DIEN DPAN PHUONG PHAP LAM VIEC NHOM
Dién dan Huynh Toan Téng trudng-Téng doan Sao Bac Pau

Panh gia két qua lam viéc nhom

1. Chon cac tiéu chuin danh gia

2. Panh gia két qua

3. Do lwong sy thuwe hién cia nhan vién
4. Lanh dao

Nhirng 16i thong thwong trong dam phan

1. Budc vao dam phan véi dau 6c thiéu minh min

2. Khong biét d6i tac ai 1a ngudi co quyén quyét dinh

3. Khong biét diém manh cta minh 1a gi va sir dung n6 nhu thé nao
4. Budc vao dam phan voi muc dich chung chung

5. Khéng dé xuit nhitng quan diém va 1y 18 ¢ gia tri

Nhirng diéu cin tranh dé dam phin khong that bai

1. Né6i qua nhé: 2. Khong nhin vao méit ddi taic dam phan:3. Khong c¢é ké hoach cu
thé:

Nhirng nguyén tic thanh coéng trong dam phan

1. An twong ban dau.
2. Chu ¥ t6i céc cir chi, thai dd va dong tac ciia co thé trong khi dam phan.

3. Phii x4c dinh rd muc tiéu dam phan va ludn luén bam sat theo dudi muc tiéu nay
trong suot qua trinh dam phan.

KV nang dam phan — Khai niém chung

1- Khai niém dam phan:
2 — Nhirng nguyén tic co ban:
o Khong dat dugc thoa thuan c6 khi 1a két qua tdt.

« Thoi gian 1a mot yéu td quan trong anh huéng dén tién trinh va két qua dam phan.



« Khong dé cudc dam phan bj pha v& hoan toan.
. Két qua my man la cai thién dugc tinh hinh hién tai cta ca 2 bén.
o Tién trinh bi 4nh hudng béi nhitng ngudi ddm phan cua cac bén

Lam chu thoi gian caa chinh minh

Ngin nip:
Thoi khéa biéu:
C6 mdt nguoi nhic viée tot bung:

To chirc cong viéc ca nhan

1.Sip xép cong viéc theo thir ty wu tién
1.1 Phan loai cong viéc

To chirc cong viéc hiéu qua

Theo nghia rong: t6 chtrc 1a qua trinh xac dinh nhitng cong viéc qén phai lam va phan
cong cho cac don vi ca nhan dam I}héln cac cong Yiéc ,d(), tao ra moi quan hé ngang doc
trong ndi b0 DN. Theo nghia hep: t6 churc 1a viée sap x€p cac cong viéc dugc giao.

Trong tai liéu nay, t6 chure duoc hiéu 1a két hop ca hai dinh nghia trén.

TO CHU'C CONG VIEC BQ PHAN

1. Xac dinh chirc ndng, nhiém vu

1.1 Xac dinh chirc nang:

1.2 Xac dinh quy trinh:

Piéu hanh cudc hop

Pit ra nhirng nguyén tic co ban (Tiéu chuin):

Chuin bi cho mét cudc hop

Chuén bj cho mdt cudc hop:



