé chi la van dé vé gen nén t6i khong thé tu trach
minh. T6i c6 kha nang vé nhitng linh vuc khac va toi lai
danh gia thanh cong ctia minh theo nhitng tiéu chi sau:

= Nam ngodi toi da lam nhu thé€ nao

= 5 nam trude toi lam thé nao

s To6i dang thuc hién ké hoach cad nhan nhu thé nao
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s To6i dang thuc hién ké hoach dai han ciia minh
nhuw thé nao.

Ban khong dwoc so sanh v6i ngroi nao khac boi vi
so sanh vdi nguoi khéac la moét viéc lam ngu ngdc.

Dau 6c khong kién dinh sé khién cho ta dé bi lung
lac va dé mac sai lam. Khi nhin ai d6 thi ban thuwong c6
xu hudng ghen ti véi ho vé moét cdi gi d6 cua ho nhung
ban khong hé biét chut gi vé cai ma ban dang them
mudn. Nguoi ta néi rang di mot ddm duong bang giay
cta nguoi khac thi ban c6 thé di duwgc hon mét dam
ntta, tuy nhién khi ban c6 dwoc doi giay ctia nguoi khac
roi thi ban sé that vong va mudn quang bé né ngay.

Vay ban hay ddt cho minh mot s6 muc tiéu nhung ban
hay thuc t€ voi nhitng muc tiéu d6. Gia st ban ddt muc
tiéu trd thanh thu linh cta ca thé gidi thi diéu nghe c6 vé
an twgng nhung nd hoan toan khong thuc té.

Ban hdy ddt ra muc tiéu co tinh thach thitc nhung
phai la muc tiéu c6 thé dat dugc, thuc t€ nhung ciing
phai c6 thr thach. S€ la khong t6t néu ban dat muc tiéu
qua dé dang hay qud kho khan.
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QUY TAC 44

DAT RA KE HOACH
NHUNG PHAI GIU KIN

“Cong viéc la birc chan dung cuia nguoi thyec hién né.
Ban hay lam viéc cua ban mot cich hoan hdo”.

Khuyét danh

Khong ai biét ban dang nghi gi. Khong ai biét ban
mudn vuon cao toi dau. Khong ai biét thuc sw ban ¢6 thé
thing tién téi dau - ban con nhé Quy tic 40 chi: Biét
chinh xac minh dang lam gi - vi vay ban c6 thé thyc hién
nhitng k& hoach riéng ctia minh déng thoi van dam bao
thuc hién t6t phan viéc duoc giao cua minh. K€ hoach cta
ban phai di kém véi muc tiéu ngan va dai han. Ttc 1a ban
phai xac dinh dwoc cai minh mudn dat tdi, diéu ban duy
dinh dat téi va sau d6 ban sé c6 duoc cai gi do dé tién toi
thanh cong - d6 la cai ban thuc sy mudn.

Tai sao ban phai gitt bi mat? Boi vi c¢6 thé ké hoach caa
cong ty, cia nhém ban quan ly va sép cta ban khong hai
hoa vdi nhau. Day 1a ké hoach c6 tinh chét ca nhan va ban
nén gitr cho riéng ban dé ban co thé ti€p tuc wéc mo, hy
vong, khao khat. Ban khong nén dé cho nguoi khac biét
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va lam hong ké hoach cua ban. Nguoi quan ly manh
dan 1a nguoi ddm lam, tu tin va lam theo ké& hoach do
minh vach ra. Néu nguoi ta nghe phong thanh biét
duwoc y dinh ctia nguoi quan ly tai gioi ma ho tin tuong
thi ho sé khong con tin tedng nita. Ban c6 thé nghi t6i
nhitng budc di cho riéng minh nhung dirng ndi cho ai
biét, néu khong nhan vién ctia ban sé nghi rang ban sap
roi bo cong ty du cho ¢ thé ban phai mat vai nam nita
thi méi cd thé thuc hién dugce k€ hoach riéng cua ban.
Néu ban c6 ké hoach mudn dwgc thang tién nhanh
chéng thi nguwoi ta sé cho rﬁmg ban la ké tham vong nén
ho sé khong giao cho ban ké hoach 1au dai vie réng ban
sé duoc cAt nhic qua nhanh. Con nita, k€ ca ban thuc
sy mudn thyce hién mét cudc cach mang, mudn chinh
phuc dinh Everest hay 1at d6 ca Hoang d€ thi ban hay
ct gitt kin y dinh d6 va luon duy tri phong thai nhiét
tinh, tdn tdm, dang tin cay, cham chi va on dinh.

K HOACH CUA BAN PHAI BI KEM
VOI MUC TIEU NGAN VA DAI HAN
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QUY TAC 45

LOAI BO NHUNG
QUY TAC KHONG CAN THIET

“Ddy la mot vong xody tw cung cd theo hwong tién

lén: viéc lam tao ra niém tw hao va niém tw hao khich
1é viéc lam”.

Giao su Rasabeth Moss Kanter,

Truong Kinh doanh Harvard

T6i c6 thé thdy ban dang nghi rang “Bay gio thi 6ng ta
lai tw gidm vao chan minh r6i”. V&t bé nhitng quy tac
khong can thiét trong chinh cac cuén sach néi vé cac quy
tac sao? Pung vay, ban hay loai bé nhiing quy tac khong
can thiét. Nhung ngoai trir nhitng quy tac ctia t6i, quy tac
ctia ban. Ban hay loai bé nhitng quy tac ctia nguoi khac.
Ban hay lam cho nhan vién biét rang ban dimg vé phia ho
va ban sé don gian hda bat ké thu tuc nao dé€ tang cuong
tinh hiéu qua cho cong viéc. Diéu nay c6 nghia la nhitng
gi khong can thiét can phai duoc loai bo.

Trong bat ¢ noi lam viéc nao cling xay ra té quan liéu
tham nh{ing, cling con nhitng quy tic khong phi hop do
hé thong quan ly trudc day dé lai. Ban hay xoa bo tat ca,
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hay chu y tdéi tat ca nhitng gi ban va nhém cta ban lam.
Ban hay lam cho cong viéc chung duoc trién khai
nhanh chéng, thong thodng hon bang cach loai bo bat
ct diéu gi du thira, khong can thiét.

Sé 1a rat dé dé lam viéc theo nhiing thdi quen hang
ngay va khong nhin moi vat dwdi mot géc do madi, mot
phuong phap tiép can méi. Hang ngay ban di lam va
coi cong viéc ctia ban nhu mot diéu gi d6 qua hién
nhién Chéng c6 gi phai ban tam. Ban hay th hoi “Tai
sao chuing ta lam viéc nay? Tai sao chung ta lam theo
cach nay?”. Toi chac ban sé phét hién ra rat nhiéu diéu
khong can thiét va sé loai bo duogc chiung.

TAI SAO CHUNG TA LAM VIEC NAY?
TAISAO CHUNG TA
LAM THEO CACH NAY?

Ban hay lam don gian moi viéc, tiét kiém thoi gian,
lam cho nhan vién vui vé hon va tin twong ban hon.
Moi chuyén that hét siic don gian, dé lam.
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RUT KINH NGHIEM TU NHI’NG SAI LAM

QUY TAC 46

RUT KINH NGHIEM
TU NHUNG SAI LAM

Tat ca chung ta déu c6 lan pham phai sai Jam. Néu
ching ta la nhitng nha quan ly sang tao, nha quan ly
ddi méi tuyét voi thi ching ta da khong mac sai fam.
Tuy nhién nhiéu nha quan ly lai mudn che gidu tat ca
nhitng sai [am cta ho. Ho che day, gidu giém va khong
mudn nhd t6i chung. Ban, mét nha quan ly tai nang, thi
khong dwoc lam nhu ho. Ban khong dwoc trach minh,
cting khong duoc ngoi dé€ kho so vi héi ti€c. Thay vao
d6, ban phai phan tich tim ra nhitng ly do khién ban
mac sai [am, ban bac véi dong nghiép dé biét tai sao n6
lai sai va 1ap ké hoach dé khong 1ap lai sai lam.

Sai lam c¢ thé la 6 khau danh gia khong chinh xac,
khau ban hang khong hiéu qua, ¢ mot ban bao cdo
khong tot hodc la do viéc quan ly thoi gian va cac
ngudn luc khong hiéu qua, viéc khong hoan thanh ké
hoach dung thoi han. Khi ban liét ké xem c6 bao nhiéu
sai Jam thi ban c6 thé thdy rat nhiéu.

Tré thanh nha quan ly doi hoi phai c6 mdt qua trinh
khong ngtrng hoc hoi kinh nghiém. Ban khong duoc ding
yén mot chd va khong duoc cho rang minh biét tat

125

eBook mién phi tai: Webtietkiem.com Page 121



NH’NG QUY TAC TRONG QUAN LY

ca moi thit. Ban khong nén va khong thé lam nhu vay.
Ban c6 thé tim dén nhing nguoi dang tin ciy, nhiing
cudn sach hay dé gitip ban cé nhiing budc di ding dan.
DPac biét nhiing ngudn nay rat httu ich véi ban néu nhu
ban nhan duoc nhitng 161 khuyén ngan gon, stc tich,
song dong va thuec t&*

TRO THANH NHA
QUAN LY POI HOI PHAI CO MOT QUA
TRINH KHONG NGUNG HQC HOI
KINH NGHIEM.

Sai lam la diéu rat quy gia vi chung khong chi day cho
ta biét chting ta sai & chd nao ma chiing con cho ta biét
cach dé€ stra chira. Khi ban pham phai it sai Jam hon, ban
sé tré thanh nha quan ly tai gioi hon, kinh nghiém hon, c6
kha nang anh huwong 16n hon. Chung ta ai cing cd thé
méc sai Jam, chiing ta hay biét thita nhan, biét rt ra kinh
nghiém va ti€p tuc tién lén phia truede.

» Vi du hdy xem cudn sach cta Ros Jay: Tw duy nhanh nhay danh cho
nha quan ly, Nha xuat ban Prentice Hall ndm 2001.
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SAN SANG TU BO...

QUY TAC 47

SAN SANG TU BO NHUNG THU
KHONG HOP THOI, LUON THAY PUQC
NHUNG THU CON HIEU QUA VA
NHUNG THU PANG THAY POI

Ban biét thé nao roi day, cong viéc ciia ban dang thuan
loi, tr6i chay thi bSng nhién ban khong dat dwoc chi tiéu,
doanh s6 ban hang sut giam, viéc thay d6i nhéan vién lién
tuc dién ra. Nhung ban van dang lam nhitng c4i ban tiing
lam trudc day. Ban van dang d4p dung phuong phap lam
viéc rat hiéu qua nhung bong nhién né ciing khoéng con
tac dung nira. Ban phai lam gi? Trudc tién ban phai y thiic
duoc nhiing cai con hiéu qua va nhiing cai dang thay doi.
Sy thay doi dién ra nhanh téi mic ma ban khong kip
nhan ra né cho téi khi qua mudn. Ban hay canh gidc véi
diéu nay, hay san sang va chuén bi thich tng mot cach

nhanh chéng. Ban phai nam bat duoc:

= Phat minh méi nhét trong nganh

Cong nghé mai

Ung dung méi

Phwong phap moi
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= Viéc thay d6i doanh s0 ban hang, xu hudng thi
treong, thay d6i vé nhan vién, muc tiéu va duw
thao ngan sach.

Ban dimg ludn di theo mot 16i mon, néu can hay sén
sang thay d6i lién luc. Nha quan ly t6t 1a nguodi sdn
sang thich ung vdi sy thay d6i mot cach nhanh chéng
va tai tinh. Néu khong, ban sé bi loai khoi cudc choi.

Quy tic nay co6 thé ap dung cho moi viéc, vi du nhu
phong cach quan ly nhan vién. Ban c6 thé duy tri mot
cach quan ly nao d6 véi nhan vién trong nhiéu ndm va né
t6 ra c6 hiéu qua nhung bdng nhién né khong con phu
hop va khong dem lai két qua nhw y. Ban ¢ thé cd gang
duy tri phong cach quan ly dé nhung két qua la ban sé
danh mat nhan vién cua ban. Tét hon 1a ban ci sén sang
tlr bo phong cach cti va ap dung phong cach mai. Diéu
nay c6 nghia la ban phai thay déi mot cach tuy co tGng
bién, linh hoat. Néu chung ta lu6n mong mudn tao nén sw
thay doi trong cong viéc thi thinh thoang ching ta sé thay
d6i ma khong nhéan ra sy thay d6i d6. Chung ta phai tinh
tao d6i voi nhitng thay d6i ngam bén trong.

NHA QUAN LY TOT LA NGUOI SAN
SANG THICH UNG VOI SU THAY DOI
MOT CACH NHANH CHONG
VA TAI TINH.
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QUY TAC 48

LOAI BO NHUNG VIEC PHI LY,
PHAI BIET UU TIEN

Téi ting lam viéc cho mot ngudi quan 1y. Ong ta thich
héi rang chiing t6i lam viéc cho ai. Néu ching t6i néi la
lam cho chinh chting tdi thi 6ng ta 14c dau. Néu néi la lam
cho dng ta thi dng ta cing lac dau. Néu néi rang lam cho
Ban giam d8c, ong ta ciing lai lic dau. Ong ta néi cau tra
16i duy nhat 1 lam viéc cho cac ¢ dong. Ong ciing néi
thém ly do duy nhat ma chung ta lam viéc la vi 1gi nhuén.
Nhitng thit khac chi 1a phu. N6i nhw vay ciing c6 ly.
Chung ta lam viéc cho cac c6 dong, du ho c6 la ai di nira.
Cac cd dong cd thé la chinh ban néu nhw ban lam viéc doc
lap. Ho cling c6 thé la Ban giam d6c néu nhu d6 la mét
cong ty gia dinh khong tham gia giao dich trén thi trieong
chiing khoan. Ho c6 thé la hang triéu nguoi, nhitng nguoi
da bo von ra dau tu.

Vay ban hay loai bé nhitng diéu khong hop ly. Du cho
nguoi ta ¢6 nodi thé nao di nia thi cling chi ¢6 mot ly do
duy nhét d€ lam kinh doanh, ay la lgi nhuan. Lam d€
kiém tién. Néu nhuw ban dang lam ra nhtng con s6 thi dé
la diéu t6t. Néu khong thi ban hay dep bd cong viéc cta
ban. Gio ban da c6 mot thuwdce do that don gian
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dé€ danh gia moi thit ban dang lam. Ban hay hoi “Viéc
nay c6 gop phan dem lai loi nhuan cho t6i hay khong?”
Néu c6 thi ban hay tiép tuc. Néu khong thi hdy dung
ngay.

Khi ban da ndi t6i va thuc hién cong viéc thi d6 la tat
ca nhitng gi ban can quan tam. Khong c6 loi thi khong
lam kinh doanh nita. Khong kinh doanh thi khong con
viéc. Khong cong viéc thi khong con thé chdp, khong xe
hoi, lvong thue, ...

KHONG CO LOI THI KHONG KINH
DOANH, KHONG KINH DOANH THI
KHONG CONG VIEC.

T6i chéac rang néu ban dung lai va xem xét tat ca
nhitng gi ban lam thi ban sé thdy c6 rat nhiéu viéc
khong can thiét. Ban phai danh thoi gian d€ wu tién vao
viéc quan trong. Loai bo nhiing viéc khong can thiét dé
tap trung vao mot viéc, chi mot viéc ma thoi. Pay chinh
la cach dé€ phan biét mot nha quan ly gioi voi nhitng
ngroi khac. D6 chinh la sy tap trung cao dg, sw nhan
thirc 0 rang va su cong hién hét minh.
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QUY TAC 49

KET GIAO VOI
NHUNG NGUOI CO VI THE

“Thit v6 ich khi c6’ giang che gidu mot sw thit la nguoi
ta thwong c6 cic moi quen biét voi nhau va mot liic
nao dé ho sé tan dung nhitng moi quen biét dé “thiic

ez

day sw nghiép””.

Obi trong “Tan sdt chu dong”
(Ban nhac anarcho punk)

Ban phai ludn nhé rang diéu quan trong khong phai la
ban biét ai ma la ai biét ban. Trong c6ng viéc thi c6 nguoi
dua ra y kién, ngudi can nhac va nhitng nguoi thi hanh.
Ban can phai biét ai 1a nguoi dwa ra y kién, ai la nguoi can
nhac va két than véi ho. Thuong thi nha quan ly cap cao
hay c6 tro ly riéng nén ban khong ban bac truec tiép duwoc
v6i nha quan ly ma ban con ¢6 thé bi tay trg ly cua nguoi
quan ly tr choi. Ban phai ding vé phia vién tro ly. Diéu
nay c6 nghia la ban phai ce x@ mot cach nha nhdn, lich
sit, khon khéo, than trong, gan da, ludn ludn kin keé.

R4t nhiéu nguoi nghi rang hé théng “quen biét theo
kiéu be phai cii” khdng con nita, hodc 1 ho cho rang b)
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néu né van chua bi xo0d sach thi cling tdi lac né nén bi
dep bo, c) hodc 1a hé thong dé da bién mat va thay vao
d¢6 1a mot hé thong madi; nhu vay thi viéc phai quen biét
nhitng nguoi ¢ chiic c6 quyén khong can thiét nita,
hodc d) nhitng tai nang thuc sy sé luén c6 co hoi toa
sang.

BAN CAN PHAI BIET
AI LA NGUOI DUA RA Y KIEN,
AI LA NGUOI CAN NHAC Y KIEN
VA KET THAN VOI HO.

Mot s6 y kién trén c6 thé ding nhung mdi quan hé
theo tang 16p sé khong bao gio chdm duit boi vi nhitng
nguoi co chitc cd quyén van la nhitng nguoi diéu hanh
cac cau lac bo khac nhau. N6 khong con la treong hoc nita
ma noé co6 thé la cau lac bd golf, t6 chitc nhan dao, quan
diém tam, treong dai hoc, gia dinh, nhiing noi lam viéc
trudc day, noi nhitng nguoi ban cii hay c6 thé 1a bat ci
noi nao. Nhitng nguoi ¢é chirc quyén mudn tap hop xung
quanh minh nhitng nguoi cing ¢6 dia vi va dé€ ho c6 thé
tin tuwong. Ban can phai quen biét véi nhiing nguoi c6
quan hé gan gii v4i nhitng ngwodi ma ban can lam quen:
két than v6i ho dé€ sau nay ban ciing trd thanh mét trong
nhiing ngwoi gan gli voi nguoi co chirc quyén va
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sau do tré thanh mot trong nhitng nguoi c6 chire quyeén.
Sau nay ban lam gi thi tuy vao ban.
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QUY TAC 50

PHAI BIET KHI NAO
CAN DONG CUA

Vé co ban, nha quan ly tot la nguoi thye hién chinh
sach m& ctra. Tuy nhién, d6i khi ban can phai biét lac
nao can déng ctra d€ ban co theé:

» Tiép tuc lam mot s6 cong viéc nao do, cod cudc hop
rieng, d€ nhém ctia minh biét réng minh khong
mudn bi qudy ray, dé¢ cho nhém ctia minh hiéu rang
minh thuc sy la nguwoi quan ly, la cap trén chwt

khong phai la nguwoi hoan toan giong nhu ho.

Tat nhién, mot nha quan ly tai ba giong nhu ban thi
mudn thyc hién chinh sdch md cira d€ nhan vién c6 thé
ti€p can ban khi ho can. Nhung c6 nhitng lac ban cling
can phai tao ra mot khoang cach ca vé mat tinh than
cling nhw mdt thé chat. Ban biét day, bi quyét thuc sw
ctia viéc quan ly hiéu qua nam & chd la dut cho ban ¢6
than mat vdi nhan vién ctia minh téi mitc nao di nira
thi cé nhitng Itc ban van phai can thiét té ra minh thuc
sw la cép trén, 1a nha quan ly.

