Séng
can bang

gilfa mudn van céng viéc

MORIAK] YAMAMOTO

Booklife


https://hocphotoshopmienphi.com/
https://hocphotoshopmienphi.com/

MUC LUC

LOTNOIDAU ..o eee e 6

CHUONG M3 DAU: 5 CACH TU DUY VE THOI
GIAN, TIEN BAC, CONG VIEC BE O MOT cuOC
SONG CHAT LUGNG «.veereeeeeeeeeee s 17

PHAN 1: TRIET DE BUONG BO “80% VO [CH”
TRONG CONG VIEC VA CUOC SONG........... 49

CHUONG 1: LAM RO “NHUNG THU VO iCH”
XUNG QUANH MINH ..o 50

CHUONG 2: XUNG QUANH BAN CHi TOAN LA
'NHONG THU VO ICH" ... 114

CHUONG 3: MOT NGAY CUA BAN CHi TOAN LA
“NHONG THOI GIAN LANG PHI" ................. 152

CHUONG 4: TRONG DAU BAN CHi TOAN LA
"NHONG CAM XUC VO [CH" ....cvvvreeee. 198

CHUONG 5: KHONG SU DUNG NHU'NG 'LOI
NOI VO iCH" GAY CAN TRG' CONG VIEC CUA


https://www.facebook.com/groups/mesachhoi/
https://kinhdoanh.hoimesach.com/
https://kinhdoanh.hoimesach.com/

PHAN 2: TRIET DE MAI GIJA "20% QUAN
TRONG" ... 271

CHUONG 6: THAY D61 CACH SU DUNG TU
NGU VA MAI GIOA TU DUY ..o 272

CHUONG 7: REN LUYEN CACH SU’ DUNG THOI
GIAN VA NANG CAO CHAT LUQNG CONG VIEC.
305

LOTKET ceeeeeee et neeen 334


https://hocphotoshopmienphi.com/
https://hocphotoshopmienphi.com/

LOT NOI DAU

Tai sa0 t6i ¢ thé giam thoi gian 1am
viéc trong ngay cua minh tir 16 tiéng
xuéng con tir 3 -4 tiéng?

To6i nghi viéc ¢ cdng ty, tach rariéng va
bit diu nghé ké toan thué nam 2005. Va
vao khoang thoi gian nam 2006, tuc |a
céch day 13 nam, khi bit dau dan 6n
dinh véi cbng viéc nay, tdi da phai lao
dong quan quat, 1am viéc hon 16 tiéng
mdi Ngay.

Nhung by gio thi khéc roi, mdi ngay
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thuc chit ti chi |am viéc khoang 3 — 4
tiéng ma théi. Khéng phai téi mubn
khoe khoang d6 |a su that.

Mac du da giam téi 80% thoi gian [am
viéc nhung téi khdng hé gy ra bat cir
rac réi nao cho khéch hang va thu nhap
ciing khéng giam gi dang ké. Véi viéc
cit giam nhirng chi phi khéng can thiét,
lo6i 14 va tham chi nhitng khoan tién
thuc nhan cir theo dé matang 1én.

Thém vao d6, t6i da bit dau hoat dong
sang tac va viét 1ach, gidp cho pham vi
codng viéc caa minh duwgc mé rong hon.
Tat nhién, ké ca trong cudc sbng Ngoai
cdng viéc tdi ciing ¢ thém nhiéu thoi
gian hon, vi thé do thoa man, du day da
tang |én rat nhiéu lan.
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Giam t6i 80% thoi gian lam viéc vay ma
cudc sbng lai thoa mén, du diy u? Tai
sa0 vay? ToOi & bat mi céu tra 1oi trong
cudn sach nay.

Trudce tién ¢ ddy toi xin ndi nhanh Mot
chit vé meo gilp cat giam thoi gian lam
viéc tir 16 tiéng mdi ngdy xudng chi con
3—4tiéng.

Nhu céc ban c6 thé thdy & hinh vé bén
dudi, 13 nam trudc, véi tu cach la mot
“ké toan thué”, toi dalao dong miét mai
sudt tir sang téi tdi. Nao la di tham
khéch hang, ndo latiép nhan thic mac tir
khéach hang, tim hiéu, diéu tra roi giai
dép, ndo latra 16i mail tir khdp moi noi,
c6 nhitng Idc phai di uéng cung khéach
hang t6i tan dém muon, khdng vé nha...
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M6t cudc sdng “ dau tat mat tdi”.

D6 ciing la Itc toi tién hanh thué thém
nguoi nham maé rong quy mé cong ty.

Vavi d& mé rong quy md thi phai khai
théc khach hang mai cho nén tai lai phai
cb ging hon.

Téi tham gia cac budi giao luu véi céc
nganh nghé khéac, may mo nghién cuu,
thay ddi cau chir thiét ké trén website dé
thu thap khach hang truc tuyén, diy
manh dang tin quang céo trén mang...

Ngoai ra, vi can té chirc quan |y nhan s
nén téi ciing phai tién hanh phan coéng
cong viéc cho nhan vién. Vi ct moi khi
phét sinh thém ngudi, vin phong lai tré
nén chat hep hon nén phai thuong xuyén
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thay doi lay-out hay don sang chd mai.
Nhitng cong viéc ngoai chuyén mén “ké
toan thué¢” nhu thé da chiém rat nhiéu
thoi gian va cong sirc caati.

C6 18 céc ban s& cho rang cir lién tuc
giao viéc cho nhan vién la s& giam dugc
ganh nang? Tuy nhién, lGc d6, nguoi
duy nhat c6 chang chi hanh nghé ké
toan thué ¢ van phong la téi. Do do, t6i
chi con céch ty thyc hién tat ca nhiing
cdng viéc quan trong, vi du nhu tao to
khai thué chang han. Vi vay, toi da lién
tiép trai qua chudi ngay chi con mot
minh t6i & lai van phong, 1am viéc dén
tan t6i khuya sau khi moi nguoi da vé
hét.
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Sau khi duy tri bubng bo cong viéc, cach
s dung thoi gian da chuyén bién nhu
thé nay!

Khi 4y, tuy cong ty d& mé rong quy md
nhung do vuéng thém nhiéu khoan chi
phi nén 1am an khdéng co 1. Trong Idc
dang dau dau nghi “Phai |am sao bay
gio?" thi tdi nhan duoc 61 khuyén tir
mot nguoi ban va da quyét dinh bé 14
theo hudéng “thu nho van phong”.

Sau d6, cac nhan vién cua toi lan luot
nghi viéc vi nhiéu Iy do khéc nhau, cubi
cung chi con lai t6i va mot nguoi nita.
Va ching toi da duy tri tinh trang ay t6i
nay duoc gan 10 nam.

Trong thoi gian d6, toi d& quyét dinh
xem xét lai todn by nghiép vu, bo tit ca
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nhiing gi khong can thiét, tim cach nang
cao hiéu sudt mot cach triét dé.

Do thu nho quy mé, cit giam thoi gian
lao dong nén sd luong khéch hang ciing
dan dan giam di. Tuy nhién, ciing nho
khéng con gap phai nhitng khach hang
tuy tra hau hinh nhung phai bo nhiéu
cdng stc, chi con lai nhitng cong ty than
thiét, khdng miy Vit va (dugc diéu hanh
nghiém chinh) ma hi¢u suit cdng viéc
cua ching ti da c6 dau hiéu tét 1én. Két
qua 13, doanh thu hau nhu khéng giam
di ma thoi gian can thiét cho cé&c cong
viéc lién quan dén quan hé khéch hang
dagiam di trong thay.

Thém vao d6, do triét dé loai bo nhirng
viéc vo ich, nhirng thir khdng can thiét,
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lién tyc tim céch nang cao nang suét
bang céch tich cuc sir dung nhitng cong
cu tién dung ma cudi cing 16 tiéng lam
viéc mét ngady trugc ddy gio da giam
xudng con 3 —4 tiéng.

Dén day co thé cac ban s cho rang “Vi
ong kinh doanh doc lap nén méi lam
dugc nhu thé chir sao!”, hoic “Truong
hop cia 6ng Yamamoto 1a mét truong
hop khadac th rdi” ...

Tuy nhién, hau hét moi nguoi déu dang
I&ng phi thoi gian vao “nhitng cdng viéc
vo ich”, “nhitng cdng viéc khong lam
ciing duoc”. Ngoai ra, ciing c6 khi ngay
ca v6i nhitng cong viéc “khéng lam
khéng dugc” khi thu dem ra suy xét ky
lai thdy don gian d6 chi la “sy |am
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tuwong”. Xét tr kinh nghiém ciaa téi ma
noi thi qua nira nhitng cong viéc téi cho
rang “khéng lam khong dwoc” dy du co
bo di, du khéng 1am ciing ching c6 van
dé gi ca.

Chiing ta nén xem xét lai toan bo cong
viéc hién tai, chi lam nhitng gi mang
tinh cbt 18i, “kiéu gi ciing can thiét” va
sir dung sb thoi gian con lai @ 1am cho
tuong lai cua ban thén va nhitng nguoi
xung quanh tr& nén tét dep hon.

Vi du nhu c6 thé doc sach, sang téc hay
rén luyén than thé chang han.

Hién nay, nhirng ngudi di lam dang phai
tuan theo nhirng lich trinh hay thoi gian
lao dong do cbng ty quy dinh, nhung
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héy nhin vao dong chay cia thé gisi ma
xem, su tréi budc ndy chic chin s& giam
di nhanh chéng. Céch thirc lam viéc theo
kiéu “tir may gio dén may gio” hay “mot
ngdy lam bao nhiéu tiéng” co 18 & tro
nén 15i thoi.

Dau sso thi diéu quan trong la vit bo
nhitng khéi niém da ci.

Hay nghi dén viéc cit giam 80% cong
viéc, cd gang sir dung thoi gian cho ban
than minh.

Trong cudn sach nay, téi s3 cong khai
gidi thiéu t6i cac ban mot cach chi tiét
va day du vé céch thirc budng bo cong
viéc matéi da va van dang tiép tuc thuc
hién. C6 thé s c6 nhiing thir kha bét
ngo.
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Rat mong cac ban huong tng, vui vé
doc sach va néu phét hién duoc diéu gi
céc ban cho rang “O! Céi ndy hay qual”
thi hdy thuc hanh ngay 14ap tac.
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CHUONG MO PAU: 5CACH TU

DUY VE THOI GIAN, TIEN BAC,

CONG VIEC PE COMQT CUQC
SONG CHAT LUQNG

1

Thoi gian 1a" tai sin caa cugc doi" co
y nghia quan trong hon tién bac rat
nhiéu

Thoi gian vatién bac, cd ndo quan trong
hon?’, day 1a dé tai thuong xuyén dugc
dem raban luan.
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Cau tra |di rat rd rang. Thoi gian quan
trong hon rat nhidu. T6i nghi co I& ai
ciing s3 ¢6 thé hiéu duoc didu ndy néu
dem so sanh tinh chit caa thoi gian va
tién bac.

Trudc tién, tién bac thi co thé gia ting
bing cach dau tu vao mot ca gi do
nhung cho du ¢6 dau tu di nira thi lugng
thoi gian thuc té ciing ching thé nao
nhiéu lén dugc.

Vi du, mic du ta co thé gia tang thoi
gian Ién “mot céch twong ddi” bang cach
day nhanh téc d6 lam viéc nhung lai
khong thé gia ting thoi gian trén thuc té
(24 tiéng 1 ngay).

Khéng c6 giéi han nao cho viéc kiém
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tién hay tich trir, danh dum tién cua,
nhung thoi gian cua cudc doi thi khac,
néu trir di ngdy sinh ra va ngay chét di
thi ludn chi c6 mét gisi han duy nhit d6
la 1 ngay co 24 tiéng dong ho. Va hién
nay, khéng c6 gi dam bao riang con
nguoi ching ta co thé séng hon 120
nam.

Ngoai ra, tién néu mat di thi van c6 thé
ldy lai dugc nhung thoi gian da tréi qua
thi khéng thé kéo lai. N6i mot cach cuc
doan hon nita thi cho du tién 1a s 0 thi
ta van sdng dugc nhung khi da hét thoi
gian thi cuoc doi coi nhu chim hét.

Néu suy nghi dwoc nhu vay, chic chan
céc ban s3 thiy dugc so véi tién bac thi
thoi gian quan trong nhiéu nhu thé nao.
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Nhu tdi cting da ndi 1dc trude, thoi gian
cua cudc doi 1a co6 han, méi nguoi cho
t6i lGc chét di dugc sir dung bao nhiéu
thoi gian déu da duoc an dinh tir trugce.
Vakhoang thoi gian d6 ctr thé lién tuc bi
dém nguoc va cang ngdy cang giam di.

NGi nhu thé dé thdy chang phai “thoi
gian = cugc doi” hay sao?

Boi ching ta van chua biét duoc 1a co
tn tai thé gisi sau khi chét hay khong
cho nén c6 18 s8 rat thoa dang néu cho
rang con nguoi chi c6 ¥ thirc trong khi
con dang song. Boi vay, ching ta nén
coi quang thoi gian khi con sbng chinh
la cudc doi va phai gitt gin, coi trong
thoi gian that can than.
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Muc dich cia cudn sach ndy mong
mudn tit ca cac ban tao Iap cho minh
mot cudc sdng chét lugng hon hién tai
bang céch cb géng budng bo that nhiéu
nhirng thoi gian (= sinh mang) ma céc
ban dang tiéu phi cho cong viéc (= tién
bac).

“Cudc sdbng chat lugng” chinh 1a thoi
gian dugc 1am nhitng viéc ban than thuc
sir yéu thich, thuc sy mudén 1am, hoac co
thé ndi d6 chinh lathoi gian dé song tét
hon, vi du nhu dugc & bén gia dinh, ban
bé, dugc van dong cho co thé khoe
khoan...

S that tuyét voi néu cudn sach ndy tro
thanh nguoi tro thi déc luc gitp cudc
sbng cua céc ban tré nén tét dep hon.
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Suy nghi xem " lam thé nao" dé giam
bét " thoi gian bi tr6i bugc” béi cong
viéc hay tién bac

Tai cho rang tat ca c&c ban dang “bi tréi
budc qua’. “Phai téi cong ty”, “Phai lam
viéc”, “Khdng mudn 1am nhung khong
lam khéng duoc” ... Téi cam thiy duong
nhu ¢6 nhiéu ngudi dang bi tréi budc
vao nhiing suy nghi lam tuong nhu thé
vadang bi cudp mét rat nhidu thoi gian.

Thoi ky Heiseil da két thic. Nguoi ta
dang hd hao “cai cach cach thuc lam
viéc” va tinh hinh dang c6 nhitng diu
hiéu thay d6i khi thuc chat con ngudi co
thé song ma khong can phai 1am viéc
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qué nhiéu.

1 Heisei (Binh Thanh) la mgt nién hiéu ¢
Nhdt Ban, bat dau tir ngay 8 thang 1
nam 1989, mgt ngay sau khi Thién
hoang Chiéu Hoa bang ha, duoc danh
dau bang s kién Akihito dang co ngdi
vi Thién hoang thi 125 va két thic vao
ngay 30 thang 4 nam 2019, khi éng
thodi vi. Thoi ky nady ciing danh ddu sy
két thlc chién tranh lganh do @6 né con
duoc goi 1a thoi kp Nhdt Ban sau chién
tranh lgnh. Theo phong tuc Nhgt Bdn,
thuy hiéu "Thién hoang Chiéu Hoa"
duoc dat vao ngay 31 thang 1, giong cac
Thién hoang trwdéc nhu Mutsuhito
(Thién hoang Minh Trj) va Yoshihito
(Thién hoang Pgi Chinh).
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Gid day, néu mudn kiém tién thi chi can
cham chi sir dung dau 6c hay co thé dé
Iam viéc 1& hoadn toan co thé thuc hién
duoc véi xa&c suit kha cao.

Nhat Ban cho téi khi budc vao thoi ky
Heisei 1a mot x& hoi phét trién di 1én
khéng ngung nho thoi Ky ting truéng
kinh té than ky. Tuy nhién, trong 30 nam
cua thoi ky Heisal, tang truong kinh té
khong con dat muc than ky nhu truéc
nira ma thay vao dé la su tri tré, phét
trién di theo chiéu ngang va téi day cubi
cung cing s& budéc vao thoi ky suy
thodi. Thoi dai dang cd nhitng thay dbi
rat 16n, vay ma gio day nhitng luan diéu
cua thoi phét trién manh mé van dang c6
nhirng anh huéng sau rong.
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C6 thé ké dén nhirng luan diéu nhu
“Néu ¢ ging wéc mo s thanh hién
thuc”, “Moi né luc nhat dinh s3 dugc
dén d&p” chang han.

R6 rang, néu khéng nd luc thi ¢ thé
nhitng gi minh dat dugc 2 it. Nhung
chang phai twong lai ching ta s& buéc
vao thoi dai ma ¢ dé nhitng gi dat duoc
khéng nhiéu ciing dugc hay sao? Téi
cho rang chang phai d& dén Iic xéa bo
tinh trang tat ca moi ngudi cing dan
hang ngang ra nd luc, cb ging roi bi tréi
chat vao cong viéc, vao tién bac hay s
phé truong hay sao?

13 nam truéc, khi roi bé cong ty, tach ra
mé mot van phong ké toan thué nho, toi
d& nghiém ra mot diéu. D6 Ia hién nay,
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nhitng gié tri quan xua cii ngay truGc
van dang duoc coi 1a“thuong thirc”.

Vi dy, vao nhitng ngay thuong trong
tuan, hé thay toi di tap tennis vao budi
sang hay thong tha budc ra khoi nhavao
budi trua (mic du thyc chat la di dén
vin phong) la cd g4 nha bén lai via
cudi vira chao mot cau, “O, anh duoc
nghi u? Sudng qua con gi!”. Duong nhu
trong thuong thirc caa moi nguoi, mot
nguoi dan 6ng ching tudi toi 1a phai di
|am tir budi sang.

Ngoai ra, viéc bi nhdi nhét trong nhirng
chuyén tau di 1am tir séng sém dé di toi
cong ty & khu vuc thanh thi hién nay
ciing van la “thuong thac”. Mac du rd
rang tau rat déng, hoan toan khong tét
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cho sirc khoe mot chit nao, tham chi con
c6 kha nang phét sinh nhiéu ric réi, thé
nhung néu hiang ngay khong budc lén
nhitng chuyén tau d6 thi khdng duoc
cdng nhan [a mot nguoi truong thanh.

Quan diém cho rang chay long vong di
ban hang bén ngoa hay miét mai dan
mit vao chiéc méy tinh mai |1a cong
viéc... dudng nhu hién nay van chua hé
thay ddi. C6 1& con nguoi ta vi gia dinh
hay vi nhitng khoan ng nha cta ma
khéng con cach ndo khéc ngoai viéc lao
dong cat lyc. Ci nhu thé, rit nhiéu
ngudi dang bi tréi bugc.

NG6i mot cach nghiém tdc, ching ta phai
hanh dong dé t6i day khéng bi tréi buoc
vao nhirng “suy nghi lam tuéng” nhu
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thé nita. Thoi dai ma ¢ d6 khdng cin
phai 1am viéc cham chi, miét mai dén
thé van c6 thé sdng duoc dang ¢ ngay
tru6c méit va gia s, néu co ché basic
income (thu nhap co ban) duoc 4p dung
thi s3 khéng con canh Vit va lao dong dé
kiém tién nira. Khi 4y, cong viéc c6 I 3
tré thanh mot the gi @6 twong tu nhu
mot so thich vay.

Trong tuong lai, chic chin ching ta s
dugc giai phdng khoi céi vong luan quan
“can tién — phai l1am viéc — chju dung
nhitng suy nghi khd s6”. Hay ¥ thirc sin
didu d6 va cung nhau chung tay tién
hanh chuin bi ngay tir bay gio.

Néu ban cam thay ban than minh “dang
bi tréi budc vao cong viéc hay tién bac”,
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hay thir mot 1an roi xa khoi cong viéc
hay tién bac xem sao. Ching phai d6
chinh 12 bi quyét dé sbng sot trong thoi
dai Sip t6i hay sa0?

3

Suy nghi rang ly do lam viéc 1a " dé
dung tién mua thoi gian”

Téi cho riang c6 1& van cd nhiéu nguoi
nhin nhan cong viéc véi suy nghi tién
lwong duoc tra theo gio.

Vi du, véi mét cong viéc tinh luong theo
gio 1a 1 nghin Yén/gio thi néu lam 10
tiéng s& nhan duoc 10 nghin Yén. Va
cho du khéng phai latinh lwong theo gio
di nira thi c6 I& ciing c6 nhiéu nguoi
nghi rang “lam mot thang s& nhan duoc
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30vanYén".

D6 1a 16i suy nghi theo kiéu “mua tién
bang thoi gian”. Tuc la dem dang thoi
gian ctia ban than (= sinh mang) dé nhan
lai thir c6 gia tri tuong ung. G mot ¥
nghia nd do, didu nay dung va hién
nhién lathoi gian lam viéc cang tang thi
thi lao s3 cang nhiéu. Tuy Tuy nhién,
néu cir mai 1am viéc vai suy nghi ndy thi
dén mot 1dc ndo d6 & téi gidi han va
chang con chd cho s tién bo nita Va
quan trong nhit & thoi gian cua ban than
sé chi ngay cang giam di mathoi.

O déy ta hdy thi thay doi cach suy nghi
1800, tuc la hdy nghi theo huéng nguoc
lai voi suy nghi lwong theo gio, rang
“mua thoi gian bing tién” ma xem.
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Chuyén d6i gdc nhin, thay doi suy nghi,
khong phai la “ding thoi gian dé co
tién” nira ma 1a “ding tién dé tang thoi

gian”.

Vi du, c6 mot cach di chuyén la di taxi
thay vi di xe buyt hay tau dién. Tuy taxi
hién nay con ton tai mot sb van dé vé an
toan hay chit luong tai xé nhung c6 18
nhitng vin dé ndy s& dugc cai thién
trong nay mai va khi hé théng lai xe ty
dong phé cap hon thi day s3 |1a phuong
tién giao thdng vo cling tién loi. Néu c6
thé sir dung thoi gian mot cach thoai méi
trén xe taxi trong khi di chuyén thi sz
tao rarét nhiéu loi ich.

Ngoai ra con c6 phuong php “mua sic
khoe bing tién”. Mua sic khoe ciing
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chinh la mua sinh mang (thoi gian). Vi
du nhu hang nam tién hanh kiém tra st
khoe that can than, moi cho minh mot
huin luyén vién riéng (PT-personal
trainer ) gioi... & mua cho minh tudi
tho.

Con trong truong hop ban la ngudi tu
kinh doanh thi hdy ¢ ging dé cho
nhitng nguoi khéc (nhan vién hay ddi
téc thué ngoai) 1am tét ca nhitng viéc ma
minh khong can phai lam. Néu thyc hién
nghiém chinh, triét dé dén cung diéu
ndy, ban s3 c6 thé tién hanh cong viéc
mot cach tréi chay ma hiu nhu khéng
phai sir dung téi thoi gian caa ban than.
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Téi cho rang c6 1& d& dén e chang ta
nén chuyén sang huéng sir dung nhirng
khoan thu lao thu dugc qualao dong vao
viéc san sinh ra thoi gian va tr @6 cé
dugc nhiéu thoi gian ty do cho minh.
T6i xin nhic lai rang twong lai khéng xa
lathoi dai ma & d6 con nguoi khéng can
phai |am viéc nhiéu ma van c6 thé sbng
mot cach du day, phong phl ca vé vat
chit 13n tinh thin. Va ¢ thoi dai 4y,
“dung tién mua thoi gian” s3 1a dong
chay chu dao.

Ngay tir ltc ndy, ching ta hdy thay ddi
16i séng theo kiéu “hién dang thoi gian
cua ban than dé kiém tién” da rat 6 ha
truéc day.
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Trong twong lai khdng xa, thoi dai
khong doi héi " lam viéc" sé téi

Nhu téi d& ndi lic trude, co I& toi day
thoi dai “khong can lam viéc cing
dugc” S8 téi. Tuy trong hién phép Nhat
Ban c6 quy dinh vé “nghia vu lao dong”
nhung c6 I& quy dinh ndy 2 dugc xda
bo.

NGi chung, néi dén “lam vigc” tic 1anéi
dén viéc con nguoi bi nha tu ban sir
dung va bdc 16t véi tu cach 1a nguoi lao
dong.

Trong cha nghia tu ban thi diéu d6 da

tro thanh tién dé.

Nha tr ban bing cach thué nguoi lao

dong va bit ho lam viéc 8 mang lai
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doanh thu, tir @6 thu lai cho phan loi |4
cua ban than, rdi sau khi trir di cac loai
chi phi thi méi phén chia cho nguoi lao
dong. Néu khéng thé dam bao 1oi 13 thi
s3 khong thé duy tri cong ty, do do, dbi
véi nha tu ban, béc 16t 1a I&€ duong
nhién.

Nguoc lai, néu nhin tir phia nguoi lao
dong thi ho chi nhan dwoc mot sb tién
dudi dang tién lwong it hon nhiéu so véi
nhitng gi ho kiém duoc. P6 1aly do vi
sa0 ngudi ta hay néi rang, “Néu mudn
thu nhap mot nam nhan dwoc 5 triéu
Yén thi phai kiém dwoc 15 triéu Yén”.

Nguoi lao dong trong tuong lai khoéng
duogc phép chi bi boc 16t nhu vay nta
Vi tong thé nén kinh té dang ¢ dau hiéu


https://hoimesach.com/
https://hocphotoshopmienphi.com/
https://hocphotoshopmienphi.com/

chuyén bién tir tang truong cao sang tri
tré vatrong tuong lai s3 ladi xudng cho
nén sb tién duoc phan chia sau khi bi
béc 16t cing s8 theo d6 ma it di. Nguoi
lao dong s3 khdng thé sbng gidng nhu
truéc ddy duoc nra.

Néu mubdn tranh ton thit thi hoac 1a ban
than phai chuyén thanh ké di boc 16t (c6
thé 1a ty boc 16t chinh ban than minh)
hoic |a“cd ging bang moi cach |am sao
dé khéng lam viéc”.

Hon nita, trong tuong lai, cung véi s
tién bo cuaquatrinh “co gidi hoa’, o I&
co hoi dé con nguoi 1am viéc s§ ngay

cang giam di nhanh chéng.

Tt trudc téi nay chuabao gio cd chuyén
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nhan luc giam di moét cach cuc doan bai
nhirng 1y do nhu “thay vi giao pho cho
may mac thi con nguoi lam s chinh xéc
hon” hay “can phai hd trg cho may

moc ...

Tuy nhién, téi day s3 khong thé néi nhu
thé duoc nita

Vi dudi anh huéng cha sy syt giam déan
s6, Nhat Ban s3 bugc vao giai doan kinh
té di xuéng do d6 viéc sir dung chi phi
nhan cong mot céch 1ang phi st co thé
tro thanh don chi mang ddi vai kinh té
Nhat Ban.

Vi du, khi cac dong xe tu & hay cong
nghé may bay khong nguoi |4 (drone)
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phét trién hon nira, c6 & trong nganh
van tai s& khéng con ¢in téi ban tay con
nguoi. Hodac cau chuyén tuong tu ciing
S8 xay ra ddi voi céc cira hang ban 1é
nhu nhitng cira hang tién lgi chang han.

Cu nhu thé, rat nhanh chéng, con ngudoi
s& khong can phai |am viéc nira.

Véi tat ca moi nguoi, khi da co thé
song biang hoat dgng lao dong toi
thiéu thi didu quan trong la “lam gi
véi nhieng khoang thoi gian dw
thwra?".

Ngay tir bay gio, hdy nhin thing vao sy
that vé mot thoi dai ma ¢ d6 “khéng can
lam viéc ciing song duoc”, suy nghi xem
“diéu minh thyc sy mubn lam 1A gi?’ va
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tién hanh chuan bi huéng téi didu do.
5

Thiét 1ap théi gian lao ddng chi con
20% so véi hién tai va hanh dgng
hwéng téi diéu d6

Nhu t6i ciing d& ndi & phan “Loi mo
dau”, t6i da thanh cong trong viéc cit
giam thoi gian lao dong caa minh xubng
chi con 20 — 30% cua 13 nam vé trudc.

Viéc “cit giam thoi gian lao dong hién
tai xubng con 20%" thoat nhin c6 vé la
mot muc tiéu xa voi. Tuy nhién, néu co
thé giai quyét tirng van d& mot thi hoan
toan cd thé thuc hién duoc.

Khi khéng cé quyét tam thi con nguoi s3
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khong thé hanh dong. Hay thiét 1ap muc
tiéu that rd rang rang “sé giam thoi gian
lao dong xudng muc 20% hién nay” va
thur thue hién ngay tir ngdy hém nay.

Téi nghi c6 1& nhitng nguoi dang cam
trén tay cudén sach ndy phan lén déu
dang la nhén vién lam viéc trong viéc
trong céc cong ty.

Thé nhung, khéng ai biét dugc trong
thoi gian téi khi ndo s dén ldc minh
khoéng con c6 thé lam viéc o cong ty
hién nay nira. Va ngay ca véi ¥ nghia
chuan bi cho tinh hubng d6, nhiing
phuong phédp (method) va bi quyét
(know-how) dé “cat giam thoi gian lao
dong xudng mirc 20% hién nay” ma toi
s3 giGi thiéu trong cudn séch ndy chic
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chén sz cd ich cho céc ban.

Vay phai |am thé ndo dé thuc hién diéu
do?

Piéu dau tién t6i mudn cac ban thuc
hién d6 |a “xac nhan thoi gian lao dong
hién nay”.

Vi du, cbng ty noi ban dang lam viéc &p
dung ché do “lam viéc 8 tiéng/ ngay”,
bt dau tir 8h30, két thic 1Gc 17h vanghi
truamot tiéng.

Thé nhung “thoi gian 1am viéc thuc
chat” chéc chin s3 khong dai dén thé.

Cir cho la ban ngdi vao ban lam viéc
truge 8h30 di chang nita thi ciing chua
bat tay vao lam viéc ngay dau. Chang


https://hocphotoshopmienphi.com/
https://hocphotoshopmienphi.com/
https://hoimesach.com/

phai ban con danh thoi gian n&o 1a udng
tra, ndo la tan gau véi dong nghiép, ndo
l& check mail hay doc bao trén web...
hay sa0? (Tham chi con ¢ nhitng nguoi
danh hét ca bubi sang chi dé danh cho
nhirng viéc do).

ROi dén chiéu vi qua budn ngi, s3 ¢6 lic
ban ngu ga ngu gat hay ngdi mo mang
trong cudc hop phai khdng? Hoac co thé
ban s3 la carangoa hit vai diéu thudc,
chay ra quan ca phé tranh thu nghi ngoi
mot cht...

Suy nghi nhu vay dé thiy chang phai
khoang “thoi gian |am viéc thuc chat”,
nhirng lGc ma ban lam viéc nghiém tic
dung nghia ciing 1im chi khoang 2 — 3
tiéng thdi sao?
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Phai thay ddi cau tric nay.

Trude tién, hdy chuan bi that ky, that
day du trugc khi bat tay vao cong viéc
dé dung 8h30 la Iam viéc lubn. Dén
10h30 la cdng viéc ngay hdm do st co
thé hoan tat. Phai tap trung 1am viéc véi
tinh than nhu thé. Tir sau 10h30 tro di |a
thoi gian danh cho twong lai cia ban
than.

Vi dy, d6 c6 thé 1a cong viéc ban mubn
ladm trong tuong lai, 1a cong trinh nghién
ctru lién quan dén cong viéc ban dang
dam nhiém hién nay hay la nhitng hoat
dong tu rén luyén dé nang cao ning luc
cia ban than... (Tat nhién, mot khi da
dugc cbng ty cho phép sir dung trang
thiét bi, co so vat chat cia cong ty thi


https://hocphotoshopmienphi.com/
https://hocphotoshopmienphi.com/
https://hoimesach.com/

khong dugc lam nhirng viéc khoéng lién
quan dén nghiép vu caa cong ty).

Trén thyc té, c6 thé 3 ¢6 nhitng 1dc sau
10h30 lai ¢ lién lac tir khach hang hay
phét sinh cong viéc dugc giao tir cip
trén va ban s& phai st dung thoi gian dé
giai quyét nhitng viéc d6. Nhung khoang
thoi gian hai tiéng dong hd tinh tir 8h30
Ia “khoang thoi gian ¢b ging”. Nhiing
cdng viéc can lam trong ngay hém do
phai hoan thanh trong hai tiéng budi
séng. Can phai c6 tinh thin quyét tam
nhu vay.

Va dé hoan thanh tat ca nhitng viéc can
lam trong hai tiéng dong ho thi cong téc
chuan bi larat quan trong.
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Vi du trong truong hop thi chay 100m,
sau khi budc vao vach xuat phét, ban
phai cho tin hi¢u va bit d¢au chay cling
véi céc van dong vién khéc.

