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CHUONG TRINH DAO TAO KY NANG MEM

STT

Chu dé

Thoi
lucong

Doi
tugng
tham du

Mo ta

Hoc vién sé hoc
dugc gi

Giao Tiép
Hiéu Qua
Véi Ky
Thuét NLP

Moi doi
tugng hoc
vién

NLP 1a gi?

Cach giao tiép cua ndo bo,
y thirc, tiém thirc.

3 loai giao ti€p quyét dinh
thanh bai mot dgi ngudi
Tiém thdc diéu khién tat ca
Diéu khién tiém thic dé
giao ti€p

Nhitng tién dé giao ti€p
xuat ching

Kham pha dac tinh nao
trong giao ti€p

Ky thuat Pacing - Leading
dan dét giao ti€p

Giao Tiép
Theo Tinh
Cach Ap
Dung DISC

Moi doi
tugng hoc
vién

Pac tinh con ngudi theo 4
chiéu kich

4 tinh cach DISC

Ung dung DISC chinh phuc
ngudi khac trong giao ti€p

2 Giao tiép dé
dat dugc hiéu qua
khi truyén tai cac
thong diép giira
doéng nghiép va cac
ddi tac

Ky Nang
Lap Ké
Hoach Va
Quan Ly
Thdai Gian
Hiéu Qua

Moi doi
tugng hoc
vién.

Hi€éu dugc tdm quan trong
cla viéc hoach dinh & t6
chirc céng viéc hiéu qua
Biét cach 1ap & trién khai k&
hoach mot cach hiéu qua
nham hoan thanh muc tiéu
phong ban, muc tiéu chung
cua doanh nghiép

Nhan biét dugc khi nao va
lam thé& nao dé Gy thac céng
viéc mot cach hiéu qua

Tao thoi quen lap ké hoach,
theo ddi, kiém tra & diéu
chinh k& hoach. Tu dé lam
chu dugc cong viéc, cudc
song vi hoach dinh t6t moi
viéc

=  Lap ké hoach &
quan ly t6t thdi gian
dé& dat muc tiéu dé
ra cho doanh nghiép
va cho ban than.

Vién Tiéu Chuan Anh

BSI Viét Nam

518B Dién Bién Phu, Phudng 21,
Quan Binh Thanh, TP.HCM
info.vietnam@bsigroup.com
bsigroup.com.vn

Tru sé tai H6 Chi Minh
T: +84 (28) 38 200 066
F: +84 (28) 38 200 022
Véan phong Ha Noi

T: +84 (24) 3762 1170
F: +84 (24) 3762 1171

Vin phong Pa Nang
T: +84 (236) 3888 720
F: +84 (236) 3888 719

"””*I‘
By Royal Charter


mailto:info.vietnam@bsigroup.com

bsi.

..making excellence a habit”