Quan ly theo tinh than dan chu la rat t6t, thao luan chung

la viéc lam dang dan. Tuy vay, khi c6 viéc gi xay ra,
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ban phai s&n sang chiu trach nhiém va thwc hién phan
viéc ctia minh. Diéu nay c6 nghia la ban phai nhanh
chéng nam gift vai tro ctia minh, dwa ra ménh lénh khan
cap va hanh dong nhu mét nguoi quan ly, mét 6ng chu.
Thuong thuong, viéc ban déng ctra phong lam viéc sé
tang cuong vai tro 6ng chu cua ban. Ban khoéng can phai
ce xtt nhu mdt nha quan 1y cde can, ha khéc hay doc doan
nhung phai la mot nha quan ly dung muc.

CO NHUNG KHI CAN THIET PHAI
TAO RA MOT KHOANG CACH CA VE
MAT TINH THAN CONG NHU
VE MAT THE CHAT.

Néu ban 1a mét trong nhiing nha quan ly thdy minh
khong cé cam giadc (dugc nhan vién thira nhan) hoac
cam giac c6 duoc phong thai cia mot “ong chu” thi toi
khuyén ban nén ap dung quy tic dong ctta phong lam
viéc ctua ban. Péng clra van phong 1a mot ddu hiéu ro
rang thé hién ai 1a nguoi kiém soat tinh hinh cua ban -
chinh 1a ban.

Viéc lam cho nhéan vién coi trong ban la rat can thiét.
Ban ciing can thiét phai thé hién quyén lyc ctia ban trong
moi tinh huéng. Péng clra van phong c6 nghia rang ban
la nguoi quan ly. Tuy nhién ban ding qua lam dung quy

135

eBook mién phi tai: Webtietkiem.com Page 131



NH’NG QUY TAC TRONG QUAN LY

tac nay vi chang cé diéu gi dang buc hon viéc sép ludn
ludn vang mat.
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QUY TAC 51

SU DUNG THOI GIAN
HIEU QUA VA HUU ICH

Mot khi ban biét duoc cach dong clra van phong thi
ban sé c6 thoi gian ranh r6i trong cin phong chi co
minh ban. Nhung d€ tro thanh nha quan ly thuc su tai
nang va hiéu qua thi ban khong duoc d€ minh thoai lui
hay lun bai. Ban phai ngang cao dau va hoan thanh
cong viéc cua ban. Ban phai giai quyét cong viéc nhanh
chéng, hiéu qua. Sau do, ban hay lam nhitng viéc cho
nhing ké hoach lau dai, ké hoach cta riéng ban, nang
cao kién thtrc chuyén mon.

Lam viéc cham chi khi khong bi quan thtc boi nhiing
chiéc roi dién chan gia stc cing giong nhuw ban dang lam
cho chinh ban than ban. Ban phai lam viéc tan tuy, hét
minh va tap trung. Diéu nay doi héi ban can thwc hanh va
luyén tap. Chung ta ai cling can thoi gian d€ suy nghi,
thoi gian dé€ nghi ngoi. Tuy nhién diéu quan trong la
khong duwoc lam dung cach lam nay. Ban khong thé dé
nguoi khac toi lam lang phi thoi gian ca ngay ctia ban.
Lap thoi gian biéu cho cdng viéc cu thé. Viét ra nhiing
danh sach ngan gon d€ ¢ thé hoan thanh dwoc ting viéc
nho mot. Lam nhu vay ban sé cam thdy toai nguyén vé
nhtng gi ban lam. Ban hay hit that nhiéu khong khi trong
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lanh néu khong ban sé ngu rat nhiéu, dung udng ruou
vao bita trira néu khong ban sé ngt ca budi chiéu, hay di
ngu sém néu khong ban sé cd d€ ngu bu 6 van phong.

Ban hay canh giac véi nhitng nguoi lam ban mat
thoi gian mot cadch vo ich. Ban c¢ néi vdi ho r@“mg ban
c6 viéc quan trong, cap bach can giai quyét va hoi liéu
ban c6 thé t6i gdp ho sau dwoc khong?

Ban ciing phai can than voi thu dién tk (email).
Chung cing la nhitng tht lam ban mat thi gio. Email
c6 thé khién ban ¢6 suy nghi té hai sau “O, hom thu cua
toi da trong khong roi, cong viéc cta toi da xong”. Suw
that thi cong viéc khong chi c6 nghia la tra 10i email
hodc la viét email. Cong viéc c6 nghia la ban phai hanh
dong va thuc sy lam diéu gi d6, c6 thé la goi dién thoai,
theo sat khach hang nao d¢6, tao ra doanh thu, kiém tra
viéc san xudt, hoan tat cac bao cdo. Bay gio ban hay lam
ngay nhirng thit toi vira ndi tdi di. Ban hay lam viéc
mot cach hiéu qua va dem lai loi nhudn. T4t ca cac
chuyén khac chi la van dé tha yéu.

PUNG NGOI KHONG,
HAY BDOC CAI GI PO.
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QUY TAC 52

LAP KE HOACH B VA
KE HOACH C

Ban phai lap k& hoach dy phong nhing diéu té hai cd
thé xay ra. Trudc moi chuyén ban can phai dat cau hoi
“Cai gi sé xay ra néu...”. Néu khong lam nhu vay thi ban
s€ bi bat ngo va roi vao thé bi dong. Ban diing bao gio gia
dinh réng moi chuyén sé xay ra thuan lgi. Khong bao gio
c6 chuyén nhu vay dau. Ban dimng bao gio cho rdng ban
ludn ludn lam viéc mot cach 6n thoa. Khong thé luon luon
nhu vdy duoc. Ban ding nghi rang luc nao cong nghé
cting hoan hao, c6 nhiing ltc nd ciing c6 truc tric day.
Dttng cho la ban cé du thoi gian, ban khong cé du thoi
gian dau. Khong nén nghi rang nhan vién sé dén ding
gio, ho khong t6i diing gio dau. Ban dimng cho rang ban sé
khong bao gi¢ quén diéu gi, ban sé quén day. Dung gia
dinh ké hoach A s€ sudn sé, khong sudn sé dau, va cling
dting nghi la k& hoach B sé tot hon, mét lic nao d6 ca ké
hoach B ctia ban ciing do bé.

T6i nghi rang ltc nay ban da c6 thé hidu dugc toi
mudn noéi gi roi. Khi moi viée xay ra ngoai y mudn - va
chting sé& xay ra nhuw vay - thi ban hay s&n sang khac phuc,
thich &tng va vueot qua. Vi du nhw khi ban dang c6
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bai thuyét trinh va da chudn bi trinh bay tat ca cac noi
dung bang Powerpoint, ban s& lam gi néu bi mat dién
hay phan mém bj truc trdc? Ban phai du tinh trudc tat
ca xem minh phai lam gi khi mat dién, cong nghé bi
truc trdc hodc 1a trat tu trinh chiéu trong Powerpoint
khong hoat dong dwoc. Ban phai du tru vi truc trdc sé
co thé xay ra. C6 thé hom nay né khong xay ra nhung
c6 thé ngay mai vao chinh nhiing ldc ma ban khong
ngo téi, khong chudan bi va khong du phong.

BAN PUNG BAO GIO CHO RANG BAN
CO DU THOI GIAN - BAN KHONG CO
PU THOI GIAN PAU.

Tat nhién néu la nha quan ly thuc thu thi khong can
phai c6 k& hoach B, k& hoach C béi vi ho ¢6 thé sdn
sang tmg phod véi rai ro bat ctt 1dc nao. D sao t6i van
cho rang viéc thwong xuyén tw hoi: “Tdi sé ting pho thé
nao néu k& hoach nay khong mang lai hiéu qua?” van
la cach 1am khon ngoan, can trong.
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QUY TAC 53

BIEN CO HOI
THANH VAN MAY NHUNG
KHONG BAO GIO THUA NHAN NO

“T6i la ngueoi rdt tin vao may mdin. Toi thay rang toi
cang lam viéc chdam chi thi toi cang c6 co hoi gdp may”.
Thomas Jefferson,
Tong thong My (1801-1809)

Néu ban ludn ludon d€ tam tim kiém co hoi thi ban sé
gdp duoc co hoi, sy tinh co va rat nhiéu may méin. Néu
ban nhanh nhen, thong minh va manh dan, ban c6 thé
nam dugc van may va tan dung duoc nd. May mén la vay
ddy. Ban hay nam 14y n6 khi c6 thé boi vi né c6 thé qua di
bat ct liic nao. Ban khong thé hoach dinh né thanh mot ké
hoach, ngan quy hay thanh mot bao cao nhung may man
ludn ludn 6 dau d6 quanh ban. Thuyc t&€ néu ban cang
mong doi, &p u va trong cho van may thi ban cang c6
nhiéu kha nang gap né. Ching ta phai c¢6 niém tin vao
van may, néu khong lam sao ching ta c6 thé ndi nhiing
ngroi chung ta khong wa da gat hai duwoc thanh cong?
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Gio thi ban dling nghi rang ban sé dua vao van may dé
xay dung nghé nghiép cho minh. Lam theo cach nay thi
khong c6 két qua. Toi dang néi rang thinh thoang chiing
ta déu gap chut it may méan nao dé va khi dip may dén
ban phai nam 14y va tan dung né. Sau d6 thi ban hay gitr
im ldng vé van may ctia minh. Khong phai lac nao ban
cling can ndi su that. Mot chat khiém ton gia tao cing ¢
hiéu qua cao. Néu ban gdp may man thi hay néi “dé la
mot dip may”. Tuy nhién ban cting hay néi theo cach nao
dé d€ nguoi ta biét rang ban da bé ra hang thang troi 1ap
ké hoach ky cang, hang nam nghién cttu va hang chuc
ndm hoc tap kinh nghiém thi méi cé dwoc “may mén d6”.
Ban ctt néi thing ra vi nhitng diéu ban néi la sy that.
Khong cé diéu gi goi la may man ca nhung ban c6 thé gap
duwoc nhitng gidy phat hiém hoi nho vao nhing cong
viéc, nhitng kinh nghiém, nghién cttu va 1ap ké hoach ma
ban chuan bi tredc. Néu ban khong la nguoi gidi giang,
nd lyc trong cdng viée ctia minh thi may mén ciing khong
dén véi ban. Néu ban khong phai la mot nha quan ly tai
ba thi ban cling khong thé ndm bit duoc co hédi va tan
dung no.

NEU BAN KHONG NO LUC DE TRO
THANH NGUOI GIOI GIANG TRONG
CONG VIEC CUA BAN THI VAN MAY

CUNG SE KHONG DEN VOI BAN.
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QUY TAC 54

BIET KHI NAO BAN BI STRESS

“Hau hét moi nguoi déu bo 16 co hoi boi vi co hgi dén
mot cdach bit ngo va vi né trong gidng cong viée.”

Thomas Edison

Nha quan ly tai gioi biét cach luon chién thang stress.
Tai sao vay? Vi stress rat cé hai. Stress khong dem lai loi
ich gi. Hinh anh vé nha quan ly truyén théng thuong la
nguoi bi stress nang, ho phai uéng thudc chong stress va
bi 4p huyét cao nhung van cé dwoc nhitng y tuwéng tuyét
voi. Nha quan ly hién dai la nguoi thoai mai, tir ton, diu
dang, tram tinh, cdn than d6i voi cong viéc. Ban khong
can phai cang thang, thuc sy khong can thiét phai cang
théng. Ban phai luén hiing khoi, phan chén, nhiét tinh,
han hoan. Ban khong nén cing thang.

Stress chi don gian xay ra khi s¢ hting khoi va niém
vui cua ban khong con. Thay vi cam thay yéu thich cong
viéc, ban bit dau thdy so nd. Thay vi thdy phan chéan, ban
cam thdy s¢ hai. Ban khong con thdy cong viéc la mot
thach thirc ma coi d6 1a su d6i dau khong lwa chon.

Vay ban trai qua stress thé nao? Chinh xac la ban trai
nghiém stress thé nao? Day qua la van dé riéng tu. Stress
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o thé la khi ban hat thudc, uéng ruou nhiéu, c6 thé la
khong ngut dwgc hodc khong dn dwgce hodc c6 thé biéu
hién & dang mét mai than kinh, hét hoang, giat minh,
nhay giat, sg hai vo ly hoac la ¢ nhitng hanh vi khong
pht hop. Néu ban khong biét dau hiéu cing thang cta
ban la gi thi hay hoi ai d6 biét o vé ban. Ho c6 thé giap
ban.

BAN CAN PHAI DAY HUNG KHOY,
PHAN CHAN, NHIET TINH,
HAN HOAN. BAN KHONG NEN
CANG THANG.

Khi t6i thdy c6 ddu hiéu cta stress, t6i danh thoi
gian d€ tu hoi:

» Tai sao toi lai bi stress

» Diéu gi dang gdy ra stress

» To6i c6 thé lam gi d€ ngan chdn stress

= Lam cach nao t6i c6 thé ngan khong cho stress tai

dién.

T6i khong thich bi stress va sé khong dé né anh huong
nhiéu dén sttc khoe cua t6i. Toi biét cach diéu chinh ban
than. T6i co thé lam giam stress rat nhanh ngay khi ti
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thay c6 dau hiéu bi stress. Toi biét cach nao hiéu qua
cho t6i. Thé con cach nao hiéu qua déi véi ban?
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QUY TAC 55

CHAM SOC SUC KHOE CUA BAN

Ban rat de chénh mang vodi viéc cham soc stee khoe cua

ban. Bay gid ban hay bat dau cham séc stic khoe ctia ban

di. Sau day la nhitng 10i khuyén gitip ban c6 sttc khoe t6t:

An udng ding cach. Ngbi &n noi thoai mai, vira
an vira thuong thie d6 an

An thitc &n phtt hop. Thitc dn phai twoi, nhiéu
chat hitu co, thit nac, hoa qua tuoi, xa lach, rau,
thirc an giau chét xo, khong an thirc an thira, thuc
pham qua ché bién

Ngu ngon gidc

Khong lo au, luén mim cuwoi, thwe gian vdéi nhitng
thit khong lién quan téi cong viéc

Kiém tra sttc khoe dinh ky d€ phat hién kip thoi
nhiing triéu ching bénh ly, kiém tra tinh hoan
hoac u nguwc, budu

Lam viéc trong moi treong thodi mai va an toan
bi kiém tra nong do cholesterol, ap huyét mau, v.v...

Duy tri nhitng m&i quan hé than mat va tinh duc
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s Theo mot tin ngudng nao dé dé€ gitip ban vuot
qua tinh trang khing hoang
= Tap thé duc
= Theo doi can ndng
» Ulng vira phai

= Dung hut thudc-.

NEU BAN MUON SONG LAU VA
MANH KHOE THI BAY GIO BAN NEN
AP DUNG NHUNG LOI KHUYEN NAY.

Tat nhién ban khong phai bat budc ap dung bat ctr
10i khuyén nao trén day. Ban la nguoi da truong thanh
va tu ban c6 thé quyét dinh moi chuyén. Nhung néu
ban mudn séng lau va manh khoe thi bay gio ban nén
ap dung nhiing 16i khuyén nay.

+Viéc khoéng hat thude rd rang 1a nhan té quan trong nhat va co tac
dong t&i twong lai cude sdng va strc khoé ctia ban I&n hon ca tac dong
cta cac nhan t khac két hop lai.
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QUY TAC 56

HAY SAN SANG PON NHAN
DAU KHO CUNG NHU NIEM VUI

“Sai [im 16m nhdt chiing ta tirng mdc phdi trong cudc
song dé la chiing ta nghi rang chiing ta lam viéc cho ai
do chir khong phai cho ban thin chiing ta”.

Brian Tracy

Ban dé€ 'y thi sé thdy, cudc sdng ciing giong nhu mot
chiéc tai tdng hop. Ban cang 1én nam gitr nhitng vi tri
cao thi ban cang thdy diéu nay la dung. Khi méi lam
viéc & vi tri ctia mot nhan vién k&€ toan xoang xinh, toi
thuong cam thdy chan nan, tréng rong, buc tic, gian
dt va khong thich lam viéc. Nhung khi toi lén chttc
Tong gidm ddc, t6i ngac nhién vi thdy minh van thay
budn chén, tréng rong, buec tic, gian dit va khong thich
lam viéc. Khi méi vao nghé, t6i khong cho rang cong
viéc cta toi rat tot, la thoai mai nhung khi toi da ¢ vi tri
cao, téi hoan toan khéng chudn bi cho cam giac hut
hang nay. Toi nghi rang ngay nao ciing sé t6t dep, thu
vi, day kich tinh, thach théc va vui vé nhung khi cong
viéc khong nhu nhitng gi t6i nghi thi t6i that vong.
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BAN PHAI PIEU CHINH SUY NGHI
CUA MINH DBE KHOI CAM THAY
BUC TUC KHI CONG VIEC
KHONG NHU Y BAN.

Tat nhién, gio day toi nhan ra réng c6 nhitng ngay
sé rat vui va thu vi nhung nhitng ngay dé khong nhiéu
bang nhitng ngay ma t6i cam thay chén nan. Ban phai
chuan bi dén nhan dau khé ciing nhe niém vui. Ban
phai diéu chinh suy nghi cia ban d€ khoi cam thdy buc
tiec khi cong viéc khong nhu y ban va khi c¢6 chuyén
vui thi ban cling khong vui mitng mot cach thai qua.

Van dé la néu cong viéc khién ban buoén chan thi
chinh sy r8i loan ctia ban cang lam cho né t6i t€ hon.
Toi da tung trai qua nhitng tinh hudng nhu thé nay.
Cach tot nhat 1a ban nén binh tinh l1am cht ban than va
d€ cho cam giac chan nan tiéu tan. La nha quan ly thi
ban khong dugc d€ minh roi vao tinh trang r6i loan, tat
nhién la ngoai trtr r6i loan theo cach sang tao.
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QUY TAC 57

POI MAT VOI TUONG LAI

“Diéu thii vi nhat cua twong lai la & chd twong lai dén
rit tie tie.”
Abraham Lincoln,
Tong thong My (1861-1865)

Du bay gio ban c6 dang lam gi thi moi thtt cling sé
thay doi. Tuong lai 1a diéu tat yéu sé tdi.

Tat ca nhitng su thay ddi trén sé xay ra va nha quan
ly tai ba phai la nguoi khong chi dén nhéan su thay doi
d6 ma con chudn bi sdn sang chd dén nita. Quy tac nay
khong ap dung cho nhitng truong hop khiing hoang cu
thé nhung nd sé giup ban Gng x& linh hoat, mém déo
dé chién théng. biéu nay c6 nghia la khi su thay doi
xay ra, ban co thé bit kip né va khong bi tut hau.

Tai ting lam viéc cho mot cong ty dac biét. Chi trong
mot ndm, céng ty nay cé t6i hai lan thay d6i nguoi quan
ly. Nguoi quan ly maéi nao ciing mudn thay doi rat nhiéu
thtt. Ho muodn cong viéc duoc lam theo “cach cua ho”.
biéu nay cling t6t, nhung sau lan thay do6i dau tién,
chung t6i duong nhu khong du stc dé€ thuc hién nhiing
doi méi trong lan thay doi thit hai. Toi thay rat nhiéu
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nguoi phai bo viéc vi ho khong chiu dwoc ap luc doi hoi
ho phai rat linh hoat trong cong viéc. Ban than toi khi do
cling gan giong nhu ho. D¢ la thoi gian kho khan d6i voi
t6i. Tuy nhién sau d6 tdi nhan ra rang chdng lai sy thay
ddi 1a diéu khong thé. Chi bang cach chap nhan sy thay
ddi thi toi médi c6 thé ton tai dwgce va khong chi la ton tai
ma thoi, toi ¢ thé tan dung n6 dé€'lam 1¢i cho t6i. Toi cang
sdn sang dén nhan su thay ddi va “cé thai do chadp nhan
nd” thi téi cang co y thiic trach nhiém vé n6 hon. Nhiing
nha quan ly khac 8 gang chdng cie nhu cay soi trong con
gidng bao nhung t6i mudn 1a mot cay lidu. Toéi cong minh,
udn theo chiéu gié va t6i da ton tai. Ho chong cu, kién
dinh va da guc nga.