Nhung cong viéc thi khac. Ban co thé
lao di ngay tir trudc vach xuat phét va
bt pha khoi vach xuat phéd d6 bang
toan b téc luc caiaminh.

NG tdm lai, ban nén téi cong ty sém
hon gio quy dinh va tién hanh chuan bi
cho cong viéc. Hoic ciing ¢6 thé chuan
bi tir ngay hém truéc.

Khi cong tac chuan bi dugc thuc hién
day du va chiac chan thi ban s3 quyét
dinh duoc thoi diém bat dau bat pha va
hoan toan co thé hoan tt nhiing cong
viéc can lam mot céch gon gang trong
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hai tiéng dong hd. Va sau khi da hoan
thanh cong viéc trong hai tiéng ddng hd
d6 thi con lai s2 1a nhitng khoang thoi
gian du thra. Hay sir dung ching dé
nang cao nang luc caa ban than.

Va dén khi hét gio lam viéc, roi khoi
cdng ty, ban lai tién hanh chuan bi cho
ngay mai.

Néu c6 thé tién hanh cong viéc theo
vong quay ay thi cho di ¢ trong hoan
canh, tinh hudng n&o di chang nira, nhat
dinh ban s& cd thé |am viéc mot céach
tich cuc va hiéu qua.

Trudc tién, hdy day that sém, tao ra sy
khoi dau va thir luyén tap 1am viéc hét
tc lyc trong hai tiéng dong ho xem sao.
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Sau d6 ban tién téi ¢d ging tim toi, sdng
tao dé cit giam thoi gian |am viéc xudng
chi con 20% so vai hién tai.

Ban than tdi ciing bang cach lam d6 ma
dating budc lién tuc cit giam dugc thoi
gian lam viéc dé thuc hién va duy tri
dugc trang thai nhu bay gio.

To6m tiat Chwong mé dau:

2 Tién co6 thé 1am ra thém, khi mat di

c6 thé Iy lai dugc. Nhung thoi gian (=
cudc sdng, sinh mang) thi vira khdng thé
[am ra nhiéu hon ma mot khi da mét di
thi khong thé 4y lai duoc.

3 C6 ging l1am sao0 dé khong bj tréi

budc vao “nhitng suy nghi Iam tuong”
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dbi vai cong viéc hay tién bac dé khong
cd ging qua mirc can thiét (khdng bi
cudp mat thoi gian).

%2 Thur suy nghi theo huong “dung tién
mua thoi gian” thay vi phai bo ra thoi
gian ciaban than dé kiém tién.

@ Xé&c dinh r6 “nhitng viéc ban than

thuc sy mudn lam” dé chuan bi chéo
dén thoi dai “khdng cin |am viéc ciing
séng duoc” trong tuong lai khéng xa.

2 Lam viec hét téc luc trong hai tiéng
budi sang, hudng téi két thic cong viéc
trong ngay ngay & thoi diém dé.
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PHAN 1: TRIET BE BUONG BO “80%
VO ICH” TRONG CONG VIEC VA cUOC
SONG

49
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CHUONG 1;: LAM RO “NHUNG
THU VO iCH” XUNG QUANH
MINH

1

Cang nhirng ngudi " 1am viéc nhanh”
cang hay budng bé

Céc ban thuong co suy nghi nhu thé ndo
vé “nhitng nguoi 1am viéc nhanh” ?

C6 I8 s3 c6 nhiéu nguoi cho ring do la
nhitng ngudi “hodn thanh khéi lwong
cdng viéc khdng 16 véi tbc do chéng


https://www.facebook.com/groups/mesachhoi/
https://kinhdoanh.hoimesach.com/
https://kinhdoanh.hoimesach.com/

mat”.

Tuy nhién, nhitng nguoi |am viéc vai toe
d6 kinh khung nhu vay sg bi nhiéu cong
viéc d6 don 1én dau hon. Vathé l1aho lai
tiép tuc phai tang téc do dé giai quyét sb
cdng viéc tang thém d6 dé roi dén mot
lic ndo d6 ho s3 kiét sirc nhu chiée 16p
xe bi xit hoi vay.

Trong s6 nhitng nguoi hiay hoai sirc
khoe cua ban thadn do cong viéc ngay
cang ban ron thi c6 1& kiéu nguoi nay
khéng hiém.

Thuc ra “nhitng nguoi 1am viéc nhanh”
thuong biét budng bo cong viéc mot
céch hoply.

V& co ban, ho chi lam nhitng viéc chi
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ban than ho méi lam dugc con nhitng
viéc khéc (nhitng viéc ai cting lam dugc)
thi ho dem giao cho nhirng nguoi khéc
thuc hién. Bén canh do, vai nhirng viéc
ma ho phén doén rang khong can thiét
thi tham chi ho ctr thé bo di.

Trong cudc sdng ndy cé rat nhiéu cong
viéc vo ich, d6 1a sy that. Vi du, nhiéu
khi ¢c6 téi 10 nguoi tham dy vao mot
cudc hop vén chi can ba ngudi 1a xong
dé rdi chi ngdi nghe ndi chuyén trong
mot tiéng déng hd. Trong truong hop
ndy, ta dang lang phi téng cong la bay
tiéng ddng hd (1 tiéng x 7 nguoi).

Ngoai ra, hin ciing c6 rat nhiéu don vi,
cong ty trong khi thoi dai da thay doi
nhung van dang &p dung nhitng céch
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lam truyén théng von da ton tai tir xa
xua Vi du nhu truong hop ¢ tinh sir
dung nhitng céng cu tinh toan bing tay
trong khi da cd thé tinh todn ty dong
bang Excel.

T4t nhién, ddi mai cach thuc 1am viéc 1a
viéc lam phirc tap, phién phirc, dé nho
va quen duoc thi s3 can phai ¢6 nhiéu
thoi gian. Tuy nhién, cir cho |a dé thay
dbi cach lam s& mét ba tiéng ddng ho,
nhung néu khi 1am mot 1an ma tir thang
saul ¢6 thé tiét kiem duoc mot tiéng ddng
ho mdi thang thi ré rang |a nén 1am. Vi
mdi nam c6 thé tiét kiém duoc 12 tiéng
nén co thé dé dang thu héi lai 3 tiéng da
bo ra do.

Biét dirng ngay vatién téi bubng bo han
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nhitng cong viéc khong can thiét 1a viéc
lam c6 ¥ nghia rat quan trong.

Thuec ra, chic chin ¢ nhiéu cong viéc ta
c6 thé bubng bo bang mot trong nhiing
phuong phdp nhu “giao cho may maéc”,
“giao cho nguoi khac” hay “loai bo
chinh céng viéc do”.

Khi d& co thé bubng bo cong viéc thi ta
s8 ¢ thoi gian dé lam nhitng viéc minh
gioi hoac 1am nhirng viéc ma chi ban
than minh mai lam dugc. Khi 4y, ta 8
c6 thé dat duoc thanh qua trong mot thoi
gian it oi.

Con nguoi ta hay cé xu huéng ém viéc
vao minh va thuong c6 suy nghi rang
“phai 1am céi ndy thoi, phai 1am cé kia
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th6i”. Tuy nhién, nhitng nguoi lam viéc
nhanh hay nhitng nguoi dang kiém ra
nhiéu tién ma khong lao dong nhiéu thi
khac. Ho khéng vo vao minh nhitng
cdng viéc vo ich, ho chi 1am nhirng gi
ban than mudn 1am vatao ra hiéu qua.

Dé dat duoc trang théi do, can phai thay
d6i cach nghi va céch 1am.,

Vi du nhu vat bé cd goi la “danh sach
cong viéc (tasklist)”, hang ngdy chi lam
nhiing viéc minh mudn 1am, nhiing viéc
minh lam c6 hiéu qua, dé ciing la mot
trong nhitng phuong phép phai khéng
nao?

Sau khi thyc hién diéu d6 mot thoi gian,
nhiing viéc kiéu nhu “chic chin phai
lam” hay “khong lam thi gay go lam” s3
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ndi bat 1én trong thy. Vi da dat ra muc
tiéu la chi 1am nhitng viéc nhu thé, con
nhitng viéc ngodi 1& khac khong lam
ciing khéng sao cho nén cir thé ta s3 ¢6
thé buéng bo duoc. C6 18 ban s3 nhan ra
ring qua nira nhitng viéc “khong 1am
khong dugc” caa ban thyc chit chi la
“nhitng suy nghi [am tuéng” .

Trong cudc séng cia ban than minh, hay
suy nghi va dit ra nhirng viéc tdi thiéu
nén lam. Vi du nhu A vaB lanhitng viéc
quyét tam “téi thiéu phai thuc hién hang
ngay”. Con nhitng gi ngoai A va B thi
khéng lam ciing khéng sao. Hay suy
nghi rang “chi can lam A va B |a cudc
séng caa minh khéng cé van dé gi”.

Xé tu kinh nghiém cua ban than t6i ma
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noi thi day la phuong phap cé hiéu qua
bt ngo.

NG nguoc lai, nén suy nghi theo huéng
néu khong thé danh thoi gian cho hai
viéc A vaB maminh da dit rathi s¢ nay
sinh vén de.

Du sao thi hdy biét bubng bo nhitng thir
khong can thiét, luén luu tAm, sin sang
thuc hién nhitng gi minh gioi va thich
tha.

Trong diém:

Qua nivra nhitng viéc “khong lam
khoéng dwec” thuc chat chi 1a “nhiing
suy nghi 1am twéng” cho nén buéng
bé ciing khéng c6 van dé gi.
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2

Quyét dinh " nhirng viéc khong lam"
trwéc " nhirng viéc s€ lam"

Nhu t6i d& n6i l0c truge, nhitng nguoi
lam viéc nhanh hay nhirng nguoi dang
lam viéc hiéu qua thuong rat hay budng
bo cong viéc. Va dé tiép tuc, tdi S8 gidi
thiéu téi cac ban mot phuong phap cu
thé dé thuc hién diéu dé.

D6 1a quyét dinh “nhitng viéc khong
lam” cht khéng phai |a “nhitng viéc s

I‘ Ul

Khi ta chi dit ra “nhﬁng viéc 2 lam” thi
nhiing viéc d6 & cang ting thém lén.
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Nhitng thir phai 1am hing ngdy s don &
lai va mot ngdy s& mat nhiéu thoi gian
dé thue hién chang.

C4 nhén tdi ciing hay dit ra cho minh
nhiing viéc hang ngay s 1am nhung chi
tap trung vao nhirng viéc co thé két thic
ngay lap tic ma thdi. Tat nhién, vai
nhirng viéc co lién quan téi muc tiéu caa
ban than thi t6i st chi y danh thoi gian
dé 1am nhung vé co ban, toi ludn cb
gang han ché nhitng viéc phai 1am hing
ngdy cang it cang tét.

Thay vao d6 tdi s& xdy dung cho minh
“mét danh sach nhitng viéc khéng lam”
maot cach ro rang.

Vi du, t6i s& dua viéc “khdng sir dung
mang XA hoi” vao danh séch d6 chang
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han. Béi vi chi can dong tay vao mang
x&hoi mot chit thoi 1atéi s8 bi cudn vao
xem mai miét va thoi gian ctr thé troi di
tir [Uc ndo khong hay.

Ngoai ra, toi con dua vao danh sich d6
mat loat nhitng viéc khac nhu “khong di
an nhau”, “khéng an vat”, “khéng cin
mong tay”, “khéng lam viéc sau 18 gio”,
“khéng xem TV ma khéng c6 muc
dich”...

That xau hd vi toi tat cin méng tay mot
céch vo thic, va vi thich dd ngot nén
hay an vat mac du khéng hé déi, cho nén
t6i ludn cd gang khéng |am nhing diéu
d6 dé gitr gin sirc khoe cho ban than.

Noi dung, hang muc ghi trong “danh
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séch nhitng viéc khong 1am” c6 thé 1a
bét ctr thir gi nhung ¢ 1& nén duavao d6
nhitng thir ¢ lién quan téi muc tiéu
cudc doi minh.

Ban than toi vi ludn c6 suy nghi rang
stc khoe |a sb mot cho nén tdi luén cb
gang |am sao dua nhitng hoat dong minh
cho ring tbt cho co thé vao “danh sach
nhing viéc € lam” va dua nhitng hoat
dong dugc cho rang cé hai cho sirc khoe
vao “danh s&ch nhitng viéc khéng lam”.
Toém lai, d6 la cach suy nghi theo kiéu
viéc quyét tm khong lam nhiing viéc
trong “danh sach nhitng viéc khdng
lam” s3 gén lién véi twong lai cudc sbng
phiatrudc cua ban than minh.

“Danh sach nhitng viéc khéng lam” do
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khéng phai cir 1ap xong mot lan roi dé
day, néu khong xem di xem lai hing
ngay thi s¢ khéng co y nghia gi ca. Va
khi @4 co thé tin chic rang “cé nay tuyét
dbi s3 khong 1am nira’ thi gach bo noi
dung d6 di. Co6 thé nhap dir liéu trén
may tinh ca nhan, dién thoai théng minh
hoic viét vao vo, vao sb bang bat chi
hay b(t bi c6 thé x6a déu dugc ca.

Gia s néu nhu ¢d 15 1am viéc nao do
dugc ghi trong “danh sach nhirng viéc
khong lam” thi phai ty dat ra cho minh
hinh phat that nghiém khic.

Hinh phat d6 c6 thé 1a khong duoc sir
dung s tién hién co trong tay, c6 thé 1a
khéng in gi trong vong 12 tiéng... néi
chung nén 1am sao @ tao ra anh huong
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t6t cho twong lai cua ban than thi moi
chuyén s& vui vé hon.

Cu cat giam “nhitng viéc nén lam” va
gia tang “nhitng viéc khéng lam” thi
céch sdng s& trg nén don gian hon va
thoi gian cir thé theo d6 ma sinh ra. Vi
lwgng thoi gian d6, trudce tién hay suy
nghi vé cudc sdng caa ban than, quyét
dinh nhirng viéc ban than sip téi s3 1am
vabuéc 1én thuc hién.

Doc dén day, cac ban hay tam thoi gap
cudn séch nay lai vathir xay dung “danh
sach nhitng viéc khdng lam” xem nao.

Ban dau sd luong co thé it . Chi can mdi
ngdy déu tién hanh xem xét lai vaviét ra
nhitng thir minh cho rang “A, céi nay

khéng on!” thi “nhitng viéc khong lam”
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s2 tu nhién tang Ién. Va vai viéc tuan
thii nghiém tuc viéc ndy, cudc sdng chic
chén s3 tré nén sau sic hon nhiéu.

Trong diém:

Gia ting “nhitng viéc khong lam” s2
gitp cach sbng tré nén don gian hon va
theo d6 luong thoi gian sir dung cho
tuong lai cia ban than sz tang 1én.

3

C6 gdng chi lam " nhitng viéc that s
can thiét"

Nhitng gi t6i sip trinh bdy & day co

nhiéu chd tring vai noi dung ¢ phan 1
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va phan 2 & trén nhung vi day 1a chuyén
quan trong cho nén rat mong céc ban bo
qua cho. Trong cudc song, chi lam
nhimg gi nén lam, x&c dinh rd nhitng
viéc khdng 1am va cé ging tudn tha
tuyét dbi — rd rang day |a diém co ban
nhung khi thir trién khai thuc hién trén
thuc té, chic chin s nay sinh mét cau
hoi rang “liéu c6 phai minh chi dang [am
“phitng viéc thuc sy can thiét” hay
khéng?’.

Dén day ta hay cing suy nghi mot lan
nira v& viéc nén 1am thé ndo dé 1am sao
chi 1am “nhitng viéc thuc sir can thiét”.

Pé tao théi quen chi |am “nhitng viéc

thuc sy can thiét” thi diéu quan trong
nhit 1a x&c dinh “muc tiéu cua cudc
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doi”.

C6 18 trong sb c&c ban ciing c6 nhirng
nguoi con tré, mai budc chan ra xa hoi
bat ddu di 1am va “van chua xéc dinh
dugc tuong lai”. Nhiing ngudi nhu thé
thi khéng can voi vang quyét dinh.
Trong cudc sdng hiang ngay caa minh,
hdy dung lai khi cam thiy nghi ngo va
suy nghi that thau déo, c6 thé khi ay ban
2 nhan ra “nhirng viéc nén lam trong
tuong lai”. Trong thoi dai cudc doi kéo
dai 100 nam nhu hién nay thi c6 1& dén
40 tudi van c6 thé n6i 1a con tré cho nén
néu co thé hdy quyét dinh truéc thoi
diém d6 laduoc.

Téi nam nay tuy d& 48 tudi nhung van
lubn thdy minh con thanh xudn nhu
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thanh nién tudi d6i muoi vay. Chi c6
diéu truéc cau hoi phai sdng theo
phuong huéng ndo thi & mét mac do
nao do t6i da xac dinh duoc cau tra 1o
cho minh.

Boi vay, cac ban ciing khdng can phai
voi vang. Néu sau khi bugc sang do tudi
40 hoic trudc khi teong lai hién hién ré
rang ma ban cé thé suy nghi va xéc dinh
dugc nhitng gi ban than mubn lam,
nhirng gi nén lam trong cudc doi thi cd
I& ciing khong sao ca.

ROi, dén day cir tam cho ring ban d& xéac
dinh dugc nhitng viéc nén lam trong
cudc sdng caaminh.

Néu da xéc dinh dugc thi tiép theo chi
viéc thang tién theo huéng d6 ma théi.
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Lic d6, hdy cb gang bang moi céch loai
bo nhitng gi khdng lién quan t6i nhirng
viéc nén lam, tap trung hét sic chi 1am
“nhitng viéc thuc sy can thiét”.

Vi du, hdy cung xét truong hop ban
quyét dinh di hoc, kiém mét tim bang
hay mot chirng chi nao d6 va s¢ sir dung
tam bang d6 dé lam viéc. Khi do, viéc
can lam truge tién 1a“1ay bang”. Vi vay,
trong mot khoang thoi gian nhit dinh,
ban cin wu tién viéc “ldy bang” trudc
moi thir va cudc sdng s& xoay quanh tat
ca nhitng gi lién quan dén viéc do la
chinh.

Hodc néu ban dit myc tiéu 1a gay dung

cong ty dé kinh doanh thi ban sz dat viéc
lap cdng ty va dua cbng ty di vao quy
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dao 1am wu tién hang dau va tap trung
toan bd moi hoat déng vao viéc do.

C6 thé doi khi ban s cam thiy muén
ldm ca nhing viéc khéc nira nhung
ngoai trir nhitng thir toi can thiét cho
cudc sdng ra thi ban s3 ¢ gang hét sic
lam sao dé khong lam nhitng gi ngodi
nhirng viéc uu tién hang dau.

Ngoai ra, néu ban mudn try thanh thanh
vién ban 1&nh dao ctia cong ty hién dang
lam viéc dé phét trién cong ty Ién manh
hon nita thi ciing tét théi. Trong truong
hop @6 c6 1€ ban s2 tr¢ thanh “con ngudi
danh tron tam tri cho céng ty” nhung
mot khi da la con duong ban than lva
chon thi khéng c6 van dé gi.

Chi ¢6 diéu, “nhiing viéc nén 1am trong
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cude sdbng” khong phai 1a thir co thé tim
thiy trong ngdy mot ngay hai. Tham chi
c6 khi tuong rang “da tim thay” nhung
mét thoi gian sau suy nghi lai thay doi.
Nhitng Itc 4y ban nén dirng lai va xem
xét chinh sra quy dao.

Vén di trong c&c hoan canh, cac san
khiu cua cudc doi, viéc xuat hién thay
d6i nhirng thir nén 1am ciing 1a 1§ dwong
nhién. Do d6, ban c6 thé di theo hudng
xéc dinh nhirng viéc nén lam & giai doan
hién nay rdi tap trung thyc hién, con khi
dén giai doan tiép theo thi lai xé&c dinh
nhitng viéc nén 1am tiép theo va ctr thé
tién lén.

Ban thén t6i vi chua hoan thanh giai
doan nudi day con céi cho nén t6i daxéac
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dinh cho dén khi giai doan d6 két thic
t6i S5 tiép tuc thyc hién nhitng cong viéc
hién nay minh dang 1am (nghé ké toan,
dau tu va viét lach...), cb gang loai bo
hét nhitng viéc khéc.

DU sao thi diéu quan trong trudc tién 1a
xé&c dinh “nhirng viéc nén lam trong
cudc song”. Néu khong 1am dugc diéu
nay thi cho du cé lam viéc nhanh dén
may ciing chang c6 y nghia gi. Boi 1&
vén di ching ta |am viéc nhanh 1a nham
muc dich tao ra thoi gian dé thuc hién
“nhitng viéc nén lam trong cudc sbng’” .

Vadé tap trung vao “nhiing viéc thyc sy
can thiét” thi diéu quan trong la lap ra
“danh sach nhirng viéc khong 1am” ma
t6i d&gii thidu & phan trudc.
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Trong diém:

Khi da xac dinh duogc “nhitng viéc nén
lam trong cudc sdng” thi hdy dat viéc
dat dwoc nhitng viéc dé lam wu tién
hang du va toan tam toan y tién téi thyuc
hién.

4

Cong viéc dugc xac dinh béi sir téng
hoa gitra khéng gian, thoi gian va
nhan gian (con nguoi)

Trong cubn s&ch ndy, toi 3 gidi thiéu toi
céc ban céch tu duy va phuong phép dé
bubng bo “80% (cbng viéc) vd ich”
nhung & phan ndy chdng ta s3 cling xem
xét vé mot diéu hét sic can ban, d6 la
“Vay tém lai cbng viéc lagi?’
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Piéu t6i mudn nhan manh 1a “cong viéc
khong phai 1a thir minh dugc giao cho tir
nguoi khédc mala thir ty minh phén chia
cho minh”. Néu khdng thi chic chin
cudc sdng s3 khong thé tré nén du day
duoc.

Téi khong phii dinh céch song ciia mot
sd nguoi “hang ngdy chi dirng dung lam
nhitng viéc dugc giao”, nhung liéu
nhitng cong viéc nhu vay c6 gia tri dé
lam hay khong thi ca nhan t6i c6 chit
nghi ngo.

Néu ban ddng ¥ véi ¥ kién ndy cia toi
thi ngay ldc ndy hdy thar suy nghi vé
viéc “ty minh tao ra cong viéc’. Tat
nhién, goi la “tu minh tao ra céng viéc”
chir t6i hoan toan khdng c6 y ndi rang
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hay tré thanh nhitng nguoi sang tao
(creator ) vi du nhu hoa sy, nhac sy hay
tiéu thuyét gia.. (Tat nhién néu mubn
ciing khéng sao ca).

Khoéng phai nhu vay, ma truéc tién la
tao ra cong viéc trong pham vi ban thén
minh ¢ thé.

D6 c6 thé dau tu suy nghi, sang tao dé
thuc hién nhitng cong viéc tir truge dén
nay mot cach hiéu qua hon, vi du nhu st
dung k§ nang IT dé hoan thanh nhiing
cong viéc ton thoi gian chi bing mét cu
nhiap chudt, hoic nghi ra mot phuong
phap ban hang méi cé ty 1€ thanh cong
cao hon...

Vakhi ¢6 gang tw minh tao racéng viéc,
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chic chin ban s& phai chién dau chng
lai rt nhidu nhitng han ché, gigi han. Vi
du nhu bi nguoi khac chen ngang hoac
khong c6 thoi gian, dia diém... Giai
quyét dugc nhirng han ché d6 ban s tao
raduoc “nhitng cong viéc tét” cho chinh
minh.

C6 1& ding nhu tya dé caa phan nay, co
thé ndi “cong viéc dugc xéc dinh boi sy
téng hoa giira thoi gian, khong gian va
nhan gian (con ngudi)”. Bang viéc st
dung khéo Iéo 3 cé “gian” nay, ta st cd
thé budng bo dwoc 80% cong viéc vo
fch dé tir d6 co thé ty tao ra cong viéc.

N&o ching ta hdy cling nhau xem xét 1an
luot tirng chir “gian” mat.

Pautién 1a“khéng gian”.
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Céa nhan t6i cho rang khong gian 1am
viéc co vai tro cuc ky quan trong.

Vay ma toi c6 cam giac nhiéu nguoi
dudng nhu khéng may coi trong yéu té
nay.

Vi du nhu dé gidy to, tai liéu chat ddng
trén ban 1am viéc, khién khdng gian téc
nghiép bi thu hep, nhéch nhéc, ban thiu
hoic phai lam viéc trong tinh trang ngay
sét canh 1& mot nguoi khéc, xung quanh
ban |am viéc vatrén |6 di lai chi toan dd
dac, vat dung... Nhu thé thi [am sao ¢6
thé 1am viéc hiéu qua dugc. Pung ra,
nhan vién phai duoc lam viéc tai nhitng
noi thoang dang, néu cé thé thi nén la
phong riéng hoic mot khéng gian duoc
phén chia boi cac vach ngan trong mot
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moi trudng ma o d6 chi dat nhiing gidy
to, tai lieu & mac tdi thiéu.

Mong muén |a vay, nhung c6 1& 1a nhan
vién, c&c ban khong thé tu y quyét dinh
moi trueong cdng so phai khdng ndo? Vi
vay, chi it la trén ban lam viéc cua ca
nhan minh hay ¢ ging khdng dé nhirng
d6 thira thai va gitr cho né ludn ¢ trong
tinh trang rong réi, thoai mé. O Chuong
2 tdi s3 ndi ki hon vé céch st dung, dat
dd dac, c&c ban hady tim doc & d6 nhé.
Tiép theo |a“thoi gian”.

V& thoi gian thi tir trude téi gio toi da
rat nhiéu lan thé hién quan diém rang n6
rat quan trong va tdi ciing da noi rang
hay tim moi céach loai bo hét tit ca

nhiing gi ngoa “nhitng viéc thuc sy can
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thiét” ra. Toi s3 con quay lai ndi vé céch
st dung thoi gian & Chuong 3 va
Chuong 7, c&c ban c6 thé tim doc &
phan d6.

Cudi cuing 1a“nhan gian (con nguai)”.

Téi nghi chic tat ca cac ban déu cd thé
ludn nhan thiy c6 rat nhiéu nguoi lam
phién, gay can tro trong cdng viéc. Po 1a
nhirng nguoi ngoai cong ty dot nhién goi
dién hoac gui t6i nhirng e-mail véi noi
dung “vé thuéng vo phat”, d6 la nhitng
nguoi trong co quan lubn bat chuyén
dung 1Gc nguoi khac dang tap trung vao
cdng viéc.

Lam thé nao d tao khoang céach voéi
nhitng nguoi nhu thé, dong thoi dam
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bao lubn cé nguai hd trg cong viéc caa
ban du v6 hinh hay hitu hinh la viéc lam
hét sirc quan trong.

Nhu vay, & khong phai 1a qué loi khi
néi viéc co lam viéc tét dugc hay khong,
c6 thé tao ra thanh qua trong mot thoi
gian ngin hay khéng hoan toan duoc
quyét dinh boi su dung hoa cua 3 yéu té
khéng gian, thoi gian va nhan gian. Do
d6, viéc luu tam toi cach thirc tng xu
V6i 3 cai “gian” ndy |a rat can thiét va
quan trong dé budng bo 80% nhing
cdng viéc vo ich va tao ra nhirng cdng
viéc s£ ¢0 thanh qua.

Trong diém:

Sir dung khéo Iéo, hai hoa 3 yéu té
khéng gian, théi gian va nhan gian dé
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viit bé 80% nhirng cong viéc vo ich
ddng thoi sang tao thém nhiing cong
Viéc méi.

5

Kiém ké cong viéc va phan doan xem
"hién gio cd hoat dong khong" ?

O phan du chuong nay toi da dé cap toi
dinh nghia thé nao 1&“cong viéc vo ich”
va dén day toi mubn néi vé “nhiing tiéu
chi phén doén vé s vo ich”.

Pé bubng bo nhitng cé vo ich trong
cong viéc thi trude tién tdi mudn céc ban
hay thir 1am mot viéc. PO 1a “kiém ké
cong viéc".

Goi la “kiém k& nhung khéng phai 1a
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chuyén gi “dao to bua lén”. Chi la viét
ra tit ca nhitng viéc ma ban than hién
gio dang &m gitt, vi du nhitng viéc tuan
ndy (thang ndy) dalam, nhirng viéc tuan
sau (thang sau) dinh 1am... Ban c6 thé
nhap vao méay tinh hoac viét tay vao .

Khong phai la chi liét ké (list-up) nhirng
nhiém vu (task) hay du an (project) ma
ca nhirng viéc 1am nho 1é hang ngdy hay
nhitng hoat déng (action) ngoad cbng
viéc ma ban dang thuc hién trong thoi
gian |am viéc nira, hdy thir ¢b ging lam
sao viét rangay khi c6 viéc phét sinh. Vi
du nhu “kiém tra mail vatra |6i méat 30
phuat”, “trong gio lam viéc vao mang xa
hoi (SNS) mit 10 phat”, “sau bira trua
ngdi trong nha vé sinh méat 5 phat” ...
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Piéu t6i mudn cac ban luu y nhit ¢ day
d6 12 ghi chép lai tat ca moi hanh dong
trong mot ngay, bao gom ca nhirng viéc
c& nhan chtr khong phai chi la cong viéc.
Hay chuin bi mot quyén v hay mot to
gidy A4 tring va viét vao dé nhiing viéc
gi ban d& 1am, va da mat bao nhiéu thoi
gian.

Tat nhién, ding méy tich ciing dugc.
Vi Microsoft Excel, chi can 4n to hop
phim “Ctrl " 1a c6 thé nhap dugc thoi
gian hién tai va chi viéc nhap thoi gian
bat dau va thoi gian két thic la s3 hién
thi dugc khoang thoi gian tiéu tén, that
su rét tién dung.
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Va sau khi ghi chép duoc vai ngay, khi
gio ra xem lai ta s hiéu ra nhiéu thu.
T6i nghi c6 1& nhiéu nguoi s giat minh
khi nhan ra ban than minh da sir dung
thoi gian vao nhirng viéc vo ich nhu thé
nao.

Hiéu qua 16n nhat caa viéc vira lam viéc
vira ghi chép d6 la dan dan minh s3
khéng con lam nhitng viéc vO ich ma
khéng hiéu sao hang ngay minh van hay
l[am nira.

Vi duy, véi nhitng nguoi cir ¢6 viéc gi la
lai dung dién thoai vao mang xa hoi
(SNS), khi tao dugc théi quen ghi chép
roi thi mdi l1an sir dung s3 lai phai ghi
chép, ho s thdy that phién ha va thé 1a
sb 1an sir dung s tu nhién giam di.
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Trudc day da tieng co thoi gian co trao
luu &p dung phuong thic an kiéng kiéu
“ghi chép tat ca nhitng gi da an” (duogc
goi la recording diet) va cé hiéu qua
tuong tyu. Lac dau c6 thé hoi phién phuc
nhung trong mot khoang thoi gian ngén
tr hai tuan t6i mot thang, chi cé ghi
chép théi cting da gilp ta khdng con lam
nhitng viéc vo ich nhidu nhu truée nira.

Ngoa ra, con mét cach cang khé hiéu
qua do la cir truéc khi bit tay vao lam
viéc gi lalai tu dat cau hoi cho ban than
ring “cé thuc su cin phai 1am viéc ndy
khéng?’.

Trudc khi lam mot viéc gi dé6 méi, hdy
hoi ban than xem “Viéc nay c6 nén lam
hay khdng? Lam c6 sao khéng? Cé déng
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lam khdng?’ Cir duy tri vira hoi viralam
viéc nhu thé, dan dan ta s& khdng con
lam nhitng viéc minh thiy “chang phai
lakhéng lam ciing dugc hay sa0?’ ntra

Ban dau, co thé déi Idc tass cam thiy lo
ling vé nhitng viéc khong lam nhung
dan dan ndi bat an d6 sg tan bién va thay
vao do la trang tha “du khong lam
nhirng viéc dé ciing hoan toan khéng c6
van dé gi”.

M ¢t trong nhiing diéu giGp phan doan
“lam hay khéng lam” mét viéc gi d6 1a
cach nhin nhan xem “LUc nay viéc do
c6 dang hoat d@gng hay khéng?”

C6 nhiéu truong hop mac di do la
nhitng viéc minh van lam ti trudc téi
gio nhu mét thdi quen nhung khi xem
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xét, nhin nhan lai thi méi thiy tir gio
khdng con can phai 1am nira. Hoic ciing
c6 nhiéu khi chi can thay doi cach lam la
s3 dem lai hiéu qua tét dep hon.

Bang céach d6, nhirng viéc vé ich, khdng
can thiét s& nhanh chong giam di.