Nhirng nguyén t3c quan ly
thdi gian hiéu qua
Quy trinh quan ly thgi gian
Cac cong cu quan ly thdi
gian hiéu qua nhat clia thé
ky 21
Ban danglaéngchihaynd | =  Kiém sodt cdm
|é cila cdm xuc? xUc va giai quyét cac
Nhitng yéu t6 anh hudng | xung dét,
cam xuc mau thuan
Quan Ly Moi doi Trd thanh 6ng chd clia cam
4 Cam Xuc & tugng hoc xuc ’
Quan Ly vién S dung hinh thé quan ly
Stress cam xuc
Ky thuat dan nhan quan ly
cam xuc
Tu duy ding d6i mat vGi | =  Giai quyét van
van dé dé, diéu hanh hoat
Quy trinh giai quyét van dé | dong nhém dam bao
Ung dung déc tinh ndo va | hiéu qua cong viéc.
DISC dé giai quyét van dé
hiéu qua nhanh chdéng
) Quan Iy Cac loai van dé trong cong
Ky Nang ~ viéc
Ung Dung cap !:ruln,g Nhan dién van dé
Tu Duy S;Ifzag Cac cong cu xéc dinh
5 Hiéu Qua nguyén nhan van dé
Trong Giai Quy trinh va cong cu tim
Quyét Van giai phap
Pé VaRa Quy trinh sang loc tim giai
Quyét Pinh phap t6t nhat
Ra quyét dinh
Bi quyét dé cé bai thuyét| =  Cach chuan bi
trinh thanh cong va trinh bay 1 bai
Céac budc dé cd bai thuyét | thuyét trinh hoan
trinh thanh cong chinh phu hgp vGi
Ky nang Moi doi Bi quyét thuyét trinh cla | ddi tugng ngudi
Trinh Bay tugng hoc Quan quan cuoc thi tim | nghe ( VD khi thuyét
6 Linh Hoat vién kiém tai ning dién gid MTC | trinh cho céc
theo ky Challenge do Singapore t6 | manager s& khac vdi
Thuat NLP chirc. cac expert binh
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e B6 cong cu truyén théng | thudng nén sé dung
hiéu qua 3S (Speech, Story, | ngon tir phu hgp)
Symbol) ma nhitng nha| =» Trong bai
lanh dao truyén thuyét trinh sé day
e cam hiing nhu Steve Job, | manh dung hinh anh
Martin L. King, Ronal | sinh ddng dé thu hat
Reagan da sur dung. ngudi xem han la
Ky Nang e Kham pha hanh trinh thay | dung qua nhiéu
Thuyét Moi di ddi hanh vi ctia khan gia thong tin bang chi.
Trinh Theo t dhg hoc | ® Truyén tai théng diép lay
Ky Thuat™ vien | déng ngudi nghe va lan toa
Stories stfc anh hudng
Telling ™ e Xay dung cau chuyén
truyén cam hing cho ngudi
nghe
e Chién lugc trinh bay trudc
nha diéu hanh cap cao
e Xay dung bai thuyét trinh
cudn hut chuén dién anh
e Vai tro va chlic ndng cita| = Quan ly nhan
quan ly vién - Xay dung doi
e Thach thirc cia quan ly nhom hoat dong
e Phong cach quan ly hiéu qua cao
e Cach dé xuat y tudng véi| => Bi€t cach lap &
sép trién khai k&€ hoach
e Cach truyén dat vdi nhdn | mot cach hiéu qua
vién va dong nghiép nhdm hoan thanh
K§ Niing . Céc giai doalj pr]ét trié’rl Cl]?, muc t!e::u phong bf':m,
Quan Ly Quan Iy doi,& vai tro cua nguGi t0 | muc tieu chAung cua
7 trudng doanh nghiép
e Cach 1ap ké hoach, hanh
dong
e Quan ly xung dot
e GOop y & khen thudng
e Tu duy anh hudng =  Hiéu Mb hinh
Quanly | e Tu duy muc tiéu lanh dao hiéu qua va
cap trung | e 5 tién dé anh hudng bi€t cach ap dung
Quanly | e Caccap dbanhhudngvaldo | caccong cu, ky
Ky Nang cap cao trinh thuét d€ gay anh
Lanh Pao e VAKAd, DISC biét ngudi biét | hudng ngudi khac
8 Tao Anh ta trdm tran tram thang nham dat dugc hiéu
Hudng e Nhitng cdu ndi van nang | qua cao trong cong
cla ngusi cd sic anh | viéc
hudng
e Hiéu qua trong cong viéc
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. Vugt qua nhitng Niém tin va

trd ngai trong lanh dao
Tim hi€u nhiing phong cach
lanh dao thudng gap

Kham pha mé hinh Lanh
dao linh hoat theo tinh
hudng

. K¥ nang Nhan biét cia nha

lanh dao theo tinh hudng

Xac dinh cdp dd phat trién

= Nang cao kha
nang giao tiép linh
hoat va su tin tudng
trong vai tro lanh
dao

= Ung dung md
hinh Ianh dao theo
tinh huéng dé nang
cao hiéu qua cong
viéc

= Taora su doc
lap, nang lugng va

lfy Nang (Buan ly va nang luc cia mot nhan dong IAUC laNm viec
Lanh Pao cap trung A \ ~ \ cho doi ngu
9 . . vién trong tinh hudng va g .
Theo Tinh Quan ly A o =  Gia tang tinh
~r ~ muc ti€u cu thé L "
Huong cap cao 3. Kha nsna I , . | hdp tac, tinh than
. Kha nang linh hoat cua nha A A ~
~ . ~ dong doi hudng den
lanh dao theo tinh hudng ML
.. . - \ cac ket qua lau dai
e Xac dinh hanh vi ho trg va PR
. x trong doi ngii va to
hudng dan chiic
e Hi€u rd 4 phong cach Ianh N
) , P n =  Hoan thién su
dao: Hudng dan, huan hid . R
n X . " i€u qua cua nha
luyen, ho trg va uy quyen |anh dao trong thiét
4. Ky nang thich nghi ctia nha n 30 trong th
lanh dao theo tinh huéng Iaxp muc tieu, huong
' dan, lang nghe,
quan sat va
nhan/dua phan hoi
e DONg luc la gi? =  Xay dung su
e B0 ba dong luc cot I6i thic | hgp tac va tin tudng,
ddy ddng luc nhan vién tao dong luc véi ddi
o Cac phuong phap tao dong | ngi dé cung phat
Ky Nang luc trién hudng dén muc
Tao Bong Quan ly e Khai niém, tdm quan trong | tiéu chung cla
Luc Va Uy cap trung cla uy thac cong viéc doanh nghiép
10 | Thac Cong Quanly | e Quyén han va trach nhiém
Viéc Hiéu cdpcao | e Uu diém cua viéc Uy thac

Qua.

cong Vviéc

Nhifng rao can trong viéc
uy thac va cach vugt qua
rao can
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Uy thac phU hgp — Nhiing
tiéu chi gidp nhan dinh cong
viéc phu hgp cho viéc ay
thac

Trao quyén va trach nhiém
- gia tri clia su trao quyén,
xac dinh nhitng diéu gilp
khuyén khich moi ngudi
thuc hién t6t va chiu trach
nhiém ca nhan

Ky Nang

Pam phan la gi?