CHONG LAI SU THAY BOI LA VIEC
LAM VO ICH, CHi BANG CACH
DON NHAN NO THI BAN MOI
TON TAI PUOC.

Ban cling phai don nhan twong lai cua ban. Ban sé
tiép tuc cht? Ban c6 thdy chan cdng viéc, chan nganh
ban dang lam va vai tro ctia ban trong d6? Nhitng gi
tac dong, kich thich téi ban ngay hom nay co thé sé
khong con tac dung voi ban trong mwoi ndm sau.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 58

NGANG CAO PAU CHU
PUNG QUY GOI

Viéc lwa chon thai d6 cam chiu truede cudc song la diéu
rat dé dang. Cai kho 1a 1am thé nao d€ ban gitr dwoc thai
do vui vé, lac quan, ngang cao dau. Chiéc ly ctia ban ntra
voi hay ntra day? Néu ban tra 10i 1a ntra voi thi c6 1€ ban
can di nghi, can mot ké hoach dao tao lai, can thw thach
mdi, mot cong viéc mdi, mot bd phan lam viéc méi, mot
nhém mdi hay don gian la mot phuong phap lam viéc
méi. Cude sdng cd khi gidng nhu mot lan dan ban sau
lung ma chung ta khong kip tranh né. Cong viéc cua
nguoi quan ly khong phai ltc nao ciing vui vé hay dé
dang. C6 luc ban thdy mét moi, that vong, chan nan va
mudn buéng xudi. Thinh thoang ching ta hay roi vao
trang thai nay. Nghé quan ly cling ¢ luc 1a mot cong viéc
hét sttc bac béo. Toi khong biét chiu ap lwc tir trén xudng
hay tit dudi 1én dang nao dé chiu hon. Nhung t6i chac
chin réng viéc bi ket o gitra cdp trén va cdp dudi la diéu
chang thu vi gi.

Ngang cao dau vira la thai do kién quyét vé tinh than
va vtra 1a sy dinh hudng vé mat co thé. Ban ¢ thé tap
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NGANG CAO PAU ...

luyén thai d6 ngang cao dau ca bang hanh dong bén
ngoai va thai do bén trong.

BAN CO THE LUYEN TAP THAI DO
NGANG CAO DAU CA BANG
HANH DONG BEN NGOAI VA

THAI DO BEN TRONG.

Khi budc vao phong, ban phai ngang cao dau. Khi
chu tri mot cudc hop, ban can ngang cao dau. Khi thuc
hién mot bai thuyét trinh, ban cling phai ngang cao
dau. Khi néi chuyén véi nhan vién, ban cling phai cu
xt twong tu. NOi chuyén voi khach hang ban ciing can
ngang cao dau. Vao cudi mot ngay dai va ban ron, khi
ban 1én giwong, ban c6 thé cui dau va di ngu. Khi ay
ban biét réng ban da diing cam, can dam, nd luc sudt ca
ngay. Ban da lam viéc rat tot.
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QUY TAC 59

PHAI BIET NHIN THAY RUNG
VA THAY CAY

“Mot s0" nguwoi nhin thay cdy nhwng lai khong thay
rieng. Toi nhin thdy cd rieng va cd cdy, thay ngdi lang
nho xa x61 va hon thé nita toi cé thé' nhin dwoc rit xa”.

Simon Munnery,
Dien vién tau hai

Ban can biét cach nhin xa trong rong. Sé la khong tot
néu nhu ban chi tip trung vao nhing gi ban lam hay
nhitng gi nhom cta ban lam. Tham chi ban cting khong
thé chi cht y téi nhitng gi cong ty lam hodc nhing gi lién
quan téi nganh ban. Ban luén ludn phai cé con mat nhin
nhan mot cach bao quat. Nguoi quan ly tét - chinh la ban
- can phai ¢6 hiéu biét vé chinh tri - ca trong nudc va thé
gioi - vé lich st xa hoi, cac su kién thé gidi, su kién trong
nudc, cac van dé thé gioi, moi treong, cac luat hién hanh,
cac du luat va nhiing tién b vé cong nghé (nhting cai cd

Khéng chi nhitng luat &nh hwéng téi nganh cta ban ma tat ca cac dw

luat quan trong. Ban sé& ngac nhién khi thay “hiéu qua gian tiép” anh
hwéng téi ban thwéng xuyén nhw thé nao.
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thé c6 anh huong hay khong anh hudng téi nganh cta
ban).

Nguwoi quan ly gioi la nguoi phai luon ludn cha y téi
nhitng sy viéc xung quanh, luon cha y toi nhitng y
twong, nhitng cai tién va xu hudéng méi. Ban can phai
thay duoc cay va thay duoc ring.

CHI TAP TRUNG VAO NHUNG CAI
BAN LAM HAY NHUNG VIEC PHONG
BAN LAM LA CHUA DU.
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QUY TAC 60

PHAI BIET BO QUA NHUNG
CHUYEN KHONG CAN THIET

Néu nhw ban chi luén cam thiy gidn dir va buc tikc
Ban sé khéng bao gio ¢ khd nang dé thodt khoi vong
ludn qudn.”

Catherine Faber,
Bai tho Dé'né qua di, 1999

Déi khi that kho ¢ thé boé qua moi chuyén, that kho
dé€ biét duoc khi nao phai dung lai. Ban phai biét bo
qua, phai biét diém ding vi thuc t€ cé mot s6 du an
khong thé thuc hién duoc: mét s6 thanh vién trong
nhém khong thé hoa hop, khong thé bat nhip véi cong
viéc, mot sO cap trén thi hoan toan khong thé hop tac,
mot s6 cong viéc can phai chdm dut. Theo linh cam,
nguoi quan ly phai biét dwoc khi nao can ding lai, can
tranh xa, can rut lui, can gitt an toan cho nhéom cta ho.
Quy tac nay danh cho ban va cho nhiing ai dang roi
vao thé bi, nhitng ai ¢ gang bao vé nhiing cai khong
thé bao vé dwgc. Ban phai biét khi nao can tir bo, can
biét khi nao su viéc khong thé ctru van noi.
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PHAI BIET BO QUA NH(’NG CHUYEN ...

PHAI BIET KHI NAO CAN TU BO,
KHI NAO THI SU VIEC KHONG THE
CcUU VAN NOL

Nguoi quan ly tot la nguoi biét khi nao can gio tay
1én va néi: “O, tdi da lam moi chuyén rdi tung lén. D6
12 16i cta toi. Toi sé khong lam moi chuyén t6i t& hon
ntta”. Nguoi ta sé khong chi trich ban ntta vi chinh s
trung thuec va théng thin cta ban da chinh phuc ho va
ho sé khong lam kho ban.

Néu nhu ban khong biét diém dung, khong biét khi
nao phai ding lai thi ban sé buc titc, gian dit, cang
th:fmg, ghen ti va dau kho. Ban hay hoc cach dep bo
moi chuyén va tiép tuc tién 1én. Ban khong phai tha thi
hay c8 gang quén hay lam bat ctt cai gi khac ngoai trir
viéc dep bd nhitng diéu khong hay va tiép tuc tién lén.

C6 mot diéu ky la trong cong viéc do la git binh tinh
thi tot hon la n6i khung 1én. Tuy nhién, viéc c6 géng
git binh tinh cling sé khién ban buec tic thém, c6 diéu
su buc tic ki€u nay xay ra cham hon ma thoi. T6t hon
la ban dttng cht y téi nhitng gi lam ban kho chiu, buc
tiec. Ban hay tap trung vao nhitng viéc khién ban cam
thdy hung thu.
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QUY TAC 61

HAY QUYET POAN, NGAY CA KHI POI
LUC PIEU NAY LAM BAN MAC SAI LAM

T6i chac rang ban chang wa gi kidu nguoi quan ly
khong dam quyét dinh vi ho so dua ra quyét dinh sai lam.
Nhiing ai hay do du, thiéu qua quyét va ba phai sé khong
dam quyét dinh cho téi khi qua mudn hodc la ho muoén
nguoi khac dua ra quyét dinh thay ho. T6i ciing da lam
viéc véi vai nguoi kiéu nay va toi rat kho chiu khi thay ho
ludn ludn ba phai, ding gitta boi ho khong biét nén theo
phia nao. Ho ce xt nhu vay la do ho so hai. Ban khong
phai so gi hét. Ban ct dua ra quyét dinh va mac sai lam

thi con t6t hon la ban do duw khong dam lam gi.

Ct gia str ring ban ra mot quyét dinh sai lam. O, doi
khi trong sai lam d¢, ban lai thdy dugc diéu gi d6 kha
quan va ky diéu c6 thé gitp ban tim ra hudng giai
quyét va c8 gang lam t6t moi chuyén mac du ddi khi
ban chang biét ban dang lam gi. D6 1a kiéu nha quan ly
tai ba ma t6i muon ban tré thanh. Nha quan ly tai nang
c6 kha nang d6i mat voi bat ¢ van dé nao c6 thé va sé
xay ra. Néu ban chi mudn an toan va gitt y kién trung
lap thi ban dung doc cudn sach nay nita.

158

eBook mién phi tai: Webtietkiem.com Page 154



HAY QUYET DPOAN ...

O day toi khong ndi rang ban nén duwa ra nhiing
A, . A \ n? 2 Ae . 7. p 2

quyét dinh voi vang cau tha. T6i mudn noéi nguoi quan
ly tot truede khi duwa ra quyét dinh phai xem xét nhiing
cdn ¢ roi can nhac, c6 thé hoi y kién nguoi khac roi
moi quyét dinh. Pay méi la diéu ma t6i mudn ndi tdi,
diéu ma ban s¢ dwa ra quyét dinh vi s¢ sé mac phai sai
[am.

MANH DAN DUA RA QUYET DINH
THI TOT HON LA SO HAI
KHONG DAM QUYET DINH.

Ban can phai c¢d can dam. Ban phai c6 can dam du déi
khi c6 thé pham sai lJam. Can dam d€ liéu linh, mao hiém.
Can dam d€ doi mat vdi s¢ hai mot cach tich cuc (do dw
vi s hai thi khac véi viéc dua ra mot quyét dinh quan
trong va e ngai nhung cam thady man nguyén).

Nhiing gi ban can lam 1a xem xét thuec t€, can nhéc,
nho nguoi khac cho 16i khuyén, lang nghe theo truec
giac va dua ra quyét dinh. Ban hay luén nang nd va
diing cam.
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QUY TAC 62

HAY LUA CHON PHONG CACH
QUAN LY TINH GON, PON GIAN

Ban hay tim dén véi nguoi co phong cich quan ly tinh

gon va trung thwc. Hay dén voi nhitng cong ty cé

nhitng nhom lam viéc 6 thé giai thich moi viéc mot
cdch ro rang va tinh gon.

Seth Jayson,

C6'phiéu danh cho nhitng nha diu tw lwoi biéhg

The Motley Fool, www .fool.com

Chu nghia t6i thiéu hoda c6 nghia la khéng duwa ra
nhitng bai bdo cdo dai. N6 khong c6 nghia la ct 20 phut
lai dua ra mot ban thong cdo. N6 c6 nghia la gitr cac quy
tic & mitc tdi thiu, don gian nhat va dé€ cho moi nguoi
tiép tuc cong viéc ctia ho. Quan ly tinh gon ciing c6 nghia
1a khi giao nhiém vu phai rd rang, dé hiéu, ciing cé nghia
la nguoi quan ly trung dung cac nha chuyén mon va dé
cho ho lam viéc trong mdi truong On dinh. Diéu nay co6
nghia la nha quan ly phai yén tam v6i vi tri ctia minh,
khong can phai thé hién hodc can thiép vao viéc nguoi
khéc. Quan ly tinh gon la cach lam it nhung dem lai nhiéu
két qua. T4t nhién la ban 1a mot 6ng chu nhung
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HAY LA CHON PHONG CACH QUAN LY...

cach ban quan ly cong viéc phai giong nhu viéc ban
diéu khién mot con tau 16n - ban chi can cham nhe vao
tay lai la dt. Néu nhu ban védn can lai qua manh ttr bén
nay sang bén kia thi chic chin ngay lap tiec ban sé mat
phuong hudng.

Nguoi Trung Qudc xuwa cd cau: “Tri nudc cling gidng
nhu viéc ndu mot con ca nho”... dung dado manh tay néu
khong ca sé bi nat. Quan ly moét phong ban, mot nhém
hay mot cong ty thi cling twong te nhu vay. Ban phai
hanh dong mot cach nhe nhang, than trong, kin ddo, tot
hon hét 1a phai hay can trong chit dimng 16 lidu.

QUAN LY TINH GON LA CACH LAM IT
NHUNG DEM LAI NHIEU KET QUA
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 63

TUONG TUONG RA TAM BANG SU
MAU XANH CUA BAN

Néu ban viét duoc cudn sach ban chay nhat thi sau
khi qua doi, ban sé& dugc ting mot tim bang st gan vao
toa nha noi ban sinh ra, noi ban sdng hodc noi ban da
viét ra tdc phAm ndi tiéng d6 - mién 1a noi d6 thudc
nudc Anh. Tam bang st 1a d€ tudng nho t6i cong viéc
tot dep ban lam khi con song. Néu ban khong lam t6t
viéc ctia ban - vi du nhu viéc viét tdc pham béan chay
nhat, va co géng ton tai @ London - thi ban khong duoc
nhéan tdm bang st danh du mau xanh.

Bay gio ban hay tuéng tiong rang c6 mot tim bang st
xanh d€ ting cho nguoi c6 phong cach quan ly hoan hao
va no6 khong chi giéi han & London. Ban sé lam gi dé€ xting
dang duoc nhan tam bang d6? Thuc t€ ban ¢6 nhan dugc
mot tam khong? Tom lai ban mudn dwgc nguoi ta nho téi
ban nhu thé nao? Toi ting lam viéc cho mot dng chu. Ong
ta c6 phong cach quan ly rat lac hau. Ngay nao clng vay,
mdi khi 6ng téi chd lam viéc thi dng déu to tiéng voi
nguoi dau tién ong ta gdp va ché bai bat ctt viéc gi ho
dang lam. Sau d6 ong ta t6i van phong va udng ca phé
trong khoang 30 phut. Tiép d6 ong ta di khap nha
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TUONG TUONG RA TAM BANG SU ...

may va khen ngoi nguoi dau tién 6ng ta gdp, bat ké ho
dang lam viéc nhu thé nao. T6i hoi dng vi sao Ong ta lai
lam nhw vay thi dng ta néi rang "Lam cho ho canh giac.
Ho khong bao gio biét thai d6 cta toi d6i voi ho nhu
thé nao. Toi cang khién ho so hai, canh giac thi ho cang
lam viéc hiéu qua hon”. Lam theo cach nay thi ban sé
khong nhan duoc tdm bang xanh dau. Day la cach 1am
rat dai dot.

BAN MUON NGUOI TA NHO TOI BAN
NHU THE NAO?

Tt truede téi nay do la cach quan ly toi té va sai lJam
nhat ma toi biét. Bay gio thi nguoi quan ly d6 van con
lam viéc & d6. Cong ty cii van trong dung dng ta. Ong
ta kho c6 kha nang thang tién boi vi 6ng ta van gitt vi
tri ci va van duy tri cach quan ly cii tir trude ti nay.
T6i khong mua c6 phan cta cong ty do6 - t6i chua tiing
mua va sé khong bao gio mua.

T6i mudn mot tdm bang st mau xanh. T6i mudn
duwoc nhan noé vi t6i 1a nguoi quan ly tot nhat tir truedce
t6i nay. Toi mudn ¢d no vi toi la nguoi co6 ich cho nhém
cta t0i, vi toi da dem lai thanh cong 16n va la ngwoi ma
nguoi khac mudn lam viéc cho.
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QUY TAC 64

DAT RA QUY TAC VA
TUAN THU QUY TAC

Khi dung trude voi nhiing 101 dé nghi thi ban phai
c6 quy tac cta ban. Néu khdng cé quy téc thi chinh ban
sé& khinh ban, hodc 1a mic no nan, hodc 1a bi tu day. Co
thé ban sé gdp phai nhitng hau qua trén song it nhat thi
ban cling phai néi la “Nhung tdi c6 quy tac ctia t6i”.
Can phai c6 nhitng ranh giéi ma ban khong thé vi
pham. Ban phai biét dau la ranh gidi.

CAN PHAI CO RANH GIOI P BAN
KHONG VI PHAM. BAN PHAI BIET
DAU LA RANH GIOI CUA MINH.

Chéng ai biét dau la ranh giéi ma ban khong duoc vi
pham cho téi khi nguoi ta yéu cau ban lam mét viéc roi
ban ndi cho ho biét ddy la ranh gidi cua ban. Ranh gidi
hay quy tac ctia ban phai giéng nhu mdt biic tuong
thép cao 10 ddm. Ban khong dugc phép vieot qua no du
véi bat et gia nao.
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DAT RA QUY TAC VA TUAN THU QUY TAC

Vay ranh gidi ctia ban 1a gi? Nguoi ta da tiing yéu
cau toi lam nhiing diéu ma t6i khong thich. Nguoi ta
bao t6i lam nhitng chuyén t6i khong thay hai long. Ho
bao toi lam nhiing viéc toi thay hét stc té nhat. Tuy
nhién, mdi khi ai &6 bao toi lam chuyén gi vi pham quy
tac clia toi - may man la trong sudt su nghiép cua toi,
chi c6 mot doi lan nguoi ta yéu cau toi nhu vay - thi toi
déu tra 1oi “Khong” va kién quyét voi quyét dinh cua
t6i. Mdi khi gitt dwgc quy tac cua tdi thi toi cang gitr
duoc cong viéc 1au bén hon chi khong bi mét viéc va
phai mod mam t4i cac trung tam gidi thiéu viéc lam.
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QUY TAC 65

LAM THEO
TRUC GIAC, BAN NANG

“Doi khi ban phai lam theo triec gidc cia minh.”

Bill Gates, ngwoi sang lap Microsoft

Quy tac nay c6 hiéu qua tot voi tat ca ching ta. Tir
trong tham tam, ban biét khi nao ban dang, khi nao sai.
Chung ta hoan toan c6 thé triét bo tiéng ndi bén trong
cta chung ta nhung néu lam thé thi ching ta sé gap
phai rac r8i thuc su. Khong phai ltc nao tiéng néi bén
trong chuing ta cting ro rang va 16n manh nhung khi né
lén tiéng thi ban khong thé khong nghe. Van dé la ¢
chd chting ta thuong nham 1an giita tiéng néi ly tri voi
tiéng noi truc gidc va lam theo nhitng gi chung ta cho la
trec gidc, ban nang nhung thuc t€ d6 chi la mot cam
giac lo sg, ghen ti hay mot cam gidc nao khac.

Vay ban lam cach nao d€ phan biét? Néu nhu khi ban
néi cho ai dé vé ké hoach mdi ma ban dinh thue hién va
du trong ho c6 vé ung ho, tan thanh vdi ban song ban van
cam thay cé cam gidc de dat hay lanh lung bén trong thi
ban hay can trong. Ban hay danh thoi gian suy nghi xem
ly do tai sao. Hay noi voi nguoi khac vé ké' hoach dé va
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LAM THEO TRUC GIAC, BAN NANG

can chu y xem cam giac dé cé lap lai hay khong. Ban
hay nhin lai k& hoach ctia minh dwdi moi khia canh,
luu y toi tat ca cac c6 dong. Ban da thdy hoan toan yén
tam chwa? Ban khong bao gio dwoc qua tu cao ty dai
hay qua luoi biéng ma khong tim hiu tdi cac y kién
phan hoi, hodc khong xem xét lai mot quyét dinh néu
nhu ban c6 cam giac khong on vé ké hoach cua ban.