Viéc cd mdi khi bat dau lam gi lai dat
cau hoi nhu vay tuy Iic dau hoi phién
ha, ric rdi nhung trong qua trinh duy tri
thuc hién moi ther 3 trd nén 6n thoa
Vay, c&c ban hdy bit tay thir 1am xem
sao nhé!

Trong diém:

Tao théi quen ghi chép tit ca moi hanh
do6ng mot cach chi tiét vaban s3 thiy rat
rd rang trong cdng viéc va cudc sdng ca
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nhan ¢ rat nhiéu thir khong can thiét.
6

Bét dau tir dd dac dé giam bét " thoi
gian tim kiém dd dac"

C6 mot didu ma it ai nhan ravé cé goi
lathoi gian lang phi, dé 1a“thoi gian tim
kiém dd dac”.

Theo két qua caa mot cudc diéu tra no,
nguoi ta da chi ra rang con ngudi danh
ra trung binh 10 phit/ ngay dé tim kiém
dd dac. Nhu vay tirc 1a tuong duong Véi
5 tiéng/thang va khoang 60 tiéng/nam
(2,5 ngay). That quéalang phi!

Nguyén nhan khién ta phai di tim kiém
dd dac chinh 1a vi “c6 qua nhidu do
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dac”. O nha ciing nhu tai co quan, dau
dau ciing thiy rat nhiéu dd, nhirng thir
can thiét bi 1an lon trong nhiing thir
khong can thiét dé roi dén lic thyc s
can thi lai khdng thé tim rangay duoc.

Vay tai sa0 d6 dac lai cir nhiéu Ién nhu
vay? Cau tra |oi rit don gian, d6 lavi ta
chi di muavé makhéng chiu vit bo di.

bac biét [a & thoi dai ngay nay, ngudi ta
6 thé mua sim do dac mot céch rat dé
dang khong chi ¢ cac cira hang macon &
trén mang nita, cho nén so véi ngay xua,
tan sudt mua sim tang Ién rat nhiéu va
kéo theo d6 la sb luong d6 dac cang
ngdy cang nhiéu hon.

Cho du ¢6 mua sim nhung néu ta biét
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vat bo dd dac hién c6 mot cach tuong
g thi tong s s8 khdng c6 chuyén tang
lén. Thé nhung, vt bo d6 1a viéc 1am
kha khé khan. O Nhat, nguoi ta quy
dinh rat rd rang vé ngay Vit réc, roi con
phai phén loai rac truéc khi vt bo ntra
Nao la ré&c chéy duoc, réc khéng chay
duoc, chai lo thay tinh, réc to, rac ta
ché... tat ca déu bét buoc phai duoc phan
loai ky cang. Ngoai ra, véi sach béo hay
nhitng vat dung khéng can thiét, du co
mubn dem di ban cho cira hang d6 cii
hay rao ban trén mang thi ciing phai tuén
theo nhiéu thi tuc phién ha, ric réi.
Nhung néu khong vat bt do dac di thi
noi & cua ban than s trg nén chat choi
va s8 mat nhiéu thoi gian hon cho viéc
tim kiém d dac.
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Hién nay, nhitng cum tu nhu “katazuke
(thu don)”, “dan-sha-ril” hay
“minimalist (16 song téi gian)” dang
kha phé bién, cach sdng don gian, ngdy
cang lugc bo nhitng thir khdng can thiét
dang thu hit dugc s chd y caarat nhidu
nguoi.

1 Danshari | tur tuong vé diéu chinh 16
song, virt bé bét nhitng dé dung sinh
hoat khdng can thiét. Thudt ngiz nay do
tac gia nguoi Nhdt Yamashita Hideko dé
rava da dang ky thuong hiéu.

Tuy nhién, c6 I8 hau hét moi nguoi déu
thit bai, v& mong giita chirng du da cb
tim céch ngay 1ap tuc giam bot s lugng
d6 dac.
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Diéu téi mudn khuyén céc ban ¢ day d6
lakién tri virt bo hing ngay.

Cong viéc, hoc hanh, van dong... hau
hét moi viéc néu ta biét kién tri thuc
hién hang ngdy thi dan dan ciing s3 tién
bo Ién tirng chit mot. Con néu duy tri
lién tuc dwgc nhiéu nam, nhiéu chuc
nam thi chic chin s gioi 1én rat nhiéu.

Tuong tu nhu vay, bang viéc bién viéc
vat bo dd dac thanh nghia vu cua ban
than va kién tri thyc hién hang ngay,
nhat dinh mét lic ndo d6 s cb két qua
t6t dep.

Toi ciing dang giao cho ban than minh
nhiém vu vat bo mot lwong d6 dac nhat
dinh mdi ngay.
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Nhitng ngay khéng c6 hang thd thi toi
chi vt bo duge mot chit (2 dén 3 mén
dd) nhung nhitng lGc ¢6 chat thoi gian,
tam thé sin sang thi co khi tdi s& thang
tay vat bo dén 100 mon khéac nhau. Nho
duy tri thuc hién théi quen ndy trong
nhiéu nim ma téi co thé gitr cho khéng
gian lam viéc va sinh hoat cia minh
lubn ¢ trang thal gon gang, sach 3.

Mot khi khéng gian da sach g, thoai
méi thi that tuyét voi. Vi nhitng thir cin
thiét luén nim & dang chd cia né cho
nén viéc tim kiém dd dac hau nhu khéng
con nira. Va thé 1a ta c6 thé s dung
khoang thoi gian lang phi cho viéc tim
kiém dd dac d6 cho nhirng viéc khéc co
v nghia hon.
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Va ciing giéng nhu d6 dac, viéc “giam
bét nhitng théng tin vd ich” cé trong
maéy tinh, dién thoai ciing rat quan trong.

Néu trong thiét bj c6 qua nhiéu théng tin
vo ich s3 khién tamat thoi gian dé timra
nhiing thong tin can thiét. C6 thé s& ¢o
nguoi |én tiéng cho ring “dung chic
nang tim kiém chiang phai 1a 6n hay
sa0?’ nhung bo thoi gian dé nghi ra tir
khoa tim kiém da 1a 1ang phi roi, tham
chi nhidu khi khéng c6 két qua. Vi vay,
ngay tir dau ta nén l1am thé nao dé khéng
lam gia tang qua nhiéu luong thong tin
trong thiét bi. C6 ging thuong xuyén
xem xét lai cac tép (file), cac ung dung
(application) mot cach dinh ky va xo6a
bo nhitng gi khdng con can thiét nira.
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Trong diém:

Khi giam bot d6 dac va khéng con mét
thoi gian tim kiém nira, ta s& co thé tiét
kiém dugc 60 tiéng dong ho (2,5 ngay)
mdi nam.

7

Cang cit giam sb lwgng nhirng db vt
v ich cang thiy dwoc s 1ang phi caa
thoi gian

Khi cit giam nhitng mén d6 v ich thi
khoang thoi gian da st dung lang phi tir
truge t6i nay s& hién hién rat ré.

Viéc giam bt d6 dac chinh 1a “dat gioi
han cho phong céch song (life-style) cua
ban than”. DBén nay toi d& xem rat nhiéu
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chwong trinh truyén hinh, nhiing doan
phim trén mang c6 s xuét hién cua cac
chuyén gia séng t6i gian (minimalist)
ciing nhu doc khéng it nhitng cudn sach
do ho viét va toi co6 mét an tuong riang
théng qua viéc giam b6t dd dac, tit ca
ho déu c6 chung mot gia tri quan va
phong cé4ch sdng giéng nhau.

Vi du, c6 thé ké dén anh Sasaki Fumio,
téc gia cudn Loi song tai gian cia nguoi
Nhdt 1. Sau khi cit giam d6 dac trong
nha dén muc téi da, anh con mua vé
nhiéu chiéc & so-mi gidng nhau va ci
thé mac luan phién. Bang céch do6 anh
khong phai mat thoi gian lya chon trang
phuc nita D& véi nhitng nguoi yéu
thich thoi trang, quan 4o thi c6 1& lya
chon trang phuc ciing la mét trong
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nhitng s& thich, niém vui caa ho nhung
v6i anh Sasaki thi khac. Co & vi anh
hiéu rang céi ¢6 khéng nam trong gia tri
guan cia minh cho nén anh da tao cho
minh théi quen 4y.

1*Léi song toi gian cua nguoi Nhat” :
tén tieng Anh “ Goodbye Things. The
New Japanese Minimalism’, tén tiéng
Nhit [E<<7z512. HE /3D
/5. J (tam dich: “Ching ta
khéng can do dac niza” )

Loai dd dac ma anh Sasaki s hitu nhiéu
nhét d6 1a dung cu 1am bép. Nhitng mén
anh ndu rat don gian nhung déu la
nhirng thi co loi cho sic khoe véi rau
xanh 1a& cha yéu. Tir d6 ta cd thé cam
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nhan dugc giatri quan cia anh.

Véi viéc ¢6 nhiéu do dac, c6 thé tass co
thém nhiéu lya chon cho phong céch
song hay gia tri quan cia ban than. Trén
thuc té, hau hét moi nguoi trén thé gian
ndy déu dang lam nhu vay, mua that
nhiéu thir, chuan bi sin sang dé 1am sao
bat cir 1Gc ndo ciing ¢6 thé 1am nhiing
viéc minh thich.

Nhung vi thoi gian |a hitu han cho nén
di ¢6 so hitu nhiéu thir ciing khéng cé
thoi gian dé sir dung tat ca dugc. Thay
v&o d6, chang phai giam b6t do dac, tir
d6 thu hep pham vi lira chon vatiét kiém
thoi gian tim kiém, chon lya mai ladiéu
quan trong trong thoi dai sip téi hay
sa0?
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Vi dy, nhitng cuén séch d& doc xong s&
ctr thé tich ty, don & & d6. RSi khi mudn
doc lai mot cubn nao do6 ta 3 lai mat
thoi gian tim kiém. Vay thi, trir nhitng
cubn séch quy hiém ra, tai sao ta khéng
dem bo nhitng cudn sach da doc d6 hoic
bén lai cho nhitng hang sach cii, roi khi
ndo thuc su can thiét thi tim mua lai &
cho séch cii trén mang ching han. Nhu
thé ta s3 c6 thé tiét kiem duoc ca khdng
gian vathoi gian.

Tat nhién, nhitng thir nén cit giam
khong phai chi géi gon & nhitng gi hién
hién ré rang, cd thé dé dang nhin thay
bing mét. Thuc té ngod ra con co rat
nhiéu thir nén vat bo thudc loai khéng
nhin thiy duoc ching han nhu céc tai
liu trong may tinh ma tdi da dé cap téi
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IUc trude.

Vi du v6i mot nguoi hién dang so hitu
rat nhidu td khoan ngan hang chang
han, néu xét tir goc do “ cit giam phuong
an lya chon” thi c6 I& nén cb ging giam
bét di, s dung it tai khoan thoi.

Khi c6 nhiéu tai khoan ngan hang, ta s3
¢ cam giéc ban than dang so hiru nhiéu
chd dé tién, nhiéu diém dén dau tu. Ban
than toi trugc day ciing da tirng c6 nhiéu
tdi khoan tién giri va tai khoan chimng
khoan. Nhung t6i da dan dan cit giam
trng cd mot va gio day toi chi s dung
duy nhét hai tai khoan, mot cho ca nhan
vamot cho cong ty.

Ngoai ra, véi tai khoan tién giri chinh thi
t6i sir dung tai khoan & cing hé théng

99


https://hoimesach.com/
https://hocphotoshopmienphi.com/
https://hocphotoshopmienphi.com/

ngan hang véi bén cong ty chirng khoan
cho nén viéc chuyén tién giita cac tai
khoan ciing dé dang hon va hau nhu
khéng phé& sinh thém khoan phi nao.
Véi viéc giam bot b lugng tai khoan,
khéng nhitng viéc quan Iy tién bac tre
nén rat nhe nhang ma con gidp c6 thém
nhiéu thoi gian hon.

Nhu vay, bang céch cit giam ca “nhiing
thir tréng thay” va “nhitng thir v hinh”,
ta S8 c6 thé giam bét lugng thoi gian
I&ng phi ding cho lya chon, ban khoan
hay tim kiém.

Trong diém:

Giam bét do dac gitp ta thu hep lya
chon, khéng con phai mdt thoi gian
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chon lya hay tim kiém nita, tir d6 cugc
song sé chdt lirong hon.

8

K hi thay dwgc lugng thoi gian 1ang
phi, s& thay dwgc nhirng hanh dong va
nhitng méi quan h¢ vo ich

Khi nhirng khoang thoi gian 1ang phi tro
nén rd rang thdng qua viéc giam bét
lwong dd dac, ta s3 con thiy duoc nhiéu
thr hon nira. D6 la nhitng hanh dong va
nhitng méi quan hé vo ich.

I3
A

Trong s6 nhitng hanh déng vo ich, co
thé chia thanh hai loai: nhitng th ban
than c6 thé cai thién va nhitng thir ban
than khong thé cai thién.
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Nhitng thir ¢6 thé cai thién 1a nhiing
hanh dong khéng miy lién quan toi
nguoi khéc. Va dé cai thién, ta chi viéc
tu liét ké ra nhirng hanh déng minh cho
la vo ich, xép vao trong “danh sich
nhirng viéc khéng lam” va cé ging dé
khéng lam la dugc.

Céi phién ha ¢ day chinh la nhiing thir
lién quan dén “mdi quan hé giita nguoi
vanguoi”. P&y la nhitng thar ma chi vai
sic lyc cia ban than thi khéng thé cai
thién duoc.

Quan h¢ gitra nguoi va nguoi 1a yéu to
khong thé thiéu khi tham gia cac hoat
dong sinh hoat vé mat x& hoi, ma du
tién phai ké toi cong viéc.
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Nguoi ta thuong néi “mot cay lam
chang nén non” va tdi cho rang chinh
x&c lanhu vay. Tat ca chiing ta déu dang
séng trong mot ca vong bao quanh boi
giadinh, ban bé, ddng nghiép... vadong
thoi déu dang duoc tro gilp & nhiéu
mat.

Ngoai ra, nguoi ta con c6 cau “quan hé
|& quan trong” va diéu ndy ciing hoan
toan dung. Nhirng nguoi ban, nguoi
quen sin sang gilp d ta khi gap kho
khan trong cdng viéc hay doi tu la
nhitng ngudi vd cung dang quy trong,
khong gi c6 thé thay thé dugc.

Tuy nhién, gan day d& dan dan xuét hién
nhitng truong hop ma y nghia cua cai
goi la mdi quan hé nay bi tiép nhan mot
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céach sai 1am.

Vi dy, ¢6 nhiéu nguoi khi di du tiéc da
trao d6i danh thiép, sau d6 tuy y dang ky
dia chi e-mail cua nguoi kia Ién céc
trang mang dé roi dot nhién ¢ rat nhiéu
e-mail quang cdo, moi chao mua hang
dugc gui dén.

C6 thé nhirng nguoi ay khdng co &c ¥ g,
ho chi dinh tao thém quan hé tai cac bita
tiéc (tim kiém khéch hang tiém nang) roi
day vao trong hoat dong kinh doanh cua
minh ma thdi. Tuy nhién, néi mét cach
thang than thi diéu d6 géy phién phuc,
khéng thé nao mua ban hay 1am an cling
véi nhitng nguoi nhu vay dugc.

Giao thiép véi nhitng nguoi nhu vay s&
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chang c6 gi khac ngoai lang phi thoi
gian. Phai tim moi céch cit dit hoan
toan.

Theo tdi, von di “mét méi quan hé tot”
tuy thuong ngay khéng cd nhirng trao
déi, giao luu gi to tat nhung phai 1a moi
than tinh, sin sang hop téc, gitp d& nhau
trong nhiing dip quan trong. Nhirng
ngudi du khéng co viéc gi nhung dé
dang ru ré “Gap nhau di! bi choi nhé!”
thi t5t nhat |a khdng nén giao du.

Vé co ban, néu c6 thé song tu lap mot
minh ma khéng mé rong pham vi giao
lwu bang hiru hon muc can thiét thi ta s3
c6 thé gia tang thoi gian danh cho ban
thén. Hay st dung lugng thoi gian ting
thém @6 cho tuong lai caa minh. Khéng
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dugc dé cho nhitng nguoi ba phai cudp
di khoang thoi gian quy giay.

Trong diém:

Khi giam bét @b dac, thoi gian vo ich va
tao ra duoc mot khoang thoi gian du da,
ta s3 dan nhan ra nhirng hanh dong va
nhitng méi quan hé vo bo.

9

Lamrd " 20% quan trong" va" 80%

l&ng phi"

Han c6 nhiéu nguoi biét ti “Nguyén Iy
Paletol”. Nhung dé chic chan, tdi xin
phép giai thich lai mét chdt. Nguyén 1y
ndy cho rang “diéu quan trong chi la
20% trong tong thé, 20% d6 chi phéi
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80% nhirng thir can thiét cho tong thé”.
C6 thé néu ra mot vai vi du nhu “80%
doanh thu dén tir 20% khéch hang 16n
nhat” hay “20% sb nguoi giau nhat dang
san sinh (huong thu) 80% cua cai cia
thé gioi”.

Néu biét hanh dong véi nhan thic rd
rang vé “Nguyén |y Paleto”, ta s co thé
tao ra nhirng khoang thoi gian quan
trong déi vé6i ban than minh.

C6 réat nhiéu cach dé tao ra thoi gian
nhung truéc hét hdy suy nghi dén “20%
quan trong” trong tong thé cudc song
cua minh. Vi dy, tha dat cau hoi xem
“Trong nhitng viéc dang tao ra tién bac
thi dau 1a 20% quan trong?’ hoic “Dé
c6 mot cude sdbng vui vé thi 20% quan
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trong d6i véi minh lacéi gi?’

Va khi da tim ra cu tra 16i cho nhitng
cau hoi d6 thi hdy cat bo nhitng thir nam
ngoai “20% quan trong” do di.

Cho du |a cong viéc hay cudc song ca
nhan, trong sd nhitng c& minh da tung
nghi rang “khéng lam khéng dugc” thi
nhitng thir thuc sir quan trong chi chiém
20% hay 30%, con qua nira chi lado ban
than 1am tuong 1a quan trong ma théi.
Néu nhan ra dugc diéu d6, cb gang cit
bo va khong |am nhiing thir khdng can
thiét thi chi can c6 thé thdi thoi gian s8
tang Ién nhanh chéng.

Vi dy, ban co théi quen mdi ngay xem
tivi rat nhiéu, hang tiéng dong hd. Néu
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mot 1Gc ndo d6 ban cam thiy viéc do
khong c6 ich cho ban than thi chi viéc
ngay lap tic viat bo céi tivi di ¢é khong
¢ gi xem nira la dwoc. Sau d6, néu khi
nao nhan thiy “cé tivi rat can dé nang
cao kha nang tu duy, tri tuong tuwong caa
minh” thi ban c6 thé mua lai. Tém lai,
néu viéc nang cao kha nang ty duy ddi
v6i minh [&“20% quan trong” va yéu té
khoi ngudn |a chiéc tivi thi ldc 4y viéc
xem tivi s& trg thanh “viéc lam cin
thiét”.

Dé biét dau 12“20% quan trong” thi viéc
ghi chép hanh dong matbi da gigi thiéu
& muc 5 (trang 75) hay viéc lap danh
sach “nhirng viéc khéng lam” matéi da
trinh bay & muc 2 (trang 57) cia chuong
nay c6 y nghia hét sic quan trong. Sau
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d6 méi quyét dinh “lam/ khong lam”
trén co s xem xét xem nhitng thi d6 da
dép ung duoc diéu kién “la nhirng viéc
nén lam trong cudc sdng” hay chua,
gidng nhu nhirng gi toi d& dé cap dén ¢
muc 3 (trang 63).

Vi du, mic du ban da thiét [4p muc tiéu
“mong mudn sau khi vé gia van cd sic
khoe tét” nhung néu mdi ngay ban danh
t6i mot tiéng ddng hd dé hat thube 14 thi
rd rang la nén bé ngay. Lam nhu vay
ban s& vira tién gan hon t6i trang théi
khoe manh mong mubn dong thoi lai co
thé danh phin thoi gian 1 tiéng/ ngay
tuong dwong 15 ngay/ nim d6 vao
nhirng viéc cd y nghia khac.

Néu cr 1ap di lap lai viéc tim ra “20%
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guan trong” vavut bo “80% vo ich” nhu
vay, chic chin mot cusc song 1y tuong
s& khéng con la myc tiéu xa voi.

Trong diém:

Lubn y thirc vé viéc tim ra “20% quan
trong” ddi véi cudc sdng caa ban than
valoai bo triét dé nhirng thir khéc.

Toém téit chwong 1
2 “Ngudi 1am viéc nhanh” thuong hay
budng bo cong viéc biang céch chi lam
nhirng viéc quan trong, nhitng viéc con

lai s giao cho nguoi khéc 1am hét. Ho
vat bo hét nhitng thir khéng can lam.

3 Néu chi x4 dinh “nhiing viéc s3
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lam”, cong viéc s cur thé ting Ién. Do
d6, truéc tién hdy c6 ging xéc dinh
“nhirng viéc khong lam”.

@ Khi da xéc dinh dugc “nhitng viéc

nén |am trong cudc song” thi hdy sbng
V6i uu tién hang dau |a thuc hién nhiing
viéc do.

3 Viec dung hoa 3 yéu té khang gian,
thoi gian va nhan gian s gilp giam bat
nhitng hanh dong v ich, gip ta c6 thé
tao ra thém thoi gian cho cdng viéc va
cudc sdng caa ban than.

2 Bing céch kiém ké cong viéc (ghi

chép hanh dong), ta s& co thé nam bat
dugc “20% quan trong” va “80% vb
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CHUONG 2: XUNG QUANH BAN
CHI TOAN LA 'NHUNG THU VO
iCH"

1

C6 ging thwong xuyén chi dé trén ban
sb lwgng it nhikng thir gidng nhau

Hay kiém tra tinh trang trén ban lam
viéc cuaban.

Néu bay gio ban dang ¢ co quan thi hay
thir nhin vao ban lam viéc caa minh, con

néu ban dang ¢ nha thi hdy thir ngé xem
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trén ban lam viéc, trén ban an hién dang
& tinh trang nhu thé nd. T6i nghi 6 1&
trén do s& ¢6 rat nhiéu thir d6 khéac nhau
va qué nia trong sd d6 1a nhitng thir
khong can thiét.

Tinh t6i von chin chu nén toi rit ghét
tinh trang d6 dac khéng gon gang, ngan
nap. Vi vay, toi ludn lubn sip xép, thu
don d6 dac caa minh gon gang, sach s&
va ¢ ging khdng dé nhiéu dd trén ban
lam viéc.

Nhitng gi toi dé ¢ trén va xung quanh
ban lam viéc chi la nhitng tha 2 dung
cho cong viéc. Chinh gira ban t6i dé céi
may tinh, bén phai 1a quyén vo ghi chép
vacubn sb tay, bat viét, van phong pham
khéc. Ngay ca bat viét hay van phong
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pham t6i ciing chi & & muc ti thiéu,
mét chiéc blt bi yéu thich, mot to gidy
nhé, ngoai raco thé lamot ca thusc keé.

Dé khong gay can tro, vuong viu khi
thao tac may tinh, toi tuyét dbi khéng dé
bt ctr thir d6 gi trong pham vi di chuyén
con chudt hay chd dat khuyu tay dé bim
ban phim.

Ngoai ra, téi hién dang sir dung chiéc ta
dat phia trugc ban 1am viéc nhu mot ca
gia sach va thuong xuyén gitt & trang
thdi dong cua ti. Téi chi ngd vao doc
géy sach khi can c6 nhitng ¥ tuong mai.
O bén tay phai ban lam viéc toi dat mot
cubn lich dé ban nhung cir khi nao dang
viét l4ch thi toi lai gidu nd & dang sau
may tinh.
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NGi tém lai, i ludn cb géng trong pham
vi 6 thé khong dé nhirng thir gdy can
trd sy tap trung trong cdng viéc hién 1én
trong tim mét. Bang céch ndy tdi co thé
giating kha nang tap trung vatién hanh
cbng viéc sudn sé trong trang théi rat tot.

Thuce té d6i 10c khi di dén van phong cua
khach hang, t6i cd viéc mueon may tinh
cua ho dé 1am viéc, nhung phai tha that
t6i cam thdy rat kho chiu vi rat kho tap
trung. Bai vi trén ban [am viéc caa ho cé
qué nhidu d6 dac. Gidy to, dién thoai di
dong, day do... mdi noi mot th khién
cho viéc di chuyén chuét kho khan.

Ngoai ra, dién thoai lién tuc d6 chuéng,
cdc nhén vién xung quanh thi noi
chuyén am 1, cau chuyén ct thé lot qua
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tai khién khéng thé tap trung duoc. Poi
véi khach hang thi d6 la tinh trang binh
thudng hang ngdy nén c6 I& ho khang
kho chiu dén mutrc d6 nhung ca nhan toi
thi thuc s khdng thé chiu néi.

Vi cé&c ban doc gia dang cam trén tay
cubn sach ndy, néu céc ban mubn nang
cao kha nang tap trung, giam bét thoi
gian 1am viéc thi phai luu y khong duoc
dé cho noi 1am viéc caa minh roi vao
tinh trang 16n xon. Hay chi dé trén ban
nhitng tht ti thiéu s3 sir dung khi [am
viéc luc dé. Cing khéng phai 1a qua 1oi
khi néi “Khi lam viéc su tap trung |a tat
ca”.

Néu da doc dén day thi hay hanh dong
ngay thoi.
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Trudc tién, hdy don dep moi thu trén
ban Iam viéc, vat bo hoac cit hét nhitng
gi khodng can thiét, nhitng th gay can
tré thao téc. C6 géng lam sao khong dé
cho nhitng thir dd vo ich lot vao tim
nhin caa minh.

Néu khong thé 1am duoc ngay Iic nay,
hay dan vao trang sach ndy mot to gidy
nhé va luu y thuc hién ngay tir dau gio
sang ngay mai.

Trong diém:

Cb gang chi d & trén va xung quanh
ban 1am viéc nhirng thir t6i thiéu can
thiét dé nang cao kha nang tap trung vao
cong viéc.
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K hong sir dung ngin kéo hay hép
dung

Sau day t6i xin di vao chi tiét mot chut.
T6i xin phép ndi vé viéc lam thé nao dé
xu ly dbng giy to, tai ligu néu khéng xir
Iy thi cang ngay cang chat déng.

Khi 1am cong viéc ban gidy, lubn xay ra
tinh trang ton dong, don w gidy to, tai
ligu. DU nhiéu noi da c6 y thirc &p dung
ché do khong dung gidy (paperless)
nhung nhiéu khi vi in ra st dé kiém tra
hon, rdi nhan tai li¢u tir khéch hang giri
sang ma luong gidy van cir ting Ién
hing ngdy. Ngoai ra, tly ting truong
hop, c6 khi viét 1én gidy con nhanh va
thuan tién hon. Thyc té cho thay khdng
thé nao xu Iy hét tat ca céc loai gidy to
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trén man hinh méy tinh duoc.

Vardi chi can lo 1a mot chit |a gidy to
s& don 1, chat déng lai ngay. Néu cir dé
tinh trang d6 dién ra thi sau vai ngay,
mot thang, mét nam... thoi gian cang
tréi di thi cang kinh khung.

Vi vay, ngay nao toi ciing danh ra thoi
gian vat 6 va vat bo mot khdi lwong
lon gidy to. Vi nhiing loai gidy to co
ghi théng tin cia ca nhan hay cong ty
hay nhitng ta liéu dang giao dich voi
khach hang, t6i vit bo bing céch sir
dung “dich vu té ché gidy to bi mat’
(dich vu ndu chay) cia cdng ty van tai
Yamato. Téi muon tir ho mot sd hop
céc-tong va ném hét nhitng gidy to da
khdng con can thiét vao do. Khi hop day
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thi nhan vién bén ho s3 dén liy. Mdi
chiéc hop c6 giatoi 1890 Yén nén tai rat
gitt gin. Ngoa ra, véi nhiing gidy to
khéc nhu bdo chi hay to roi, quang céo
thi t6i dem vat bo theo phan loai la réc
téi ché.

“Don dep ddng tai liéu ngdy cang chat
dbng nhu thé ndo?’, day lavan dé muon
thué ¢ cac co quan, van phong. Théi
guen xu 1y tir trugce toi nay la phan loai
nghiém chinh theo khéach hang, theo thoi
gian, dan nhan, danh sb roi dem cit giir
trong cac ta tai liéu. Tuy nhién, thoi dai
d6 dang dan két thc.

Téi day, viéc “luu giir bang dir liéu thay
vi bing gidy” c6 18 s& tro thanh xu

huéng chinh.
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Ngoai trir nhitng gidy to quan trong, bat
buoc phai |am trén gidy va luu bang
céch truyén théng nhu hop dong... thi
tat ca nhitng loai con lai ta c6 thé tién
hanh scan, dé ¢ dinh dang

PDF va luu trén dam may (cloud). Viéc
ndy chéic chin s3 khdng con la gi xa la.
Ngay ca cé&c loai hop ddng, néu thuc
hién dudi dang dién tir thi ciing khéng
can t6i gidy nira

Dé giam bét gidy to, dd dac thi khéng
chi hang ngay vt bo nhiing thir khéng
can thiét ma con nén loai bo ca nhiing
chd c6 thé dung dé chira do nhu hop
dung gidy to, ta tai liéu, ngian kéo... Lam
nhu thé, lugng gidy to hay d6 dac chic
chan s3 tu nhién giam di, chi con lai ¢
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muc can thiét téi thiéu. Néu con c6 chd
dung dd, ta s con nghi, “U, méy thi
ndy chic giir lai ciing dugc day!” vathé
|alai giit lai cho nén can phai giai quyét
tan goc van dé.

Trong diém:

DPé gidy to khéng chat dong, don u,
khong chi thuc hién vat bo hang ngay
ma ngay tir dau phai 1am sao khong tao
rathém chd luu gitr do.

3

Tai liéu doc xong vat di ngay. Khoéng
sir dung ban in hay photo

Dé khong |am gia tang thém gidy to, tai
lisu, viéc “vat bé hing ngdy” hay
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“khdng tao thém chd chia’ 1a rit quan
trong, nhung quan trong hon do la “doc
xong, scan lai rdi vat di ngay”. Vadiéu
t6i mudn khuyén khich nhat 1a “dimng
doc, cing dung scan, hdy vat di ngay
lap tac”.

Dic biét d6i vai nhitng kiéu e-mail truc
tiép (direct mail) thi tat ca cir nhu thé |a
OK hét.

V6i nhiing loai tai liéu, gidy to quan
trong ma c6 vé vé sau S8 trd nén can
thiét, sau khi doc xong héy scan lai, ném
vao hop gidng nhu “dich vy té ché gidy
to bi mat” matéi da gioi thiéu ¢ phan
trudc. Nhitng tai liéu dugc phét trong
céc cudc hop ciing vay, hady vut bé ngay
sau khi d& scan xong. Khi da scan,
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chuyén thanh dinh dang PDF va day 1én
lwu trix trén dd&m may (cloud) thi c6 thé
xem lai bat cir 10c ndo trén méy tinh hay
dién thoai théng minh.

Va c6 mot diém quan trong can luu y
khi chuyén tai liéu thanh PDF d6 1a cach
dat tén file. Hay dat tén sao cho cd tinh
quy tic dé co thé dé dang tim kiém vé
sau. C6 thé dat tén cong vé6i ngay thang
dé nhin vao 1a ngay lap tac nim dugc
noi dung. Vi du nhu “Tai liéu ban hang
cong ty ABC 20181118” ching han.

Ngoai ra, voi nhitng ai von da dé cho
xung quanh minh chat déng qua nhiéu
gidy to, tai liéu thi hdy cb ging lam sao
mdi ngdy scan mot chit mot rdi vt bo
bot dan di. Néu cir dé tinh trang d6 dién
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ra thi gidy to s8 khéng nging tang lén
cho nén can ¢ ging lam sao & luong
“gidy to vat di” phai thuong xuyén
nhiéu hon luong “gidy to phé sinh

&3

mol .

Bén canh d6, c6 mot viéc lam quan
trong khong kém viéc “doc xong, scan
lai roi vat di ngay”. D6 la “khong 1am
tang thém gidy”.

Toi daty dat racho minh mot quy tic la
“khdng photo, khéng in ra tru nhiing
truong hop bat budc”. Von di céc loai
gidy to hay tai liéu s3 khdng phét sinh
néu nhu chiing ta khéng photo hay in ra.
Lam nhu thé 1adé cit di nguon phét sinh
thém gidy. Hau hét moi ngudi, voi
nhitng théi quen tir truée téi nay, déu dé
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dang photo hoic in ratai liéu, nhung néu
ta biét ding viéc d6 lai thi s8 khong c6
chuyén tang thém nhiéu gidy.

Tuy nhién, viéc ngung photo hay in tai
liéu st gay anh hudng doi chit, lam thay
d6i céch thirc 1am viéc da thanh nép tir
trugc toi nay.

Vi du, moi ngudi can quen véi viéc doc
tai liéu trén man hinh thay vi doc trén
gidy nhu trugc ddy. Phai 1am sao nhiing
dong téc kiém tra, danh dau, viét thém
vbn dé& dang thuc hién trén gidy truéc
déy ciing ¢ thé 1am dugc trén man hinh.
C6 thé ban dau s3 hoi cham chap nhung
khi d& quen thi s3 nhe nhang hon rét
nhiéu.
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Ngoai ra, vé khoan déng dau ciing vay,
gan day ngay cang xuat hién nhiéu noi
sir dung con diu dién tir. Hay ¢ ging
lam sao dé viéc déng dau ciing dé dang
duoc thuc hién nhu vay.

Céa nhan t6i ciing cho rang nén ching
hdy bo lubn ca hinh thuc fax di. Trong
thoi dai ngdy nay, viéc cit cong giao
dich bing gidy to théng qua duong day
dién thoai da tré nén qué lac hau, cii ky
va khong hiéu qua. C géng khong sir
dung ngoai trir nhirng truong hgp qua
cip béch, can thiét.

Trong diém:

Tao théi quen tai liéu 1a scan lai roi vt
di ngay. Ngoai ra, ¢ gang khong in an
ma hoan thanh cong viéc trén man hinh
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may tinh, dién thoai...
4

Téng hop tat ca céc loai tai liéu trong
lto Ad

Sau khi tién hanh viat bo bot gidy to,
dirng in 4n, photo, fax... dé han ché s
dung gidy thi viéc tiép theo can lam la
xem xét dén nhitng dit liéu hién dang
luu trir trén dién thoai, méy tinh, ta
khoan ¢am méay.

Khi dit liéu tang Ién qua nhiéu s& nay
sinh khéng it nhirng bat cap.

Trugc tién 1a viéc tim kiém s3 vat va
hon. Bac biét, néu ching ta dat tén file
khé nhé, khé hiéu thi s3 mét rat nhidu
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thoi gian dé tim rafile mong mudn.

Ké ca khi ta ghi nhé rat ro tén file, tén
thu muc luu trir nhung néu duong dan
qua dai, tang thu muc qua sau thi dé dén
dugc toi file dich ta s& phai click chuot
nhidu lan, rat mat thoi gian. Hay ¢ gang
duafile vao céac thu myc nho va ndng tir
desktop.

Ngoai ra, ndi dung céc file ciing nén dé
that don gian ngay tir dau. Téi khuyén
céc ban nén tong hop tat ca céc loai tai
liu, ké hoach... trong mot to A4 (1
trang gidy) mathéi.

Cho du la cong viéc cé noi dung gi di
chang nira ciing hoan toan cé thé tom
tat, tong hop vao mot to A4. Ta co thé

ligt ké ra nhitng diém quan trong theo
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nhiéu ddu muc. Khdng can nghi rang
“phai 1am ra cd gi dé hay ho", ciing
khong can cau né vao thir ty viét. DU gi
thi viéc bét dau viét larat quan trong.

Chi can viét ra nhitng gi mudn truyén
dat, nhitng noi dung muén luu lai dé cho
yén tam, khong can theo thir ty, nghi ra
céi ndo thi viét céi 4y ladugc.

Trong qua trinh viét ay, nhitng viéc can
thiét s ty nhién xuit hién thém.

Sau khi da hoan thanh tai liéu, nhu téi
ciing da ndi & phan truéc, hdy luu triv
dudi nhitng tén file ma nhin vao 1a biét
ngay vé noi dung, ngdy thang.

ROi khi chia st tai liéu d6 cho ngudi
khéc ciing vay, cb ging khéng in ra ma
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thay vao d6 hdy dwa vao nhitng thu muc
chia s¢ (thu muc dung chung — shared
folder ).

T6i ciing xin NGi thém rang von di chic
chin con c6 mét lya chon khéc, do la
“khong tao ratai liéu”.

Trudc khi tao tai liéu, hay thir suy nghi
du chi mét phat xem “liéu cd thuc sy
can phai tao ratai liéu ndy hay khéng?’
roi sau do6 bat tay vao lam néu né thyc
su can thiét ciing chua muon.

Khi nhin nhan véi tu thé nhu vay thi s3
khéng con lam gia tang nhirng tai liéu,
gidy to khéng can thiét nira va st gop
phan tiét kiém thoi gian.

Trong diém:
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Co gang tém tat, tong hep tat ca cac
logi tai liu, gidy to: nhur ban ké hoach,
ban dé xudt... goi gon trong mgt to Ad.

5

Khéng dit file, folder trén man hinh
(desktop) ciaa may tinh

Thinh thoang c6 ddi lan khi t6i van
phong ciaa khéch hang toéi phai mugn
may tinh caa ho dé xir ly cong viéc. Va
t6i giat minh khi thiy trén man hinh
desktop méy tinh dé la liét, chen chuc
rat nhiéu file, the muc, shortcut. Toi
thiy kha kho chiu bai 1& véi tinh trang
man hinh desktop btra bon, 16n xon nhu
vay thi rat kho tap trung vao cong viéc.

Man hinh desktop méy tinh ciing giéng
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nhu cOng viéc vay.

Chi can nhin vao man hinh desktop cua
a d6 1a o mot mic do ndo do, ta co thé
biét duoc ngudi d6 cd chin chu, gon
gang trong nhitng viéc khéc hay khdng.
Vi dy, nguoi d&& man hinh desktop ngdn
ngang, bira bai thi c6 thé trén ban 1am
viéc cia ho ciing 1on xon, méi noi vit
mét thir va nhidu khi ngay ca cong viéc
ciing khéng thu xép gon gang duoc.

Don dep gon gang man hinh desktop |a
viéc lam rat don gian.

Trudc tién, hdy tao mot thu muc co tén
“tam thoi khong sir dung”. Tu “tam
thoi” & day chinh la tir khéa quan trong
roi sau d6 cir thé ném vao d6 tit ca
nhiing file “tam thoi c6 vé khong can
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thiét nhung biét dau sau ndy s& c6 ldc
dung dén...”

Theo kinh nghiém cua téi, nhiing file da
dua vao thu muc ndy hau hét déu khéng
c6 dip sir dung vé sau. Do d6, hdy x6a
bo file mét cach dinh ky. Lac do, co I&
nén xéc dinh trudc rang “s3 x6a nhirng
file dugc tao ratir hon mot thang”.

Hay duatat ca nhiing file hay shortcut la
liét trén desktop vao thu muc “tam thoi
khong sir dung”, roi khi khéng gian da
thoang déng thi dat ngay chinh gitra man
hinh mét buc hinh that to vé gia dinh,
ngudi yéu hay tham chi 1a hinh anh cha
cho yéu cia minh. N6 s2 tré thanh sy
khich 1¢ trong cong viéc va khi bén trén
birc hinh d6 c6 vuéng cé file hay
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shortcut ndo thi minh s& thay kho chiu
va st tim céch loai bo mot cach tu nhién.

Véi man hinh dién thoai ciing vay. Hay
tao thu muc “tam thoi khéng sir dung”
rdi don dep man hinh, dua tat ca nhirng
ung dung (application) khéng sir dung
trong mot thoi gian nhat dinh vao d6 dé
lam ao man hinh chinh (home screen)
chi con l1a mét trang duy nhat. Lam thé
s gilp giam bot thoi gian, cbng sic
bam vubt tim kiém tng dung.

C6 thé n6i man hinh deskstop trén may
tinh hay man hinh home trén dién thoai
khong chi thé hién nang lec don dep, sip
xép ma con thé hién tinh trang trong du
va kha nang lam viéc cia nguoi Sir
dung. Hay cb ging giit gin ching &
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trang théi gon gang, chin chu nhét.

Trong diém:

CH géng tuyét ddi khong dé file hay thu
muc (folder) trén man hinh deskstop
méy tinh dé d& dang tap trung cho céng
viéc.

6

Cit bé nhitng cau chao héi xa giao &
phan dau email

Kinh gti ngai X, cong ty cb phanY

Téi 1aA tir cdng ty B. Truéc hét xin cam
on ngad da luén gilp d, ung hoé chang
téi trong thoi gian qua.
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Phan Ion céc e-mail lién quan dén cong
viéc déu duoc bit diu véi nhitng cau
chao héi nhu vay.

T6i lubn mudn thay doi phong trdo nay.
Nhitng cau chao hoi nhu thé ndy c6 thé
XUt phét tir tap quéan, théi quen, nhung
& thoi dai ngay nay chic chan khdng con
can t6i nhitng cau van séo rdng nhu vay
nia

Lan nao viét thu ciing dwua nhiing cau
néi d6 vao vira khdng thé hién duoc s
than thien ma ngay tr dau cing da
khong xuat phét tir tim long roi. Hau hét
chi laviét vao cho c6 cho nén rat vé ich,
I&ng phi.

Vi vay, ching ta hdy vat bo théi quen
dua nhitng cau chao hoi vo bd ndy vao
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dau e-mail.

Hang ngay toi nhan duoc rat nhiéu thu
lam phién (spam mail) va téi nghi céc
ban ciing vay.

Tuy hau hét cac phan mém gui nhan thu
(mail- soft) déu c6 chuc niang loc
(filtering) cho nén ciing khéng co van dé
gi 1am nhung déi khi c6 nhiing e-mail
quang céo bén hang lot qua dugc b loc
d6 va dugc gui dén tir nhitng cong ty
hay c&nhan khong hé quen biét.

Va & phan dau thu lubn c6 dong chir
“Kinh gui ngdi Yamamoto, Gidam dbc
Vin phong tu van thué. Loi dau tién cho
phép chung toi giri 16i cam on SAu Sic Vi
d&ludn dugc ngai ung ho, gidp da trong

140


https://www.facebook.com/groups/mesachhoi/
https://kinhdoanh.hoimesach.com/
https://kinhdoanh.hoimesach.com/

sudt thoi gian qua’. That ky la! Téi
khong hé c6 chat ky tc ndo vé viéc
minh da ung hg, gilp d& nguoi khdng
quen biét d6 va tdi ciing chua bao gio
nghi rang minh |a Giam déc gi ca. Ngay
tir ddu d& nham 1an roi lai con viét ra
toan nhitng diéu dbi trd Vi khong c6
thoi gian ranh dé doc hay tra 16i nhirng
e-mail kiéu nhu thé ndy nén téi bo qua
hét.

V& phin minh ciing vay, hdy c¢b ging
suy nghi that ky trudc khi viét boi vi
nhitng birc thu minh gui ¢6 thé s3 gay
phién phic hay tao cam gidc kho chiu
cho ddi phuong.

Ngoai ra, nhu tdi cling da ndi Idc trudc,
du ¢b tinh dua vao nhirng cau van, cach
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néi theo mau dinh sin ciing khéng thé
hién duoc sy than thién, chan tinh. Va
néu déi phuong 1a nguoi than quen, gan
giii thi tat ca nhirng diéu d6 lakhéng can
thiét. Vi vay, hdy ¢ ging nhanh chéng
tao mbi quan hé than thiét voi dbi
phuong dé tir d6 cit bo hét nhirng cau
ch&o hoi xa giao vo bd.

Trong diém:

Nhizng cau chao héi theo mdu dinh san
vira khong can thiét trong 1am an va cé
thé khién doi phuwong cam thdy cing
nhdc, khong thodi méi, cho nén can phdi
logi bo ngay ldp tic.

7

Ludn dé vat dung trong tdi, cip &
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cling mat chd

Pé “tao ra thoi gian” théng qua viéc
“thu don, sap xép” thi khéng thé bo qua
nhitng chiéc tdi, cap ma chdng ta thuong
xuyén mang theo bén minh.

Vi du, c6 |& ai trong ching ta ciing déu
da tirng mot lan trai qua cam gi&c lo
lang, cubng cudng tim kiém, luc loi khi
phét hi¢n “khéng c6” mén do dang 18
phai nam ¢ trong tdi. Nhitng chuyén vo
ich, vé bo nhu thé can phai loai bo.

Vay truéc tién, tir khia canh “loai bo s
vO ich, tao ra thém thoi gian”, hay thir
suy nghi vé viéc “nén mang theo nhirng
chiéc tdi, chiéc cap nhu thé nao?’

Loai tUi tdi hién dang str dung laloai ba
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16 danang.

Toi khuyén cac ban nén sir dung loai ¢co
thiét ké dong bo, nhiéu chirc nang va cé
thé chra dwoc nhiéu do.

Ngoai ra, khi xét vé yéu té kha ning
mang véc cua co thé thi 16i khuyén &
déy rd rang la ba 16 deo sau lung
(rucksack). Céc loai tli cip kiéu xéch
tay hay khoéc 1én vai kiéu gi ciing gay
anh huong xau t6i sy can bang tréi phai
ctia co thé va nhiéu kha niang con gay
dau dén cho co thé.

Tuy ciing c6 nhidu nguoi suy nghi rang
“xét vé khoan ngoai hinh va sy can
bang, hop gu khi mic com-Ié thi ba 16
that xau xi” nhung khdng can phai ban

144


https://kinhdoanh.hoimesach.com/
https://kinhdoanh.hoimesach.com/
https://www.facebook.com/groups/mesachhoi/

tdm t6i nhitng chuyén d6 lam gi. Thay
vao do co & nén tap trung vao chic
nang va kha nang mang vac cua co thé
thi hon.

Diéu quan trong tiép theo d6 la cho do
véo chiéc ba |6 daniang d6 nhu thé no.

Thyc ra toi 1a loai nguoi thuong xuyén
mang theo rat nhiéu do6 dac.

Madi khi di ra ngod ma khong c6 cudn
séch @é doc trong quétrinh di chuyén toi
s3 cam thiy cing thing (stress) vo cling
cho nén IGc nao trong ba 16 ciing cé
khoang 3 cudn khéc nhau. Ngoai ra con
c6 rat nhidu db sir dung cho cong viéc,
nao 1a gidy to, bt vo, so tay, may tinh
(calculator )... Riéng vé gidy to, tai lidu
thi nhu t6i ciing da dé cap Iuc trudce, vé
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co ban thi tit ca toi déu chuyén thanh
dang file PDF va dé trén khong gian luu
trit ddm méy (cloud) cho nén gio day
hiu nhu khéng phai mang theo gi ca.
Ngoai ra, vé méy tinh ca nhan (PC) thi
t6i thuong dén muon & van phong khéch
hang dé st dung nén ciing khong can
mang theo. T4t nhién ciing con c6 thém
mot sd mén d6 lat vat khéc nhu hop
dung kinh, kinh &p trong, tai nghe...
Tém lai, trong ba |6 cua toi c6 rat nhidu
tha.

Tuy nhién, trong ba |6 d6, cdi Ndo naim &
dau tdi déu c6 quy dinh rd rang cho nén
khi can ldy cai gi ra khéng bao gio toi
phai ban khoin, suy nghi. N6i cach khac
t6i khong phai mét thoi gian tim kiém
dd dac.
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Vi nhitng ngudi khdng mang nhiéu do
dac theo nguoi thi ciing co6 thém Iya
chon hoic 1a cd ging giam bot sb do
trong tUi hoac 14 khéng mang theo tui
ngay tir dau. Ngay nay, chi can cd trong
tay mot chiéc smart-phone (dién thoai
théng minh) 1& s3 c6 thé 1am duoc hu
hét moi viéc cho nén ngay ca véi nhitng
nguoi theo truong phd khdng mang
theo tli x&ch, ciing c6 thé hoan thanh
cdng viéc mot cach tron ven.

Sau khi da giai quyét dugc chiéc ti,
chiéc cap, thu tiép theo can xem lai d6 1a
chiéc vi.

C6 nhiéu nguoi giir trong vi rat nhidu
thir, ndo |a thé tin dung, thé tich diém,
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ndo 1a hdéa don... khién cho ca vi tro
nén day cop, vira khd coi vira khé tim
thar dd can thiét.

Vi vay, véi the thi chi dé nhiing loai the
thuc su can thiét, khéng dé hda don hay
theé tich diém trong vi dé gii cho vi ludn
¢ trang tha nhe nhang, thoai mai. Lam
nhu vay ciing gidp tiét kiém thoi gian,
cong stec khi tién hanh thanh toan.

Ca nhan téi hién khéng dung vi, thay
vao d6 toi sir dung loai kep nam cham
(magnet clip) vatdi dung tién I¢ (loai co
moéc khoa). Ca hai déu la nhitng thur rat
nho. Tién hay thé tdi déu cb gang lam
sao chi mang theo muc tdi thiéu. Hién
nay, khéng chi & cac phuong tién giao
théng cbng cong ma & céc cira hang tién
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loi hay nhiéu ctra hang khac nguoi ta
déu thuc hién thanh toan khong tién mat
(cashless) cho nén chi cin c6 chit tién
mat & mic do can thiét toi thiéu la s
khong c6 van dé gi.

Thay vi dung vi tién théng thuong, tac
gia dung vi kep nam cham va tdi dung
tién 1é c6 gan mdc khoa dé han ché téi
da viéc mang theo thé hay tién mat ¢
muc do can thiét tdi thiéu |a s3 khong co
van dé gi.

Trong diém:

Hay dé trong tdi, cap hay vi nhiing thir
thuc sy can thiét va quy dinh sin vj tri
cta ching.

T6m téit chwong 2

149


https://hocphotoshopmienphi.com/
https://hocphotoshopmienphi.com/
https://hoimesach.com/

Cb ging chi dé trén ban lam viéc
nhitng thir can thiét toi thiéu dé dam bao
mot méi truong co thé tap trung lam
Viéc.

Lun x&c dinh “luu tai ligu bing dit

lidu, khéng luu bang gidy”, cb ging tao
thdi quen doc xong, scan lai va vat di
ludn. Bdng thoi, khéng tao ra thém chd
cét giir tai lieu.

Véi nhitng tai lieu d& chuyén thanh
dang PDF, ¢b ging dat tén file c6 noi
dung, ngdy thang d& nho, d& nhan biét
roi luu trir trén ddm may.

Khéng photo tai liéu nhan tir nguoi
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khac, khong in ratai liéu soan trén may.

Cé géng chi dé mot dén hai thu muc

trén man hinh deskstop may tinh hay
man hinh home dién thoai
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CHUONG 3: MQT NGAY CUA BAN
CHI TOAN LA “NHUNG THOI
GIAN LANG PHi"

1

Khong lwa chon com-1€, so-mi, ca vat
trwéc khi rakhéi nha

Ochuong ndy, tdi s tap trung néi vé
“nhitng khoang thoi gian vo ich”. Téi 8
gidi thiéu cho cac ban céch 1am thé nao
dé vat bo va bién ching thanh nhiing
khoang thoi gian bo ich.
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Trudce tién, ta hdy xem xét tir sy bat dau
ciamot ngay.

Céc ban thuong ton bao nhiéu thoi gian
ké tir thoi diém budc xudng giuong cho
dén khi buéc chan rakhoi nha?

Chang phai c6 nhiéu nguoi dang sir
dung kha nhiéu thoi gian cho phan nay
hay sao? Tam rira, an sang, danh rang,
chai dau, kiém tra tu trang, do dac, roi
thay d6, chinh trang dang vé tong thé roi
buéc ra duong. Véi mét loat hanh dong
nhu vay chang phai s8 tén téi mot tiéng
(c6 nguoi con mét téi gan hai tiéng dong
hd) hay sa0?

Vi ca nhan minh, téi ¢6 thé hoan thanh
chudi hanh dong nay, sau khi mo mat

tinh day, an sang, danh rang, chai dau,
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chuin bi quin &o, tip thé duc nhe
nhang... trong vong mot tiéng roi ra
khoi nha. Vi t6i ciing khéng con ¢ do
tudi mudn 1am mau, t6i khong con dé v
nhiéu téi chuyén an mic, ngoai hinh cho
nén cé thé khong dang tham khao,
khéng gitp ich cho céac ban tré dugc
nhiéu, nhung c6 thé néi tdi thuoc tuyp
nguoi c6 thé chuan bi rat nhanh.

Thém nira 1a gin day toi rat it khi mac
com-1é.

Khi c6 viéc can di dén chd khéch hang,
t6i ludn mac &o so-mi chir Y ¢ co dé
thé hién su kinh trong nhung bén ngoai
s2 khong phai 1a &o vet-tdng (jacket) ma
chi 1a mot chiéc & khodc c6 mi
(hoddie) hay mot chiéc ao gi6
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(windbreaker ) mong nhe mathai.

Toi chi c6 3 bo com-lé va cir thé s
dung luan phién mot cach déu dan. Téi
lubn tao théi quen treo hét quan 4o trong
ta va cir thé mac céi nao xuat hién ngay
trugc mat ma khdng can phai suy nghi
gi ca.

Roi khi cit di thi chi viéc treo vao phia
trong laxong. Chi don gian la nhu vay.

Tac gia Sasaki Fumio, mot nguoi theo
cha nghia tdi gian ciing da tirng néi trén
mot chuong trinh truyén hinh ring 6ng
chuan bi sin rat nhiéu chiéc & so-mi
trang giong nhau va chi mic nhiing
chiéc 40 ¢6 mathdi. Toi nghi d6 ciing 1a
maot cach lam hay.
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Chang phai ngay ca thoi gian dé suy
nghi lya chon trang phuc, chinh sira dau
téc, ngoai hinh ngay tir dau dalavo ich,
l&ng phi hay sao? T4t nhién, an mac 16i
thdi, 1éch théch ma di rangoai xuat hién
trugc moi nguoi thi qua cang tré voi
van hda tng xir (manner ) nhung chi cin
sach s, gon gang ¢ muc binh thuong 1a
du.

Cho du ban than minh ¢c6 dé y téi ngoai
hinh caa minh dén miy thi nhirng nguoi
khéc hiu nhu ciing khéng dé mit téi veé
ngoai cua ban dau. Thay véo d6, diéu
quan trong hon 1a 1am sao dé moi nguoi
cdng nhan vé& nhan céch va thuc luc cia
minh cho du minh c6 3n mic kiéu gi di
chang nira.
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Vi dy, thinh thoang c6 nguoi néi véi toi
rang “nguoi ta khi nhin thi s& nhin vao
déi giay. Vi vay, la doanh nhéan thi déi
gidy c6 vai trd rat quan trong”.

Tuy nhién, ca nhan t6i khéng bao gio
nhin chim chim vao d6i gidy nguoi
khéc dang mang va ngay tir dau téi luén
cho rang mot d6i gidy dé mang, di thoai
méi S8 tét hon nhidu so voi mot d6i gidy
dep. Vi vay, tdi lubn mang nhitng déi
giay pht hop.

Néu d6i phuong caa ban 1a nhirng nguoi
qua dé y téi ngoai hinh cia ngudi khéc
thi chi can khéng choi véi ho 1axong.
Hay dep bo nhitng thoi gian dau dau vi
ngoai hinh va thay vao d6 hdy tim céch
dé giatang thém khoang thoi gian cham
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chtt cho chét luong cudc sbng ciaa ban
than minh.

Trong diém:

Thoi gian lua chon trang phuc, cham
chdt cho ngoai hinh vé co ban |a nhitng
thoi gian lang phi, do d6 hdy ¢ ging
khdng mat thoi gian cho nhitng viéc nay.

2
Khoéngtra loi e-mail ngay lap tic

huc ra, trong cbng viéc, mot trong
nhiing thir tén thoi gian nhat co 18 1a“e-
mail”. C6 nhitng nguoi hing ngay nhan
dugc rat nhiéu e-mail va phai mat khéng
it thoi gian dé xu |y nhitng e-mail dé.
Vay nén lam thé ndo dé giam bét thoi
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gian danh cho viéc? Tur trudc t6i gio toi
da nghién ctru kha ky va da ty thuc hanh
cho ban than minh.

Dén nay t6i dardt radugc 3 quy tac nhu
sau:

« Khdng phan hdi ngay (quick response).

« C6 gang xu |y tdng hop (1 ngdy 3 lan
chang han).

« Khoéng dé mail trong thung thu
(inbox).

Va cho dén nay moi thir dang dién ra tot
dep.

Truéc tién ta cing xem xé muc thir
nhét, khéng phan hdi ngay.
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Nguoi ta van thuong ndi tra loi e-mail
ngay laviéc lam rat quan trong. Vaco 1&
ciing khoéng co gi la sai khi n6i “nguoi
c6 thé 1am tét viéc phan hdi ngay ciing
s3 ¢6 thé 1am viéc tét”. Thyc té la trong
sd nhitng ngudi ma tdi kinh trong ciing
c6 ngudi dang bién viéc phan hdi ngay
nay thanh thé manh caa chinh minh.

Nhitng nguoi theo chii nghia phan hoi
ngay s lubn tra 16i ngay lap tirc moi khi
c6 e-mail giri t6i. V6i nhirng cau hoi can
phai tra ciru, tim hiéu méi cé thé tra 1oi
dugc hoic nhan thu vao nhitng llc dang
di ra ngod thi ho s guri mot phan hoi
tam thoi ring “Téi da nhan duoc e-mail
cua ban. Toi s2 tra loi sau”, cho nén
nguoi giri luén cam thay yén tam.
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Tuy nhién, di véi nhitng nguoi 1& gay
ranhirng vy “ro ri thong tin” gan day thi
chang phai phan héi nhanh s géy ratéc
dung nguoc hay sao?

Trong truong hop cia tdi, ca khi nao
vira giri mail ma duoc d6i phuong phan
hoi ngay thi toi lai cam thiy phién ha
boi vi minh lai phai 1am sao dé tra [oi lai
cho ho. Tat nhién viéc cir phai dai cb
chd doi hdi am ciing rat khé chiu nhung
riéng ban than viéc hoan toan khéng c6
thoi gian cho doi ciing d& du khd s6 roi.
Boi & cang cé nhitng lUc ban cing
mong mubn cé thoi gian dé suy nghi.

Ngoai ra, dbi khi ciing cé nhitng nguoi

viragui mail xong la goi dién thoai luén.
Viéc ndy thuc sy rat phién... Vi vay, toi
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khéng miy wa nhitng nguoi lam viéc
theo phong céch phan hoi ngay.

Ciing vi nhitng chuyén nhu vay ma ban
than t6i lubn c6 gang tra 1oi thu tir mot
céch tong hop.

Viéc tong hop tra 1oi thu tir mot 1Gc nhu
thé nay ciing tén kha nhiéu thoi gian.

Hién nay t6i dang tién hanh doc va tra
loi thu ba lan trong ngdy vao budi sang,
budi trua va chiéu téi nhung tly thoi
diém ma ciing c6 khi t6i phai xi Iy phan
thu tir khdng thé tra 1oi vao budi chiéu
t6i vao ngdy hém sau va nhu thé tac 1a
ciing ¢6 khi mat toi mot tiéng dong hd
cho viéc tra 1oi toan bo thu tr. Mac du
vay nhung céach lam ndy van hiéu qua
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hon rat nhiéu so véi viéc thudng xuyén
kiém tra thu rdi xir Iy ngay 14p tc cho
nén tdi quyét dinh 1am theo céch tra 1oi
téng hop.

Vahién nay toi dang sir dung Gmail.

Gmail la dich vu c6 chirc nang loc thu
réc (spam mail) rit manh, dong thoi
ciing lamot cdng cu cuc ky tién dung vi
con c6 chirc nang dan nhan (label) vaty
dong phén loai cho ting nguoi gui
(sender ). Ngoai ra, nhirng burc thu trong
hop thu (inbox) khi da giri di s3 6 thé di
chuyén sang phan “Tét ca thu (all mail)
bang céch click chust vao nit “Luu giit
(archive)”.

Nhu t6i ciing da néi ¢ phan trugc, moi
mot ngdy toi kiém tra thu (check mail)
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ba lan nhung téi dé tao thoi quen ct khi
nao hop thu tréng 1a dirng 1am viéc va
khéng mo Gmail cho dén lan kiém tra
thu tiép theo. Bén canh d6 tdi con vo
hiéu héa (turn off) tit ca nhiing thong
bdo (notification) trén man hinh méy
tinh hay dién thoai.

Toi datap khéng dong tay vao thu tur, e
mail mot cach qua mic nhur vy day.

Dbén day t6i da gioi thiu téi céc ban
nhitng gi téi da va dang thuc hanh. Céac
ban c6 thé tham khao lam theo hoic
sang tao ra cach thirc khéac, mién la dam
bao muyc dich chinh ¢ day la dit ra quy
dinh va thuc hién nghiém chinh nhirng
phuong phdp vira dé thuc hién via
khong mat nhiéu thoi gian.
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Trong diém:

Vi email hdy dé ra so lan va khoang
thoi gian kiém tra thu cho mot ngdy va
dat raquy tic xir ly tong hop mot lan.

3

K hi viét e-mail, dwa chi dé vao phan
tiéu dé, cb giing giir cho phan nai
dung that ngin gon

Téi xin tiép tuc vé6i cau chuyén vé e
mail.

Viéc “xu Iy tiéu dé va céch viét e-mail
nhu thé ndo?’ 1a yéu té rat quan trong dé
lam cho cbng viéc tién trién nhanh
chéng, chinh xéc va don gian. Birng dé
dén khi viét thu méi suy nghi ma dit ra
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quy dinh tur trude di.

Pau tién 1a phan tiéu dé (title), giong
nhu ¢ phan dau muc toi da viét, hay cd
gang dwa chi dé vao phan tiéu de.

Vi dy, s3 that tuyét néu nhu ban tao ra
mot tiéu dé& ngan gon, don gian, nguoi
nhan chi can nhin vao d6 thdi |a cé thé
hiéu ngay, kiéu nhu “Vé gia san pham
ABC’ chang han. Véi nhiing tiéu dé nhu
thé, dbi phuong co6 1& ciing st khéng
cam thay phién ha gi may khi tra loi va
chic chin s& phan hoi lai ngay.

C6 nhiéu nguoi khi g e-mail con cho
lubn ca cum théng tin “Téi [a X, Cong
ty C6 phan Y” vao trong tiéu dé. Hoan
toan khdng can thiét vi nhiing thong tin
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nay c6 thé tim duoc ¢ phan dia chi
nguoi giri (mailer).

Con mét loai théng tin nita ciing rat hay
gap d6 la cac tir “quan trong” hay “khan
cap” trong phan dau coatiéu dé thu. Xét
tir phia nguoi nhan manadi thi khdng con
gi kh&c ngod cam giéc kho chiu. Quan
trong hay khoéng la do phia nguoi nhan
quyét dinh, con khan cip hay khdng du
gi thi ciing chi 1& cam giéc tuy tién caa
phia nguoi giri. Toi ciing rat hiéu cé
cam gi&c cua ngudi giri khi muén thém
nhirng tir d6 vao nhung cé I& truéc dé ta
nén suy nghi cho déi phuong thi hon.

Ngoai ra, phan ngi dung e-mail can cb
gang lam sao that ngan gon, don gian.

Viét dai qua khi doc s rat mét. Roi khi
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tra 1oi ciing vat va cho nén thoi gian thu
dugc phan hdi ciing s3 cham hon. Nhu
thé thanh ra khéng hiéu qua.

Nhu téi cing d& ndi ¢ chuong trudc,
phai ching d& dén ldc khéng con can
thiét phai ding téi nhitng cum tir, céch
dién dat séo rdng, rap khuén kiéu nhu
“Cam on 6ng / ba da ludn quan tdm gidp
d3”. Cé nhan tdi cho ring thay vao d6
nén dung nhitng cau ndéi don gian, nhe
nhang nhu “Xin chao” hay “Chao anh/
chi”... Tham chi néu déi phuong la
nguoi da quen biét |au thi di thing véo
vén dé c6 |8 ciing khong sao.

Gan day, ngdy cang xuat hién nhiéu
truong hop giao dich cbng viéc qua
LINE hay dich vu Messenger cua
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Facebook.

Khi da sir dung nhitng tng dung nay dé
l&m viéc thi cd nghia la hai bén da qué
hiéu vé nhau cho nén khdng con can téi
nhitng 101 chdo xa giao hay gidi thiéu
tén tudi phién phic, co thé bat dau vao
thang cau chuyén dugc ngay.

Ciing tuong tu nhu vay, tai sao ching ta
khdng don gian hda, binh thuong hda
hon nira ngdn ngit st dung trong e-mail
dé hai bén cing cam thay vui vé, thoai
méi khi lién lac, trao d6i?

Nhitng cb gang d6 s& gilip nang cao tinh
than |am viéc va rdt ngan thoi gian ciing
nhu tao thém sy tp trung trong cong
viéc. D6 ladiéu tuyét nhat.
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Trong diém:

Khi tra |6i mail, phai lubn sin sang tam
thé suy nghi xem d6i phuong s& cam
thiy thé nao dé tir do tao ra tiéu dé va
ndi dung thu phu hogp.

4

Giam bét phwong an lwa chon, dam
bao trang thai " khéng can phai lwa
chon" ngay tir dau

Cudc sdng 1a mot chudi nhitng s lva
chonlién tuc.

C6 I& hau hét moi nguoi déu hoan toan
chway thyc dugc nhung hing ngdy, timng
gidy, tirng phit ching ta déu dang lién
tuc lya chon va cugc sdng caa ching ta
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dang phu thuoc vao két qua cia nhirng
lwa chon do.

Vi dy, budi sang thirc day co rira mat
khoéng, cd danh rang khéng, co di vé
sinh khong hay s& bét tay vao hoc ludn?
Hoic la thdi khong diay nira ma ngu
tiép? Chlng ta da phai lya chon ngay tir
gidy phat mé mat tinh day mdi sang.

Ngay lUc nay déy tdi dang ding truéc sy
lya chon 12 tiép tuc viét hay tam thoi
nghi tay mot chdt. (Thyc té 1a téi dang
rat ban khoan).

NGi tom lai, song |a lva chon va ching
ta khong thé khéng lva chon. Tuy nhién,
néu co thé giam bat thoi gian ban khoan,
suy nghi bang cach cat b6t cac phuong
an lya chon thi ¢ 1& cudc sdng s ting
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téc (speed-up) mot cach chic chan.

Pé cit bét cac phuong an lwa chon,
truge tién can phai “quyét dinh”. Can
quyét dinh, xéc dinh tir trudc ring minh
S8 sdng nhu thé nao.

Vi du, hdy xac dinh ré nhitng gi 2 lam &
tirng do tudi, chang han nhu mudn 1am
gi ¢ tim bao nhiéu tudi. Va dé xéc dinh
diéu do trudc tién can phai suy nghi that
ky vé mot loat cau hoi nhu: S dung
dong tién kiém ra nhu thé ndo? Thir
minh mudn lam ca doi ndy l1a gi? Ngay
tir ¢au ban than minh mudn tre thanh
mot con nguodi nhu thé ndo?... Sau d6
chiing ta mai quyét dinh tim nhin va ké
hoach cho tuong lai.
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Chi c6 diéu, khong phai chi vi da quyét
dinh, d& xéc dinh matuyét d6i phai sng
tuan theo y nhu thé. Can biét chinh sira,
thay d6i tam nhin, ké hoach &ng véi suy
nghi cua ban théan ¢ ting giai doan cu
thé. Trudc tién héy thir bt dau tir nhitng
gi minh suy nghi.

Sau khi tim nhin va ké hoach da dugc
xéc dinh thi tiép dén 1a quyét dinh xem
can lam gi @ thuc hién ching. Va sau
d6 chi viéc bit tay vao thyc hién la
xong.

Vi du, néu ban mubn néi dwoc tiéng Anh
dé phuc vu cho cudc song tuong lai thi
phai xac dinh “mdéi ngdy nhé 10 tir
méi”, hoic néu ban mudn choi duoc
ghi-ta thi can dat ké hoach “mdi ngay


https://hoimesach.com/
https://hocphotoshopmienphi.com/
https://hocphotoshopmienphi.com/

luyén tidp mot gio”. Phai xac dinh
“nhitng viéc s3 |am hiang ngay” nhu thé.

Khi nhitng viéc s& lam dugc xac dinh tir
truge thi s khdng phai mét thoi gian
suy nghi xem “hém nay minh s 1am
gi”. Ngoai ra, vai viéc thyc hanh hing
ngdy nhu vay, cuéc sbng cia ban s3
chuyén sang phuong huéng thuc sy tot
dep.

Thém mot phuong phép cat giam
phuong an lya chon dé la xac dinh rd
rang “tiéu chuan caa ban than” hay “quy
tac cuia ban than”.

Vi dy, ngay ca viéc “co biang qua duong
khi dén d6 nhung khdng c6 xe hay
khéng?’, néu biét xé&c dinh tir trugc thi
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moi chuyén s3 rat dé dang. Trong truong
hop cia ti, t6i luén xé&c dinh rang
“tuyét d6i tudn thu nhirng quy dinh cia
xa hoi” cho nén daladen do thi tdi ludn
dung lai.

Ldc nay, vi lo giit gin, tuan thi quy tic
ctia ban than ma s3 mét thém thoi gian
cho doi nhung van con hon so véi viéc
mbi lan phai ban khoan, suy tinh. Hon
nira, toi ciing dat ra cho minh quy tic |a
“cir khi ndo cd thoi gian ranh, du chi la
mot chit thdi, tdi s3 suy nghi vé nhirng
gi dang la vin d lGc d6” cho nén thuc
ratdi dang khdéng lang phi thoi gian.

Bén canh d6, vai viéc “an gi khi di an
ngoai” tdi ciing dat ra nhitng tiéu chuan
ung véi tinh hinh sic khoe lic d6. Vi
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du, néu ltc d6 dang béo thi t6i s3 thuc
hién “cb gang khdng an nhiing do c6
nhiéu duong”.

Ctr nhu thé, néu xéc dinh sin tir trudc
nhiing tiéu chuan hay quy tic hanh xu
cho ban than trong nhiéu tinh hudng,
hoan canh khéac nhau thi s2 khong co
chuyén phai ban khozn, suy nghi. Viéc
ndy s& gidp ching ta tiét kiém dugc thoi
gian va niang luong cia ndo nhiéu hon
bt ctr thir gi.

Gia sir trong truong hop ban khong biét
nén lam gi dé giam bét nhitng phuong
an lya chon, hoic khong biét nén xéc
dinh nhitng tiéu chuin hay quy tic cua
riéng minh nhu thé ndo thi 6 1& ban nén
viét ra nhirng diéu minh da ban khoan,
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nhiing thir minh da dau dau suy nghi
trong mot thoi gian nhat dinh nao d6 va
phan tich that k¥, chic chin s& co tac
dung.

Trong diém:

DPé khéng bi viéc lya chon cudp mat
thoi gian hay nang lugng cta néo, hdy
xé&c dinh “nhiing viéc hing ngay s lam”
va x8y dyng tiéu chuan hanh dong cho
ban than.

5

Triét dé loai bé yéu t6 gay mat tap
trung

Khi sir dung thoi gian hiéu qua hay hoan
thanh cbng viéc trong mot thoi gian
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ngan thi diéu quan trong nhit 1a “sy tap
trung”. Vi vay, trudc tién, can “triét dé
loai bo nhitng yéu té khién ban than mat
tap trung”.

Phan |6n nhitng yéu t6 gay mét tap trung
déu phé sinh qua hai gi4c quan 1a thi
giac vathinh giéc.

Hay néi vé thi gidc truge. Nhu toi ciing
da néi ¢ Phan 1 Chuong 2 (trang 105),
dé tap trung thi diéu quan trong la chi dé
tru6c mat nhitng dé dac that sy cin
thiét, c6 ging khong dé nhiing thir thira
théi lot vao tAm mét caa minh.

Vi dy, khi thao téc lam viéc trén méy
tinh thi phai 1am sao truéc mat minh chi
la cd man hinh méy tinh. Giay to, tai
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ligu, van phong pham, lich ban, cc
nudc... tit ca phai dé & nhitng vi tri du
xadé khong lot vao tim nhin caaminh.

Néu nhitng do vat khéng lién quan dén
cdng viéc nam trong tam nhin thi kiéu gi
ciing ¢6 Itc ching lot vao tim mat khién
su tap trung bi gian doan. Cho du chi la
0,1 gidy théi nhung viéc d6 cu lap di lap
lai, chat déng dan thi ciing dan toi that
thodt kha nhiéu thoi gian.

Téi von la nguoi hay bon chon, néng
nay cho nén nhitng khi ngdi doc sach ¢
trén tau ma ctr cd ngudi nao bén canh
choi game trén dién thoai |a toi lai thay
kho chiu véi nhitng chuyén dong cua
ngén tay bam bim caa ho va khang thé
nao tap trung vao viéc doc sach duoc
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nita. Co nhitng lUc kho chiu qud, toi phai
ldy céi danh diu sach (bookmark) cai
vao gong kinh dé che cho hinh anh d6
khong lot vao tam mat minh. Tham chi
thinh thoang t6i con nghi gid nhu cé
miéng che mit (blinker: miéng da hoic
vai dung dé che mat ngua, han ché tim
nhin cta ngua trong cac cuéc dua ngua)
danh cho con ngudi thi tét.

Tiép theo lathinh giac.

Khi néi dén chuyén tap trung vao cong
viéc thi thinh giac 1a yéu t6 toi dé y toi
nhiéu hon. Ban than t6i von khéng may
khi st dung dién thoai, cac chic nang
théng béo ciing da tit hét cho nén nhirng
khi lam viéc ¢ nha hay ¢ van phong téi
hiu nhu khdng bi |am phién boi tiéng
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dong.

Van d la khi phai di dén nhiing chd
ngod vin phong dé lam viéc. Ngay ca
khi ngoi doc séch trén tau toi ciing co
lGc khong thé tap trung duoc vi tiéng néi
chuyén qua lai xung quanh.

Vi thé matéi phai dung téi nit bit tai.

Thuce ratdi da bit diu dung ndt bit tai dé
c6 thé tap trung t6i da ngay ca trong
diéu kién c6 tiéng dn vao thoi gian dang
hoc 6n cho ky thi 14y ching chi ké toan
va gio thi da tré thanh théi quen khdng
b6 duoc.

Céc thiét bi bit tai hién nay déu rat hién

dai, chirc nang cach am ngay cang duoc
cai thién. Néu ban 1a nguoi hay khé chiu
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v6i nhitng tiéng dong xung quanh va
khong thé tap trung dugc thi hay thir sir
dung xem sao.

Trong diém:

Dé tap trung vao cong viéc, hdy cb ging
khong dé d6 dac khdng can thiét trong
tam nhin, ty ting truong hop cu thé ma
c6 thé sir dung n(t bit tai dé loai bo tiéng
on.

6
Vit bé " thoi gian cho dei”
C6 mot diéu toi thdy b kha nhiéu nguoi

khong dé y, d6 1a sy that thodt thoi gian
do “thoi gian cho doi”.
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Canhan toi rat ghét “thoi gian cho doi”
va luén luén nghi raing phai 1am thé nao
dé cat giam khoang thoi gian nay. O
phan ndy toi s3 gidi thigu ti cac ban
maot vai phuong phap.

Tir cugc sbng t6i cong viéc, ching ta
lubn c6 rat nhidu kiéu “thoi gian cho

doi” khéac nhau.

* Thoi gian cho doi dén khi cac thanh
vién du hop téi dong du.

* Thoi gian cho doi may tinh xt 1y céc
téc vu.

e Thoi gian cho doi khi dang nho ciy
ngudi khac cong viéc.

* Thoi gian cho dei tau dién, xe buyt.
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« Thoi gian chy doi d&én khi moén an
duoc dem ra trong cac cira hang an
udng.

« Thoi gian cho doi tai quay thu ngan tai
ctra hang hay cira giao dich tai ngén
hang.

Theo tbi, viéc phéat sinh “thoi gian cho
doi” tit ca déu “tai ban than” mara

Ngay tir dau, ké cd 13i 1a chinh ban than
minh khi d& di dén nhitng noi “thoi gian
chd doi” phét sinh. Téi thuong bét gap
nhiéu nguoi to ra st rudt, dang ngoi
khong yén khi phai xép hang nhung co
I& nhitng nguoi nhu thé khong sin sang
trude lya chon rang minh d& xép hang.
Néu biét nghi rang d6 la do minh thi s3
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khéng con cam thay bat rat, khd chiu
nia

Vay tanén lam thé nao dé loai bo nhing
khoang “thoi gian cho dgi” nay.

C06 4 céch sau déy:

1. An mic nhe nhang.

2. bam bao du da thoi gian.

3. Khéng hanh dong gidng tét ca.

4. Khéo léo sir dung nhirng cbng viéc
song song (parallel works).

Trong do, cach 1 — An mic nhe nhang
va céch 2 — bam bao du da thoi gian 1a
mot cap (set) di lién vai nhau. Vi dy, khi
céc mdi quan hé, giao thiép, khach hang,
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cdng viéc dang tién hanh, d6 dac so
hitu... tang Ién qua nhiéu s3 kéo theo
lich trinh (schedule) tré nén day dac,
khién ta khong con du da vé mat thoi
gian. Va thé |1a moi hanh dong sz bj han
ché va dé phét sinh nhitng khoang “thoi
gian cho doi”.

Pé khong roi vao tinh trang d6, hang
ngdy phai ¢6 ging luu y khéng nhdi nhét
qué nhiéu dy dinh, khéng dé lich trinh
tré nén day dac.

Vén di nhitng viéc c6 thé 1am trong mot
ngdy la cé gi¢i han dy vay ma rat nhidu
ngudi lai danh gia qua cao nang luc cua
ban than, tu cho rang minh cé thé xu Iy
dugc nhiéu viéc trong mot ngay dé dé
roi cir thé nhdi nhét qué nhidu ké hoach
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véo. Cir ¢b lam moi tha nhu viy s3
khién chit luong cua tirng dau viéc giam
di.

Nguoc lai, néu dam bao du da vé lich
trinh, cong viéc s& dién ra subn s va
thoi gian c6 thé sir dung 8 tang lén va
biét dau nho ¢6 ma ta s& cd thé 1am tot
ca nhitng cdng viéc bd sung khéc. Tat
nhién, voi viéc dam bao sy du da do ta
cing & ¢6 thé tranh dugc phé sinh
“thoi gian cho doi”.

Va nhu thé diéu quan trong nhat dé cat
giam “thoi gian chd dgi” c6 I& chinh 1a
céch 3 — Khéng hanh dong gidng tat ca.

Vi duy, vao ngdy nhan luong — ngay 25
hang thang, hay nhitng ngay cudi thang
thuong cd nhitng hang nguoi dung trudc
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méy rdt tién ty dong (ATM) caa ngan
hang dé cho rat tién. Bé khong phét sinh
nhu ciu rdt tién vao nhitng ngay nay, co
I& ta nén dam bao lam sao hing ngay
ludn cd du da tién bac du dé tiéu, hodc
tim cach dé viéc thanh toan co thé thuc
hién bing cac phuong phép tu dong trir
tién tir tai khoan.

Ngoa ra, & nhiéu cong ty, do khoang
thoi gian nghi trua la ¢6 dinh cho nén
nhan vién thuong phai xép hang dai
trong nha an nhung néu cé thé ty minh
kiém soé gio nghi trua thi ¢ 18 nén
trénh khoang thoi gian dong nguoi nay.

Céch 4 — Khéo |éo sir dung nhirng cdng
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viéc song song, tirc la tim céach “loai bo
thoi gian cho doi” bang cach lam mot
cd gi do khéc trong luc ph& sinh
khoang thoi gian cho doi dé.

Ciing giéng nhu ¢ phan 4 caa chuong
ndy (trang 157) t6i ciing d& dé cap téi
viéc giam b6t cac phuong éan lya chon
thi c6 1& ta nén xéc dinh tir truéc rang
minh s3 1am gi néu thoi gian cho doi
phéat sinh.

Vi du nhu ta c6 thé doc mét cudn sach
trong khi dang xép hang hay cho dén
lwot & quay giao dich ngan hang chiang
han. Trong lGc ndy nhidu nguoi 5 s
dén céi dién thoai thong minh nhung du
gi thi d6 ciing Ia nhitng khoang thoi gian
quy bau cho nén hay |am sao dé sir dung
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vao nhitng viéc co ich cho cudc sdng
cua ban than minh.

Trong diém:

Hay thiét ké truéc lich trinh va hanh
dong caa ban than dé khéng phét sinh
nhirng khoang “thoi gian cho dei”

7

Vit bé nhitng méi quan hé vo nghia,
nhirng budi tiéc tung an uéng it quan
trong

Quan sét cong dong mang x& hoi (SNS)
gan day, t6i chot nghi “con nguoi qua la
lodi lubn cb ging khoe khoang, thé hién
ban than”. (T6i rat xin I8i c&c anh, céc
chi, nhitng nguoi ludn nhiét tinh tham
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gia vao cac hoat dong trén SNS nhung
dé thyc sy [anhitng gi ti suy nghi.)

Tha matoi dac biét cha y trong céc bai
dang trén SNS d6 la “khoe mdi quan
hé”.

Vi duy, c6 rat nhidu nguoi tuan ndo ciing
déu dan tham gia c4c bira tiéc hoanh
tréng, tu tap vui choi tung bung vai
cling mot dam thanh vién trong céc bubi
nhau, chup hinh d6i cing nhirng nguoi
ndi tiéng dé khoe mébi quan hé.

Nguoi ta van thuong néi “quan hé |a tai
san”, roéi “cac mdi quan hé rat quan
trong”... nhung truéc dé cad quan trong
chinh 1a ban than minh. Chang phai chi
khi ban thén vitng vang, lubn trong trang
thé 6n dinh, khéng gap van dé gi trong
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ca cudc sdbng lan codng viéc thi khi dy
méi ¢6 du tu cach dé néi vé chuyén giao
thiép hay quan hé véi nguoi khéc hay
sa0?

Cugc sdng suy cho ciing la phai leo lén
nhitng tdm cao bing chinh thuc luc cua
minh. Khéng duoc y lai, nho ciy vao
ngudi khéc.

Va c6 nhiéu nguoi 1am tusng rang viéc
tham gia vao céc bira tiéc tung, an nhau
chinh 1a “giao thigp”, 1a “tao mbi quan
he”. Truéc day da co rat nhiéu nguoi
tuan ndo ciing déu tu tap an nhau cing
dam ban dong nghiép rdi tat ca cung néi
Xau cap trén, néi xdu céc phong ban
khéc trong cdng ty cho ha gian. Mac du
hién tuong ndy gan day da giam di nhidu
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nhung t6i Nghi van con ton tai khéng it.

R6 rang, nhitng ldc nhu thé, nhiing
nguoi anh em, chién hitu cing hoi cling
thuyén co thé sz trg nén than thiét, gan
b6, d6 co thé la giao thigp, 1a quan he,
nhung vi cho du ¢6 ndi xiu bao nhiéu
thi su that van 1a sy that, chang thé thay
ddi dwoc gi cho nén chi co thé ndi d6 1a
su 1ang phi thoi gian mathéi. Néu ban 1a
nguoi hay tham gia vao nhitng budi an
nhau nhu thé, tir 13n sau hdy ¢ gang tir
chéi dirt khodt.

Vay c6 nén dén céc bira tiéc ¢ sy tham
gia cta nhirng nguoi c6 dia vi va thu
nhap cao hon minh hay khéng? Cau tra
loi 1a khong can thiét. Tai cho rang day
cing lai la sy I&ng phi thoi gian khéng


https://hocphotoshopmienphi.com/
https://hocphotoshopmienphi.com/
https://hoimesach.com/

khéac gi nhitng budi an nhau véi ddng
nghiép trong cong ty.

Thoat nhin nhitng bira tiéc ndy trong rat
xa hoa, hoanh trang nhung phan 16n
nguoi tham du déu c6 mot muc dich ndo
d6 (hau hét 1a tim méi 1am an) va gan
nhu khéng c6 chuyén co thé xay dung
mot mbi quan hé nghiém chinh & dé.
Néu di vai suy nghi rang “biét dau s3 co
loi 16c gi d6” thi co thé tién mat tat
mang, ching nhitng khéng ¢ ich loi gi
ma c6 thé nguoc lai 8 gap phai nhirng
chuyén khong hay ho.

Ban than t6i ludn tao thdi quen khdéng
tham gia céc biratiéc kiéu nhu thé nay.

Tét nhién, khong phai tt ci céc budi

194


https://www.facebook.com/groups/mesachhoi/
https://kinhdoanh.hoimesach.com/
https://kinhdoanh.hoimesach.com/

tiéc, bira nhau déu khong tét. Néu d6 1a
nhitng budi gap g& ma co sy tham du
cia “nhiing nguoi dang ton kinh”,
nhitng nguoi da dat dugc nhitng thanh
tich tuyét voi trong cac linh vuc ma
minh mudn hoc hoi, c6 hirng thi thi nén
tham gia D6 s3 1a co hoi dé ban than
hoc hoi dugc nhiéu hon va nhirng nguoi
minh gap g, lam quen ¢ d6 nhiéu kha
nang s tré thanh mdi quan hé tét.

Diéu t6i mudn néi nhit & day chinh la
“khong y lai qua dé dang vao nguoi
khéc matruéc tién can rén gitia ban than
ca V& tri 6c 1an sac khoe, tao ra cbt cach
cta ban than rdéi méi rangodi giao thiép
v6i moi ngudi”. Vi cude sbng 1a hoc tap
ca doi cho nén mac du co thé minh s3
méa khong thé ra bén ngodi duoc nhung
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nhu thé ciing khéng sao. Birng dé minh
lamot thir chi c6 & bé ndi, trudc tién hdy
x8y dung céi 16i caaminh that chic.

Trong diém:

Qua nira nhitng hoat dong “giao thiép”
hay “xay dung mdi quan hé” 1a vé ich,
lang phi. Thay véo d6, hdy danh thoi
gian dé rén gitia ban than.

T6m téit chwong 3
3 C6 ging khong lya chon qué ciu ky

vé quin &0, ca vat... dé tiét kiem thoi
gian vanang luong.

@ Quy dinh trudéc khoang thoi gian va

sb lan kiém tra e-mail trong mot ngay.
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Ngoai ra, c¢b ging khong thuc hién phan
hdi ngay.

Cb géng dat tiéu dé thu ngén gon va

dé hiéu, dong thoi rat ngan, don gian
hoa phan noi dung than bai.

Tim céch triét dé loai bo nhitng yéu

t6 (40 dac hay &m thanh) gy anh huong
tai kha nang tap trung caa ban than.

Cb ging dam bao du da thoi gian
trong lich trinh, khéng hanh dong giéng
tat ca dé khong gay that thoét do “thoi
gian cho doi”
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CHUONG 4: TRONG PAU BAN
CHI TOAN LA "NHUNG CAM XUC
vO icH"

1

Bubng bé " niém kiéu hanh" va" sy
pho trwong”
Ochuong ndy, tdi & ndi vé chuyén cai
thién va cai cach dau 6c, suy nghi cua
ching ta.
N6i mot cach don gian thi @6 chinh la
cai thién ban than (tw cai cach) bang
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viéc “suy ngam” véi myc dich cudi cling
I 1am cho cdng viéc va cujc sdng tro
nén tt dep hon.

Trudc tién ti xin néi tir viéc vat bo
“niém kiéu hanh (pride)” va “sy sy
dién”.

Pham 1& con nguoi thi ai ciing c6 “niém
kiéu hanh”.

C6 nhidu nguoi & mot mac d6 ndo do
lubn danh gia ban than minh rit cao
ddng thoi ciing ludn “muén duoc danh
gia dung” tir phia x& hoi. Téi cho rang
thuc ra, thr cam giac nay la nguyén
nhan caa rat nhidu ric réi vala yéu tb
gy sit giam hiéu suét trong cong viéc.

“Mubn dugc nguoi khéc nhin nhan tét
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vé minh” hay “muén duoc dénh gia
dang” 1a tha cam giéc rat binh thuong,
khéng nén phu nhan. Ngoai ra, viéc co
“sy phd trwong, sy dién” ring “minh
dang song rat tét”, “minh dang tién xa
hon nguodi khéc”, “minh khéng muén
thua kém moi ngudi” au ciing la diéu ty
nhién.

Tuy nhién, néu c6 thé vit bo di “niém
kiéu hanh” va“su sy dién” thi cusc sbng
s3 thyc sy nhe nhdm va hiéu suat cong
Viéc ciing & tang cao. Tai sao vay? Boi
I€ ta s£ khdng con phai sir dung nang
lugng vao viéc suy nghi xem nguoi khac
nhin minh thé ndo hay phai ban tam vé
ngoai hinh nay no nira. Khi lam viéc mot
cach ngay thing theo dung nhitng g
minh nghi thi s khéng bi 1an vao d6

200


https://www.facebook.com/groups/mesachhoi/
https://kinhdoanh.hoimesach.com/
https://kinhdoanh.hoimesach.com/

nhitng hat san hay tap chat, do d6 s& dé
tao rakét qua tot dep.

Ngoai ra, véi viéc thay doi suy nghi theo
huéng “nguoi khéc nhin minh thé nao
ciing duoc” ta s3 thé hién dwoc céi chat
cta ban than va cé khi nguoc lai con
khién moi nguoi ¢6 thién cam véi minh.

Vi du nhu truong hop caatdi chang han,
hang ngdy t6i song va lam viéc vai suy
nghi “minh la ké vut di, 1& nguoi nang
lwc kém coi ching lam dugc viéc gi”. Vi
t6i lubn khéng ky vong qué nhiéu vao
ban than cho nén cudc sdng thuc su rat
thoai mai.

Trén thé gian ndy ciing c6 rat nhiéu
nguoi lay “niém kiéu hanh” hay “siy phod
truong” lam ngudn dong luc dé tao ra
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sirc ép cho ban than rdi bang céch thic
ddy manh mé& né ma tré nén trusng
thanh va thanh cdng cho nén viéc suy
nghi kém coi vé ban than khéng phai lac
ndo ciing la ddng dan. Chi c6 diéu, sy
that la khi tach ban than ra va nhin nhan
mot cach khach quan thi moi thir S8 tré
nén rat thoai méi.

Baoi vay, khi néi vé& cong viéc, co 18
khéng nén ky vong qua rang “phai 1ap
than xuét thé” hay “mudn duoc giao cho
congtoviéclon”.

Véi tam thé vira phai, khiém tén kiéu
nhw “da, t6i khéng rd |a minh c6 thé
lam dwec viéc @6 hay khdng nhung
néu mudn xin hay cir giao cho téi” thi
¢O khi nhirng cdng viéc lon lao sé tuw
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tim dén véi minh.

Ban than toi gan déy ciing ludn don
nhan céng viéc vaoi thd do nhu vay,
khong cau ky t6 diém ban than, ludn thé
hién rd “toi 1a nguoi nhu thé ndy, néu
dugc thi...”. Khi dy, khéng hiéu sao, rat
ky la la cong viéc ct thé duoc ddi
phuong giao d&én cho minh.

Ngoai ra, vi ngay tir dau da khong ky
vong vao ban than cho nén thinh thoang
khi 1am duoc viéc gi d6 hay ho, tt dep
thi tu nhién lai mudn khen ngoi chinh
minh. Vakhi 4y, trong 16ng lai cam thy
mudn ¢b ging hon trong nhitng cong
viéc tiép theo.

Hay vt bo hoan toan “niém kiéu hanh”
hay “su phd truong”, khdng qua ky vong
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vao ban than dé 1am sao cho minh cam
thiy thoai mé nhat.

Trong diém:

Khi izt bo “ niem kiéu hanh” hay “ sir s
di¢n” va dung ky vong vao ban than,
khdng chi cam giac s¢ tré nén thoai mai
va cOng Viéc ciing ¢ tién trién sudn sé.

2
Bubng bé " nhirng cau n¢" vo6 nghia

Giéng nhur cau néi “Chua ngu tri & chi
tiét” (God is in the detail), “cau ng, doi
hoi” trong cdng viéc 1a rat quan trong.
Lam viéc mot cach ti mi, chin chu nhiéu
khi s3 gilp nhan dugc sy hai long, vui
vé tir khéch hang.
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Nhung khéng phai chi vi thé ma can téi
nhirng “cau né, doi hoi” qua mic.

Khi xir Iy cong viéc, diéu phai suy nghi
truge tién d6 1a “cudi clng cdng viéc
ndy s& nhur thé nao”.

O van phong ké todn cua téi, cac ban
nhan vién ai niy déu rat nghiém tdc,
chin chu lam viéc. Vi du nhu ho lubn
ghi chép can than noi dung tirng cugc
trao doi, giao dich lién quan dén ké toan
ctia khéach hang. Chi c6 diéu, chinh tai vi
thé no6 tén kha nhiéu thoi gian. Tuy rat
c6 ich, nhung ciing ¢é nhiéu Idc téi chot
nghi, “ Sao vay nhi? C6 can phai |am dén
muc dy dau!”

Tai sao tbi lai c6 suy nghi nhu vay? Boi
vi ho dang ghi chép téi ca nhitng thir vé
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mit két qua lakhong can thiét.

Vén di diéu can thiét trong cong viéc &
vin phong cua toi 1& “Twong la khéng
xay ra bat ky vin dé gi do diéu tra
thué . Néu mudn théa man duogc diéu
d6 thi can phai c6 gang gian lugc cong
viéc hét muc co thé.

Téi nghi vé diém nay thi khdng chi c6
vin phong cta téi ma ¢ cong ty nao,
doanh nghiép n&o ciing thé.

Vi dy, khi lau chui, don dep, viéc lau k¥,
chui sach cin than dén tirng chi tiét nho
la rat tét. Tuy nhién, khi néi d&én chuyén
phai mat bao nhiéu tiéng ddng ho cho
cdng viéc do thi cb 1€ nguoi lam trong
mot thoi gian ngan hon va hoan thanh
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sach & & mot mirc d6 nhat dinh van tét
hon. Vi duy, biét gian lugc héa viéc lau
chui hang ngdy, mdi nam maét 1an bo hin
thoi gian lam tong vé sinh, lau sach,
danh bong dén ting chi tiét nho s3 tot
hon.

Céc ban ciing vay. Hay danh thoi gian
xem lai minh cé dang qua cau né vao
cdng viéc dang lam hién nay hay khong.

Hay liét ké ting viéc mot va kiém tra
xem tirng viéc can co két qua & mirc do
ndo. Chic chin hau nhu s3 ching co
cdng viéc ndo can tgi mic 100/100 diém
ca. Chang phai cong viéc ndo ciing chi
can hoan thanh & muc 80 diém ladu hay
sa0?

Néu vay thi nén 1am sao chi bo cong bo
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sic & mac toi thiéu dé dat duoc sb diém
80 d6 laduoc. Boi nhu thé d& cd két qua
t6t ma lai c6 thém thoi gian dé dung cho
viéc khéc vi d lugc bot duoc nhitng vt
va khdng can thiét.

Trong diém:

Lam viéc chin chu, can than |a rat quan
trong nhung khong duoc qué cau né dén
muac danh thoi gian va cdng sirc hon
muc can thiét.
3
Buéng bé " sur thich ghét"

Pham 1a con nguoi ai ciing ¢ “sy thich
ghét”.
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Trong cbng viéc, nho budng bo “su
thich ghét”, hoic nguoc lai lubn suy
nghi phén biét r6 gitra “thich va ghét”
thi c6 khi s3 dan t6i két qua tét. O day
t6i 3 clng c&c ban suy nghi vé vin dé
nay.

Toi nghi tt ca moi nguoi déu co riéng
cho minh nhitng “cong viéc wvathich” va
nhirng “c6ng viéc chan ghét”.

Vé co ban thi ching ta nén uu tién
nhitng “cong viéc wa thich” nhung déi
khi trong nhirng “cong viéc wa thich” lai
bao gom ca nhitng “cong viéc chan
ghét” va nhiéu ldc thé ndo ta ciing budc
phai lam nhitng “cong viéc chan ghét”.

Trudc tién, hdy viét ratat ca nhirng cong
viéc hién dang lam va phan loai ra dau
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la “cong viéc wa thich” va dau la “céng
viéc chan ghét”.

Véi nhitng “cbng viéc wa thich” thi chi
viéc tiép tuc thyc hién.

Vin & nam ¢ chd nhirng “cong viéc
chan ghét”. Viéc cir phai kho chiu lam
nhirng “cdng viéc chéan ghét” vira khdng
t6t cho sirc khoe tinh than vira co thé ss
gdy anh huong xau téi chat lwong cong
viéc, thanh tich kinh doanh. Vi vay, hdy
nght téi viéc budng bo.

Trudc tién la phai dat khoat dirng ngay
nhirng cdng viéc do lai. Nhu téi ciing da
néi ¢ Chuong 1, c6 qué nira so cong
viéc lathudc loai khong lam ciing chang
c6 van dé gi. Tat ca chi la do ban than
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ching ta lam tuwong rang “khéng lam
khong dugc” mathdi. Hay suy nghi that
k¥, néu thay rang “khéng lam ciing 6n”
thi dirng tay ngay.

Vay néu roi vao truong hop “kiéu gi
ciing khong thé dirng dugc” thi phai 1am
sa0?

Luc dé c6 mot phuong phédp dé 1a “nho
ai doélamgidp”.

Trén thé gian nhit dinh s3 ludn c6 nguoi
sin sang vui vé dam nhiém gidp nhitng
“cbng viéc minh ghét”.

Vi dy, gia st ban “rat ghé nhirng cong
viéc ti mi”. Nhung nguoc lai ciing s& cé
nhitng ngudi “rét thich nhitng cong viéc
ti mi”.
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Hay tim kiém nhitng nguoi yéu thich
nhirng “cong viéc minh chan ghét”. Néu
khéng tim duogc nguoi d6 trong céng ty
thi ¢6 thé tim kiém trén mang ¢ nhitng
trang web cung cip dich vu thué ngoai
nhu “lancers,jp” chang han. (T4t nhién,
chi gigi han ¢ nhirng cbng viéc c6 mirc
d6 bi mat thap.)