Nhitng kiéu dam phan
thuGng gap

Cac giai doan dam phan

Cung cap cac kién
thirc, k¥ nang, cong
cu can thiét dé:

2  Hiéu rd tdm
quan trong cua dam

Pam Phan Moi doi Cﬁng cu va phu’dng phap | phan trong moi
& Thuan tugng hoc khi€n d6i tac dong y trong | trudng kinh doanh
g i . X n ~
11 Lugng vién. dellm phan ] o = Nang cao ky
: Cac phuang phap chét dam | ndng dam phan
phan = Ap dung vao
cbng viéc hang ngay.
Khai niém vé dich vu cham
séc khach hang — Mai lién
hé gilta cham sbéc khach
hang chu dao va su trung
thanh cla khach hang
Tam quan trong cua Viéc
chdam séc khach hang noi
bd
Ky Nang Cac phuong phap ti€p can
Cham Sac khac nhau d6i vdi nhiing
Va Giai Moi ddi ki€u khach hang khac nhau
12 Quyét tugng hoc Pap Ung cd hiéu qua nhu
Khiéu Nai vién cau cla khach hang
Cua Khach Cung cap dich vu cham soc
Hang khach hang truc dién hodc

qua dién thoai

Ap dung cong thirc SIIRE
trong viéc cham soc khach
hang moi ngay

XU ly cac y kién phan bac,
khi€u nai quan ly véi cac
khach hang kho tinh
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Ngdn ngura cac van dé tai
dién

Hinh thanh thai d6 va dong
luc cad nhan theo tinh than
“khach hang la quan trong
hon ca”

Lap ké hoach tu hoan thién
ban than

13

Ky Nang
Quan Ly
Du An

Quan ly
cap trung

Nhan ra dudc dinh nghia
cta nhitng néi dung yéu
cau cla du an

Lén ké hoach , quan ly du
an dé thoa man dugc dau
ra cia ké hoach

Nhirng yéu t6 déng gbp cho
su’ thanh cdng cua du an
Khai dong , thuc hién va két
thdc dy an

Ap dung céng nghé trong
quan ly du an

Lap ké hoach thuc hanh

Cung cap cho hoc vién
kién thdc va ky nang
thuc hién Quan ly du
an mot cach co hé
thong va hiéu qua
cao. Thuc hanh mo
hinh quan ly du' an
trén cd sé cac tinh
hudng thuc tién cla
don vi dé gitp hoc
vién co6 ky nang cd
ban ('ng dung vao
thuc té€ mot cach cé
hiéu qua.

14

Ky Nang
Huan
luyén —
kém cap
cho Quan
Ly

Quan ly
cap trung

Coaching la gi? Tai sao
nhan vién can dugc coach?
Tién dé coaching hiéu qua
Quy trinh coaching Hai
bang

Biét cac phuang phap
va ki nang huéng dan
thuc hanh (coaching),
bao gbm cac k¥ nang:
=  Quy trinh
Coaching Grow

2  5nguyén tac
Coaching

= 6 dang ngay
Coaching

=  Nhan dién cac
ddu hiéu tiéu cuc

=  Apdung ky
nang tu' van
(counselling) va dinh
hudng nghé nghiép
cho NV.

15

Tu Duy
Phan Bién

Moi doi
tugng hoc
vién

Hiéu cac dinh nghia va cac
thanh phan cta tu duy phan
bién

banh gia kién thirc, bang
chirng va 16i trong suy nghi
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anh hudng dén viéc giai
quyét van dé nhu thé nao.

e Phan tich vaitro cua ly triva
cam xuc trong tu duy phan
bién.

e Xay dung lap luan hiéu
qua.

e Danh gid cau truc logic.

I1. Lién hé Phong Pao tao:

Vién tiéu chuan Anh - BSI Viét Nam

e Tru s@ chinh: Tang 15, Toa nha AP, 518B DPién Bién Phu, Phudng 21, Quan Binh
Thanh, Thanh ph6 H6 Chinh Minh

Huy Pham (Mr) - Course Development Manager | BSI Training Academy
T: +84 (28) 3820 0066 (ext.111) | M: +84 (0) 938 025 552
Email: Minhhuy.pham@bsigroup.com

e Van phong Ha Noi: Tang 12, Toa nha PV 0il, 148 Hoang Qudc Viét, Phudng Nghia
Tan, Quan Cau Giay, Thu D6 Ha Noi
Tran Thi Thanh Bén (Ms) - Training Sales Executives | BSI Training Academy
T: +84 24 3762 1170 (Ext:103) | M: +84 369 001 875 (Zalo)

Email: thanhben.tranthi@bsigroup.com
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