KHONG BAO GIO bUQC QUA TU HAO
HOAC QUA LUOI BIENG MA KHONG
TIM KIEM THEM NHUNG
Y KIEN PHAN HOL.

Ban hay nhin lai nhitng cong viéc trudc day va nhitng
quyét dinh sai lam ma ban pham phai. Ban cam thay
ching thé nao khi quyét dinh? Ban c6 thuc sy cam thay
mot diéu gi d6 khong on truede khi ban quyét dinh? Rat
kho cé thé day ban phat trién truc giac ctia ban, nhung
néu nhu ban tap théi quen “lang nghe” nhitng cam nhan
ctia ban thi kha nang triec gidc cua ban sé nhay bén hon.
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QUY TAC 66

HAY LUON SANG TAO

“Hiu nhw ai sinh ra ciing cé kha nang sang tao nhwng
ching may nguoi nhin ra né va khd ning nay thuwong
bi ling quén, khong dwoc chii y téi. Cach tw duy linh
hoat la cich tw duy “bén ngoai chiéc hop”, tirc la cich
tw duy khong theo nhirng 161 mon cii ma noé hwong toi
nhitng kha nang méi. Ddy chinh la mot trong nhitng
chia khoa dé givip ban ting cwong khd ning sing tao.”

Lloyd King,
tac gia cudn sach ban chay nhat
Phirong phip ting cwong chi s6'1Q

Nguoi quan ly tot ludn duy trit nhiéu kha nang sang
tao d€ néu khi ho gap thé bi, khi nhém ctia ho gdp kho
khan - ban va ho cling thuwong xuyén bi nhu vay - thi
ho ¢6 cai gi d6 d€ dua vao.

Sang tao la viéc tim ra nhitng cach thttc médi va cach
khac d€ giai quyét van dé. Khi ban roi vao bé tic va ban
bat dau lo lang thi ban hay di ra ngoai, lam viéc gi d6 d&
tao thém hing khoi nhu chdm chut vuon cay, hay bat ci
viéc gi khac. Nhw vay ban sé ¢ thé tap trung hon vao
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nhitng gi ban dang lam va c6 thé giai quyét duoc
nhing kho khan mot cach triét dé.

Hau hét cac ky thuat tang cuong kha nang sang tao
déu nham giup ban han ché€'16i suy nghi theo ly tri don
thuan &€ bat dau sit dung phan ban nang phia sau bén
trong tiém thic cua ban. Chinh phan tiém thitc nay
chtta dung nhitng cau trd 10i ma binh thuwong ban
khong thé c6 dugc. Day cling chinh la phan ma ching
ta ¢ thé tiép can duoc trong gidc ngu hodc trong khi
thién hay bang cach st dung phuong phap tw duy sang
tao.

Ban hay xem nhiing gi nha quan ly khac lam -
nhitng ngroi ma ban kham phuc va kinh trong. Ho ¢6
thé c6 rat nhiéu phuong phap sang tao. Ban hay hoc
tap doi diéu quy gia cua ho, hay tiép tuc tim hiéu va
tim doc vé nhitng phuong phap sang tao. Ban hdy xem
nhitng gi nha quan ly tai ba dang lam, dang nghi va
dang thtt nghiém. Hay tham van ai d6 khong ¢ trong
nganh cuia ban xem néu ¢ trong treong hop cua ban thi
ho sé cu xir thé nao. Ban dirng so minh 1ap di hay khéac
nguoi khi ban ndy ra nhitng y tuong moi.

TAP TRUNG VAO NHUNG GI BAN
DANG LAM VA CO THE GIAI QUYET
TRIET DE CAC KHO KHAN.
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QUY TAC 67

PUNG TRI TRE

Coéng viéc ctia mot nha quan ly la tao ra su on dinh va
ddi mét voi thuc t€. Cong viéc ctia nha lanh dao la khuay
dong tinh than, ddt ra muc tiéu tdo bao, to 1on lam thay
doi tinh hinh. Vay ban la nha quan ly hay la nha lanh
dao? Pay la cau hoi khong thich hop 1dm vi ca cudn sach
nay chi nhim gitp ban tré thanh mot nha quan ly tai gioi,
quan ly hiéu qua va htu ich. Tuy vay, mot nha quan ly
thuc sy gioi thi dong thoi cling phai 1a mot nha lanh dao -
ho tao ra su khuyén khich, déng vién khen ngoi, thu hat
moi nguoi. Ho la nguoi ¢6 phong cach, ndng nd va c6 uy
tin. Ho thuc su la nha lanh dao va dong thoi cling la nha
quan ly t6t. Qué nhiéu sy quan ly thi ban sé bj tri tré. Ban
can phai nang n6 d€ thay d6i, tim kiém nhtng th thach
mdi, ludn hoat bat, tim phuong cach moéi dé€ giai quyét
van dé, dong vién nhém cta ban lam theo cach mai va
tha vi hon. Ban hdy dwa ra cong nghé va y tuong méi, mo
duong cho cac xu hudng mdi, veeot qua kho khan va tro
ngai. Ban khong thé khong lam gi, khong thé ngoi yén
mot chd vi nhu thé thi ban sé bi lu mo, tré thanh nguoi
thu dong va nhom cta ban sé khong con chu y téi ban
nita.
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PUNG TRi TRE

NHA QUAN LY THUC SU TAI GIOI
PONG THOI CONG LA
NHA LANH DAO.

Toi biét doi luc cling rat kho d€ c6 thé nhin xa hon
cong viéc ngay hom nay, budi hop ngay mai, bao cao
tuan t6i cho gidm ddc. Tuy nhién ban van phai khong
ngling hoat dong néu khong ban sé bj tri tré. Mbi ngay
hay mdi tuan ban phai danh ra d6i chut thoi gian - chi
khoang ntra tiéng hay mot tiéng - dé€ nghi vé nhiing
cach thtic méi. Néu khong lam nhuw vay thi ban sé chi
quen vdi nhitng cach thitc thueong ngay. Du ban la nha
quan ly nhung ban van phai 1a mot nha sang tao, cai t6,
lanh dao va la nguroi di tién phong.

Néu nhw hinh anh ctia ban ban da bi lu mo va moi
ngudi bat dau coi ban chi nhu mot phan ctia mot thie
d6 dac thi ban sé phai lam viéc nd luc dé thay d6i hinh
anh cit cua ban. Piing thay ddi qua nhanh vi né sé
khién ho e ngai, ban phai thay d6i tir tur.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 68

HAY LUON LUON NANG PONG
VA SAN SANG TIEN LEN

“Dirng ding i mot chd. Néu ban khong thay doi thi
ban sé khong thé'thing tién.”

Khuyét danh

S€ ¢o luc ban can thay ddi cong viéc. Con c¢d nhiéu
viéc khac can ban lam. C6 nhitng nhém khac can duoc
dan dit. Ban phai bd lai viéc cti va lén duong tim viéc
mdi. Ban hay xem cau noéi sau “Ti€p tuc cdng viéc cii la
cach dan t6i diét vong, cudc song can phai thay doi. ba
t6i ltc toi phai 1én duwong”. Ban phai lu6n sdn sang tim
kiém céc co hoi, ludn ludén nhd tdi ké hoach lau dai caa
ban - va t6i chac rang k& hoach d6 khong phai 1a kiéu
“Ct & day cho téi khi vé huu va/hodc la cho tdi khi qua
doi - va phai luén huéng dén nhitng chan troi xa”.

Mot nha quan ly t6t, nha quan ly thuc sy ¢ tai sé
dwoc nguoi khac cha y va san don. Ban ditng bo 16 co
hoéi cua ban. Diéu nay cling khong c6 nghia la ban phai
bo di nhung ban hay luén cho doi va tan dung nhitng
co hoi tot ma nguoi ta danh cho ban.
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HAY LUON LUON NANG DONG...

Ban hay luon ludn chu dong tich cuec tim ki€m co hoi
va sén sang tan dung nd, hay sin sang nam bat nhiing
co hoi khac thuong. Néu co hoi nam trong ké hoach dai
han ctia ban thi du cé phai di mot minh thi ban cting
hay sdn sang di.

Ban cam thay minh tdi 16i vi da bo nhém ctia minh?
Khong. Ban con ¢d su nghié€p ctia minh va ban can phai
tién 1én, can phai ra di. Viéc ban ra di c6 thé dem lai loi
ich cho nhém cua ban vi nguoi thay thé ban sé dem
dén cho nhom mot ludng sinh khi mdéi tot dep hon. Toi
da tteng roi bo mot vi tri quan ly. Nhan vién cua toi da
hét sttc ngac nhién khi thay t6i dam roi nhém ma di,
ma vay viing & mdt “noi nao khac”. Ho cho rang noi toi
méi dén giong nhu mot mién dat t6i tam, hiém nguy cd
thé khién toi thdt bai. Tat nhién la t6i da tiing cd tiéng
la “ké dam roi bd” nhung viéc nay con tot hon la mang
tiéng la ké “bi tong khit mot cach nhe nhang”.

HAY SAN SANG NAM LAY
NHUNG CO HOI KHAC THUONG.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 69

LUON NHO MUC PICH
CUA CONG VIEC

“Nhitng nguwoi hanh phiic, man nguyén va hay giip do
nguoi khdc thwong cé nhiéu niém vui trong cong viéc va
cufc séng nhat. Ho la nhitng ngueoi nao vét cong ranh - ho
lam vigc @y v6i vt nhiéu niém vui (thdt la la dwong nhw
cong viéc nao vét cong ranh lgi la Cong Viéc Rat Thii Vi).
Tuy nhién nhiéu nguoi trong chiing ta cé lic phdi doi mat
v0i kho khan... chiing la nhitng cdi khién ta khong co duwoc
mot cudc song thanh dat va vui vé. Cé nhirng kho khdn do
chiing ta tw gdy ra, mot s6"khdc la do ngueoi khic gdy cho

chiing ta. Mot s6'kho khdn la tw né c6”.

Hay tién bo, dirng nga long*

Thua ban, vay muc dich cong viéc ctua ban la gi? Ban
6 thé ndi la “D€ dem lai loi nhuén cho cac co dong” (Quy
téc 48), nhung nhu vay 1a ban chi ¢6 gdng mudn lam toi

*Hay tién bo; dirng ngd long 1a cudn sach nhd chiva dwng nhiing y
twéng I&n - 1am cach nao dé thanh coéng va hanh phuc hon trong cong
viéc. Nhirng ddng tién bd ra dé& cé dwoc cubn séach la rat xirng dang vi
cubn sach sé giip cho nhitng ngudi khéng nha clra, that nghiép co
dwoc nhirtng gi ma ho muén. Néu ban quan tdm ban c6 thé mua dwoc
mot ban tai dia chi www.pearson-books.com.
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LUON NHO MUC PiCH CUA CONG VIEC

hai long bang cach dua ra cau tra 1oi ma ban nghi rang
t6i mudn. T6i khong thich nhuw vay.

Ban hay nhé rang tham chi khi c4 siu vay quanh ban
thi muc dich chinh cta ban van la phai tim thdy hanh
phtgc, s man nguyén va kha nang gitp do nguoi khac.
C6 rat nhiéu muc tiéu, cd nhiéu bai tap. Ban c6 thé coi
chiung nhu la cac du an ti€p theo, cac ké hoach ngan
sach tiép theo, viéc vuot qua dot phong van sap tdi,
phong van hang tuan hay cudc néi chuyén vé ky luat.
N6 clng c6 thé la ké hoach dai han, nghé nghiép, su
nghiép noi chung, v.v... Va “ca sdu” ma co thé lam ban
ton thwong chinh la cac dong nghiép, khach hang, sép,
nhan vién, gia dinh... ho la nhitng ngwoi 6 thé lam can
tro hanh phtic va thanh cong cua ban.

BAN HAY LUON TAP TRUNG VA
LUON KIEN DINH GIU VUONG
MUC TIEU TRONG MOI HOAN CANH.

bay la quy thc ve su tap trung, do vay ban dung dé
bi lac huwdéng boi nhitng diéu vo nghia xung quanh.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 70

BAN HAY NHO RANG KHONG MOT Al
TRONG CHUNG TA PHAI O PAY

Toi ting lam viéc cuing mot nha quan ly rat co tai.
Déng tiéc 1a 6ng ta khdng con ¢ véi chung t6i, nhung toi
van nhé tat ca nhitng quy tic vé quan ly ma 6ng da
truyén dat lai cho t6i. Nhin bé ngoai duwong nhw ong cling
giong nhu tat ca ching toi: la nguoi lam viéc cho cong ty
va vi cong ty. C)ng lam viéc mot cach kin dao, de dat, than
trong, duyén dang, c6 hiéu qua va cham chi. Nhung that
ra thi 6ng lam viéc khong phai cho ai khac ma la lam cho
chinh ban than 6ng. Bob la nguoi theo chu nghia ca nhan,
mot ngurdi vi pham quy tic (khdng phai nhitng quy tac
nay - hau hét cac quy tac nay déu duoc duc rut tir 6ng),
nguoi khong thich lam viéc go bo, khong thich phai tuan
theo luat 1&. Ong coi thuong nhitng ranh gi6i, nhitng gidi
han. Ong la B4 twdc Lanh lung. T4t nhién 6ng ludn hoan
thanh cong viéc va hoan thanh mot cach xudt sac. Tuy
vay, ong lai 1a mot nha quan ly wa ndi loan. Co6 lan 6ng ay
va toi dwgc chi dinh tham gia khoa hoc quan ly. Ban doan
xem ai 12 nguoi khdng di? T4t nhién 1a Bob. Ong khong hé
mudn lam guong cho bat ctt ai.
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BAN HAY NHO RANG...

Toi 1a nguoi di tham du khda hoc do6. Toi lam theo
yéu cau cua cong ty. Ban doan xem ai la nguoi duoc dé
bat? O, lai 1a Bob.

PUNG PHAN NAN - HAY VUI VE
VOI CONG VIEC HOAC LA ROI BO NO.

T6i phan nan vay tai sao chung ta lai dén day? Bob noéi
“Chang ai trong chung ta phai dén day”. Va éng da néi
ding. RS rang chang ai trong ching ta phai dén day.
Chting ta khong bi ép budc phai lam viéc 1am viéc ¢ chd
nay hay chd khac. Chiing ta c6 thé chuyén chd lam bat c
ltc nao chiing ta mudn. Diéu nay c6 nghia la ching ta tu
Iya chon noi ching ta lam viéc. Chung ta da chon noi
day. Chung ta chon sé téi day mdi ngay. Do 1a su lua
chon cua ching ta. néu khong thi ching ta da khong téi
day dung khong? Ban thay toi ndi c¢6 dung khong? Néu
ching ta khong yéu thich cong viéc, khong thich noi day
thi ching ta sé khong chon noi day.

Vé co ban nhitng gi mudn noéi la: “Pling phan nan -
hay yéu thich cong viéc cia minh néu khong hay lam
viéc khac”. Biéu nay khong c6 nghia la ban khong néi
ra nhitng sai Jam nhung néu nd khong dwgc giai quyét
thi tot hon ban hay thich nghi v6i né. Hodc yéu thich
cong viéc, hodc chuyén di noi khac va d€ né cho nguoi
thay thé ban.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 71
TRO VE VOI GIA PINH

T6i cling ting 1am véi mot nha quan ly khéc. Ong ta
thuwong lam viéc mudn va di lam sém. Ong lam nhu
quén ca bita trua, luén cham cha vao cong viéc va lam
viéc cat luwc mdi khi t6i cong ty. Ban hay doan xem ai
dwoc thang chic trede 6ng ta? O, lai 1a Bob ma chiang
ta nodi tdi trong Quy tic 70 - Ngai Ba tudc lanh lung.

Binh thuong sau khi lam xong viéc t6i hay vé vdi gia
dinh. Bob cling c6 thdi quen gidng toi. Thuc t€ Bob lam
viéc khong nhiéu 1am nhung 6ng lai ludn thang tién. Bi
mat la gi vay? Nhom cua 6ng ma t6i cling la mot thanh
vién, thueong lam moi viéc cho 6ng. Chung t6i lam viéc
hét minh vi 6ng. Chung t6i khong bao gio khién dng phai
that vong. Bob c6 thé lam cho nhén vién trung thanh véi
ong theo cach t6i chua tirng thdy. Ong 1am cho chiing t6i
cd cam giac truong thanh, dugc tin twdng va dwoc ton
trong. Ong khong bao gio quat thao trdch méng, lam
dung, gay stc ép, doi hoi, hay bit ching t6i lam thém gio
hodc la si nhuc chung t6i. T6i chua bao gio thay ong ta ky
luat ai. Ong 1a nguoi ¢6 ste 16i cudn, diu dang, vui vé va
thoai mai. Ong ddi xtt véi chiing t6i hét stic chu dao.
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TRO VE VOI GIA DINH

ONG HAI LONG VOI CONG VIEC
BOI VI ONG THAY RAT HAI LONG
VOI GIA DINH.

Bob néi rang bi mat thanh céng ctia dng chinh 1a gia
dinh. @ng lam viéc vi gia dinh. Ong yéu quy con cdi va
mudn duoc ¢ nha véi ching hon la téi noi lam viéc.
Ong thuong thé hién tinh yéu thuwong con cai ra bén
ngoai va o6ng rat hanh dién la nguwoi dan 6ng c6 gia
dinh hanh phtc. Ong throng néi nhiéu vé vo con. Tat
nhién la 6ng rat hai long véi ho.

Gia dinh da giup ong c6 duogc sttc manh 16n lao.
Ong 14 nguoi hoan toan can bang gitta cdng viée va gia
dinh. Ong hai long véi cong viéc boi vi ong thdy rat hai
long véi gia dinh. Toi da ting lam viéc cho mot s6 nha
quan ly rat toi va tdi c6 thé néi rang ho déu c6 chung
mot diém giong nhau do la gia dinh cua ho khong yén
am, khong hanh phtc. T6 am cta ho khong yén binh va
nd thé hién ra ¢ cong viéc cua ho. Vi vay, ban than
mén, hay tro vé véi gia dinh.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 72

KHONG NGUNG HOC HO],
PAC BIET LA HOC HOI
TU CAC POI THU

Chuang ta tiing nghe chuyén vé nhitng nha quan ly
ndi gian khi thdy d6i thu canh tranh di trede ho mot
budc, hodc 1a ho phan nan, kéu ca vi da d€ mat mot
don dat hang c6 gia tri 16n, hodc 1a khi bi mat khach
hang thi ho lam am lén réng ho khong con con duong
d€ sinh nhai. Hoan toan sai lam! Ban hay tin t6i, néu
nhw d6i thu canh tranh dn cép y tuong cua ban, tranh
gianh khach hang, hop d6ng, doanh s ban hang, nhan
vién va thu nhap ctia ban thi ban a) chang thé& d6 16i
cho ai khac nhung chinh la ban va b) c6 dwgc co hoi tot
dé hoc cach lam thé nao cho tot hon.

Khong ai day ta t6t hon chinh nhitng d6i thu gioi
hon ta. Ho dang lam cai gi? Chung ta ¢ thé hoc duoc
gl & ho? Lam thé nao ching ta c6 thé bat chudc ho?
Lam thé nao chung ta c6 thé 1ay di chinh nhing cai ho
dang lam va tan dung né mot cach hiéu qua?