Vaco 18 ciing s& ¢ nhitng lc chic chan
minh s phai tan tay 1am nhirng “cdng
viéc chén ghét” phai khdng ndo? Nhirng
lGc nhu thé, hdy tim cach [am giam bot
muc d6 “ghét” bang céch ty thuong cho
minh mét mén qua hay phan thuéng nho
nho.

Trong truong hop cia minh, téi udn tao
théi quen thuc hién luén phién ca nhitng
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“cdng viéc chan ghét” (cong viéc phién
phtrc, ton thoi gian, cdng sirc) va nhiing
“cbng viéc wathich” (cbng viéc dem lai
cam giéc du day). Bai vi viéc dugc lam
nhirng “cong viéc wa thich” sau khi két
thac “cdng viéc chan ghét” s2 tro thanh
dong lwc thic day (motivation).

bang ra, dugc lam viéc ma khong lién
quan t6i thich hay ghét 1a Iy tuong nhét
nhung mot khi ¢a1a con nguoi thi khdng
bao gio cé chuyén d6. Hay suy nghi va
tim that nhidu cach dé vuot qua Biét
dau, biang nhitng ¢6 ging d6 ma nhirng
“cong viéc chan ghét” s3 thay ddi thanh
nhirng “cdng viéc wathich” ciing nén.

Trong diém:
Véi nhirng “cdng viéc chan ghét”, hay
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bubng bo hoac la suy nghi nho ai d6 lam
gitip. Hoac ciing ¢6 thé thuc hién luan
phién cung voi nhitng “cdng viéc ua
thich”.

4

Bubng bé " sw xu ninh, quan tam thai

qua

“ <t B (sontaku) = su xu ninh, quan tam
thdi quéd’ la mét tr dugc lvu hanh kha
rong rdi ¢ Nhat Ban vao nam 2017. Y
nghia cia nod la “phong doan cam giac
cia ngudi khéc”. Day von lamot tir co ¥
nghia tét nhung dan dan lai dugc sir
dung véi sic thad “quan tam thira théi
(xu ninh, be d& ngudi c6 quyén luc)”.

214


https://kinhdoanh.hoimesach.com/
https://kinhdoanh.hoimesach.com/
https://www.facebook.com/groups/mesachhoi/

Poan biét cam gidc cua nguoi khéc 1a
viéc 1am rit quan trong. Vi tu céch 1a
mot con nguoi thi viéc “ding vao lap
truong caa déi phuong dé suy nghi” 1a
yéu té rat co ban. Néu khdng lam dugc
viéc ndy thi c6 thé s3 gay phién phuc
cho nguoi khac va s& bi nguoi ta ghét
bo. T4t nhién, ngay ca trong cong viéc
ciing vay, néu khong biét cach ding vao
lap truong cua dbi phuong dé suy xét thi
khéng 1am kinh doanh duoc.

Tuy nhién, phan y nghia “xu ninh, quan
tdm thd qua’ bao ham trong tir nay
nhiéu khi 1a khéng can thiét, vit bo nd
di thi ¢dng viéc s nhanh hon va hiéu
qua hon.

Hay cung nhin vao vi du khi tiép dén
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qua nhiéu nhan vat quan trong (key
person) cua phiadi tac lam an.

Ngay trong so khéach hang ciia téi ciing
c6 rat nhidu nguoi phai tén kém khong it
tién cia cho viéc giao thigp, tiép khéch
roi phai thuong xuyén di danh golf hay
an ubng, nhau nhet.

Tham chi ciing c6 nhitng lic toi da
mudn thang thin gép ¥y vaéi ho rang
“chang phai khéng can phai tiép khéach
nhiéu dén thé hay sao?’ Pau co phai chi
vi dé tiép dd ma chic chin s3 cd thé
kiém dugc cong viéc. C6 thé khi ngdi &
ban tiéc, tam trang rat vui vé, csi mo
nhung khi bat ¢iu cau chuyén 1am an thi
s khéc ddy. Vi vay, khdng can phai
“Sontaku = xu ninh, quan tam théi qua’
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d6i vai nhitng nhan vat quan trong nhur
thé nay.

Ngoa ra, “sy xu ninh, quan tam tha
qu&’ dbi voi cap trén ciing khéng can
thiét.

O cong ty, cd 2 kiéu nguoi dat duoc
thanh cong vatiép tuc sbng sot.

Kiéu thir nhat |a nhitng nguoi gisi giang,
uu td, c6 nang luc cao. Va kiéu thir hai
|& nhitng nguoi dugc cAp trén, 1anh dao
yéu quy.

Kiéu nguoi the hai rat gioi “sontaku”.
Dé thang tién, dé lot vao mit xanh cua
cip trén, dé |anh dao c6 tam trang tdt,
hoic dé sép cam thiy cao sang, ho sin
sang lam moi céch dé “sontaku”.
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Nhitng nguoi nhu thé néu thanh cong
dugc, thang tién duoc thi 6 & s3 hanh
phlc nhung ngay tir dau, dia vi, vi tri ¢
trong cong ty can phai dat dugc bing
chinh nang luc cua ban than. Téi cho
rang cach sdng nhu thé cd I8 s& khéng
tdn tai dwoc trong x& hoi twong lai.

Trong tuong lai, néu mdi c& nhan khdng
¢0 y chi cuariéng minh, khéng phét huy
nhitng ky nang, phim chét tét caa minh
thi c6 1& toan thé xa hoi s sup do.

Trong tuong lai khdng xa, s3 khong thé
séng duoc néu chi dya vao viéc xét doan
tam trang, cam giéc cua dbi phuong.
Chang ta hdy nhanh chéng vuat bo
“sontaku” va cd ging tu do thiét ké cong
viéc va cudc sdng caa chinh minh.
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Trong diém:

Nguoi sdng sot 1a nguoi biét bubng bo
“sy xu ninh, by d&, quan tam tha qu&’
d6i véi cap trén hay nhiing nhan vat
quan trong phia ddi tac vathay vao d6 la
tap trung vao viéc nang cao thuc luc cia
ban thén.

5

Budng bé " nhikng thwong thic trong

nganh ", " nhiing tip quan cia cong
ty"

C6 mot cum tir hay duoc nhic téi &
cdng so, d6 la “nhirng thuong thirc trong
nganh”.

C6 1& khong c6 mot ngudi truang thanh
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nao chua tirng dugc nghe téi nhitng cau
n6i kiéu nhu “Vi minh thuéc mot nganh
nghé dic thu ma...” hoic la “Vi co
nhitng |1& théi trong nganh nén néu cau
khong tuan theo thi...” hoic ning né
hon c6 thé 1a“Vi & cong ty nay la nhu
thé nay chonén...”.

Tuy nhién, x& hoi ludn bién déi va viéc
céc nganh nghé ciing phai thay ddi theo
la 1& duwong nhién. Nhitng thuong thirc
vbn ¢4 tir trege mot 10c ndo d6 s3 khdng
con phu hop nira. Ngoa ra, “thuong
thirc trong nganh” cha yéu chi |a nhirng
“phi thuong thuc coa xa hoi”. Vi tuong
lai cua ban than, hdy budng bo “nhirng
thuong thirc nganh nghé” dé di.

Con nguoi 1a gidng loai 1uén mubn duy
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tri tét trang thé hién tai, rat so phai thay
dbi hién trang, rat ghét khi hién trang bi
thay d6i . Ngay ca ban than toi ciing
lubn cam thay thoai méi néu c6 thé duy
tri cusc sdng hang ngdy hién nay va cé
I3 tat ca moi nguoi ciing thé. Vi vay ma
“nhitng thuong thac trong nganh” van
ctr ton tai méi.

Trudc déy, khi lam viéc & cac cong ty,
téi cling ting bi b6 buoc boi “nhitng
thuong thirc trong nganh” hay “nhirng
théi quen caa doanh nghiép”. C6 qua
nhiéu dau viéc du nghi thé ndo cing
thiy khong can thiét. C qué nhiéu cong
viéc khong hiéu tai sao rd rang hoan
toan co thé 1am hiéu qua hon ma khong
ai chju bit tay thuc hién.
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Vi t6i vi khéng mubn |am thém gio cho
nén da tirng gop y truc tiép véi nhiing
cép trén ciia minh dé dirng ngay nhiing
cong viéc vo nghia nhu thé lai.

C6 nhitng cap trén hiéu chuyén, d& chap
thuan va cho phép mot phin nao d6
nhung ciing c¢6 nhitng cip trén vén
khong hiéu gi vé tai chinh nhung lai cu
mot muc khang khang ndo 1a “chuatirng
c6 tién 1&”, ndo 1a “vi @6 la nhitng gi tir
truéc t6i gio van lam” va khong cho
phép.

Cho du d6 c6 la nhitng viéc von di da
lam sudt tir truée t6i gio nhung néu
khéng ding thi ciing nén dirng lai ngay
lap tic roi sau d6 tién hanh kiém tra,
xem xét xem “viéc d6 co thuc sy cin
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thiét hay khoéng?’ hoac “c6 phai céch
lam dang c0 gi sai hay khéng?’'. B6 mai
dang lalam viéc.

Khéng thé dirng nhitng théi quen sai tréi
chinh & chua thé “cit 16" dwgc. Vanéu
khong thé “cat 15" thi nhitng ton that
phéat sinh tir d6 s¢ cang phinh to hon.
Khéng nhitng thé, chinh vi viéc khdng
thé “cat 16” d6 ma sg din téi hau qua 1a
khong thé tién téi nhitng du 4n méi va
két cuc la gay raton that gap doi.

Nhin tir nhitng kinh nghiém tir truéc dén
nay ciia ban than mandi, téi thay cho du
c6 vit bo hét “nhitng thuong thic trong
nganh” hay “nhirng théi quen cia cong
ty” thi ciing khdng c6 chdt van dé gi ca.
Tham chi nhiéu khi con c6 nhiéu diém
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cong.

Nhu t6i ciing d& ting viét trong mot
cubn séch khéc, khi con lam viéc &
Phong ké toan cia mot cong ty no, toi da
ting dé nghi cho dirng hoat dong mot
chiéc méy duoc goi la “méy CD”
chuyén dung dé xuat tién cho nhan vién
di cong tac. Chiéc méy nay cho dén lic
d6 van ludn dugc cho la rat can thiét
nhung sau khi bo di thi cling khéng c6
van dé gi xay ra.

Vi thé, céc ban ciing nén thir nghi ngo
mét 1an vé& nhitng viéc kiéu nhu “l1a tat
nhién tr truéc téi gio” hay “duong
nhién phai 1am céng viéc d6".

Ngoai ra, viéc budng bo “nhitng thuong
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thic trong nganh” @di IGc cling gidp
“mo ramot thé gioi méi”.

Chiéc dién thoai théng minh ma nhiéu
nguoi dang str dung hién nay ciing duoc
sinh ra bang viéc pha bo “nhitng thuong
thirc trong nganh” vén luén cho rang
“dién thoai di dong cang nho cang tot”.

Nhu vay, c6 1€ s2 khdng phai la qua loi
khi néi, trong kinh doanh, viéc vut bo
“nhitng thuong thac trong nganh”, séng
tao ra nhitng thir méi mé s& quyét dinh
thing thua. Néu chi suét ngay t6 V&, rap
khuén lai nhitng thir gidng nhau da ton
tai tir trudc toi nay thi chi c6 thé cung
cip cho x& hoi nhirng thir [a tit nhién ma
théi. Trong khi nhitng gi dugc x&hoi doi
hoi 1a nhitng thar méi mé nam ¢ chd da
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phabé nhitng thuong thirc, théi quen.

Toi rat hy vong céc ban s dap tan
“nhitng thuong thic trong nganh” va
séng tao ra that nhiéu diéu méi meé. Ca
nhan téi ciing mudn ¢ gang thuc hién
diéu do.

Trong diém:

bat cau hoi cho “nhiing thuong thuc
trong nganh”, “nhitng théi quen cua
cong ty” va tim céach xéa boé ching di.
Khi 4y nhitng ban than méi, nhitng
mang kinh doanh méi s& radoi.

6

Bubng bé " nhirng cach lam caa ban
than"
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Trong cong viéc, “cach lam” hay “cach
tién hanh” 1arat quan trong.

R6 rang viéc thir théch, duong dau voéi
nhiing diéu méi la 1a rat quan trong
nhung khoéng dugc phép sai lam trong
“cach lam” chang.

Véi nhitng ngudi ludn tin tuéng manh
mé rang “céch |am caa ban than da tich
[ty tir truge dén nay la tuyét doi ding
dan” thi c6 1& chi viéc cir thé malam la
xong, nhung hau hét moi truong hop
déu khong nhu thé. Tham chi, duong
nhu ¢6 nhiéu khi “sau khi viit bo céach
lam truyén thng tir trudc téi nay thi
méi thdy xuat hién nhitng phat kién

&3

mol .

Tir trudc téi nay, nguoi tadaitao ravo sb
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céc “céch 1am”, “céch tién hanh” cong
viéc va nhitng gi xuat ching, xuit sic
trong sd d6 van dugc luu truyén cho toi
tan ngdy nay. Diéu quan trong la biét
hoc hoi nghiém tdc tir nhitng céach 1am
hay d6 va chi tiép thu nhitng diéu hay,
nhirng thir phu hgp vai ban than.

T6i ludn nghi rang minh & nguoi 1am
viéc rat nhanh nhung van con rat nhiéu
diéu déang phai hoc hoi.

Vi tbi, toi thuong hoc “céch 1am” cong
viéc tir sach vo.

Khi tim dugc cudn séch ndo cb vé hay,
bd ich t6i s5 mua vé doc. Bé&i vi khi
nhiing diéu trong cudn séch d6 ¢ lién
quan téi viéc nang cao hidu suat cong
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viéc cua ban than thi s gilp gia tang
thoi gian c6 thé sir dung cho ban than
cho nén t6i lubn may mo, tim hiéu vai
suy nghi “Duing tién mua thoi gian”.

bac biét la trong viéc sir dung may tinh
hay dién thoai théng minh, nguoi ta
thuong xuyén dua ra nhitng cach sir
dung tién loi, nhirtng meo hay dé nang
cao hiéu sut cong viéc. Toi thuong doc
ngau nghién nhitng noi dung d6 va &p
dung vao thuc té cusc sdng cua ban
than.

Vén di vao thoi dai ma ky thuat, cong
nghé tién by nhanh chdng nhu hién nay,
khong thé ndo c6 chuyén ct duy tri tién
hanh cong viéc bang “nhiing céch 1am”
gidng nhau trong 5 nam, 10 nam ma lai
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khoéng xay ra van dé gi. Tat nhién néi
thé khoéng c6 nghia la phai 1am mai tat
ca céc “céch lam” ma nén tiép thu, &p
dung nhitng gi phu hop véi ban than.

Nén tirng budc bién nhitng gi da hoc hoi
dugc thanh ciia minh va lam cho chang
tr¢ thanh thuc sy quen thudc. Viéc tirng
buéc thay doi ban than c6 y nghia rat
quan trong.

C6 rat nhiéu ngudi mac di chi méi hoc
hoi dugc cht it théi nhitng da voi quyét
dinh “céch 1am cua ban than” dé roi ct
bau viu, cau né vao dé. T4t ca moi nguoi
ciing hay quan sa cach lam viéc cia
nguoi khéc roi nghi rang “dang ra nén
lam thé nay mai phai chi” phai khdng
nao?
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Vi ¢6 thé chinh c&c ban dang bi tréi
bugc vao “céch lam caa ban than” cho
nén hdy that chd y. Thinh thoang hay
dung lai, quan s& cdng viéc cia minh
mot cach khéch quan, kiém tra xem c6
chd nao bét thuong, c6 chd ndo hiéu sut
kém hay khéng va néu co thi tim cach
cai thién.

Trong diém:

Thuong xuyén suy nghi xem “céch lam
cta ban than” hién tai c6 thuc sy phu
hop hay khéng vakhi c6 “cach lam” hay
hon thi phai tiép thu, & dung ngay,
khéng chan chir, do du.

Tom tit chuwong 4

@ vt bo “niém kidu hanh”, “su sy
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dién”, khdng st dung ning lugng vao
viéc dé y dén vé bé ngod s3 gilp nang
cao hiéu suat va chat lugng mot céch rd
rét.

2 Khong cau ng, doi hoi qua mirc cin
thiét vao két qua cong viéc, xéc dinh dat
két qua & mirc 80% la“dugc”.

3 C6 géng budng bo hét “nhiing cong

viéc chan ghé”, tim céch dé c6 thé
chuyén tdm vao “nhitng cbng viéc ua
thich”.

Vi viéc vt bo “nhitng thuong thic

trong nganh”, “nhitng théi quen cua
cong ty” vo nghia, ta s3 co thé tao ra
nhirng hoat ¢ong kinh doanh magi me.
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“Céach 1am” hay “cach tién hanh”
cong viéc thi ¢d rat nhiéu cho nén khong
cau né, bau viu vao “cach lam cua ban
than” ma hdy thuong xuyén nang cip
chinh minh.
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CHUONG 5: KHONG SU DUNG
NHUNG 'LOI NOI VO ICH" GAY
CAN TRO CONG VIEC CUA BAN

1
Khéng sir dung " t6i nghi rang...."

Ochuong ndy, tdi s3 tap trung trinh bay
vé “céch st dung tir ngi”.

Chi can loai bo (cb gang khong sir dung)
mot sd cum tir, cach néi ma ta hay sir
dung trong vo thac la cong viéc s& tro
nén nhanh chéng hon, chét leong hon.
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Nguoi ta thudng néi “kha niang giao tiép
rat can thiét trong cong viéc” vanéi dén
kha nang giao tiép tirc [andi dén tir ngi,
|61 ndi. DU sao thi céc ban ciing da cam
trén tay cudn sach ndy vadoc t6i day roi
cho nén hay kién nhin doc hét chuong
nay, quan sat that ky lai “nhitng 16i néi”
cia ban than. Roi sau d6 hay thay dbi
céch sir dung tir ngir dé dwa cong viéc va
cudc sdng cia minh theo huong tét dep
hon.

Trude tién hay cing suy nghi vé céch
dién dat “t6i nghi rang”. Ban than toi
truéc déy ciing rit hay sir dung cach néi
nay mot cach vé thuec.

Téi ciing |a mot chuyén gia vé luat (luat
thué...) va tdi nhan thu lao bang céch
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dua ra nhitng céu tra loi rd rang cho
khach hang. Vi vay, téi khéng dugc
phép si dung kiéu dién dat “tdi nghi
raing” ma luén phai 1a sy khing dinh
chic chian. Ngay ca hién nay c6 déi luc
toi van néi ra trong vé thac nhung téi
ludn cha y ¢ ging khong sir dung cach
néi dé.

Trong céch ndi “tdi nghi rang” c6 bao
ham sic thé biéu dat ring “néu nhiing
gi minh dé khiang dinh masai thi do qué,
thdi cir phai tim duong thoat than d&a’.

Diéu twong tu ciing xay ra khi n6i “Toi
nghi thé ndy”. Céch n6i ndy mang sic
thd biéu dat rang “T6i nghi nhu thé
nhung ciing c6 thé |a sai. Néu sai thi toi
xin 18i.” That khong hay ho gi khi phai
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vién c6 hay tao duong thoat than.

Trong cong viéc, vé |y thuyét, ta phai
tim hiéu cho dén khi c6 cau tra loi. Sau
khi c6 cau tra loi thi phai khang dinh
rang “lathé nay”.

Ngoai ra, khi tim hiéu ma ma khong
thiy cau tra 1oi thi diéu quan trong la
phai ndi rd rang “toi khdng biét”. Trén
doi nay, khéng co ai biét tat ca moi thr.
Véi nhitng Iinh vuc thugc chuy@n mon
ciia minh thi ta nén tim hiéu, diéu tra hét
sirc trong pham vi kha ning c6 thé va
“tim hét cach roi nhung van khong biét”
ciing la mot trong nhitng cau tra 1oi.

Véi nhitng thir khong biét thi chi can
khong 1am 1a dugc. Néu cir néi map mo
kiéu “t6i nghi rang” roi lam thi hau qua
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| ¢6 thé ban s3 khéng dam nhin thang
vao su that mot khi moi chuyén ré theo
huéng khéng tét.

Boi vy, hdy c6 ging khong sir dung
nhitng c&ch ndi vo trach nhiém dang nhu
“t6i nghi rang”.

Ngoai ra, con c6 mot sb céch dién dat
khéc can tranh ciing mang tinh tim
duong thodt than tuong ty ma toi cang
thinh thoang van I& ding phai nhu
“chang phai 1a... hay sao? hay “c6 18/
c6 thé...ciing khdng biét chirng” ...
Truéc nhitng viéc khong thé khing dinh
durt khodt rang “lathé nay, 1athé kia’ thi
hdy cd ging giir lai trong long, ding
truyén dat t6i d6i phuong.
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D6 chinh lamat trong nhitng bi quyét dé
nang cao kha nang giao tiép vathuc hién
cdng viéc subn <.

Trong diém:

Ding sau cau ndi “tdi nghi rang” luén an
chiray vién cg, tim duong thoét than, do
d6 hdy cb gang han ché sir dung ti da
co thé.

2

>

K héng sir dung " kiéu nhur...", " cam
giac nhw..."

Tuong ty nhu “Toi nghi rang...”, “Kiéu
nhu...” hay “Cé cam giéc nhu...” ciing
la nhitng cAu noi, nhitng cach dién dat
né tranh sy khing dinh, dong thoi do
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con la nhitng cau néi thiéu y thic cia
ngudi trong cudc.

Nhitng nguoi thuong xuyén st dung
nhitng cau néi map mo, khdng rd rang
nhu thé nay trong thyc té cong viéc chic
chin s3 bi dbi phuong dan cho cé nhan
la“vé dung’. Mat nhiéu cong sic dé co
dugc cong viéc 4y vay malai bi dan cho
céi nhan t¢ hai nhu thé chi vi cach sir
dung tir ngir khong tét thi qua that & phi
pham. Néu ban 1& nguoi nhu thé, hay
suy nghi vadiéu chinh lai ngay di.

Giao tiép trong codng viéc ludn doi hoi
su khéch quan va chinh xac.

Vi dy, trong nhitng cong viéc phai tiép
xdc, xtr |y rat nhiéu con sb nhu nghé ké
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todn ma tdi dava dang lam sudt tir trude
t6i nay chang han, chinh nhitng con sb
d6 dalakét qua rdi cho nén khi béo céo
chi cin néi “1aA, 1aB” laxong.

Diéu tuong ty ciing xay rakhi ban hang.
V&o thoi diém khong biét 1a vi khéch
hang tiém ning ndo d6 c6 quyét dinh
mua hang hay khéng ma bi cip trén yéu
ciu béo céo tinh hinh thi rat c6 thé ban
s& muén néi ngay rang “Em ¢ cam giéc
laco vé khéach hang s& quyét dinh mua’.
Trang tha cam xdc d6 1a dé hiéu. Tuy
nhién, néu nhu vay thi s3 khong biét
dugc mot cach cu thé ring lGc ndy cin
céi gi, cé gi dang lavan dé.

Vi dy, néu néi rang “Hién gio thi khéch
hang dang can nhic. Mau chét nim ¢
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chd khi so sanh vai san pham caa cong
ty khac thi gia cia minh dang cao hon
khoang 100.000 Yén” thi s c6 thé suy
nghi tim ra giai phép ung pho cho giai
doan tiép theo. Nhung néu néi 1a“Em c6
cam giac la khach hang s2 mua’ thi s2
khong biét dugc nén dat ra déi séch gi.
NGi rd rang, dién dat mach lac ciing la
yéu t6 rat quan trong dé thic day cong
viéc dién rasudn s2.

NGi diéu nay co vé to tét, khoe khoang
mot chat nhung thuc ra ban than toi doi
khi ciing van |& s dung nhitng cau noi
kiéu nhu thé va ludn phai nhin nhan lai
rat nhiéu. Khi “khang dinh” diéu gi tic
la s& di kém vé6i “tréach nhiém” cho nén
trong vb thac chang ta thuong cd xu
hudng né tranh.
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Néu ching ta biét cha y khong sir dung
nhiing kiéu dién dat nhu thé ndy thi s3
c6 thé tao ra an tuong tét dep cho moi
nguoi xung quanh rang “do 1a mot nguoi
6 dau 6c tudng minh, ré rang”. Va khi
hing ngdy da lubn nhan dugc thd do
thién cam dé6 roi thi & c6 dugc rat nhidu
loi thé. Sy tin nhiém, long tin tuong cua
moi nguoi xung quanh déi véi ban cé 1&
S8 cao |én rat nhiéu.

Trong diém:

Néu biét cha ¥ loai bo nhitng cach noi
map mo, ludn “ndi rd rang, mach lac”
thi cong viéc s3 thuan buém xubi gio,
ddng thoi sy dénh gia cuia moi nguoi
xung quanh ciing s3 tot én.
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K héng sir dung " ching |& 1a dwgc hay
sao?"

Trong céch dién dat “ching phai la dugc
hay sa0?’ ¢c6 chirahai y nghia.

Mot |a “chang phai d6 |a tinh trang tot
hay sao?’ va hai 1a“ching phai thé ndo
ciing dugc hay sa0?’. Ca hai déu la
nhirng cau néi vo tréch nhiém cho nén
chang phai |1a khéng nén sir dung hay
sa0? A ma khong, hdy ¢ gang khéng sir
dung.

O 16p nghia the nhat thi cach ndi nay
thuong duoc sir dung khi cap trén kiém
tra cong viéc cua cip dudi va thé hién
rang “thé ndy chang phai l1a OK roi
san?’.
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Tuy nhién, vi la cau n6i map mo cho nén
khién cip dudi khong hiéu 1a c6 thuc s
OK hay khong va c6 kha nang nhiing
cong viéc tiép theo ho ciing s8 hiéu mot
céch chung chung rang “Kiéu nhu thé
chic 1a OK rdi nhi?’ Xét tir phia cip
dusi ma néi, néu khéng dugc cap trén
giang giai, day bao vé nhirng diém tét,
diém chua tét (nhitng diém cin xem xét
lai) caa cong viéc do thi ho s3 khong thé
véan dung vao nhitng c6ng viéc tiép theo
duoc.

Ngoa ra, cau néi “ching phai 1a duoc
hay sa0?’ trong truong hop nay s& ham
chira ¥ nghia rang “Oi gioi, 1am nhu thé
ma bao 1a dugc u? Thuc ra té mudn cau
Iam hon nira co.” Néu khong thé hién rd
rang, day da phan nira sau rang “mudn
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cau lam hon nixa’ thi cap dudi s8 khéng
truong thanh, khong tién bo. Can phai
truyén dat mot cach cu thé ca phan tot
IAn phan xau.

O 16p nghia thir hai, cach ndi ndy dugc
sir dung véi y “chang phai khéng lam
ciling duogc hay sa0?’

Dic biét, tir “dugc” 1a mot tir rat phién
phirc boi vi né ham chaa ca hai nghia la
“dugc, tot” va “khéng can”. Tly vao
tirng hoan canh, tinh hudng va céch sir
dung ma ngudi ta co thé hiéu theo ¥ ndo
ciing dugc. Vi dy, khi néi “nao minh
clng di ABC di” ma déi phuong lai tra
l6i 14 “chiang phai & dugc hay sa0?’ thi
thuc sy khéng xac dinh dugc nguoi dé
mudn di hay khéng.
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Néu biét nghi nhu vay thi rd rang
“chang phai 1a duoc hay sa0?’ ciing 1a
céch dién dat khéng nén sir dung.

Trong diém:

Hay truyén dat, trinh bay that ro 1a “tét”
hay “toi” cha dung ding céch néi
“chang phai 1a duoc hay sao?’, lic 4y

chat lwong cong viéc s& duoc nang cao.

4

K hoéng sir dung " trwéc mat" | "tam
thoi'

"Trugc mat, tam thoi” 1& cum tir rat dé
ding. Téi rat hiéu vi sao moi ngudi
thuong dung né. C6 1€ vi ¥ nghia cia nd
la“s thoi diém hién tai thi tam thoi...”
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nhung thuc sy ddy |a cum tir t6i rat
mudn ¢b ging khéng sir dung.

Nguoi ta hay sir dung cum tr “trudc
mat”, “tam thoi” khi di nha hang in
udng.

Vi ciing c6 nhirng ctra hang c6 “menu
tam thoi” cho nén mai hinh thanh nén
kiéu goi dd6 mang tinh hinh thic, tam
thoi kiéu nhu truge tién |a bia rdi mot it
dd nhim nhu dia lac... Thuc ra nhu thé
ciing khéng sao nhung trong cong viéc
thi cum tir ndy thuc sy khdng can thiét.

Khi mubn nho viéc gi ma lai néi kiéu
“trudc mat/ tam thoi hdy 1am gilp toi céi
nay” thi that mat lich sy. Phia nguoi

dugc nho o thé s3 tiép nhan véi ¥ hiéu
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|a“Cong viéc ndy thi thé ndo ciing dugc,
tam thoi cir 1am céi da, ciing |a dé giét
thoi gian [ubn.”

Cong viéc von di la tha can phai dugc
tién hanh mot cach chinh xac. San pham
mang tén cong viéc can phai duoc tra lai
cho nguoi nho trong tinh trang duoc
thuc hién mot cach hoan chinh. Vay ma
khi di nho lai nGi theo kiéu “truéc mat/
tam thoi cir 1am di” thi néu d6i phuong
c6 suy nghi rang “ir thi cur 1am vira phai
roi tra cho ngudi ta ciing duoc” ciing la
didu d& hiéu. Vi vay, hdy ngirng ding
cum tir nay khi nho va trong cong viéc.

Gan day toi thay trong gidi tré rat hay sir
dung cum tr “&E 0D F (torima)”. Bé
chinh lakiéu néi tit caa“ = 0 & 2.3
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F % (Toriaezu, ma)” (nghia la “U, tam
thoi thi...").

NGi tit, néi gon thé ndo ciing duoc
nhung s3 thuc sy 1a van dé néu cum tir
d6 lvu hanh rong rédi ngay ca trong thé
gi6i cnanguoi 16n.

Tuy d6 la cum tir rat tién dung nhung
néu cai gi ciing lam vai tu thé “U, tam
thoi thi...” nhu vay c6 thé nhitng thir
map mo vira phai ciing s dwoc chap
nhan, bé qua. C6 thé 1a c6 phan suy nghi
hoi quéén nhung tu thé d6 c6 kha nang
s3 gay rarat nhiéu si kién hay si cb.

Néu lic ndo ciing sir dung cach néi
“trudc mét, tam thoi” thi mot 10c nao do

sé tr¢ thanh céi tat. Ngoai ra, tuy tung
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treong hop ma ciing co khi s8 tao cho
d6i phuong an twong rang nguoi nay
“dang xu ly cbng viéc mot céch bdng
dua, dai khéi, khéng dén noi dén chén”.
Du sao di nira thi day la cach néi khéng
¢6 gi hay ho cho nén hay loai bé ngay
[Gc nay.

Trong diém:

Khi nho va cong viéc, néu ding cach noi
“trudc mat”, “tam thoi” s khién giam
bot &p luc 1én d6i phuong kéo theo cht
lwong cdng viéc s di xudng.

5

Khong sir dung " t6i s& xem xé&" "toi
& suy nghi thir xem sao", " t6i & diéu

chinh"
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"Toi s& xem xé&”, “Toi & suy nghi ”,
“Téi s3 diéu chinh” - tdi dua ra ba cach
di&n dat mot 1c bai vi ca ba déu mang
nghia“bao luu”.

Céc céch ndi ndy trong nhidu truong
hop bao ham y nghia rang “Vi téi khdng
thé quyét dinh ngay 1dc ndy cho nén xin
hay cho thém chdt thoi gian”. Bay tuy la
nhitng cau ndi rat tién dung khi mudn
céu gid hay khéng thé dwa ra quyét dinh
ngay, nhung can chd ¥ vi néu ding qua
nhiéu c6 thé s3 bi cho rang |a“nguoi chi
biét n6i miéng”.

Trong sb nhitng nguoi quen ciatoi ciing
c6 mot sb nguoi thudng xuyén néi “Toi
S8 suy nghi”, “TOi S5 xem xé&” va roi

mé khong thuc hién “cé diéu suy nghi
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va xem xét” iy. Ca nhan t6i, vé co ban
ludn cb gang bang cach nd d6 tu minh
thuc hién nhirng gi minh mudn |am cho
nén khong may khi t6i gap kho khin
trong chuyén ndy. Nhung vi quyén cha
dong, quyén quyét dinh nim & phia doi
phuong cho nén nhiéu khi ti ciing cam
thiy kho chiu vi khi minh c6 chuyén
muén nhd ho gitp ma ho lai ctr dung
céch néi bao luu d6 lam mét rat nhiéu
thoi gian.

Dung “Téi s2 suy nghi” hay “T6i S8 xem
xé&t” ciing khdng sao nhung nén thém
vao ky han trong nhitng cau néi do.

Vi du, s& tdt hon néu dién dat theo kiéu
“T6i s2 suy nghi valién lac lai vai anh/
chi trudc ngdy X thang Y” chang han.
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Boi vi néu khéng giit dung 1oi hira vé
ngdy thang d6 thi ta s danh mat niém
tin va néu ctr tiép tuc nhu vay s khién
cho hai bén thém xa cach mathéi.

Con néu chi néi mdi “Toi 3 suy nghi”
hay “Toi s xem xét” makhéng xac dinh
rd ky han thi tirc 1a dbi phuong 3 tiép
tuc phai cho doi vadiéu d6 s3 tro thanh
nguyén nhan cho nhiing cing thing &
phia ho. Nhit dinh phai tranh dé xay ra
diédu nay.

Dic biét, s8 khong tét khi trong long rat
mudn tir chbi nhung ngodi miéng cir néi
“T6i s¢ thor suy nghi”, “T6i s& cén
nhic”, “Téi s3 thir diéu chinh xem sao”
dé kéo dai thoi gian, trénh dua ra két
luan ngay luc do.
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Pbi phuong dang hy vong va cho doi
vay mavira bi |am mit thoi gian, vira bi
tir chdi nira thi s3 thit vong vo cling. Vé
co ban, Iy tuong nhit 1a quyét dinh
nhanh va xéc dinh ngay tai chd rang
“lam/ khéng lam”.

Ngoai ra, khi trao doi, thbng nhét thi can
quyét dinh ngay tai chd, ring “clng
thong nhat voi nhau xem ngdy tién hanh
cudc thao luan tiép theo la khi ndo va si
ban dén dau’. C6 ging khong dé cong
viéc trong trang tha bao luu.

Tinh ti vén rat hap tip va tly tién cho
nén toi rit ghét tinh trang dbi phwong
dang suy nghi hay nhiing quyét dinh
dang trong trang thé bao luu.

Téi cam thiy bi stress. Vi vay, toi lubn
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cb gang quyét dinh ngay tai chd hoic
néu can thoi gian thi s3 1am rd thoi han.

Vi dac thu cdng viéc nén toi thuong
xuyén tiép nhan nhiing cau hoi kho,
ciing nhu nhitng tinh hudng gay can.

Vi du, khi ¢c6 email hoi han, thic mic
t6i S8 suy nghi rat ki va phan hoi ngay
v&o gidy phut vira doc xong. T6i ludn cd
gang dé cau tra 1oi khong phai 1a“Toi s
thir suy nghi” mala duara“céu tra 161"
thuc sy Trong truong hop can thém thoi
gian dé tim ra cau tra 1oi (nhiing khi
phai tra ciru), téi ludn viét rd rang rang
“T6i s3 tim hiéu vatra 15i truéc ngdy X”
roi ghi chép can than vao so hay nhic
lich nghiém chinh trén méy tinh. Tuy
I&m nhu thé s8 dua déi phuong vao tinh
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trang “bao leu” nhung vi da xéc dinh rd
thoi han cho nén c6 1& ho s3 co thé hiéu
va thong cam duoc. Néu chi phan hoi
raing “T6i s& thrr suy nghi” thi tic |a
minh d& day vé phia ddi phuong nhirng
cing thang khdng can thiét boi ho khéng
biét dugc khi ndo S8 nhan dugc cau tra
loi. Néu diéu d6 lap lai nhiéu lan thi
cudi cling ta sz danh mét niém tin.

Ngoai ra, cac cau néi “Téi 2 thi suy
nghi” hay “T6i s diéu chinh” ciing hay
duoc sir dung trong nhitng tinh huéng
trao d6i xa giao. CO6 & tat ca cac ban
ciing thudng gap tinh hubng duoc ai d6
moi “Nao ching ta cing di an nhé!”, tuy
thuc ra minh ciing khéng mudén 1im
nhung lai tra 16i ring “DBé t6i nghi xem
d& dé bao luu cau tra 1oi ding khong
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nao?

Tuy nhién, néu cir duy tri cach phan
tng, xtr 1y tinh huéng nhu thé s8 bi di
phuong coi la“ngudi cu xir mot cach xa
giao” va dan dan s3 ho s khéng moi
ban tham gia hay nho cay nhitng cong
viéc quan trong. Hay cha y téi didu nay.

Khi dugc a d6 moi, ra hay nho va, hdy
ra quyét dinh ngay lap tic. Néu can thoi
gian diéu chinh, hay tra loi rang “T6i s&
tra 101 trudc ngay X”. Hay cd gang duy
tri cach xtr Iy nhu vay, ban & c6 duoc
Iong tin caiamoi nguoi.

Trong diém:

Nhitng cau néi mang tinh “bao luu” kiéu
nhue “Téi s8 suy nghi”... £ chi géy
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phién ha cho dbi phuong ma théi. Néu
lap di lap lai 8 danh mat niém tin.

6
Khéng sir dung " t6i ban'

Téi thuong nghe moi nguoi hoi ring:
“Anh co6 ban khéng?’

Co 18 cac ban ciing thuong bi hoi nhu
vay phai khong?

Trong truong hop cia toi, dang trudc
cau hoi ndy téi ludn cb gang tuoi cudi
tra 1oi rang, “T6i hoan toan khdng ban
chat nao.”

V&o thoi dai ngdy nay, vé co ban, chic
han ai ciing “ban ron” ca.
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Thuc ra, dé ndi that thi t6i “rat ban”.
N&o 1a cudc sdng riéng tu, ndo 1a cong
viéc lam an, ndo 1a nhitng du dinh cin
thuc hién... ¢6 qué nhiéu thi can phai
lam nhung lai khéng du thoi gian dé
1am. Thuc té [a nhu vay.

Tuy nhién, vé co ban minh chi 1am
nhitng gi minh muén |am, lya chon dé
lam cho nén khéng cin phai suy nghi
ring “Oi! Ban qud Chan qudl” B
chang c6 ich lgi gi néu cir suy nghi theo
kiéu “Uéc gi c6 nhiéu thoi gian hon
nira’. Néu hoan toan khong du thoi gian
thi chi con cach hoic la giam bot
“nhitng viéc & lam”, hoac la ting thém
“nhitng viéc khéng lam” mathdi.

“T6i ban” 1a cau ndi ham chiratinh trang
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dirng suy nghi va y nghia mang tinh day
viéc cho nguoi khéc.

Khi bi ai d6 nhd lam nhitng viéc minh
khéng mudn 1am va dé 1am viéc do thi
s& phai mat rat nhiéu thoi gian thi c6 1&
lGc 4y minh 3 qué tai va tré nén “ban
ron”. Nhung néu lich trinh caa minh
dugc ap day boi nhirng thir minh mubn
lam thi chic chin s khong cam thay
“banron”.

Ngay tir dau luén phai 1am sao dé khdng
roi vao tinh trang “ban ron”.

Viéc phéa sinh nhitng chuyén dot xuat
hay bi ai d6 |am phién trong cong viéc |a
chuyén thuong xuyén xay ra. Bac biét 1a
nhitng nguoi song & khu vuc thanh thi,
v6i mdi quan hé rong rai vakhoang céch
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rat gan thi viéc xay ra nhirng khoé khan,
can tré, lam phién trong cong viéc 1a
khong thé tranh khoi. Vi vay, phai cb
ging |am sao khdng chit déng, nhoi
nhét qué nhiéu cong viéc, ludn dam bao
s du da vé thoi gian dé cé thé dép tng
duoc ngay khi 6 a nho va.

Pdng thoi, viéc “dut bo” ciing déng vai
tro rat quan trong.

Vi du, néu cir c6 dién thoai goi dén la
chic chin nhiac méy tra loi thi s khong
thé thuc hién cong viéc mot cach thong
nhét tir dau dén cudi duoc. Vi vay, véi
ca nhan minh, téi lubn tim céach khoéng
nhic méy cho du c6 dién thoai goi t6i.

Cua duy tri c&ch 1am d6 mét thoi gian,
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dan dan moi ngudi S8 nhan thay day la
“nguoi khéng tra loi dién thoai” cho nén
s& khéng con cugc dién thoai ndo goi tai
nita va nhu vay 1a c6 thé giam bét mot
nguyén nhan gay ra“ban ron” dugc roi.

Nguoi ta d& rat ra két luan rang nhiing
nguoi “ban rén” thi s méa “ban ron”,
dén mirc c6 rat nhiéu nguoi hay hoai ca
sirc khoe caa ban thén minh.

Téi dam qua quyét rang ching ta khéng
dugc phép gay anh huong xau téi ban
than ca vé thé chit |an tinh than chi vi
cdng viéc qua ban ron. Hay cb ging
budng bo “sir ban ron” bang moi cach co
thé. Va hdy tim céch tréch xa nhiing
ngudi thuoc “gido pha ban ron”.

Trong diém:
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DPé budng bo “sy ban ron”, phai biét
diéu chinh ké hoach cua ban than, biét
“dut bo” dé |am sao ngay tir dau khong
roi vao tinh trang “ban ron”.

7

Khong sir dung " toi xin 15",
15"

xin the

"Toi xin 161" hay “xin tha 161" tuy la
nhitng cau néi thé hién sy héi 16, ta toi
nhung lai dang duoc sir dung rat tly
tién.

Thuyc ra, ban thén t6i ciing hay sir dung
cau “T6i xin 15i”. Tuy biét 1a khéng nén
nhung tdi hay st dung vao nhirng Ilc
pht hop nhit, hay c6 thé néi 1a “Dé loai
trir thi c6 I& chi con mdi cau nay”. Tuy
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nhién, t6i ciing cd ging st dung ca
nhitng cach néi khéc nira va chi sir dung
cau “Taéi xin I6i” trong nhitng truong
hop thuc su can thiét.

Khi minh lam gi sai, c6 I6i hoic gay
phién ha cho déi phuong thi xin I6i 1a
diéu duong nhién, do d6 sir dung nhiing
cau néi nhu thé vao nhiing truong hop
d6 thi khéng co vin @& gi. Tuy nhién,
ciing can luu y vé tan suit sir dung hay
ca ngudng cua nhitng cau xin 16i do.
Vi ca nhirng sai sét nho nhat hay khi tir
chbi mot 16i moi, mot yéu ciu ndo doé
ma ciing xin 16i ngay lap tac dugc thi cd
I& nén durng lai thi tt hon.

V& co ban, con ngudi “binh dang” véi
nhau.
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Chuing ta nén ddi xir v6i nhau mot cach
“cong bing” cho du dia vi cia dbi
phuong c6 cao dén dau, cd giau cd, ndi
tiéng hay cao sang dén thé nao.

Vi du, ban than minh ciing ngang hang
véi nhitng ban nhan vién [am viéc ¢ cira
hang tién lgi. Khong bao gio c6 chuyén
“vi minh |a nguoi tra tién madia vi, chd
dung cao hon” ca. B&i vi minh tra tién
vanhan lai nhitng san pham hay dich vy
tuong tng cho nén hai bén & trong mbi
quan hé “trao ddi ngang gia = binh
dang”.

Vi tién d& nhu vay thi ca nguoi nho 13n
nguoi dugc nho déu ngang hang voi

nhau. Trong truong hop minh nho didu
gi ma khong duoc dbi phuong dong ¥
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lam cho thi ¢6 I& nén ty suy nghi rang
“minh méi 1a nguoi ¢6 16i” hay “nguoi
tir chdi hoan toan khéng ¢6 15i gi ca”.

Vi vay, vé co ban thi trong tat ci moi
chuyén, khdng can phai xin 13i, ta toi.

T4t nhién, nhitng khi gay ton thuong hay
c6 nhitng 10i 18 khéng hay cho dbi
phuong mot cach mot chiéu thi can phai
xin 15i nghiém chinh.

Chi c6 diéu, trong cudc sbng xa hoi
théng thuong, tuy minh ¢ thé s3 xau hd
nhung néu diéu d6 khdng tréi phap luat,
khong di nguoc vai dao Iy thi khéng can
phai xin I5i.

V6i nhitng gi minh cam thdy “ban than
that c6 13i” thi c6 thé sir dung nhitng cau
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néi xin 15i ciing dugc nhung véi nhitng
nguoi khéng than thiét may hay nhiing
viéc khong phién phirc, to tat malic nao
ciing xin 16i thi khong nén.

Trong s cé&c ban ¢6 1§ ciing & ¢6 nguoi
nghi rang khi minh néi “xin 13i” hay
“xin thir 16i” tir truge thi ddi phuong s3
hiéu va théng cam cho. Tuy nhién, ban
than khéng mudn xin 15i ma ci ludn
miéng “xin 16i” nay no thi khdng hay ho
gi ca. Hay thoi ngay céi kiéu xin I15i mot
céch hinh thirc @6 di. Nhitng loi xin 16
khéng that l1ong st khdng cé v nghia gi
ca, manguoc lai & tré thanh hanh dong
mét lich su, that I&.

Néu ban 1a nguoi c6 tat hay néi “xin 13i”
thi hdy xem xét, chinh sira ngay di nhé.

268


https://kinhdoanh.hoimesach.com/
https://kinhdoanh.hoimesach.com/
https://www.facebook.com/groups/mesachhoi/

Trong diém:

Hay chi ¥ cb ging khéng st dung
nhitng cau noi thé hién y xin 15i ngoai
trir nhitng 1Gc minh thay rang minh cé
16i mot céch rd rang.

Tém tit chwong 5

3 Hay cb ging loai bo trigt dé nhing
c&ch n6i mang tinh tao cg, tim duong
thodt than kiéu nhu “t6i nghi rang...” va
khang dinh that r rang.

2 Khi sir dung céch dién dat vo trach
nhiém nhu “ching phai |4 dwuoc hay
sa0?’, ddi phuong s& khéng hiéu duoc ¥
minh mudn ndi thyc sr 1a gi va tinh
hudng s& mé khéng duoc cai thién.
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Khi nho cay ai d6 chuyén gi ma lai
ding c&ch néi “tam thoi, trugc mat” thi
s3 lam giam dong luc cua ddi phuong,
dong thoi chat lugng cdng viéc ciing s
bi anh huong.

Khi st dung nhitng cau néi “T6i s&
thir suy nghi”, “Tdi & xem xé&” hay
“Téi s& diéu chinh”..., nhét thiét phai
dat rathoi han bén canh.

Budng bo “sy ban ron” bang céch

giam bot “nhiing viéc s lam”, ting
thém “nhitng viéc khdng lam”.
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PHAN 2: TRIET DE MAI GIUA "20%
QUAN TRONG"
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CHUONG 6: THAY POI CACH SU
DUNG TU NGU VA MAI GITATU
DUY

1

Truy tim nguyén nhan bing cau héi
"tai sa0?"

Tur phan ndy tro di, ti s3 ndi vé chuyén
lam thé ndo dé ma gitia “20% quan
trong” trong cdng viéc.

A u

Trudce tién, tdi xin n6i vé& “céch sir dung
ngdn ngit”. La con nguoi thi “ngdn ngi”
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la yéu té quan trong nhat dé sinh sdng.
Bai vi suy cho cuing, tat ca ching ta déu
dang suy nghi, hanh dong bang 15i néi.

NGi cach khéc, con nguoi khéng thé van
dong ma khdng c6 ngdn ngir. Vi vay,
néu mai gitia vé ngdn ngit thi khong chi
cong viéc ma ngay ca ban tinh con
nguoi ciing duwoc tdc dong va co kha
nang s¢ tré thanh nhitng nhén vat dang
ton trong.

V1 1€ @6, & chuong nay chiing ta s& cung
xem xé mot cach triét dé vé “cach mai
gitiangdn ngix”.

Va dau tién 1a cau chuyén truy tim
nguyén nhéan véi cau hoi “Tai sa0?’.

Xét mot cach cong bang thi cé thé néi


https://hoimesach.com/
https://hocphotoshopmienphi.com/
https://hocphotoshopmienphi.com/

tat ca ca&c mon khoa hoc déu phét trién
tir cau hoi “Tai sao?’. Tat nhién, ciing
co thé ndi rang ching phét trién tir
nhitng nguyén vong “mudn thanh thé
ndy, muén lam thé kia’, hay nhiing
mong muén “tién loi hon, nhe nhang
hon”... nhung chic chin néu khéng dat
ra cau hoi “Tai sa0?’ va khong di tim
nguyén nhan caa né thi s& khdong bao
gior ¢6 phét trién ca.

Vi du, xuat phét tir cAu hoi “Tai sao con
chim lai c6 thé bay trén bau troi?’ ma
may bay da dugc phdt minh ra, hay tir
cau hoi “Tai sa0 nguoi d6 lai co thé
séng 1au, khoe manh ma khang c6 bénh
tat gi vay?’ ma con nguoi moi nghién
ctru vé& nhitng mén khoa hoc lién quan
dén co thé con nguoi va phét minh rarat
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nhiéu loai thubc hay céc ky thuat nhu té
bao téi sinh...

Trong cong viéc ciing vay, trong rat
nhiéu tinh hudng, néu biét dat ra cau hoi
“Tai sa0?” dé tim kiém nguyén nhan thi
chic chin s& c6 thé 1am tét cong viéc.

Piéu quan trong la biét quan sat nhiing
nguoi gioi kiém tién, nhitng nguoi lam
viéc tot, 1am viéc nhanh, 1am viéc vui vé
va tim hiéu, nghién cau tir goc do “Tai
sa0 ho lai c6 thé 1am viéc tét dén nhu
thé nhi?’.

Trudc tién la hoc hoi, nghién ciru that
nhiéu, sau d6 x&c dinh ngudi ma minh
s3 chon lam muyc tiéu, tiép dén tim hiéu
xem tai sao nguoi doé lai dang lam duoc
nhu vay.
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Vi du, néu ban dang |am cong viéc kinh
doanh, ban hang thi tai sao ban khéng
thir hoi nhitng anh chi tién bi, nhiing
ddng nghiép cd thanh tich kinh doanh
rat tét rang tai sao lai lam tét dén thé?
Hoic ban c6 thé quan sét ki hanh dong
cta ho va néu co thé thi xin ho cho di
theo hoc hoi.

Hay x&c dinh nhitng con nguoi uu tu
xung quanh minh, dat ra cu hoi “Tai
sa0?" va thir tim hiéu vé ho va tht bét
chuéc ho. Sau khi da bit chudc duoc,
hay b sung vao d6 nhiing diéu chinh
gitp phét huy duoc kha niang, thé manh
caa ban than. Lam dugc diéu d6, cd thé
ban s& tr¢ thanh con nguoi tuyét voi
trong cbng viéc.
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Bén canh d6, néu hiang ngay ludn biét
hoi “Tai sa0?’, ¢d tinh than hoc hai, tim
hiéu tirng chdt, tirng chdt mot thi 3 rat
dé dang tao ra thanh tich tét trong cong
Viéc.

Thoi gian dau khi méi tham gia hoat
dong véi tu cach la ké toan vién, toi
ciing hay bt chudc ngudi khéc. T6i hay
dat ra cho minh nhirng cau hoi nhu “Tai
sao khéch hang lai ¢ong ¥ giao viéc cho
minh?’, “Tai sa0 dé nang cao hiéu suét
cdng viéc nay thi can phai lam diéu
XYZ?', “Tai sao lai ¢ nguoi gidi thiéu
cong viéc cho minh?’... va lubn lubn
suy nghi dé tim ra cu tra 1oi.

Két qua langay tir ngdy dau khoi nghiép
i d& duoc nhidu khach hang tin tuéng
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giao pho cong viéc va déa xay dung dugc
nén tang cho vin phong ké toén thué cua
minh hoat dong virng chic dén bay gio.

Ngay ca béy gio, nhitng khi cong viéc
gap bé tic toi van thuong thoét khoi tinh
canh khé khan biang cach dat cau hoi
“Tai sa0? dé tim ra nguyén nhan cia
no.

Céc ban hdy cd ging lam viéc theo
phong céch thuong xuyén dat ra nhirng
nghi van, luén hoi “Tai sa0? dé tim
céch giai quyét ngay trong doi song
hang ngay.

Trong diém:

Bing céach dit ra cau hoi “Tai sa0?’
trong céc tinh hubng khéc nhau va truy
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tim nguyén nhan ciia nd, ban s3 ¢o thé
nang cao hiéu qua cong Vviéc.

2

Chuyén déi y twéng bing cau néi " gia

ER]]

Su

Trong cong viéc, viéc dit ra gia thuyét
vakiém chang c6 vai tro rat quan trong.

Viéc khéng ngirng “dit ra gia thuyét —
kiém chang” roi chuyén sang thyc hién
dva trén nhiing két qua kiém ching
minh thiy hai long la viéc lam rat cin
thiét dé cheo 14 cong viéc di theo hudng
sudn <.

Trudce tién, hdy thir bat du tir viéc dat
nghi van trong nhitng viéc minh van
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dang lam hang ngay. D6 chinh 1a quan
sat ban than hién nay mot cach khéach
quan.

Quan sat ban than mét cach khach quan
|a viéc l1am rat khé nhung néu khodng
lam duoc thi s3 khéng nay sinh nghi van
va dan dén viéc chi lién tuc lam mé
nhitng thir gidng nhau mathéi.

Hay dat nghi van cho chinh cong viéc
cia minh va thir suy nghi xem “néu
chuyén A thanh B thi s& nhu thé nao?.
Néu viéc d6 c6 vé 6n hay tién hanh kiém
chirng.

Vi dy, gia sir ban dang roi vao tinh trang
mat rat nhiéu thoi gian cho viéc tong
hop nhitng con sb phai xu ly trong cong
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viéc, hay thir suy nghi xem liéu c6 thé
rdt ngén thoi gian hodc c6 cach 1am ndo
khéc khoéng. C6 gang vira hanh dong
thuc té vira kiém chirng ludn, vi du nhu
c6 thé 1a “néu thay dbi vi tri con sb &
chd nay va chd nay, thay déi dong nay
cot ndy thi sao” chang han.

Néu sau nhitng ¢ géng viralam vira sira
nhu vay matim radugc phuong phép co
thé xur Iy nhanh chéng, chinh x&c thi ¢
gang lan sau &p dung v&o thyuc té ludn.
Va khi da xéc dinh duoc la s2 sir dung
phuong phép méi thi vé sau cir thé thuc
hién nhu vay.

Thuc hién mét cach méy moéc, khong
xen 1an cam xtc chinh |a bi quyét 1am
viéc nhanh chdng va chinh xé&c.
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Tuy tirng truong hop cu thé mata cd thé
xu ly ty dong bang méy tinh hoic ra
lénh cho may méc nhu Al hay ré-bét
thuc hién cting dugc. Con minh thi dung
thoi gian d6 dé suy nghi vé cam xuc cia
d6i phuong hay tap trung xi Iy “nhitng
cdng viéc chi con nguoi méi lam duoc”.

Trong bét ct van dé gi, viéc dat ra nghi
van “Gia s, néu 1aA thi 3 rasao? va
suy nghi vé& nd 8 gilp dua ra nhiing y
tuong mai. Vadiéu do s3 gan lién véi sy
truéng thanh caa chinh ban than ban.

Trong diém:
Tao théi quen ludn dit nghi van déi voi

cong viéc ciia ban than rdi xdy dung gia
thuyét dé cai thién no.
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3

Quyét dinh hanh dgng bang cau héi
" s& |am thé nao?"

Toi c6 mot thdéi quen laty hoi minh “ S8
lam thé n&o?’ khi gap bat ci van dé gi.

Khoéng hoi “S& 1am thé nao? ma khang
hanh dong dé giai quyét van dé. Ban
phai vira hoi vira dua ra giai phap va
hanh dong giai quyét van dé vai ¥ thic
vé téc do.

Nhue t6i cing d4 néi ¢ Phin 4 cua
Chuong 3 (trang 157), cudéc doi con

ngudi 1amot chudi nhirng lya chon.

Ngay trong gidy phat nay ching ta ciing
dang lva chon. Vacuoc doi cia ban than
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mdi nguoi 1Gc ndy chinh 1a két qua cia
nhirng lwa chon do.

O Chuong 3, t6i d4 dua ra nhiing giai
phép dé giam bot lya chon nhung khdng
phai sau khi giam bét 1a ching ta c6 thé
ngung toan bo viéc lwa chon duoc.
Chirng ndo con séng thi chirng d6 chiing
ta s& van phai tiép tuc lwa chon.

Ngoai ra, toi ciing d& noi rang “Hay dat
muc tiéu cho cudc sdng va lay myc tiéu
d6 1am chuin dé tién hanh lya chon”.
Néu ngay tir dau muc tiéu khéng ré rang
thi ta sé khéng thé lya chon duoc.

Vi duy, khi suy nghi vé phuong tién di
lai, trong dau ta s& hién 1én mot sb lva
chon khéac nhau nhu di bo, di tau, di xe
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buyt hay di taxi.

Gia sir, néu 1c ndy ta co sin muc tiéu 1a
“duy tri sirc khoe” thi co 1€ ta s& chon
phuong én di by. Hoac khi an, taciing s&
chon nhirng thir c6 lgi cho sic khoe.

Tuy nhién, khi ta di té6i nhitng khu vuc
khéng an toan, thi thay vi di b trong
dém c6 1& di bang taxi s3 an toan hon.

Ngoai ra, thay vi qua dé v t6i sirc khoe
nén luén cing thing vai viéc “rat mudn
an db ngon vay ma khéng thé an” thi co

I& d6i khi cting nén an mot chit thit.

Nhiing lya chon déng vai trd rat quan
trong dé dat dugc muc tiéu, nhung néu
bi qua phu thudc vao d6 thi ciing <2 bi té
nhat.
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Piéu phéd huy dugc sic manh trong
nhitng 10c nhu thé chinh 1a tu dat cho
ban than cau hoi “Sg 1am thé nao?”

Viéc tao cho minh théi quen hing ngay
lubn ty hoi ban than ring “S& 1am thé
nao?’ s& gidp taluyén tap dé co thé dua
ranhitng phan doén tét nhat trong nhirng
tinh hudng phét sinh sy ban khoin, do
du.

Viéc ngay tir dau khdng 1am tang thém
lya chon hay cd gang c6 thé hanh dong
ma khong phai suy nghi gi ciing rat quan
trong nhung viéc luyén tap dé “dua ra
nhirng phan doan hop Iy sau khi da suy
nghi chin chian ma khéng mit qué nhiéu
thoi gian” ciing quan trong khéng kém.
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Trong rat nhidu tinh huéng, hoan canh
khéc nhau caa cugc song, néu ta biét tu
hoi ban than “S& 1am thé nao” va ghi
nhé (hoic ghi chép) xem két qua caa lva
chon d6 ra sao thi cho du vé sau c6 roi
véo tinh hudng ban khoin trong phén
doan mot 1an nira thi ciing s3 rat d& xur
¥

Trong diém:

Néu hang ngdy biét c6 ging suy nghi
xem “Se lam thé nao? thi nhitng khi
xay ra nhirng su viéc bat ngo, ngoai du
dodn, ta s8 co thé dua ra nhitng phén
doén nhanh chong vahop 1y.

4

Nhin toan canh van dé bing cau noi
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"vén di/ ngay tir dau”

Trong kinh doanh, nguoi ta hay sir dung
cau ndi “phai c6 con mét cua con tring
va chim choc”. Y mudn néi phai biét
nhin nhan sy viéc that gan, that ky nhu
mat con tring, dong thoi ciing phai biét
nhin xa, tréng rong, nhin vé tong thé
nhu mat lodi chim khi quan sa toan
canh tir trén xuéng.

T6i ciing ¢ suy nghi tuong ty vé diéu
ndy nhung t6i lai cam thiy con nguoi
noi chung thuong co xu hudng gidi quan
sét nhitng thir & gan hon va c6 phan kém
trong viéc nhin nhan toan canh. Chinh vi
vay, t6i cho rang rat can c6 con mat cua
lodi chim bing céch sir dung cau néi “vi
vén di/ ngay tir dau 1a nhu thé nay cho
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Tai eBooks m&i tai HOIMESACH.COM
nén s lanhu thé nay”.

Canhan toi rat coi trong hai thir: mot lan
“nghi vé cugc doi trong tuong lai xa’ va
“nhin xuyén subt tong thé” .

Con nguoi thuong hay bi tréi buoc vao
nhitng suy nghi ngan han va nhirng l1am
tuong mang tinh thién can. Tat nhién,
viéc y thirc bi nga theo nhitng gi tai nghe
mat thay hang ngdy hay nhing thi tiép
xdc gan ladiéu dé hiéu. Vi du, khi quan
sét thay nguy hiém thi ta phai bo chay
hoic khi 6 18i thi phai xin 18i. Hodc néu
khong an ubng thi s& chét d6i.

Tuy nhién, néu dé cho ban than chi theo
dudi chi boi nhing tha trugc mat thi
khong dugc. Cho di “cudc doi co ngin
ngui” bao nhiéu di chang nira thi ciing
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phai kéo dai t6i vai chuc nim cho nén
ciing can phai ¢6 cai nhin mang tinh dai
han.

Tat nhién, néu ngay lap tic bao rang
“phai c6 ca nhin da han” thi st khd
khan, cho nén budc dau c6 1& ta nén thir
suy nghi 1am sao dé phan con lai cia
cudc doi S8 cang ngay cang tét dep.

Vi duy, vi tudi tho trung binh chic chin
&£ duoc kéo da hon cho nén hdy dat
muc tiéu la khi budc sang tudi 80, 90 s8
song khoe manh hay sbng day du, sung
tdc vé kinh té... rdi rén luyén than thé,
tap trung vao cong viéc dé bién myc tiéu
d6 thanh hién thuc.

Va“con mit lodi chim” dwgc sinh ratir
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cau ndi “vén di/ ngay tir dau” ciing co
thé duogc s dung dé quan s& nhing
phién muon caa ban.

Vi duy, con ngudi ching taai ciing mang
trong minh rat nhiéu nhitng s lo ling
nhu “cdng viéc khdng thuan lgi”, “céac
mbi quan hé noi cong so khdng ém
dep”, “khong thé danh gia ban than” hay
“khoéng danh dum duoc tién bac”.

Nhitng Idc nhu thé, hédy thir sir dung cau
nGi “von di/ ngay tir dau”.

* “Vén di, tai sao codng viéc lai khéng
thuan loi nhi?”’

« “V6n di, tai sao0 minh khéng thé than
voi anh A dugc nhi?’
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* “Vén di, tai sao minh khéng thé giir
dugc nhitng gi d& quyét nhi?”

« “Von di, tai sao minh khéng thé dé
danh tién dugc nhi?’

Hay dit ra cho ban than minh nhirng cau
hoi nhu thé dé tha suy nghi mot céch
khach quan xem minh la con nguoi nhu
thé ndo, minh dang trong hoan canh nhur
thé ndo. Ta s tim ra dugc cach giai
quyét ma chinh minh ciing khéng nghi
dén tir trudc t6i gio hoic 3 nhan rarang
thuc ra ciing chang c6 van dé gi nghiém
trong ca.

Khi c6 ban khoan hay van dé phét sinh,
trugc tién hay dat cau hoi “Von di, tai
sa0...7'
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Trong diém:

Sir dung cau ndi “vén di’ dé quan sat
toan canh sy vat, sy viéc hay dé suy
nghi vé cudc doi tir cdi nhin mang tinh
dai han.

5

K hich 1& ban than bing cau néi " chi
con cach thuc hién mathoi"

Trong cbng viéc hay cuéc sdng hing
ngdy, nhidu khi ching ta cam thiy
khéng con tinh than lam gi nira.

Ngoai ra, con ngudi thuong rat dé ¢anh
mat nhu¢ khi, cang thang chi vi mot vai
chuyén rat nho.

T6i nghi diéu can thiét trudc tién phai
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lam [dc d6 1a“ nghi ngoi”.

Vi dy, khi khong c6 hang thd, cho du co
¢ gang lam viéc thi ciing khéng mang
lai két qua tot. Néu trong 1ong cam thay
“C6 vé cang day! Kiéu ndy chic khong
on rdil” thi hdy cho phép minh nghi
ngoi du chi la mot khoang thoi gian
ngin ngui. Néu khdng cé chuyén gi qua
cap béch thi co thé xin nghi phép dé cho
ban than minh thong tha, thu thd mot
ngdy ciing rat tot.

Ngoai ra, nhitng khi qua mét moi, chan
ghét cong viéc hoidc té hon 1a gap that
bai ciing dung u rii, phién muon, hay
cho phép minh nam nghi, nga Mot giac
that ngon. Trong hdu hét moi truong
hop, chic chin s& tim dugc céch giai
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quyét khi ban thic giac.