Mbi tuan ban hay danh d6i chit thoi gian xem d6i tha
cua ban dang lam gi, boi vi néu nhu ho la nguoi ¢é nang

luc (va canh tranh la diéu tat yéu) thi ho sé theo doi
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KHONG NGU'NG HOC HOI ...

nhiing gi ban dang lam. Ban hay danh do6i chut thoi gian
dé biét va chia sé véi cac dbi thu canh tranh. Néu nhw ban
€6 5 d6i thu canh tranh chinh thi ban hay quan sat va chia
sé voi ho. Lam nhu vay ttc la ban chia sé cho 5 d6i thu
cta ban mot phan nhiing gi ban dang lam. Tuy nhién, sy
chia sé d6 sé mang lai cho ban lgi ich d¢6 la viéc ca 5 doi
tht ctia ban sé chia sé v6i ban y kién, thong tin, nghién
ctru v.v... Chung ta khong nén e ngai viéc canh tranh. Ban
nén tan dung ndé. Canh tranh giap ban mo rong thi
treong. Canh tranh khién ban ludn luén van dong. Ban sé
c6 co hoi hoc hoi thuee su - thue s nhw né dang that sy
dién ra va né khong phai la mot bai luyén tap.

Néu nhu ban e ngai viéc canh tranh thi cdi ma ban
thuc sy so chinh la s kém c6i cia ban. Néu ban biét
rang ban dang lam mot cong viéc tot thi cac ddi thu
canh tranh cling cha&mg lam gi dwoc ban. Néu ban dang
lam viéc khong tot thi doi thu cua ban sé vuot qua ban
- va ban biét diéu nay, né cing giong nhu viéc ban biét
réng ban dang khong lam tt cong viéc cua ban.

NFEU BAN SO POI THU CANH TRANH
THI CAI MA BAN THUC SU SO
CHINH LA SU KEM COI CUA MINH.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 73

PAM ME VA DUNG CAM

Néu ban khong dam mé cdng viéc ctua ban thi ban sé
dam meé cai gi? Hay nhin lai xem, ban sit dung thoi gian
vao cong viéc, lam viéc, sdng, thd va gan giii voi cong viéc
hon bét c& diéu gi co6 1€ la chi ngoai trir viéc ngu. Tuy
nhién, ¢ rat nhiéu nguoi coi cong viéc cua ho nhu 1a cai
gl do rat dang so hay cai gi d6 rat vat vanh. Néu ban la
nguoi nhu vay thi ban ding lam viéc nita ma hay vé nha.
Ban nhwong cong viéc cho ai yéu thich né. Tuy nhién toi
chic chan ban khong phai la ngueoi nhu vay.

Khi toi bat dau sw nghiép - téi doc vé nganh nghé cua
t6i trude khi bat dau tap sw. Toi doc vé lich st ctia n, vé
nhitng nguoi noi tiéng, nhitng cau chuyén trong nganh,
vé cach né phat trién nhw thé nao va vé nhiing luat 1€ lién
quan téi né. Tdi bat dau cong viec véi nhidu hiéu biét vé
thuc t€, thong tin, giai thoai va lich st cua né. To6i ngac
nhién khi thady khong may nguoi cung nganh t6i biét vé
nhtng diéu trén. Toi rat dam mé cong viéc cua toi va toi
thay duwong nhu chang ai c6 niém dam mé giéng nhuw toi.
Toi thay rat it nguroi quan tam téi nhitng cai ho lam.
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DAM ME VA DUNG CAM

MOT KHI BAN CO NIEM DAM ME THI
BAN SE CAN PAM, BOI VI BAN CO
NO LUC, NHIET TINH, SU DUNG CAM
VA HUNG KHOL

Mobt khi ban ¢d niém dam mé thi ban sé can dam, bdi
vi ban ¢6 nd luc, nhiét tinh, sy diing cam va hing khoi.
C6 can dam nghia la ban dam mao hiém. Mao hiém c6
nghia la ban sé gat hai thanh cong. Tuy khong phai luc
nao ban ciing thanh c6ng nhung nhu thé€ cing du dé
ban coi minh la nguoi dam vuon cao, dam tién 1én va la
nguoi thanh dat.

Dam mé cé nghia la ban quan tam thuc su téi nhitng
gl ban lam. Ban sé€ tr¢ thanh nguoi c6 dong lwec, thuong
xuyén hting khoi va nhiét tinh. Nhitng gi ban lam cd y
nghia rat quan trong - khong phai chi la van dé tién
bac, danh vong hay dia vi. D6 chinh la sy dong gop
httu ich cho cudc séng con nguoi, cho xa hdi va moi
treong. Néu ban khong dam mé thi ban sé lam gi? Néu
ban dam mé thi ban dam mé cai gi? Néu khong phai
bay gio thi la khi nao?
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 74

LAP KE HOACH POI PHO VOI NHUNG
CHUYEN XAU NHAT NHUNG HY VONG
NHUNG CHUYEN TOT DEP NHAT

“Néu ban quyét dinh lwa chon linh viec khé khin nay
thi ban hay chiu trach nhigm véi ban thin ban va voi
nhitng nguoi trong nhom cua ban. Vai tro lanh dao chi
la mot trong s6 nhitng tiéu chi cin phdi c6. Ngoai vai
tro lanh dao ra thi ban cin cé sw phdn dodn chinh xdc,
khon ngoan va kinh nghiém. Nhitng chuyén khong
ngo lubn cé thé'va sé xdy ra...

Tim Driskell, van dong vién leo nui

T6i khong muodn luc nao ban ciing phai mang theo d6
cam trai ngoai troi nhung t6i mudn ban hay ludn sén sang
v6i nhitng tinh hudng x&u nhat va hy vong nhitng chuyén
tot dep nhat sé dén vdi ban. Tinh huéng x&du nhat la gi?
Dién thoai cta tit ca nhan vién déu khong bat boi vi lac
dé la tran chung két bong da thé gidi chang? Ban 16 mat
mét don ddt hang 16n? Doanh s6 ban hang giam manh?
Chay nha? Dinh cong trén toan quéc? Dai dich cam?
Khung bd? Tran dau? Bénh tat hay rti ro lam ban
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LAP KE HOACH POI PHO ...

quy, nga? Tat ca hoac mot trong s6 cac diéu nay cd thé
anh hudng xau t6i muc tiéu ngan sach cua ban.

Vay k& hoach khan cap cua ban trong truong hop
nhitng tinh hudng xdu trén thuc su xay ra la gi? Ban
hay suy nghi vé nhiing chuyén nhu vay. Ban can phai
vach ra nhitng ké hoach khan cdp, nhitng tinh hudng
gay hoang loan, vach ra phuong hudng dé€ giai quyét
trong tinh trang quan ly khung hoang. Ban cling phai
chuén bi sdn nhitng hanh dong can thiét, lya chon viéc
thay th€ cac nhom, vach ra nhitng nguén thu nhap
khac nhau. Ban can phai lap ké hoach.

BAN HAY LAP Kf HOACH
VA HY VONG THAT NHIEU.

Vay thi cling c6 kha néang la ban sé khong bao gio phai
dung t6i nhitng ké hoach ma ban da vach ra. Néu may
mén thi nhiing ké hoach cua ban van ludn chi 1a k& hoach.
Tuy nhién, ban van phai cé k& hoach du phong.

Ban ciing nén biét hy vong. Hy vong nhitng chuyén
khong hay sé khong xay ra. Hy vong may man sé& luon
mim cuwoi véi ban. Ban hay lap ké hoach va hy vong
that nhiéu.
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NH’NG QUY TAC TRONG QUAN LY

QUY TAC 75

HAY CHUNG TO CHO CONG TY
THAY BAN DUNG VE PHIA HO

Dé€ cong ty thay ban diing vé phia ho thi ban phai
lam mot s6 viée cu thé nhu:

= Mua cd phiéu

= Doc ban tin cia cong ty, néu cd thé thi hay bién
tap nhitng cho chwa hay

» Hb tro cdc phong ban chirc néng cua cong ty

= Bay to su quan tam

» Bang cach nao d6 hay quan tam téi nhitng thong
bao ctia cong ty va ghi chép lai

» Cha trong tdi nhitng gi ban dem lai cho cong ty chit
khong phai nhitng gi cong ty mang lai cho ban

= St dung san pham hay dich vu ctia cong ty

= Noi tot vé cong ty

= Luyén tdp néi nhiing gi ban nghi la t6t cho cong ty -
ludn san sang cé cau tra 10i néu nhw ai d6 hoi ban

» Nam bat rd chu treong va tuyén ngén ctia cong ty

= Phai biét rd cac san phdm va dich vu ctia cong ty

= Biét dugc lich sit cong ty - viéc thanh 1ap, hop
nhat, sap nhap v.v.. cac muc tiéu lau dai va
nhttng nhan vat chu chdt (nguoi sang lap v.v...)
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HAY CHU’NG TO CHO CONG TY ...

s N&m ro dwoc vi thé xa hoi ctia cOng ty va biét
duoc nhitng gi cong ty cong hién cho xa hoi.

Viéc t61 ky ban khong bao gio nén pham phai d6 la
nodi xdu vé cong ty du trong bat ky treong hop nao.

Ban cé thé noi rf?mg: chrimg 1€ t6i lai 1a ngwoi ninh not,
ludn cdi va la ngwoi phat ngdn ctia cong ty sao?” Khong
hin nhu vay néu nhu ban hanh dong mot cach hop ly.
Néu ban noéi vé nhitng viéc tam thuong, vd vi va khong
that thi moi nguoi sé biét rang dé 1a sy ddi tra. Ho sé cho
rang ban la céi loa ctia cong ty. Nhung néu ban yéu quy
cong ty ctia ban thi moi ngwoi sé theo ban va ung ho ban.
Ban hay lam guong sang cho nhan vién. Ban hay thang
than va cong khai ca ngoi cong ty. Chinh viéc nghe c6 vé
c6 16 nay lai dem lai ich loi cho ban. Tuy nhién, ban phai
cu xt mot cach thanh that va can dam.

Néu ban khong thich cong ty, ban hay roi di noi
khac. Néu ban cam thdy khong thoai mai vé méi quan
hé nay thi ban hay chuyén dén noi khac. Ban phai yéu
thich cong ty ban va coi d6 nhue mot mdi quan hé. Néu
quan hé nay khong t6t thi ban sé lam gi? Chiu dung va
im ldng? T6i khong nghi la ban nén lam nhu vay.

BAN HAY THANG THAN VA
CONG KHAI CA NGOI
CONG TY CUA BAN
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QUY TAC 76
PUNG NOI XAU SEP

Néu sép cta ban la mot ké ngdc nghéch va ban khong
chiu ndi dng ta, ban gdp moi ngudi va ndi véi ho rang sép
cua ban la mot nguoi that thap kém, ng6c nghéch. Lam
nhw vay 1a hoan toan sai [am. Ban khong thé néi xau sép
cua ban trong bat ctt hoan canh nao. Vay néu tat ca nhom
ctia ban déu cho rang sép ban 1a nguoi vd dung va ho
chting minh diéu nay vdi ban. Ban dong y véi ho cht?
Khoéng, ban khong duoc dong tinh v6i ho. Néu ban khong
tim duoc chuyén gi t6t d€ noéi thi ban ding nén ndi gi.
Ban khong nén phi bang ho du hg dang bi nhw vay va ban
cling khong nén nghi rang ho dang bi si nhuc.

Sép van ludn 1a sép. Néu ho khong t6t thi ban ding
lam cho ho nira. Ban hay t6i lam cho nguoi khéc. Néu
nhu ban dinh lam cho sép cta ban thi d6 la do ban
chon lwa va ban phai kién dinh, tin twong vao su lya
chon cua minh. Néu khong lam nhw vay thi ban sé gap
van dé rat nghiém trong.

Néu nhu sép ban 1a nguroi ban khong thé chiu dung thi
chinh ban phai thay d6i tinh hinh. Ban phai lam cho ho tin
ban, uy quyén cho ban; giao trach nhiém cho ban. Roi
cudi cung ban hdy thay thé€ ho. That don gian dang
khong? Tat nhién la khong nhung day la nhing viéc ma
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ban can lam néu nhu ban that sy quan tam va lo lang
cho cong viéc ctia toan cong ty.

NEU BAN KHONG TIM BUOC
CHUYEN GI TOT BE NOI
THI BAN CUNG DUNG NOI Gl.

Ban hay can trong voi nhitng gi ban néi vé sép cua ban
kéo no6 dén tai chinh sép ctia ban - hodc nhitng nguoi tinh
O cling 1a “nguoi ham mo” sép cta ban, ho khong thich
ban vi ban ndi xdu sép cta ho. Sau cung ho sé nhéc lai
nhitng gi ban da ndi d€ chat van ban. Quyét dinh nay cta
ho sé khién ban roi vao mot tinh hudng bat 1¢i.

Cé mot quy téc vé dao dikc d6 la: Néu ban khong thé
ndi tot vé ai d6 thi cing dung ndi gi xau vé ho. Lam
cach nao ma ong ta van ¢6 thé tru duoc? Toi khong
biét. Tat nhién, 6ng ta da phat huy dugc kha nang caa
ong dung noi duang chd. Lam sao ma toi tru lai duoc?
Téi ciing khong r6. Ong ta tin twdng t6i, tdi biét duoc vi
tri ctia minh va cham cht véi nhiém vu dugc giao;
nhitng viéc lam cta 6ng ta khong khién t6i chan nan va
t0i o thé thich nghi duoc.
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QUY TAC 77

DUNG NOI XAU
NHOM CUA BAN

“Té'nhi la kha nang noi vé nguwoi khic nhw cich ho
nghi vé chinh ban than ho.”

Eleannor Chaffee

Ban c6 thé hoi rang “Vay t6i duoc phép chi trich nhém
cua tdi cht?” Trudc mat nhiéu nguoi thi ban khoéng thé
lam nhw vay. Chi khi ban & trong phong kin va khong cé
ai, chi c6 minh ban va thinh thoang thi ban méi duwoc
phan nan déi chut néu nhu sy viéc that sy nghiém trong.

Chi ¢6 nguodi 1am viéc yéu kém thi méi d6 16i cho
cong cu ctia hg. Nhém cua ban la cong cu dé€ ban thuc
hién nhiém vu quan ly ctia ban. Néu nhw nhém ctuia ban
lam viéc khong hiéu qua thi ddy la do ban khong ren
rtia, khong boi tron, khong danh sach gi, khong stra tay
cam, khéng thay nhiing chd hong, khong kiém tra chd
bi hong hay dai loai nhu vay.

Nhém ctia ban sé méic phai sai Jam hay moi chuyén sé
khong on thoa, d6 la chuyén khong tranh khoi. Ban dang
lam viéc véi nhiing con nguoi; binh thuong thi ho lam rat
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tot. Thinh thoang ho khién ban that vong. Ban sé chi la
mot tén ngdc néu ban khong 1ap ké hoach du tru cho
nhitng tinh hudéng nay. Ban hay cht y vi néu khi nhém
lam viéc khong t6t ma ban trach méng ho thi day
khong phai la cach giai quyét tot. Ban hay rut kinh
nghiém trong nhiing ltc nhu thé va tiép tuc tién lén véi
cong viéc quan ly ctia minh.

MOQI CHUYEN SE LUON KHONG
SUON SE VA VIEC BAN CHI TRICH
NHOM CUA MINH SE KHONG
GIAI QUYET bUOC VAN DE.

Ban phai “cong khai tdan dwong nhitng nguoi gitp cho
cong ty tién gan hon téi nhiém vu va muc tiéu chién
lwoc”. Néu ban chi trich nhém cua minh thi ban dang
hudng toi nhitng mat tiéu cyec va viéc nay sé€ chi lam cho
nhém cta ban xudéng déc ma thoi. Néu ban ca ngoi ho thi
d6 chinh la sy nang dg, giup ho phan chan hon.

Néu ban chi trich nhdm cua ban thi c¢6 nghia 1a ban
dang chi trich chinh ban va thira nhan mot cach cong
khai rang ban la ngudi quan ly toi.
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QUY TAC 78

CHAP NHAN RANG MOT SO VIEC SEP
YEU CAU BAN LAM KHONG PHAI LUC

NAO CUNG PUNG

Viéc ban lam t5t cong viéc cta ban khong c6 nghia la

tat ca moi nguoi khac ciing lam t6t. Mot sO ong sép
cling chi la hang v6 dung va ban khong thé tranh duoc

ho. Ddi khi hg yéu cau ban lam nhing viéc rat ngd

ngan. Hay dua ra yéu cau qua cao ban khién ban phai
vat kiét hét stic luc d€ c6 thé hoan thanh. Khi thi ho sé
bao ban lam nhiing viéc hoan toan sai [am. Ban sé lam

gi? Ban co rat nhiéu lwa chon:

Tt choi/ bo di

Xin 101 khuyén ctia cdng doan, co quan tu van
quan ly néu ban la mét thanh vién trong do6
Xin 10i khuyén ctia Ban quan ly nhan sy

Tim 10i khuyén ttt nhitng nha quan ly khac
Xin 16i khuyén ttt cap trén cua sép

Viét ra nhiing lo lang ctia ban

Thuc hién nhiém vu va phan nan rat nhiéu
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CHAP NHAN RANG MOT SO VIEC...

= Vui vé thuc hién nhiém vu duwoc giao

= Noi vdi sép vé diéu ban ban khoan.

Luc dau sé la khon ngoan néu nhu ban tim gap riéng
sép, gap truc tiép, gap trong gio giai lao udng ca pheé;
ndi chuyén kiéu nhu ndi chuyén phiém, néi mot cach
nhe nhang khong nén nghiém trong qua réng yéu cau
cua sép khién ban gdp phai moét s6 kho khan. Ban
khong nén chi trich va dimng néi rang sép sai. Ban hay
ndi rang ca sép va yéu cau cta sép la thda ddng nhung
ban cam thdy c6 gi d6 khong on. Ban hay dé cho sép
suy nghi, cain nhéac. Néu 6ng ta khong nghe ban va ct
kién quyét bat ban phai thirc hién nhiém vu sai lam d6
thi ban hay noi réng ban can thém thoi gian d€ xin 10i
khuyén 6 nhitng nguoi khac. Ban hay xin phép duoc
viét ra nhitng lo léng ctia ban va xem liéu nhitng nguwoi
khéc c6 nghi nhw ban khong.

Doi khi ban phai chap nhan rang chinh sép ciing
khéng biét minh dang lam gi. Ong ta khong thay d6i y
kién va ban phai chdp nhan véi thuc té nay. Hoac la
don gian la ban c6 thé tir chdi nhiém vu hay bo di noi
khac. By chinh la lya chon cuia ban. Quy tic danh cho
ban do6 la d6i khi ban phai biét chdp nhan nhing tinh
hudng nhu thé.
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pOI KHI BAN PHAI CHAP NHAN
RANG CHINH SEP CUA BAN CONG
KHONG BIET MINH PANG LAM GI.
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BAN PHAI BIET TH(’A NHAN...

QUY TAC 79

BAN PHAI BIET THUA NHAN
LA CO LUC SEP CONG
CAM THAY SO HAI NHU BAN

“Néu ban khong dan dau thi ching thé'thay doi duoc
chuyén g1.”

Loi trén mot bién hiéu

Sép cua ban ¢d nhitng lac cling cam thay so hai, lac
16ng, cam thay bi bo roi, bdi rdi, bo vo, dé ton thwong
va cam thdy c6 doc. Cong viéc ctia ban la hay lam cho
sép hét lo léng, hét mét nhoc va cam thay thoai mai.

Ban 1a nha quan ly, ban khong phai chi quan ly cap
dudi ma ban con phai quan ly ca cip trén nita. Khi lam
viéc voi sép thi ban khong bao gio duoc:

s Dedoa

s Lanat

s Ham doa

= Gay ap luc
Uy hiép
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Khinh thuwong

= Ch4t van (ngoai trir nhitng diéu theo Quy tac 78)

= Daénh gid thap

= Nhao bang.

Thay vi vay, ban phai nang d5, hd trg, dong vién,
lam yén long, khich 1& sép, giam 4p lwc va la chd dé sép
trong cay. Ban phai ganh vac su vat va cta cong viéc,
bao vé sép va cudi cung co thé la thay thé ho.

Mot s6 6ng chu rat hay lo s¢ nén ho khong thé dua
ra quyét dinh. Ban sé phai ra quyét dinh thay ho va lam
cho ho yén tam réng moi chuyén sé On thoa - moi
chuyén da c6 nguoi lo lang va ho c6 thé nghi ngoi.

CONG VIEC CUA BAN LA HAY
LAM CHO SEP HET LO LANG,
HET MET NHOC VA
CAM THAY THOAI MAL.
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TRANH LOI SUY NGHI BAO THU

QUY TAC 80

TRANH LOI SUY NGHI BAO THU

“Nhitng nguoi it cé niém tin chic chin vé twong lai
nhdt la nhitng nguoi it sin sang véi twong lai nhat.”

Watts Wacker, Jim Taylor va
Howard Means trong cudn
Kim chi nam cua nguwoi nhin xa trong rong

Khi ban bu dau voi cong viéc va moi chuyén don dap
xay dén véi ban thi ban s& dé dang quén mat minh phai la
mot nha quan 1y nadng nd, sang tao va sac bén. Chiing ta
déu gap phai tinh hudng nay. C6 khi ching ta chi mai mé
véi cong viec theo théi quen ma chiing quén mat rang
ching ta c6 thé sang tao, c6 thé tim cam hing, di tién
phong, thic ddy. Nhom cua ban dem dén cho ban y
teong mdéi nhung ban qua e ngai khong dam chong lai
théi quan liéu, chong lai ca hé thdng, sy on dinh theo thoi
quen thuwong ngay nén ban da néi “Khong” vdi tat ca
nhitng gi ma ho dé nghi. Ban c6 cu xt thé khong? Toi
chic chan 1a d6i khi ban ciing 1am nhu thé.

Vay chung ta can loai bd 16i suy nghi quen thudc,.
ngang cao dau. Chung ta can xem xét nhiing suw lwa chon
va tu hoi: “Tai sao lai khong chit?” Va diéu gi sé xay ra
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néu ching ta lam theo cach d6? Chung ta can phai cham
diet tinh trang bi cang thang béi cong viéc va boi 4p luec.

Mot cdch dé dang dé c6 thé tranh 16i suy nghi quen
thudc la ban hay xem xét cong viéc, nhin nhan phong
ban cta ban, nhém ban nhu thé ban 1a mot nguoi ngoai
cudc hodc la mot nguoi lan dau tién dén lam viéc. Ban
sé thay doi cai gi? Ban sé€ gitr lai cai gi?

BAN DE DANG QUEN MAT RANG BAN
PHAI LA MOT NHA QUAN LY
NANG NO, SANG TAO VA SAC BEN.

bung vé phia khach hang thi ban thit nghi xem ban
sé can phai lam gi, cdi gi cd ich, cai gi khong.

Ban rat dé chi chu y téi nhitng tiét vun vat ma quén
mat viéc ding lai d€ xem xét cdng viéc dwdi mot cai
nhin méi. Nhung néu ching ta mudn tré thanh nha
quan ly tai ba thi chung ta phai luoén ludén d6i moéi néu
khong chung ta sé€ chiu chung s6 phan cta loai khung
long. B6i méi c6 nghia la ban phai luén ludn tiép thu
nhitng y twdng modi, nhitng goi y, khai niém va xu
hwdéng mdéi.
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HANH DONG VA NOI NANG ...

QUY TAC 81

HANH PONG VA
NOI NANG GIONG NHU BAN
LA MOT NGUOI TRONG SO HO

“Anh trai t6i néi voi toi: “Néu em di linh thi em sé lén
t0i cdp twong; Néu em di tu thi em sé lam t6i chitc Hong
y Gido chu”. Nhung toi theo nghé hoa siva da tro
thanh mot Picasso.”

Pablo Picasso

Vay trude khi ban thwc sy tro thanh mot nguoi
trong s6 ho thi ban phai luyén tap cach dé trdé thanh
nguoi ma ban mudn. Néu ban la nha quan ly cap thap
thi ban nén hoc cach di ding, ndi nang ctia nguoi quan
ly bac trung va san sang chuén bj tré thanh ngurodi quan
ly bac trung. Néu ban da 1a nguoi quan ly bac trung thi
ban nén tap cach néi nang va cu xtt giéng nhu ban thuc
st da la mot nha quan ly cdp cao. Ddy, ban hay ct lam
twong tw cho téi vi tri cao nhat.

Lan dau tién khi toi gitt vi tri giam d6c diéu hanh cta
mot cong ty, tdi hau nhir quén mat quy tac nay. Toi van
tiép tuc cach quan ly gidng nhu cach cia mét nhan vién
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quan ly cdp thdp. Chinh vi thé doanh sd ban hang
khong dat dwgc nhu mure td6i mong mudn. T6i quan ly
viéc ban hang cua ca mot tap doan vay ma toi khong
thé tiép can duoc véi nhitng nguoi phut hop véi cong
viéc ctia toi. Co Ian toi da doc dwoc ¢ dau doé r::fmg vua
quan chi ndi chuyén véi vua quan. Téi thu vai nhie mot
vi “giam ddc diéu hanh”. Ngay 1ap tiec bé tac trude day
duoc giai quyét va doanh s ban hang da vuot qué su
mong doi ctia toi.

NEU BAN LA NGUOI QUAN LY
BAC TRUNG THI BAN NEN HQOC
CACH NOI NANG VA CU XU
GIONG NHU BAN THUC SU PA LA
MOT NHA QUAN LY CAP CAO.

Néu sau nay ban muén tré thanh mét vi Vua thi bay
gio ban phai tap dan cach dé€ tro thanh. Ban hay nhin
cach nhitng ngwoi chttc cao hon, tai gidi hon ban cuw xtt
va hay hoc tap ho. Ban hay xem cach ho tra 1oi dién
thoai, cach ho ndi v6i nhan vién. Ban ciing phai dé€ y
xem ho mdc gi, doc bdo gi, ho di lam viéc bz‘?mg g1, ho
lam gi v6i cong viéc cua ho va ho lam nhw thé nao.
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QUY TAC 82

HAY CHUNG TO RANG
BAN HIEU QUAN PIEM CUA
CA CAP TREN VA CAP DUOI

“Tir ton v6i ké thi va mong mudn hiéu dwoc quan
N2 ? N g 2 2 ? A
diém cua ho la quy tdc so dang cua chu trwong khong

bao liec.”

Mahatma Gandhi

Lam mot nhan vién cap thap khéng phai la diéu dé
dang. Chung ta déu biét diéu nay vi ai trong chung ta
cling da cd lan gi® vi tri nay. Ban phai thuwc hién rat
nhiéu ménh 1énh tir cdp trén, cong viéc chat chong 1én
va ban cam thédy buc tirc, gian di.

Tuy nhién lam ¢ vi tri quan ly cling chéng hon gi.
Luc nay ban bi ket ¢ gitta. Ban phai giai quyét cac van
dé vé nhan vién cua ban ngoai ra lai con phai thyc hién
cac chi dao ngd ngan tir tong giam d6c diéu hanh. Ban
bi ket ¢ gitta cap trén va cap dwdi, chiu ap luc tir hai
phia, ttr trén xudng va tix dwdi lén.

Mot cach tot nhat dé€ tranh bi ap luc la ban hay dé€ cho
ho biét rang ban hiéu dwoc quan diém ctia ca cdp trén va
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cdp dudi cua ban. Ban dung chi cuwoi trir va néi “Vang, toi

biét anh dang mudn gi” khi ban thuc su khong hiéu dwoc

y dinh ctia ho. Ban phai dam bao la ho biét rdng ban hiéu
duoc quan diém caa ho, hiéu duoc tam tu, wdc muodn
nguyén vong, hiéu duoc sy lo léng cua ho. Ban phai hiéu
duoc ca cap trén va ca cdp dwdi. Khi cdp trén ra 1énh thi
ban phai ding vé phia cap trén. Tat nhién 1a chi khi ban
thay réng d6 1a nhitng ménh 1énh ding dan. Cap dudi
cua ban sé khong hai long. Dac biét 1a ho sé khong muoén
thuc hién sy thay d6i nao (nhat la nhitng sy thay déi ma
ho khong hiéu). Day chinh la co hoi t6t d€ ban c6 thé hoi
xem ho nghi nhu thé nao va ban hay ndi véi ho rr?mg ban
hiéu duoc van dé va hay giai thich cho ho biét tai sao cap
trén lai c6 quyét dinh nhu vay.

MOT TRONG NHUNG CACH
TOT NHAT DE TRANH KHOI AP LUC
PO LA BAN HAY LAM CHO HOQ
THAY RANG BAN HIEU DUOC
QUAN PIEM CUA HO.

Néu nhu ban thuc su ¢ kha nang thi mét lic nao dé
ban sé biét cach giai thich cho cdp duwdi hiéu duoc cdp trén
va nguoc lai. Néu ban c6 thé 1am cho nhiing nguoi trong
nhém hiéu duoc ly do cép trén cé diéu gi d6 khong
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hai long thi ban dang trén con dwong trd thanh mot
nha quan ly tai ba.
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QUY TAC 83

PUNG NHUONG BO,
HAY LUON GIU VUNG LAP TRUONG

Sé c6 e ban biét chac chan 1a ban ding. Nhung phai
lua chon cho minh moét trong hai thai d¢: 1én tiéng hodc
im lang. Néu ban that sy dam mé nhitng gi ban lam thi
viéc bao vé quan diém ctia ban chéng c6 gi kho khan.

Ban khong phai hung hang ma chi can c¢6 thai do kién
quyét 1a dt. Ban khong can phai cu xtt mot cach tho 16 ma
chi can c6 thai d6 cuong quyét. Néu ai d6 tung tin don
khong dang vé ban, vé nhém ban hay vé cong viéc ctia
ban thi ban hay ndi cho ho biét r6 vé quan diém cua ban
nhu “T6i thdy anh dang tung tin don thé nay thé no. Diéu
nay khong dung sy that va toi sé rat cam kich néu nhu
anh dirng viéc lam sai trai ctia anh lai”.

NFEU BAN THAT SU PAM ME THI VIEC
BAN BAO VE QUAN DIEM CUA BAN
CHANG CO GI KHO KHAN.

Ban khong can phai gian di, ban hay tin twong vao
ban than va hdy chuan bi ky cang.
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Ban khong duoc néng voi ma phai kién dinh. Néu cap
trén ctia ban khong cho ban nhitng nhan xét dting dan va
ho mudn im lang thi ban hay hoi: “Lam cach nao dé€ lan
sau toi cd thé lam t6t phan viéc cua t6i? T6i phai lam
nhitng gi d€ c6 thé dat duwoc mirc lwvong ma 6ng vira moi
tte ch6i khong tra cho t6i? Trong thoi gian mot ndm ong
thdy t6i c6 tién bd gi khong? Chung t6i 6 thé lam gi dé
cai thién tinh hinh doanh s6?” Ban phai kién dinh hoi cho
t61 khi sép ctia ban cho ban cau tra 10i phu hop nhat.

Ban khong dwoc tranh cai ma ban phai c6 moét thai do
thoa hiép. Néu sép cua ban mudn ban lam nhiing viéc vi
pham t6i phap luat thi dimg tir chdi thang thitng va tranh
cai vdi ong ta. Thay vao do, ban hay noi: “Vay ching ta sé
lam thé nao néu nhu kiém todn hay cdc phuong tién
truyén thong phat hién ra viéc lam cua chung ta?” Ban
khong ttr chdi nhung ban dang ding trén 1ap treong cta
ban va khong dong tinh véi y kién cua sép. Nhu vay ban
da tao cho sép mot con duong hop ly dé€ ong ta rut lai y
kién. Sép ban sé khong phai c8 gang dit v kién ctia ong ta
cho ban. Nguoc lai, sép ban c6 thé rut lai y kién mot cach
nhe nhang ma khong cam thay bi mat mat.

205

eBook mién phi tai: Webtietkiem.com Page 201



NH’NG QUY TAC TRONG QUAN LY

QUY TAC 84

PUNG LAM CHINH TRI

“Néu ban dang ¢ trong mgt cudc hop ma ai do dinh
gi6 tro chinh tri thi ban hdy néi v6i ho rang: “Anh
dang lam chinh tri v6i ddy. Anh hdy tro lai khi anh
cam thay tot hon”.

John Harvey-Jones,
Cuu Giam ddc diéu hanh Hang ICI

Chinh tri gia 1a nhitng nguoi duoc tra tién dé lam
chinh tri. Ban khong phai la ngwoi nhu vay. Ban la nha
quan ly. Ban quan ly cac tinh huéng va cac dw an. C6 khi
nhan vién ctua ban khong lam cho ban nita ma ho tham
gia lam chinh trj. Ban khdng thé bat chwdc ho. Ly do 1a vi
cach lam ctia ho giong nhu viéc ho choi trén duong ray xe
Itra. Néu ban lam giong ho, ban c6 thé bi ton thwong, co
thé bi xe Itra can. Lam chinh tri ¢6 khi dinh ddng dén viéc
de doa nguwoi khac, viéc st dung nhitng manh khade, néi
doi va sit dung nhiing thu doan dé€ c6 thé hoan thanh
cong viéc cia minh. Ban khong con la chinh ban vi ban
khong thanh that véi nguoi khac va co
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thé c6 nhitng hanh dong that dé tién. Day 1a cach toi
nghi vé viéc lam chinh tri.

Ban nén “yéu mén tat ca moi nguoi nhung phai chon
ban ma choi”. Ban hdy ¢8 géng gitt nhitng m&i quan hé
than mat véi nhitng nguoi biét hai long, nhiing nguoi
khong thich tham gia lam chinh tri.

Ludn ludn chia sé thong tin. Cach lam nay sé khién
cho nhiing ngwoi thich lam chinh tri sé phai that vong.
Hay la ban cta tdt ca moi nguoi nhu vay thi khong ai
o thé coi ban la ké theo be phai.

Mac du ban khong dinh lam chinh tri nhung ban
van phai luon luén dé phong nhitng k& hoach bi mat,
nhing dong co tham kin, nhiing chién dich boi xau,
nhitng 16i ndi doi, nhiing 10i don dai (thuong 1a ac y),
nhing 10i bong gié ma ban khong thé kiém soat duoc
hay nhitng viéc tranh gianh quyén luc va quyén kiém
soat, nhitng 101 xi xdm hodc nhitng chuyén dai loai nhuw
vay. Néu may man thi ban sé khong gip phai nhiéu
van dé nhu trén. Ban phai tir chdi khong tham gia va
phai lam thé& nao d€ tro thanh ngudi ngay thang, khong
lam chinh tri, trung thwc, hao phdng, théng thin, coi
mo, khong thién vi, khong muu mo.
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BAN HAY CO GANG KET THAN
VOI NHUNG NGUOL CO THE HOAN
THANH CONG VIEC MA KHONG LAM

TON HAI DEN NGUOI KHAC.
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DUNG NOI XAU ...

QUY TAC 85

DUNG NOI XAU
NHUNG NHA QUAN LY KHAC

“Chi c6 tré tho va nhitng ké ngdc nghéch méi cho ring
Hoang dé’la nhitng nguwoi khong cé quin do. Tuy
nhién, ké ngoc nghéch van la ké ngdc nghéch va Hoang
dé’van la Hoang deé.”

Neil Gaiman va Marc Hempel
trong tac pham Ong ba bj: Nguoi tot bung

Trudc day chung ta da xem xét viéc canh tranh c6 tac
ddng khich 1€ téi ban thé nao va vi sao ma ban khong nén
e ngai viéc canh tranh. Chung ta da noéi tdi viéc canh
tranh vd4i cac nganh khac va voi cong ty khac. Thé con
canh tranh v6i dong nghiép, véi phong ban khac thi thé
nao? Clng tuong tw vay thdi. Ban dung s¢ bat ct ai
hodc bat ct viéc gi. Néu ban thanh thao véi cong viéc
ctia ban, ban can dam, sang tao va tu tin vao ban than -
t0i chic chin 1a ban sé nhw vay - thi chéng c6 gl phai
s¢. Ban ditng bao gio chi trich, phé binh, phi bang, buc
t0i, phan xét hay phan nan vé dong nghiép hodc nhing
nguoi ¢ cac phong ban, don vi khac.
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Néu ban lam nhu vay thi ban sé bi coi la nguoi kém céi
va cu x¢ thap hen. Nhitng nguoi khac sé tan dung diém
yéu nay ctia ban dé€ lam 1oi cho ho. T6i da tung lam viéc
voi mot s6 it nguoi. Ho tu phu vé tai nang cua ho va ché
bai nguoi khac. Tuy nhién, trong long ho khong cam thay
yén tam bdi vi tan day long, ho biét rang ho khong gioi
bang nhitng ngudi ma ho ché bai. Viéc ai d6 béi 16ng tim
vét, ché bai ban khong thé lam giam gia tri dich thuc ctua
ban. T6i ndi nhu vay dung khoéng? Néu ban thdy mot
ngudi khdc mic b quan 4o mai thi viéc ban néi rang 6ng
ta 12 nguoi hoang phi thi ciing chang c6 ich gi. Khong ai
cam on ban vi chuyén do.

Téi ting lam viéc véi mot nha quan 1y. Ong ta thuong
soi moi nhiing nha quan ly khéc va chi ra nhitng mat yéu
kém ctia ho. Biéu tht vi 1a & chd nhitng tat xdu nao ma
ong ta vach ra noi nguoi khac thi chinh 6ng ta cling co.
Ong ta creoi nhao nguoi khac béi vi ong ta thdy rat rd tat
x&u ctia ho nhung lai chang thdy nhiing tat xau, yéu kém
cta chinh minh. Ong ta khong biét rdng chinh éng ta
dang vach 4o cho nguoi xem lung.
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CHIA SE NHNG Gi BAN BIET

QUY TAC 86

CHIA SE NHUNG GI BAN BIET

“Chia sé nhitng gi ban biét, diéu quan trong hon la
chia sé nhitng g1 ban nghi véi nguwoi khic. Ban hay
lam cho ho noi ra sw thit cua chinh ho. Loi song cua
ban ¢6 kha nang tic dong dén nguoi khdc twong
dwong vdi nhirng gi ban noi.”

Tom Cowan, phép sw

Quy tic nay néi téi viéc ban chi day cho nhiing
nguoi hiéu biét it hon ban. Ho khong c6 co hoi duoc
hiéu biét nhiéu. Nhung néu ban chia sé moi chuyén ma
ban biét vdi ho thi ho cling sé hiéu biét nhiéu nhu ban.
Mot s8 nha quan ly cho rang lam nhuw thé cha khéc gi tw
de doa “cai ghé” ctia minh. Ho that ngdc nghéch lam
sao. Nhitng gi ban can lam la dao tao cho ai &6 d€ ho 6
thé chia sé cong viéc voi ban. Lam nhu vay dé néu ban
duoc thang tién thi ho sé thay thé vi tri cua ban.

Mot s8 nha quan ly cho rang ho cam thdy ling ting vé
viéc phai chia sé v6i nhitng nguoi khac boi vi ho thay
nhtng gi ho biét 1a chua du. Tuy nhién khi ban hoc tiéng
Anh ¢ truong, ban thdy thay gido chi can biét vé ngir
phap, ménh dé, dau cham cau, v.v... la du r6i. Ban khong
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can phai c6 mot ong thay gianh duwoc giai Nobel hay
duoc giai thuwong vé tiéu thuyét. Khong, chi can mot
ong thay day tiéng Anh khiém t6n la da du cho ban.

Viéc chia sé voi dong nghiép cling khong kém phan
quan trong. Cang cho di nhiéu ban cang nhan dwoc nhiéu.
Gia st néu nhu ban chi chia sé mot bit (don vi thong tin
dung trong tin hoc) thong tin vdi 20 nha quan ly khac va
néu nhu chi mot ntra trong s6 ho ciing lam nhu ban thi
Itc nay ban da c6 duoc 10 bit thong tin méi va ban da lam
giau thém kién thtc cua ban. Ho chi nhan dwgc mot
nhung ban da nhan dwoc 10 - qua la don gian. Ho chic
chén sé chia sé v6i ban ma khong phai la chia sé véi nhau
- dung hoi t6i tai sao. C6 thé la ho cam thdy ho mang on
ban chtt khong cam thady mang on nhau.
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QUY TAC 87

PUNG DE DOA

“Dé'y thirc dwgc tim quan trong thiec sw ciia minh thi
nguoi ta nén nudi mot con cho - loai ché thuwong quin
quyt voi chii - va mot con meo - loai méo thuwong lanh
nhat v6i chi.”