Trudc day, khi viét sach vé phuong phép
on thi thanh cdng, toi da ting gioi thicu
t6i ban doc mot théng diép rang “truéc
khi di ngu, chi hoc mét chdt vé nhiing
cau hoi sz kiém tra vao sang ngdy mai”.
bay thuc sy 1a pheong phap c6 hiéu qua
bt ngo vi trong Ic ngi, b ndo S5 tu
suy nghi cho minh vé phuong phép giai
quyét cho nhitng vin dé d6. Thuong thi
néu ta xtr Iy nhitng vin dé d6 ngay sau
khi vira thire day vao budi sang thi s3 co
thé giai quyét mot cach dé dang.

Tai sao chung ta khong 4p dung cach
lam nay vao cudc song hiang ngay nhi?

Khi gap phai mot vin dé nao d6, hay
danh thoi gian suy nghi va sip xép,
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chinh Iy mot chit vé no rdi di ngi. Sau
khi thire day, tim céach giai quyét van dé
d6 mot 1an nita. Vi cach 1am ndy, cho
dén bay gio, toi da rat nhidu lan tim ra
céch giai quyét van dé. Céc ban hay cb
gang thir & dung phuong phép “khi gap
khé thi di ngi” xem sao nhé.

Vakhi da Iy lai tinh than sau gidc ngi
ngon, ban phai khich ¢ ban than ring
“chi con cach thuc hién mathdi”. Roi cur
thé buéc téi hanh dong hét minh cho
muc tiéu ban than da dat ra. Ca lap di
lap lai nhirng hanh dong do, chic chin
ban s& c6 thé dat duoc hau hét moi thi.

Trong diém:

Khi gap phai nhitng van dé kho khan,
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phién phirc, hdy tam thoi di nga cho co
thé nghi ngoi dé lay lai sirc khoe, khi lyc
roi sau do tiép tuc ddi mat véi tinh than
“chi con cach thyc hién mathoi”.

6

Sir dung con sb va danh tir riéng dé
néi chuyén that chinh xac

O Phan 2 caa Chuong 5 (trang 217) ti
da c6 néi rang “néu biét khang dinh rd
rang, khéng sir dung nhtng céu n6i map
mo, tasg ¢ thé chiém dugc long tin cua
moi nguoi xung quanh”.

NGi cach khac tic la nhitng ngudi lam
viéc nhanh, lam duoc viéc thuong <&


https://hoimesach.com/
https://hocphotoshopmienphi.com/
https://hocphotoshopmienphi.com/

“néi chuyén rd rang” nhung néu ndi sau
hon thi ho thudng “néi chuyén rd rang
vachinh xé&c”.

Pé lam dugc diéu d6 thi can sir dung
nhiéu con sd va danh tir riéng trong cau
chuyén caaminh.

Trudc tién ta hdy cing xem xé vé céc
con sd.

Hay cb ging lam sao dwa vao cau
chuyén ciaa minh nhitng con sb chinh
xéc, dén muc phai dé cho moi ngudi c6
nhan xét vé minh rang “la nguoi gioi vé
céc con sH”.

Vi du, khi nhin lai qué kht, c6 1& nén cb
gang néi bang sb nam theo dwong lich.
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Khi néi chuyén véi nhitng nguoi trung
nién hay nhirng a dang lam nhitng cdng
viéc mang tinh chit caa nhitng cong
chirc nha nudc (von thuong xuyén phai
st dung nién hiéu) thi co thé néi theo
kiéu “Nam Binh Thanh thir bao nhiéu”
nhung vé co ban hay sir dung duong lich
khi n6i chuyén dé thé hién sy chia s¢
thoi dai véi ddi phuong. Hay cb ging
ldng ghép vao trong cau chuyén cua
minh nhirng gi 1a s kién xay ravao nim
d6 ma cb thé dang dé lai 4n tuong cho
ddi phuong.

Ngoa ra, khi truyén dat théng tin vé
khoang céch, cu ly, néu dung céach néi
“5, 6 phut di by” thi do mdi nguoi lai di
véi mot téc do khéc nhau cho nén néu
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nGi theo huéng “500m ké tir nha ga’ thi
c6 I& s dé hiéu hon nhiéu.

C6 thé hinh dung t6i mot sd vi du cy thé
khéac nhu 15 x 15 = 225, 25 x 25 = 625,
rdi 1 Tsubo = 3,3m2, hoic 3 nam la
khoang 1100 ngdy... Néu ghi nhé dugc
nhiéu don vi, nhiéu kiéu tinh toan nhu
thé thi khi néi chuyén, ta s3 c¢d thé 1am
cho céach dién dat caa minh phong phu
hon kiéu nhu “céi d6 chic phai gap tam
X lan ca Y ay nhi?’ va nhu thé s3 tao
cho @i phuong mot an tuong tot rang
ban |&“nguoi giodi vé cac con s6” (nguoi
gioi giang, uu t0). Hay thir danh thoi
gian luyén tap tirng chit mot xem sao.

Ngoai ra, viéc dua thém céc danh tir ¢b
hiru vao trong cau chuyén ciing 2 gilp
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cho cau chuyén thém cu thé va dé dang
dé lai an tuong cho ngudi nghe. Tén
nhén vat, tén dia danh, tén cong ty, thuat
ngir phép luat... hdy cd gang ghi nhé
that nhiéu, chic chan s3 c6 ltc ¢ ich.

Bén canh d6, véi tén nhan vat can nhé
thém nam sinh, nim mit cua nguoi d6
(ho sdng vao thoi dai ndo), véi tén cong
ty can nha nam thanh lap, quy md doanh
thu, sb lugng nhan vién... Néu cd thé
ghi nhé va long ghép tirng con sd cu thé
v6i nhau thi s3 tao dugc chiéu sau trong
cau chuyén.

Hay cb ging trang bi cho minh nhiing
kién thac d6 dé c6 thé “ndi chuyén
chinh x&c”. Khi 4y, c6 I& cudc sbng va
cdng viéc cua ban sz lién tuc phét trién


https://hoimesach.com/
https://hocphotoshopmienphi.com/
https://hocphotoshopmienphi.com/

theo huéng huéng tét dep.

Trong diém:

Néu biét dwa thém “nhitng con s6” va
“nhitng danh tir & hitu” vao trong cau
chuyén caa minh thi noi dung mudn néi
s3 thém phan cy thé va co thé dugc moi
nguoi danh gia cao.

T6m téit chuong 6
2 Néu biét dat cau hoi “tai sa0” dé tim
kiém nguyén nhan, ngon nguon trong

nhiéu tinh hudng, hoan canh thi s3 ¢6
thé 1am tét cong viéc.

@ Tao cho minh thdi quen suy nghi
theo huéng “Néu thay A bang B thi s&
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nhu thé ndo?’ va nhiing y tuéng 5 dé
dang tim dén véi minh hon.

%2 Néu hing ngay biét ty dat racho ban
than minh cau hoi “s& 1am thé nao?’ thi
khi gap phai nhirng tinh hung bat tric,
ban s& co thé suy xét nhanh chéng va
duaranhirng phan doén hop Iy.

@ Vi viéc sir dung mot cach co y thirc
cau néi “vén di/ ngay tir dau”, ban s3
trang bi dugc cho minh “cip mét cia
lodi chim” dé c6 thé quan s&t toan canh
vakhi xay ra vin dé ban s3 d& dang tim
duoc céch giai quyét.

2 sir dung triét & nhing con sb va

danh tir ¢ hitu trong cau chuyén s& gitp
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nang cao mic do danh gia cuaa moi
nguoi xung quanh.
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CHUONG 7: REN LUYEN CACH
SU DUNG THOI GIAN VA NANG
CAO CHAT LUQNG CONG VIEC

1
Lam rd viéc phan bd thoi gian

OChuong 3 cua cubn séch nay, toi da
gi6i thiéu tai cac ban “Céch bubng bo
nhitng thoi gian vo ich”. Va & chuong
nay, toi s tién su hon mot budc nira dé
gidi thidu cho céc ban vé “Céch sir dung
thoi gian” dé thay doi cuoc doi minh.
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Hau hét moi nguoi déu khong thé do
dugc thoi gian mot cach chinh xéac néu
khéng nhin dong ho.

Mac du cung la mot khoang thoi gian
gidng nhau nhung tly vao nhiing viéc
dang lam hay nhitng con nguoi dang gap
gd ma cach cam nhan s& khac nhau. Vi
du nhu chic han ai trong ching ta ciing
thuong xuyén c6 cam giéc kiéu nhu “Pa
dén gio ndy rdi co a2’ hay “Méi c6 tam
nay théi sao?’

Néu ban dang c6 cudc song hang ngay
theo kiéu “Ngay nao ciing tréi qua veéo
mot céi, nhanh khdng kip chép mat” hay
“hém nay lai khdng c6 thoi gian rdi”...
thi hay thir tim cach xoay s& dé 1am sao
c6 thé cam nhan vé thoi gian mot cach
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chinh xéc.

Vadé lam duoc diéu do thi cach 1am tét
nhat |axay dung “thoi gian biéu”.

Trong cudc sbng cia minh, ching ta da
ting di hoc va suét tir hdi hoc cap 1 cho
t6i dai hoc, ching ta déu co ca goi 1a
“thoi khoa biéu” va déu nhin vao d6 ma
hoc tap.

Va gio day, khi da truong thanh thi ta
x&y dung thoi gian biéu va hién thi ré
rang viéc phan bé thoi gian.

Thoi gian biéu ndy 1am theo tirng tuin
gidng nhu hdi hoc sinh, sinh vién ciing
dugc. V& don vi thoi gian cia mot ngay
thi c6 thé chia to hon so vai thoi di hoc
mot chit, vi du nhu c6 thé 1&
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1. Sang s6m (6h — 8h)

2. Budi séng 1 (8h —10h)
3. Budi séng 2 (10h — 12h)
4. Budi chiéu 1 (12h — 14h)
5. Budi chiéu 2 (14h — 16h)
6. Chiéu tbi (16h —18h)

7. Budi tbi 1 (18h —20h)

8. Budi tdi 2 (20h —22h)

ROi sau d6 ghi chép dai khéi xem vao tir
khoang thoi gian cua tung thi, ting
ngay dé ban sg 1am nhirng gi.

Co6 thé ¢ nguoi 3 cho rang day |a mot
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phuong phép kha 4u tri, 6 phan tré con
nhung khi &ng dung vao thuc t& méi
thiy rat hiu qua va khi da quen thi s
khéng dung lai duoc.

Céi hay nhat caathoi gian biéu chinh 1a
& chd “xé&c dinh duoc diém két thic”.

T4t nhién, trén thuc té, rat kho co thé
thuc hién tat ca moi thu theo don vi hai
tiéng mot nhu vay. Tuy nhién, vi diém
két thic da duoc xé&c dinh cho nén
nhitng cong viéc ma tir truéc von dé kéo
dai hon hai tiéng s phai két thic nhanh
hon, s6m hon.

Ngoai ra, mot khi da dugc xac dinh trén
thoi gian biéu thi cong viéc d6 sz khdng
thé kéo dai hon hai tiéng dugc cho nén
ta & phai tim toi, sang tao, dau tu vao
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céch thirc thyc hién cong viéc dé lam
sao ¢6 thé hoan tat cong viéc trong vong
hai tiéng dong ho.

Thoi gian biéu ndy ban c6 thé viét vao
vo hay trinh bay 1én mot to giay 16n roi
dem dén & dau d6. Lam nhu thé, ¥ thac
d6i vai thoi gian chic chan s3 thay doi
vadan dan ta s3 c6 thé sir dung thoi gian
hiéu qua hon.

Trong diém:

Tao thoi gian biéu va lam rd viéc phan
b6 thoi gian s gilp cam giac dbi véi
thoi gian dwoc mai gitia sic bén hon va
tir d6 cong viéc & dién ratrdi chay hon.

2
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Thiét 1ap lich trinh theo don vi 30
phut.

Thoi gian biéu” t6i ndi ¢ phan trudc
dugc |ap theo don vi 2 tiéng mot nhung
khdng can nhat nhat phai tuan theo y hét
nhu vay. Ban c6 thé lam theo hudng
chia nho hon, chi tiét hon mién la ban
cam thay n6 phi hop véi ban than hon.
Tham chi, don vi ma cang nhd, cang chi
tiét thi “hiéu qua deadline’ s& cang phét
huy t&c dung va ban & cang lam viéc
nhanh hon.

Vi du, gia S ban |ap thoi gian biéu theo
don vi 30 phat. Ban than viéc lap mot ké
hoach chi tiét dén mirc d6 ciing du vét
va rdi nhung néu c6 thé &p dung mot
céch nghiém tdc thi tbc do giai quyét
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cdng viéc chic chin s& nhanh |én. Ban
hdy thir lam mét va ngay thdi ciing
duoc.

Theo nhitng gi nghe dugc tir mot nguoi
ban, tdi duoc biét c6 mot ki thuat quan
ly thoi gian c6 goi la “Pomodoro
Technique!”. Péy la phuong phdp van
hanh theo kiéu “tap trung |am viéc trong
25 pht rdi nghi 5 phat” vact lap di lap
lai viéc d6 nhiéu lan. Ciing da c6 nhitng
phan mém ung dung trén dién thoai di
dong cho vong xoay ndy, rat thuan tién
cho nén ban hay thir mét 1an xem sao.

1 Pomodoro Technique la mgt phuong
phép quan |i thoi gian dé nang cao toi
da sy tap trung trong cbng viéc duoc
gigi thigu vao nam 1980 bgi Francesco
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Cirillo, nguoi Italia CEO cua mgt mgt
cdng ty phan mém nguoi Italia.

Dén day hay tam dé phan thoi gian biéu
sang mot bén dé cling tim hiéu vé cach
Ién lich trinh cho mét ngay. Vi du, hdy
thir Iap mot lich trinh cho céc cudc viéng
tham doi téc, tiép don khach hang hay
tac nghiép tai van phong theo don vi 30
phit va boi sb caa nd. CO6 thé s 1a nhu
thé nay:

9h30 — 10h30: lam viéc ¢ van phong

10h30 — 11h: thao luan vé6i truéng
phong

11h —12h30: lam viéc tai vi tri caaminh

12h30: di ra ngodi; 13h: dén gin dia
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diém cong ty (d6i téc 1)

13h—13h30: an trua

13h30 — 14h: hop tai cong ty (ddi tac 1)
14h — 14h30: thoi gian di chuyén
14h30 — 15h: hop tai cong ty (dbi téc 2)
15h — 15h30: thoi gian di chuyén
15h30 — 17h: lam viéc ¢ van phong

Trong truong hop ndy, néu cudc gap vai
“déi tac 1" kéo dai hon du dinh s gay
anh huong toi viéc di chuyén toi dia
diém caa “ddi tac 2", do d6 s3 phai 1am
sao dé cudc hop két thuc trong 30 phut
vathoi gian di chuyén ciing chi géi gon
trong khoang 30 phat mathdi.
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Ciing gidng nhu phan thoi gian biéu ma
t6i d& gioi thiéu Iic ndy, diéu quan trong
trong truong hop ndy ciing la xac dinh
thoi gian két thic va chap hanh nghiém
chinh, chéc chén.

Vi du, c6 thé vén di cudc ndi chuyén,
trao doi véi “ddi tac 17 s8 gdm nhiing
noi dung phai kéo dai tsi mot tiéng dong
ho. Tuy nhién, ta phai diéu chinh tir
truge xem phai néi chuyén nhu thé nao
v6i muyc tiéu két thac trong 30 phdt. Tay
tirng trudng hop ma co thé ciing nén néi
truéc voi doi tac 1a“ s trao doi tir 13h30
dén 14h” chang han.

Vi viéc xdy dyng lich trinh theo huéng

x&c dinh diém két thdc nhu thé nay, ban
nhét dinh s3 c6 thé tién hanh cong viéc
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mot céch hiéu qua va nhanh hon rét
nhiéu lan.

Néu don vi 30 pht hoi kh6 khan thi xay
dung theo don vi mot tiéng hoac két hop
ca hai cling duoc.

Tom lai, hdy xéc dinh don vi thoi gian
va &p vao tit ca lich trinh. Bang céch
nay, luong thoi gian ban c6 thé sir dung
mot cach tu do & tang |én dang ké.

Trong diém:

Lén ké hoach, lap lich trinh mot ngay
theo don vi 30 phat s2 tao ra cam giéc
khan truong, théi thdc sy tim toi, sdng
tao va gilp giating téc do 1am viéc.

3
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Cong khai tat ca ké hoach ciia ban
thén véi cac thanh vién khéac

Viéc cong khai ké hoach, du dinh cia
ban than véi nhitng nguoi khéc déi khi
s& phét huy hiéu qua khéng ngo.

Vi du, néu s dung nhitng cdng cu lich
truc tuyén nhu Google Calendar chiang
han, ban s& c6 thé chia s¢ va cho nguoi
khéc xem lich trinh cia minh.

Trude déy, & hau hét cac cong ty déu c6
nhitng chiéc bang va trén d6 nguoi ta
ghi rd noi di va thoi gian quay lai cua
moi nguoi. CO |& ngay ca bay gid van co
nhiéu cong ty van dang sir dung.

I3
A

Ngoa ra, & mot s6 cdng ty, doanh
nghiép, ngudi ta con tng dung Google
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Calendar hay céc phan mém chia st
nhom (Group-ware) dé chia sé lich trinh,
ké hoach cuatoan bo nhan vién.

Chi ¢6 diéu, toi thiy trong hau hét moi
truong hop, nguoi ta méi chi dung &
muc chia s¢ nhitng théng tin vé noi dén,
hop hanh, tiép khach mathéi.

Piéu toi mubn dé xuat ¢ day la cong
khai “toan bo” ké hoach cua ban than
mdi nguoi.

Tuc la khdng chi cong khai vé& dia diém
di chuyén ma con ca “cong viéc A thuc

hién & vi tri ngoi” hay ca nhirng cuoc
trao di nho trong ndi bo cong ty... néi
chung la viét vao d6 tat ca nhitng viéc
minh dang phu tréch, dang trién khai
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trong khoang thoi gian lam viéc.

Viéc nay cO ta&c dung tao ra sy “tréi
buoc” vé lich trinh hon 1a cong khai véi
toan thé nhan vién va nhu thé cd thé sz
gilp nang cao sy tap trung vao cong
viéc. Hon ntra, khi nhirng nguoi xung
quanh biét duoc ban dang nd luc thuc
hién cong viéc gi thi khi ban ban ron hay
dang rit tap trung, ho s khdng lam
phién ban bgi nhitng thir vat vanh nira.

Ngoai ra, tly tirng truong hop cu thé ma
c6 khi ciing nén tinh dén chuyén cong
khai lich trinh vé6i ca khéch hang, déi tac
lam an chi khéng chi véi nhitng nguoi
trong cong ty.

T6i b nguoi ban hién dang lam cong
viéc tu van. Anh ay luén cong khai tat ca
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lich trinh, du dinh caa minh cho khéach
hang théng qua (ng dung Google
Calendar. Va tham chi khé&ch hang con
6 thé tu dat lich hen véi anh ta bang
céch viét ngdy gid mong mudn vao
nhirng chd con tréng trén lich.

Néu |am viéc qua e-mail thi s& phai giri
di nhan lai rat nhiéu lan rang “ngdy nay
t6i ranh tir gio ndy dén gio ndy” ..., rat
phién phtrc, nhung véi cach lam ndy thi
s8 ¢6 thé dé& dang chon ra ngdy gio phi
hop véi ca hai bén ma khéng can phai
mét qué nhiéu thoi gian va cong stc.

Ngay ca véi nhitng nguoi dang lam viéc
tai cac cong ty, tly vao tirng vi tri, nganh
nghé ma ciing cd thé sir dung phueong
phap nay. Vi muc tiéu nang cao hiéu qua
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cong viéc thi day ciing la mét cach dang
dé thir phai khong nao?

Trong diém:

Cong khai “toan bo” nhirng gi minh
dang thuc hién trong thoi gian lam viéc
Vi tat ca moi ngudi S8 gilip ndng cao s
tap trung vao cong viéc.

4
Thiét ké truwéc tién trinh cugc hop

Trong s céc cdng viéc & cdng ty, khéng
c6 gi vo ich, 18ng phi bang hop hanh.

Khi con lanhan vién cong ty, tdi rat ghét
hop hanh. Bsi vi t6i luon bi & phai
tham dy nhitng cudc hop vén khéng can
t6i sy c6 mat caa minh, gay 1ang phi rat
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nhiéu thoi gian quy béu.

Ngay ca gio ddy, vi hop hanh ma nhiéu
cdng ty, doanh nghiép dang lang phi
khong biét bao nhiéu chi phi, tién cia
(sd nguoi tham dy x lwong gio).

Viy lam thé nao dé x6a b nhitng cudc

hop vo bé va bién né thanh khoang thoi
gian c6 y nghia day?

NG mot cach ngin gon thi d6 & nén
thiét ké cuoc hop tir truée.

Vadiéu quan trong ¢ day |a“quyét dinh
céi gi?’ hon la“vi muén ban bac vé van
dé A nén s3 hop”. Cin phai x&c dinh
diéu do tir trugc.

Bén canh d6, can xé&c dinh rd rang mot
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sd van @& khéc nhu thoi gian hop, noi
dung ban bac, tién hanh trao d6i, thoi
gian két thic, diadiém...

Vé dia diém thi khéng can tit ca moi
thanh vién ciing tap trung & mot chd, co
thé sir dung hinh thirc hop truc tuyén
(online meeting) ciing dugc. Tt nhién,
van phai tién hanh ghi bién ban hop
nghiém tdc.

Téi cho rang néu ngay tir ¢au hoat dong
chia s¢ thong tin hay giao tiép trong noi
bo cong ty duoc thuyc hién nghiém
chinh, day du hing ngay thi ciing khong
can phai to6 chic gap g, hop hanh
nhiéu.

Khéng chi cd gang thiét ké cudc hop tir
truge dé khong phét sinh nhirng khoang
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thoi gian vo ich ma ciing nén xem xét lai
ngay tir chd “Vén di viéc ndy cé can
phai hop hay khéng?’

Trong diém:

Khi t6 chic hop, can xac dinh tir truéc
xem “s3 quyét dinh cé gi?’, dong thoi
phai suy nghi xem “Vén di ¢ can phai
t6 chirc hop hay khdng?’

5

Puarakét luan ngay trong cudc ban
luan

Ciing gidng nhu hop hanh, nhirng cudc
trao doi, théng nhat nhanh, nho ciing rat
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hay phét sinh trong cong viéc. Thuc té
cO rat nhiéu cudc trao déi, thao luan kiéu
ndy: trao ddi véi khéch hang, trao ddi
Vv6i ddi te 1am an, trao dbi trong noi bo.

O déay, ta hdy cung hinh dung vé kiéu
trao d6i, thao luan vé co ban dugc td
chic 1 d6i 1. Péi khi ciing c6 nhiing
truong hop t6 chic di tham déi téc (hoac
dugc dbi tac dén tham) véi sb luong
nhiéu ngudi nhung kiéu ndy ciing khdng
phai | qué nhiéu. Ngoai ra, ca nhan toi
lubn nghi “giao tiép la 1:1” cho nén ¢
day toi s3 tap trung néi vé kiéu trao dbi
nay.

Du lathao luan, trao ddi gi di chang nia,
vé co ban tat ca déu 1a “rakét luan ngay
tai chd”.
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Du la véi nguoi trong cong ty hay la
nguoi phia ddi tc giao dich, hay trong
bat ky cudc trao ddi, thao luan ndo vi du
nhu “bén hang/ dwoc ban hang” ching
han, thi hay ludn ghi nhé vacd ging lam
sao phai dwarakét luan ngay |(c do.

Vén di dé t6 chic gap mat va trao doi
nhu vay thi chinh viéc sip xép thoi gian
da ton chi phi. Néu ban hay ddi phuong
lanhirng nguoi nam gitr chic vy quan |y
thi cang cin phai dua ra két luan trong
thoi gian ngan hon nira.

Bén canh d6, n6i diéu nay ra co thé s bi
phé phén, chi trich nhung chang phai
ngay tir dau, ban than viéc gap mat trao
d6i da khong con can thiét trong thoi dai
ngdy nay nirardi hay sao?
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RG rang, viéc giao tiép thdng qua gap go
truc tiép 1& quan trong va nhidu khi phai
qua gap mat tryc tiép dé néi chuyén thi
méi giai quyét duogc van dé. Tuy nhién,
t6i thdy duong nhu qua nira nhitng cudc
gap g& trao ddi lalang phi thoi gian.

Néu 1& nhirng cau chuyén véi ngi dung
don gian, chi can trao d6i qua e-mail hay
nhan tin 1a xong thi cir ding e-mail va
nhan tin 1a dwgc. Chac chan khi d6
khong can phai gap go. Khi con nguoi
gap nhau, ho s3 phai dung téi rat nhiéu
thoi gian cia nhau, ndo la thoi gian
chuan bi di lai, thoi gian di chuyén di va
vé, thoi gian gap mat, trd chuyén, ndo 1a
thoi gian thu don, sip xép sau khi dbi
phuong ravé, rdi con thoi gian x&c nhan
noi dung trao doi...
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Trudc khi tién hanh gap gd, trao doi, hay
ding lai mét chit va thir suy nghi xem
lidu cude gap d6 cb thuc s can thiét hay
khéng.

Trong diém:

Vi mdi cudc giap gd, trao doi déu tén
kém chi phi nhat dinh cho nén hay lam
sa0 nhat dinh phai dua ra két luan ngay
Idc do.

6
Lap mau vatriét dé sir dung tai liéu

Trong cong viéc ludn can téi rat nhiéu
“tai lieu” khac nhau.

Va dé tao ra céc tai liéu ndy ciing tén
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kém khong it thoi gian.

Pé tiét kiém phan thoi gian ndy, hay
lubn ghi nho trigt ¢é giam bot lugng tai
liéu.

Vi du, néu |am viéc trén Excel thi khdng
nén tao ra qua nhiéu file, hay chia lam
nhiéu sheet trong ciing mot file réi dich
chuyén khi sir dung.

O trong cling mot sheet ciing ¢6 thé tao
lién két gitra cac con S5.

Ngoa ra, t6i thiy c6 kha nhiéu nguoi
thich trang tri cho céc slide cia minh
trong Powerpoint that hoanh trdng va
dep d& nhung diéu quan trong van |a noi
dung cudi cung. Do d6, khéng can phai
tén thoi gian vao viéc ndy, chi can 1am
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sa0 dé dbi phuong hiéu dugc y minh
muén néi ladu.

Véi tai lieu, hiéu qua nhat 1a chuan bi
trude nhitng “biéu mau (pattern)” roi cir
theo d6 dung di dung lai.

Vi dy, khi xay dung ban ké hoach hay
ban d& xuat bang Word, nén xéc dinh
trudc mot biéu mau theo kiéu dau tién 1a
dong tiéu dé that 1on roi sau d6 la céc
gach dau dong, lam sao chi gdéi gon
trong mot to A4. Vatai liéu ndo, giy to
nao ciing lam theo biéu miau nhu vay
(tham khao Phan 4, Chuong 2).

Ban than téi lubn tao tai liéu theo biéu

mau kiéu “tiéu dé + gach dau dong’
trong nhiéu nam va chua lan nao bj
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khéach hang phan nan, ché trach.
Trong diém:

Khi 1am tai liéu, chi cin truyén dat t6i
dbi phuong “nhirng gi mudn néi” 1a
duoc cho nén hdy ¢b gang don gian héa
noi dung va dung di dung lai mot biéu
mau.

Toém téit chwong 7

3 Khi thuong xuyén cim thdy “ban
ron”, hay thir xdy dung thoi gian biéu va
tién hanh “cu thé héard rang” viéc phan
bé thoi gian, ban s3 c6 dugc cam giéc vé
thoi gian.

%2 Néu xéc dinh duoc thoi gian két thic
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clia c&c cdng viéc bang cach xady dung
thoi gian biéu va chi tiét hoa lich trinh,
“hieu qua deadlineg” s phat huy tac
dung va s3 ¢6 thé hoan thanh cdng viéc
nhanh chéng.

2 cong khai lich trinh cua ban than
vai toan bo nhén vién trong cdng ty trén
Google Calendar s2 gilp nang cao hiéu
suit cong viéc theo huong cudng ché
mot phan.

2 Hop hanh hay gip g treo doi gay
t5n kém nhiéu chi phi vé con nguoi cho
nén can xéac dinh nghiém tac “s3 quyét
dinh cé gi?’ va nhat thiét phai duara
két luan ngay tai chd.
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Khi 1am tai lieu, ¢ géng khong qua
cau né vao hinh thirc ma ¢ gang thuong
xuyén tan dung biéu mau gidng nhau dé
tiét kiém thoi gian.
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LOTKET

Chung ta can tién dé song. Vi ngudi co
gia dinh thi cang can hon. Bé co tién,
chuing ta phai lao dong. Lam viéc, kiém
tién, nudi sdng ban than va gia dinh —
déy lathuong thac, 1a 1€ duong nhién tir
trugc toi nay.

Néu ta c6 thé vui vé 1am nhitng gi minh
yéu thich thi khéng c6 van dé gi nhung
c6 nhiéu nguoi dang phai 1am viéc lién
tuc trong tinh trang cang thang kéo dai.
Sur nd lyc trong cdng viéc van lubn duoc
coi lamot due tinh tét, nhitng nguoi 1am
viéc nhiéu, tao ra nhiéu thanh tich tét
van luén duoc biéu duong, didu d6 hién
nay van khéng c6 gi thay doi.
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Nhu nguoi ta van néi “mudn an thi lan
véo bép”. Phai lam viéc cham chi tur
trudc téi nay da tro thanh thuong thac,
con nhitng al |& nhay ra (drop-out) khoi
vong quay thuong thic d6 thi thuong bi
goi la “NEET?Y", la “ganh niang cua xa
hoi”.

1 NEET: viét tat cia “not in education,
employment, or training” , dich nghia la
khong hoc vin, khéng viéc lam, khdng
dao tgo. Day la mét danh tir phan logi
nguoi lan dau tién duwoc s dung o
Virong quac Anh, nhung viéc sir dung né
d3 lan sang cac quoc gia va khu vuc
khac, bao gom Nhdt Ban, Han Quodc,
Dai Loan, Canada va Hoa Ky.

Tuy nhién, x& hoi téi déy co 1é 2 cb


https://hocphotoshopmienphi.com/
https://hocphotoshopmienphi.com/
https://hoimesach.com/

nhiing thay d6i rat Ion. D6 co thé s3 1a
mot x& hoi ma con ngudi khdng can
phai 1am nhitng cdng viéc “nang nhoc”
ma van sbng dugc. P6 ¢6 thé s& 1a noi
Al hay ro-bét s3 thay thé con nguoi dam
nhiém nhitng cong viéc phién phuec.
Ngoai ra, co ché thu nhap co ban (basic
income) c6 kha nang s& dugc duavao ap
dung vakhi dé ciing c6 kha nang “nghia
vu lao dong” s3 chuyén thanh “quyén loi
lao dong”. Ai mudn lao dong thi di lam,
a khéng muén lao dong thi khéng lam
viéc ciing duoc. Toi nghi day la diéu tu
nhién.

Vakhi moi chuyén tién trién theo huéng
“khéng can phai lam viéc mot cach ép
busc” thi cd thé s3 ngdy cang c6 nhiéu
ngudi phét huy duoc niang luc sang tao
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cia minh va dem dén cho moi nguoi
nhiéu cam xdc va niém vui.

Nhitng ai muén lao dong thi ctr viéc lam
viéc, hoat dong tich cuc hon nita va dem
lai strc sbng cho x& hoi nhiéu hon nira.

Trong cudn sach nay, tdi da tap trung
chu yéu vao viéc cit giam that nhiéu
cdng viéc va da trinh bay vé viéc nén
suy nghi nhu thé ndo va hanh dong ra
sa0 dé thyuc hién diéu dé. Véi cong viéc
thi ¢6 gang thuc hién that nhiéu ciing
dugc, tim céch cit giam dé uu tién 1am
viéc khéc ciing duoc, tom lai do la
quyén ty do quyét dinh cia mdi ngudi
nhung véi nhitng a coi trong cach [am
thir hai hon thi rat mong céc ban hay doc
lai cudn séch ndy mot 1an nira, ghi chép
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nhiing diéu ban than nén lam trong thoi
gian t6i va bat tay thuc hién ting cé
mot.

Viéc céc doc gia bat dau suy nghi dén
viéc giam bot nhitng cdng viéc khong
can thiét va tim ra nhitng kha nang mai
chinh 1a niém vui I6n nhat déi véi téc
gia.

T6i mong rang s& ¢ thém nhiéu nguoi
suy ngdm vé diéu ndy va bit tay thuc
hién dé thay doi cach sdng caa minh
theo hudng tot dep.

Thang 4 nam 2019

Noriaki Yamamoto
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