Dereke Bruce

La nha quan ly thi ban c6 quyén luc va stec manh.
Day la diéu chac chan. C6 1& day la diéu dé phan biét
nhing nha quan ly tot giong nhuw ban va nhitng nha
quan ly yéu kém khac. Ban biét cach st dung sttc manh
va ban khong lam dung no.

Nhan vién coi ban Ia mdt nha quan ly, ton trong va
tham chi con s¢ ban. Ban ¢6 quyén thué hodc sa thai ho
va ho sé y thiic duoc diéu nay khi lam viéc véi ban.
Tuy nhién hay lam ho tin tuwdéng vao ban dé€ ho khoi xa
lanh ban. Hay ludn ludn than thién véi ho dé€ ho luén
biét duoc ho ¢ vi tri nao d6i v6i ban. Ban khong dwgc
lam dung chttc quyén dé ham doa nhém cua ban.

C6 cach dé€ lam cho nhéan vién xa lanh ban va cling
c6 cach dé'lam cho ho gan giii v6i ban. Cach thir nhat la
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lam cho ho s¢ ban. Céach thit hai la hay tan thuwong ho.
Nhiéu nha quan ly chon cach th nhat vi ho cam thay
khong tu tin, khong an tdm, khong chac chan. Hodc
néu chinh chung ta lam viéc cho nhitng nha quan ly
nhu vay thi ching ta hay th va lam cho ho dwoc dao
tao tot hon. Ban c6 thé d€ cudn sach nay ¢ dau dé dé ho
c6 thé tinh co doc dwoc nd thi sao?

Nhiéu nha quan 1y khong biét rang thai do ctia ho la
tiéu chuan d€ nhan vién ce xt v6i nhau va cu xtt voi
khach hang. Néu nhan vién thay nguoi quan ly la mot
nguoi t t€ va co tinh than hgp tac, hang say lam viéc,
twe tin thi ho cling sé ce x&¢t vdi nhau, véi khach hang
giong nhu cach ma ban cu xtt véi ho.

NEU TRONG MOT TO CHUC MA
SU KHEN NGOI CHU KHONG PHAI
SU DE DOA bUQC AP DUNG DE
KHUYEN KHICH MOI NGUOI
LAM VIEC THI CONG VIEC SE DAT
PUOC HIEU QUA CAO HON NHIEU.

Lam theo cach nay sé khién cudc séng ban dé chiu va
hiéu qua hon. Néu nhu lam viéc trong mot t0 chirc ma sy
khen ngoi chit khong phai su de doa duoc ap dung dé
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khuyén khich moi ngwoi lam viéc thi cong viéc sé dat
dugc hiéu qua cao hon nhiéu.
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QUY TAC 88

KHONG THAM GIA VAO
NHUNG CHUYEN XUNG POT
GIUA CAC PHONG BAN

“Néu c6 nhirng cudc diéu tra, cé hodc khong cin thiét

hodc t61 khong dwoc quyén noi “cé” hay “khong” thi sé

co mQt nhém, gid sie nhw né ton tai va toi khong diegc

phép binh phim, sé bi gidi thé néu nhw né ton tgi va
cdc thanh vién tré vé voi phong ban cii cua ho.”

Ngai Humphrey

trong cudn Ving, thwa By truéng

ba c6 lan cung mot 1ace ti phai lam viéc cho ca hai ong
chu. Ho déu la giam ddc cua mot cong ty va ho khong co
thién cam véi nhau. Mdi ngudi déu cé chuong trinh riéng.
Ho coi chiing t6i - nhitng ngwoi quan ly va nhan vién nhw
la quan linh, quan t6t, bia do dan trong cac ké hoach
nham gay thiét hai cho nhau. Chang t6i bi dat vao tinh
canh khong dé chiu chat nao. Ho ¢é pham vi trach nhiém
khong lién quan téi nhau. Néu nhu ban chi lam viéc doc
lap cho mot trong hai nguoi thi ban sé may mén vi ban
chi ¢c6 mét 6ng chu. Nhung néu ban ¢ trong trueong
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hop cta t6i, phai lam cho ca hai nguoi, thi ban sé thay
that bat hanh. Ca hai giam ddc gay can tré ménh 1énh
ctia nhau, choi kham nhau, khong noéi chuyén vdi nhau
va cu X voi nhau nhuw tré con.

T6i phai hoc va hoc rat nhanh dé€ tré thanh mot nha
ngoai giao, mot nha chién thuat. To6i cling biét cach loi
dung mau thudn ctia ho d€ dat dwoc nhitng gi toi
mudn. Tuy nhién lam cach nay that toi té.

To6i cling tirng lam trong cac cong ty ma cac phong
ban trong d6 c6 mau thuan véi nhau rat gay gat. Chinh
vl thé ndng sudt lao dong bi anh huong nghiém trong,
nhan vién la nhitng nguoi bi thiét thoi nén tinh trang
thay doi nhan vién dién ra rat nhiéu. C6 18 ban cho
rang cac gidm ddc phai chdm dit nhitng chuyén nhu
vay nhung theo nhu vi du dau tién cua toi ban c6 thé
thay rﬁng tham chi ca cac gidm doc clng c6 thé cu xtk
rdt ngd ngan va tré con. Ban dung cu xtt gidng ho. Loi
khuyén cta t6i la ban hay tranh xa nhiing viéc ngé
ngan nhu vay. Ban hay coi mo, trung thuc, thang than
trong tat ca nhiing viéc ban lam va nhw vay ban sé la
nguoi tot va khong ai ¢6 thé budc t6i ban la ké lira gat.

THAM CHI CAC GIAM POC CUNG
CO THE CU XU MOT CACH RAT
NGOC NGHECH VA TRE CON.
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HAY CHUNG TO BAN SE...

QUY TAC 89

HAY CHUNG TO BAN
SE LAM HET MINH VI NHOM
CUA BAN

Nhom cuia ban 1a cong cu gitp ban hoan thanh cong
viéc - du d6 co 1a cong viéc gi di nita. Khong c6 nhém -
c6 thé chi ¢c6 mot nguroi hodc hang nghin nguoi - thi
ban cha&mg la gi. Khong c6 nhom ctia minh thi ban cling
chi giong nhu mot to gidy trang chua duwoc viét vao
hodc chwra dugc ddnh may. Ban phai hd tro nhom, khen
ngoi va néu can thi hay chién dau hét minh vi ho. Nha
quan ly gidi - ltc nay chung t6i khong can phai néi do
la ai ntta cht? - la nguoi tao ra long trung thanh va su
tén trong bang cach tré thanh nguoi lanh dao di dau
trong viéc cd vii nhém - d6 chinh la ban.

Ban phai lam cho moi nguoi trong nhom thdy ban
khong chi la nguoi thay, nguoi lanh dao, nguoi bao vé,
che ché ma con la nha vo dich, la anh hting va la ngwoi
bénh vyce cho ho. Néu c¢6 ai d6 muon loi dung ho thi
ban sé€ bao vé ho ngay lap ttec.

Nguoc lai ban cling ¢6 thé bo roi nhdém ban, méc ho tu
lo cho ban than. Ban thir nghi xem ban sé di téi dau néu
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ban lam nhw thé. Co rat nhiéu nha quan 1y nghi rang day
la mot Ipa chon sang sudt. Ban nghi thé nao? To6i da tung
lam viéc v6i mét s6 nha quan ly nhw vay va ban ct tin toi
di, chdng may chdc ma nhan vién bo ho ma di.

KHONG CO NHOM CUA BAN THI
BAN CUNG CHI GIONG NHU
MOT TRANG GIAY TRANG
CHUA BUQC VIET LEN.

Néu nhan vién cuia ban biét ban bénh vuic va bao vé
ho thi ho sé€ tuyét d6i tin twong ban. Néu nhu ho phai
chiju diéu gi d6 khong cong bang thi ban sé ding lén
bao vé ho. Diéu nay c6 nghia rang néu ban chap nhan
diéu gi do6 thi ho cling c6 thé chap nhan va dong tinh
v6i ban. Chinh nhiing viéc nay sé gitp cho cudc sdng
trd nén dé dang hon.
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QUY TAC 90

PUOC TON TRONG THi TOT HON
LA PUOC YEU MEN

Mgt diéu hién nhién la khong phai tit ca cdc sinh vién déu

dwoc tdt cd cdc gido vién chil y téi. Va mét diéu ciing chic

chin la viéc gido vién dwgc ton trong hon la dwegc yéu mén
la ddu hiéu dé nhdn biét nhitng gido vién c6 tai ning.

Tién si Marvin Marshall,

Thiic ddy viéc hoc hanh

Ban c6 cam thay kho chiu véi nhitng nha quan ly chi
mudn tré thanh mot trong nhiing nguoi than thi€t nhat
cua ban. Chung ta déu lam viéc v6i ho va ho la ho la ké
lam r6i tung moi chuyén lén. Ho gay rdc 18i cho chinh
ho va cho ca nhém ho. Puoc ton trong thi tot hon la
duoc quy mén. Phai ludn tao ra khoang cach. Néu ban
muon nhan vién cta ban lam viéc hét minh vi ban thi
ban ditng 6m &p von va, diing say sua che chén véi ho
trong cac quan reou. Ban phai lam cho h¢ nghi réng
ban 1a mot vi chua té.
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Phai tao mot bau khong khi huyén bi, mét bau khong
khi quyén luc, ma khong nhat thiét phai duoc yéu mén.
Ban phai luén gitt mot khoang cach nhat dinh.

Mot ngay nao do ban phai sa thai mot vai nguoi trong
s0 nhan vién cua minh va ban khéng can phai quyét dinh
lam viéc d6 d€ trat b6t ganh nang trén vai ban.

Mot ngay nao d6 ban sé dé bat mot s6 nhan vién cua
minh va ban khéng muén nguoi ta nghi rang ban la
ngudi d6i xtt khdng binh dang.

BAN PHAI TAO MOT BAU KHONG KHI
HUYEN Bf, MOT BAU KHONG KHI
QUYEN LUC.

Nhan vién phai ton trong, n€ trong ban va coi ban
nhu kiéu mau cta ho. Ban khong thé tao dwoc khong
khi uy nghiém néu nhu ban than thiét véi nhan vién
qua mttc. Ban phai gitt mot khoadng cach va ho sé
khong coi d6 la mét sy xa cach, cach biét ma s€ ton
trong khoang cach ban tao ra.

Ban cling phai tao ra mot khoang cach nhat dinh
trong viéc tiép xtc bén ngoai: Khong vo lung, khong
om hon, khong vudt téc. Ban cling phai ludn gitt vé
nghiém trang cta ban ca phong céch, sy tin nhiém, sy
mau muc va uy quyeén.
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QUY TAC 91

THANH THAO MOT HAI VIEC
CON CAC VIEC KHAC
THI PUNG LAM

“90% dau tién ciia mot dw an cin 90% thoi gian. 10%
con lai can 90% thoi gian con lai.”

Khuyét danh

Nha quan ly tot phai dong thoi la mot chuyén gia. Ban
khong thé lam duoc tat ca cac cdng viéc cua nguoi khac.
Du sao thi mdi ngay ban cting chi lam duwoc mot s6 viéc
nhat dinh. T6t nhat 1a ban hay lam cong viéc chuyén moén
ctia ban. Ban hay lam mot cach hoan hao con nhiing viéc
khac thi hay d€ cho nguoi khac lam. Cong ty ctia ching
toi co6 sy phan chia rd rang cong viéc cua ting nguoi cu
thé. Tdi cho rang cang trd thanh mot nha quan ly gioi thi
ban cang phai lam it; né hoan toan phu thudc vao kha
nang phan cong cong viéc cua ban.

Vay t6i chi lam nhiing gi ma t6i lam t6t nhat. Day la
diéu co ban d€ phan biét ban véi nhitng nha quan ly
khac. Toi khong ban hang nhung tdi tao diéu kién cho
nhén vién ban hang c6 co hoi lam viéc cua ho tot nhét.
T6i khong lo vé phan cham soc cac khach hang chinh
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nhung toi thiét 1ap nhitng mai lién hé voi nhitng khach
hang nay d€ nhan vién cua t6i lién lac voi ho. Toi
khong lam k€ toan nhung toi giam sat, theo doi cac
nhan vién lam ké toan. “Mot hai viéc caa t61” d6 la td
chtrc cac cudc hop d€ nhém cua t6i lam viéc, giam sat
tinh hinh chung cta toan cong ty nhu van dé thuvong
hiéu, su nhén biét vé doanh nghiép va vé vi tri cong ty
trén thi treong.

BAN HAY LAM CONG VIEC
CHUYEN MON CUA BAN MOT
CACH HOAN HAO CON NHUNG
CONG VIEC KHAC THI HAY DE
CHO NGUOI KHAC LAM.

Ban gioi vé viéc nao va kém vé viéc nao? Ban c6 thé
noéi ro vé mot hai viéc ma ban lam rat t6t khong?
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QUY TAC 92

LANG NGHE Y KIEN NHAN XET
VE NHUNG VIEC BAN LAM

Bay gio chung ta thuong khong hay tim kiém sy dong
tinh ctia nguoi khac béi vi chung ta c6 thé lam theo truc
giac va biét khi nao chung ta lam duoc mot viéc t6t. Tuy
nhién, y kién phan héi luén rat c6 ich. Ban nén hoi y kién
nhén xét tir dong nghiép, tir d6i thu, tie nhdém cha ban, tir
cac sép va tir khach hang. Ban khéng nén cho doi ¢ dugc
nhitng 101 khen, nhiing 10i ca tung hoac nhiing 10i ve van.

Ban nén léng nghe y kién nhan xét dé:

= Nhaén ra diém manh va diém yéu ctia ban

= So sanh nhan xét ctia moi ngwoi voi sy danh gia
cua riéng ban trong bat ky tinh hudng nao - dé
dam bao rang ban dang di dung huong va co
nhitng nhan dinh khach quan.

= Hoc hoi tit nhiing viéc ma ban mac sai lam - hodc
la d€'1an sau cé thé lam t6t hon

= Nhan ra nhing viéc can phai dua ra hanh dong dé
khic phuc va nhitng viéc ma ban chiu trach nhiém
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= Bi€t nhom cuia ban dang lam viéc thé nao? - Day
cting chinh la moét nguén théng tin bd sung cho
st danh gia cta riéng ban.

Ban thdy day, tat ca nhiing viéc trén khong co gi lién
quan tdi viéc khen ngoi hodc ca tung (hay ve van ninh
not). Dé 1a su danh gia thuc té€ vé nhing tinh hudng
hay du an ma ban c6 thé hoc hoi dé tiép tuc tién lén.

Vay lam cach nao d€ ban c6 thé c6 duoc nhiing 1oi
nhan xét? O, ban hay hoi nhitng nguoi trong nhém cta
ban nhu “Céc ban thiy chung ta lam viéc thé nao?” Ho
sé tra 1oi cho ban.

Tiép theo ban hay hoi sép: “Thua sép, sép thdy
chting t6i 1am viéc thé nao?” Day la cling 1a cach rat dé
dang ddi véi ban.

Hoi khach hang thi thé ndo? Ciing rat dé. Ban hay
héi “C)ng c6 thé nhan xét gi vé viéc chung tdi chuyén
dia diém kinh doanh?”. Ban dung voi vang dua ra
nhan dinh ctia ban. Hay d€ cho ho néi cho ban biét cai
hay va cai do ctia ban. Ban chi gat dau va noi: “Cam
on” roi ti€p tuc véi cong viéc ctia ban.

CAI BAN CAN
LA Y KIEN NHAN XET CUA HO
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QUY TAC 93

DUY TRi NHUNG MOI QUAN HE
VA TINH BAN TOT

“Ban dieng nghi rang tinh ban than thiét cho phép ban
noi nhitng diéu khong thé chdp nhin dwoc vdi ban be.
Ban cang thin véi ai do thi ban cang cin phdi cw xir
khéo léo va nhd nhdn voi ho.”

Oliver Wendell Holmes, Nha tho My

T6i ¢c6 mdt anh ban thwong c6 cau ctta miéng sau:
“T6i khong cho réng do la cach choi dep dau”. Anh ta
thuwong hay noi nhw vay khi ai d6 cuop 10i anh ta tai
cac budi hop hoéc ai d6 &n cap y twdng cua anh. Toi rat
thich ki€éu néi d6 boi vi nd cho thdy tat ca nhiing gi vé
mot mdi quan hé ngheo nan khong t6t dep.

Néu ban luén gitt dugc thai do dung d4n thi ban sé dé
dang duy tri nhitng moi quan hé t6t va tinh htru hao
trong cong viéc. Thai d6 dung dén cé nghia la cu xtt lich
sy, niém no, ¢ tinh nguwoi, nhiét tinh, chan thanh va san
sang lam tat ca nhiing gi ban c6 thé lam hodc nén lam cho
khéch hang (t8i chac ban 1a nguoi nhu vay).
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Viéc nay qua la khong dé khi ban phai déi xt véi
nguoi ban khong wra, nhitng ngwoi ma trudc day ban co
mau thuan hay nhitng nguoi da do6i xi thd 16 hodc
khong than thién véi ban. Tuy nhién day mdi chinh 1a
Itc can thiét nhat dé ban ap dung quy tac nay.

Néu ban ludn luén to ra hai long, vui cuoi va coi mo
thi tham chi nhitng nguoi tho 16 va khé wa nhat ciing
phai thay d6i cach cw xt véi ban.

NEU BAN LUON LUON NHIN NHAN
NGUOI KHAC BANG MOT THAI PO
LAC QUAN VUI VE THI HO CONG
SE bOI XU VOI BAN
TUONG TU NHU VAY.

Co géng nhin dong nghiép cua minh nhu thé ho
cting than thién nhu ban. Néu ban lu6én luén nhin nhan
ngroi khac béng mot thai do lac quan vui vé thi ho
cting d6i xt véi ban twong tu nhu vay. Dé nghi giup do
nguoi khac khi c6 thé. Noéi chuyén véi nguoi khac nhu
thé ho ngang hang vdi ban - va thuc sw la ai clng
ngang hang véi ban. Nhin nhan nhitng mat tich cuc
ctua ho - tim mot s6 diém gi dé d€ ban yéu mén hodc
ton trong va chi chu y t6i mat d6 caa ho. Hay ddi xa
véi thai do ton trong va ding muec voi tat ca moi nguoi.
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QUY TAC 94

TAO DUNG LONG
TON TRONG TU HAI PHIA,
GIUA KHACH HANG VA BAN

“Moi nguoi trong chiing ta nén biét khich hang mong
doi diéu gi trwdc khi ho y thirc dwoc diéu ma ho mong
d,o’i_ 7

Dinesh K. Gupta va Ashok Jambhekar

C6 Ian t6i nghe mdt nguroi ban hang ndi chuyén trén
radio va cach anh ta néi vé khach hang khién to6i nghi
rang anh ta va khach hang cta anh la hai thé giéi hoan
toan khéc biét. Anh ta to thai o kénh kiéu, bé trén, nhuc
ma, khinh thuong va ché giéu khach hang ctia minh.
Duong nhu anh ta cho rang viéc ltra d6i khach hang 1a
mot viéc lam ding dan va cong bang - anh ta ndi rang
chung ta dugc phép loi dung khach hang, néu khong lam
nhu vay thi ching ta qua la nhitng ké ngdc nghéch. Anh
ta khong wa gi thai d¢ ctia ho (khach hang) - va thuc t€'la
hau hét tdi nao ho ciing goi dién cho anh ta ltc dang ngoi
an t6i voi con cai. Anh ta c6 nhiéu cach dé d6i phé véi ho

nhu gia vo bi diéc va mac cho ho ct goi, hodc la anhh ta
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ndi voi ho rang ho can noi chuyén véi cha anh ta va c d€

dién thoai rung trong hop cho téi khi ho chan va gac may.

bung gian 1an hodc noéi déi khach hang, béi ban can
ho. DPay la m¢t moi quan hé hai chiéu va hon thé, d6 la
mdi quan hé rat quan trong. Khach hang khong phién
phttc nhu ban nghi dau. Ho chinh la nhitng nguwoi da
giup t6i ¢ duwoc thic an, quan do mac, xe dep va
nhitng ngay nghi thoai mai. Nhu vay thi lam sao t6i c6
thé lang nhuc ho? Nguoc lai, t6i sé cung cap cho ho
phuong tién dé ho giai tri, phuong tién dem lai niém
vui, san phdm chat luong, nhitng nhan hiéu ma ho yéu
thich, mgt cudc sdng ma ho dam mé va moét cam giac
duwoc mot cong ty nang dong va tré trung phuc vu. Toi
ton trong ho vi nhitng gi ho mang lai cho t6i va ho ton
trong t6i vi nhiing gi toi mang dén cho ho.

PUNG GIAN LAN HOAC NOI DOI
KHACH HANG, BOI BAN CAN HO.
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QUY TAC 95

THOA MAN NHU CAU
CUA KHACH HANG

“Sue tai ioi la mét tiéu chudn chir khong phdi la mét
ky ning.”
Michael Heppell
trong cudn Lam thé'nao dé’tai gioi

Day chinh 1a quy tac dé nhat. Lam hai long khach
hang phai la diéu dau tién ban nghi téi sau khi thic
day va la diéu cudi cung ban nghi téi trude khi di ngu.
Nhiing gi ban can lam 1a cd géng dem lai dich vu t6t
hon ntta cho khach hang. Van dé la c6 luc khach hang
lam cho ban cam thdy rat kho chiu. Ho mudn nhiéu
tht; ho doi hoi; ho phan nan; ho goi dién vao nhiing
gio bat tién ddi véi ban; ho mong mudn dwgc phuc vu
tot hon; ho nghi réng tat ca cong viéc kinh doanh 1a
phai vi ho; ho phan nan khi ching ta chuyén trung
tam; ho mudn duwgc giam gid, mudn c6 qua khuyén
mai, muén mua hai duoc tang mot, mudn nhan lai tién
néu ho khong thay hai long vé san pham, mudn doi
hang héa, muon bao hanh, mudn kiém dinh d6 an toan
cta san pham, mudn c¢é nhiing san pham khong co hai.
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Chtia oi, ho nghi rang ho 1a ai vay? Ho doi héi bat ct
thit gi sao? Toi da lam viéc trong nhitng nganh ma
khach hang khong c6 doi héi nhidu va qua quat nhuw
vay.

Chting ta hay néi thang van dé ra ¢ day. Néu khong
c6 khach hang thi chung ta chang c6 gi. Ching ta
khong c6 muc dich gi. Khong c6 muc dich thi khong
tao ra duoc gia tri gi. Khong co khach hang thi chtiing ta
chi m6 mam trong béng t&i ma thoi.

That vay, khong c6 muc dich thi chiing ta khong lam
duoc gi. Bay gio chung ta da thdy duoc tam quan trong
cua khach hang. Chang ta phai nghi ra cach dé thu hat
va gitt 18y ho, tim cach théa man ho. Ching ta khong
ninh not nhung chung ta phai sang tao ra cach dé thu
hut ho. Viéc phuc vu nhitng khach hang hién tai thi ré
hon nhiéu so véi viéc tim kiém khach hang méi. Gite
chan nhittng khach hang ban dang c6 béng cach doi xt
te t€ voi ho. Bai tap cho ban: Nghi ra ba cach dé thoa
man nhitng nhu cau ctaa khach hang ngay ltc nay.

KHONG CO KHACH HANG THI
CHUNG TA CHi MO MAM TRONG
BONG TOI
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QUY TAC 96

Y THUC VE TRACH NHIEM
VA TUAN THU NHUNG
QUY TAC CUA BAN

“Thanh cong khong phai la chia khéa ctia hanh phiic.
Nhung hanh phiic la chia khéa cua thanh cong. Néu ban
yéu thich nhitng gi ban dang lam thi ban sé thanh cong”.

Albert Schweitzer

La nha quan ly thi ban phai chiu trach nhiém vé
nhitng thanh vién trong nhém cta ban. Trong khi ban
dang quan ly ho thi ban phai chic chin r?mg ho khong
gdp phai chuyén gi xau. Ban phai dam bao cho ho duoc
an toan, manh khode, duoc chdm soéc va quan tam day
du, dugc thoai mai va duwoc bado vé an toan va ho phai
duwoc mac quan ao bao ho lao dong néu can thiét.

Ban ciing can phai c6 trach nhiém twong ty d6i véi moi
treong ban lam viéc. Ban khong dwoc lam gi gay anh huong
thiét hai lau dai, khong duoc dé cho nguoi khac c6 nguy co
bi anh hudng tdi sttc khoe hoac téi cude song, khong duoc
st dung dat theo cach thirc t6i hon ca cach ma nguoi ta sw

dung trudc ban. Ban khong phai la chién binh
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bao vé sinh thdi nhung it ra ban phai c6 trach nhiém
khong gay hai hodc thiét hai téi mai truong sinh thai.

Ban phai c6 mot s8 quy tac - d6 1a viéc ban khong
lam gi c6 hai hodc gay hai. Ban phai c6 mot ranh gidi
cho nhitng viéc ban lam. Ngoai ranh gidi do6 thi ban
khong lam. Ban phai tra lai mot cai gi do. Ban phai
nhan thttc dugc nhitng gi dang xay ra xung quanh ban.
Ban phai biét nganh cua ban dong gop - hodc 1dy di -
nhitng gi ttt moi treong.

BAN CO THE DAT TAY LEN NGUC
VA NOI RANG VAI TRO QUAN LY
CUA BAN LA “LUON GIU CHO
MOI TRUONG SACH SE” KHONG?

Day khong phai la nhitng quy tic c¢6 trong nhitng cau
chuyén than tién, nhitng diéu lap di hodc la nhing gido ly
nhan qua trong ton gido - day la mot quy tac thuc t&. Ban
cang cho di nhiéu thi ban cang nhan dwoc nhiéu. Hay
sOng t6t thi ban sé cé nhitng gidc ngti ngon. ding séng dé
dai dé€ phai ganh chiu nhitng hau qua xau.
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QUY TAC 97

LUON LUON THANG THAN
VA NOI SU THAT

“Téi thdy rang trung thiec la cich tot nhat ma toi co
the st dung. Hay thang thdn néi cho nguoi ta biét
nhitng i ban dang cd gang lam va nhitng gi ban sin
sang hy sinh dé dat dwpc muc tiéu ciia ban.”

Lee lacocca
Chu tich hang Ford va Chrysler

Quy tac nay la sy ti€p ndi ctia nhitng quy tic truede
day. T4t nhién néu nhu ban thay sép ban la mét ké ngdc
nghéch thi ban ding di néi cho ho biét diéu d6. Néu ban
néi thang véi ho nhu vay thi c6 nghia la ban da di qua xa
pham vi cua tinh trung thyce roi day. Ban khong duoc noi
déi, khong lira loc, khdng giem pha hodc lang ma, khong
Itra gat, khong loi dung, chi trich, khong bip bom, khong
ndi béng gié hodc lam van dé tro nén toi t& hon.

La nha quan ly thi ban nam giit vi tri ddc quyén dac loi
- vi tri dugc ngroi khéc tin tedng va trong vong. Ban chiu
trach nhiém vé cudc sdng cua nhan vién - cudc song thuc
su cua nhan vién. Ban hanh dong vung vé thi nhan vién
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cta ban sé bi thiét thoi va bi anh hudng. Néu ban lam cho
ho budn hodc xtic pham, xi nhuc ho hodc né6i ddi ho thi ho
cling sé mang nhitng cam giac bi xiic pham nay vé nha va
no sé lam anh hudng téi gia dinh, téi ban be va nguoi
than ctia ho. Néu ban khong thé néi dugc diéu gi tot dep
thi dirng noi diéu gi va cang khong duoc noi doi.

LA NHA QUAN LY THI BAN CO VI TRi
CODAC QUYEN DAC LOI - VI TRI
DUQC NGUOI KHAC TIN TUONG VA
TRONG VONG.

Ban ding ndi doi sép. Ho khong thué ban dé ban ndi
d&i ho. Ho thué ban va can ban néi thang, néi cho ho
biét sy that. Néu nhu ban khong thé dat dwoc muc tiéu
thi ban dirng tranh né van dé ma hay noéi théng cho ho.
Ho c6 thé that vong nhung ho sé biét on ban vi ban da
noéi cho ho biét kha nang that sy cua ho. C dé€ cho ho
biét con tot hon 1a d€ cho ho ky vong ¢ ban r6i ho phai
that vong.

bung ndi dbi khach hang. Tat nhién 1a ban cling c6
cach d€ néi khéo vdi ho. Vi ho chinh la nguoi mang
dén thanh céng cho ban.
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QUY TAC 98

DUNG CAT XEN NEU KHONG BAN SE
PHAI GANH CHIU HAU QUA

Dich vu hoan hdo c6 nghia la ban phdi itk diing tat ca
nhitng cam két voi khich hang. Chi c¢6 vdy thoi.”

Mark Sanborn, Nha hting bién

Gia st néu ban san xudt may bay - ban c¢6 cat xén bot
cac goc canh khong? Ban c6 thé st dung mot loai kim loai
khong dat tiéu chuan dé san xudt canh may bay khong?
Ban thay dong co dat tiéu chudn béng loai khong dat tiéu
chuan? Toi khong nghi vay. Ban lam vay thi ban sé ganh
chiu hau qua ngay lap tiec. Néu nhitng nha quan ly phai
chiu trach nhiém trude toa an véi bat et khach hang nao
st dung san pham cua ho ma phat hién ra san pham dé
c6 16i (16i thiét k&, 16i trong qud trinh san xudt hodc 1i cat
giam chi phi san xuat) thi ngay cang c6 nhiéu nha quan ly
bi dua ra toa. Néu ca nhan chiang ta phai chiu trach nhiém
vé nhiing gi ching ta lam thi c6 1€ cudc song sé tot dep
hon nhiéu.

C6 thé ban khong san xudt may bay. Co6 thé ban khong
san xudt gi. Co6 thé ban chi 1a nhan vién 1ap trinh. Cong
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viéc an toan va yén 6n. Cong viéc d6 khong lam hai téi
ai dting khong ban? Khong u? Ban chéc chi? Ban hay
suy nghi ky hon xem. Ban hay nghi téi nhitng tinh
hudng x&u nhat va chuén bi sn sang bat ct gi ching ta
lam vdi tw cach la nha quan ly thi chiing ta phai chiu
trach nhiém cho ai d6, cho cai gi d6 c6 thé bi ton hai, bi
ton thuong, bi that vong, bi hu hong hodc bi giét chét -
ban la nguoi gay ra chung.

Ban khong nén cat xén khau chi phi cho san xuat -
ban sé phai ganh chiu hau qua. Dé la qua bao. Toi biét
d6i khi ban c6 thé bi day dat khi phai lwa chon gitta
nhing viéc tot va viéc xdu. Day la khi sép ban yéu cau
ban lam viéc gi d6 ma lwong tam ban mach bao ban
rang d6 la cong viéc sai tri. Tuy nhién ban can cong
viéc, tién dat coc can phai chi tra nén ban c im lang va
c6 tinh nghi réng moi chuyén sé on thoa. Nhung moi
chuyén dau cé nhu ban nghi. Ban sé phai tra gia.

Vay ban s€ phai lam hét kha nang d€ chung to voi
s&p rang viéc cat xén 1a viéc sai lam va kéo theo nhiéu
hau qua tai hai.

NEU CA NHAN CHUNG TA PHAI
CHIU TRACH NHIEM VE NHUNG GI
CHUNG TA LAM THI CO LE
CUOC SONG SE TOT DEP HON NHIEU.

240

eBook mién phi tai: Webtietkiem.com Page 236



HAY RA LENH VA CHIU TRACH NHIEM
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HAY RA LENH VA
CHIU TRACH NHIEM

Ban la nha quan ly thi ban hay quan ly. Quan ly c6
nghia chi la quan ly. Quan ly d€ lam viéc hiéu qua. Quan
ly d€ chju trach nhiém. Quan ly dé€ c6 thé chi huy.

Nha quan ly ngay nay duong nhu c6 xu huedng thwong
cam thdy e ngai véi viée ra 1énh, chi huy. Ho ludng ly
khong ddm ndm quyén kiém soat vi so nhém ctia ho sé
phat long hodc coi ho la ké ddc doan. Mot sy that hién
nhién d6 1a néu nhém ctia ban do nha quan ly c6 tai chi
huy, c6 nang lic, c6 sttc manh quan ly thi nhdm ban sé
hoat dong rat hiéu qua boi vi ho biét rang ho c6 mdot
thuyén trueong cam lai rat cd nang luec. O mot chting muc
nao do, ching ta khong quan tam t6i thuyén trudng la ai
ma chi quan tam ai la nguwoi cam lai. Chung ta déu biét
rang thuyén phé dam nhan tat ca viéc cheéo 14i nén ching
ta khong quan tam téi thuyén trudng. Tuy nhién, thuyén
phé khong thé hoan thanh duwgc nhiém vy néu anh ta
khong biét ai la nguoi chi huy.
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Ban phai la mot ngwoi hung d6i véi nhém ctia ban
va dong thoi phai la mét nguoi chi huy t6t dudi quyén
sép ctia ban. Ban phai ¢6 nhiing dédc diém sau:

s COthé€ trong cay » Trung thanh

s Cothé tin tudng = Ving vang

s Manh mé a Nhiét tinh

» Dang tin a CO trach nhiém.

= Trung thuc

Ban a, day la nhitng doi hoi rat cao. Nhung nhing gi
ban nhan dwoc sé la rat 1on. Trd thanh nha quan ly la mot
cong viéc rat thu vi néu ban biét quan ly tot, néu ban tuan
tht nhitng quy tac va ap dung chting mot cach triét dé.

NEU NHOM LAM VIEC CO NHUNG
NHA QUAN LY CO TAI CHI HUY,
CO NANG LUC LANH DAO,

CO SUC MANH THI NHOM SE
HOAT DONG RAT TOT
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QUY TAC 100

HAY LA NHA NGOAI GIAO
CUA CONG TY

“Ngoai giao la nghé thugt khién cho nguwoi khdc lam
theo y ctia ban.”

Khuyét danh

T6i hy vong ban khong tro thanh ké “ninh not” khi
ban lam nha ngoai giao cho cong ty, nhung ban nén la
mot nha ngoai giao chinh tric méc du doi khi cong ty
c6 thé€ khién ban buc tttc va nhitng nguoi khac ciing
khién cho ban khong hai long. Ban phai chdp nhan
nhitng mat tot va mat xdu cua cong ty. Ban hay cha y
téi nhitng mat tich cyc ctia né va hay tui hao re\ing cong
ty da rat khon ngoan khi chon duoc mot trong nhing
nha quan ly t6t nhat - chinh la ban.

Noi tot vé cong ty khi ban ¢ bat c noi dau va khi
lam bat ct viéc gi. Viéc ban nodi t6t cho cong ty sé
truyén dén tai van phong tru sé chinh ctia cong ty ban.

Néu c6 ai d6 phan nan véi ban thi ban hay ghi nhan
va noi véi nguoi do6 rang ban sé kiém tra lai r6i ndi cho
ho biét - va ban hay lam nhu da noi.
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Tro thanh nha ngoai giao cho cong ty khién ban phai
ddt cau hoi cong ty cua ban dai dién cho cdi gi va ban
cting tu héi ban thdy hanh phtic nhu thé nao khi duoc
lam cho cong ty. Néu ban con chiat phan van thi ban c6
thé kiém chung ky cang trudc khi tiép tuc lam nha
ngoai giao cho cong ty. Ban diing quyét dinh voi vang.
Ban c6 thé sé tim duoc diéu gi d6 ma ban can r6i n6 cd
thé khién ban phai thay d6i y kién.

TRO THANH NHA NGOAI GIAO
CHO CONG TY KHIEN BAN PHAI
DAT CAU HOI CONG TY CUA BAN
DAI DIEN CHO CAI GI.

Giong nhu viéc ban nd lue phuc vu khach hang thé
nao thi ban cling phai tim cach dé nd luc phuc vu cong
ty nhu thé. Diéu nay khong cé nghia la ban trd thanh
ké ba phai, ké xu ninh hodc mot ké tam thuong. Ban cd
thé€ manh mé, tuw hao, tu do, ndi loan ma van 1a nha
ngoai giao cuia cong ty.
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“No ¢6 bi mat khong? Co an toan khong?”

Gandalf (Ngai Lan McKellen),
trong phim Chila t¢'cia nhitng chiéc nhin

Dt r6i, khong con thém quy tic nao nita. Day la
cudn sach cua ban. Ban hay gitt né mot noi bi mat, mot
noi an toan. Néu ban khong cho ai khac xem né thi ban
sé ludn ludn di trede nguroi khac mot buede ma chéng
can phai doc gi thém. Toi da tung rat yéu thich cong
viéc quan ly va bay gio toi van con yéu thich né. N6
mang lai cho t6i syt thoai mai va doi khi la ca cam giac
céng thang nita. Tuy vay, né ludn ludn 1a cai gi d6 rat
mao hiém va noé ludn khién tdi thich tha.

Qua nhiéu nam, t6i da khdm ph4, rat ra nhitng quy
tic nay. Téi khong nghi rﬁng ban c6 thé tim thdy no
trong nhiing khoa dao tao quan ly vao cac ngay cudi
tuan. Nhitng quy tac nay da gitip toi trong sudt nhiéu
nam, chang giap toi ttt vi tri cia mot nhan vién quan ly
queén c6 thé tién 1én nam chiic vu tong giam ddc diéu
hanh ctia cong ty. Téi hy vong rang chting ciing sé gitp
ban lam duoc diéu twong tu.
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T6i khong mudn ban phai hoc tat ca, 4p dung va dong
y voi tat cd cdc quy tac toi dua ra. Tuy nhién nhiing
quy téc ctia tdi giong nhue budc khoi dau gitp ban dua
ra nhiing quyét dinh khon ngoan, ¢ phuwong phap
quan ly khon ngoan. Chung khong bao gio lam ban tré
thanh mot ké ngdc nghéch.

QUAN LY LUON LUON LA MOT
CAI GI PO MAO HIEM, MOT CAI GI PO
RAT THU VI

Khi t6i viét cudn sach nay, toi ¢ noéi chuyén véi nhiéu
nha quan ly d& xem ho stt dung nhiing quy tic bi mat
nao. T6i ngac nhién khi thdy ho van dp dung nhiing quy
tdc nhu “gay thiét hai cho nguoi khac”, “boi nho” nguoi
khac, ho phai vit kiét sitc ra d€ thing tién. Ho déu la
nhitng ngudi gay gudc va trong rat cang thang, ho bi 4m
anh va khong thé thu gian. Nguoc lai, nhitng nha quan ly
khac ap dung cac quy tic ctia tdi dwong nhw hanh phtc
hon, thu thai hon va cam thdy rat hai long véi ban than,
v0Oi nhan vién - va nhan vién cta ho ton trong ho, nhan
vién thich lam viéc cung vdi ho va lam viéc cho ho. Ho
lam viéc t6t hon rat nhiéu nhiing nha quan ly khac.

Chuc ban may man!
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