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DAC TRUNG CUA KHOA HOC

Chuong trinh dwoc xay dwng trén co so khao sat, phan tich
tinh hinh thuc té ca Doanh nghiép

S dung tai liéu va cac tinh hudng thuc té dé hiéu, két hop
thwce tién vai ly luan

Van dung cac phuong phap dao tao phu hgp voi dac thu
doanh nghiép tai Viet Nam.
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MUC TIEU

Sw phat trién cua
toan cong ty

Ky nang
— lam viéc nhom
Ky nang Up
ban than
upP




Tong quan Dao tao phat trién ky nang lam vi

PAO TAO VA PHAT TRIEN KY NANG

QUAN LY CAP CAO

e Chién lvgc kinh doanh
e K& hoach tai chinh

* Ky nang dam phan,...

NHAN VIEN

Tam thé ngudi trwdng thanh
Cach tién hanh coéng viéc

Giao ti€p hiéu qua trong cong viéc

(Horenso),...

éc

SEikoideas’

Svccess with 700

QUAN LY CAP TRUNG

K{ ndng phat trién nhan vién
Quan ly bang muc tiéu (MBO)

Lap ké hoach hiéu qua,...



Vi du mot s6 khéa Dao tao SEikoideas’

Svccess with 700

NHAN VIEN

tac phong trong cong viéc.

Nang cao y thirc clia nhan vién, trang bi kj nang co ban, ]
()

. o oRof ,
Tam thé nguoi Cach tién hanh 2 _}fﬁ W G0 ti€p hiéu qua trong
™ A .
trudng thanh cong viéc @“ 4‘ cong viéc (Horenso)

' Ky nang van phong: o . x
Tac phong trong cong viéc ‘ ‘ Y & Phong Ky nang giao tiép

(Business manner — basic) word, excel, PPT, cach soan il
thao vb, trinh bay vb... qua emal

2 1 BX:E

=" ) HAGUEEEN  Ngoai ngit (tiéng Nhat)
Ky nang lam viéc nhém Ky nang quan ly thai gian n A
= trong cong viéc
- =

Introduction to
Japanese

Culture N . n . n 2
Tu duy logic, | Lam viec hicu qua trong Céc khéa hoc khac theo
W,  MOi truong giao thoa van L, T
tw duy phan bién héa VN - NB yéu cau cua khach hang...

R




TAM THE NGU'OI TRUONG THANH SEIK0Ideas
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Thé& nao la nguei di lam? Vai tro ctia ban & cong ty la gi?

Né&u moi ngudi khong phat huy vai tro
ctia minh thi cdng ty sé nhuw thé nao?

Tai sao phai lam viéc?

Tai sao khi lam viéc lai dwoc nhan lwong? Suw khac biét gitra doanh nghép VN va NB

é , n )
a Déi twong @ Thé'i lwgng (@/) Muc tiéu
Nhan vién mdi Nhan thirc dwoc cong viéc, vai trdo ngudi nguoi di lam
(~20 nguoi/16p) 4h/ngay va vj tri ctia minh trong cong viéc, tir d6 cd trach
\_ nhiém v&i cong viéc va vai cong ty. )




CACH TIEN HANH CONG VIEC SEIK0oideas

Svccess with 700

Giao tiép hiéu qua
trong cong viéc

Cac diém cot yéu khi tién
hanh cong viéc: PDCA

Cach tién hanh cong viéc a. Xac dinh trinh tu wu tién
khi thwec hién

b. Chuan bj day da dé tién
hanh hiéu qua

Suy nghi vé vai tro va
trach nhiém trong cong viéc

(" 6 Péi twong @ Thoi lwong <@5 Muc tiéu )
Nhan vién moi \ - Nhan thirc duogc trach nhiém khi tién hanh céng viéc
(~20 nguoi/lop) 1 ngay/ 6 gio tlr géc nhin da phuong dién, ndng cao y thic thuc
\_ hién cong viéc mot cach hop ly, hiéu qua. )




KHOA HOC TU DUY LOGIC (LOGICAL THINKING) SeEikoideas

Svccess with yov

\,

‘ e
< 28
i
Tw duy logic 1a gi? Tw duy logic co’ ban Tw duy logic nang cao
e Tu duy logic la gi e Cic nhan t6 chinh/Cau e Cay logic
e Tai sao tu duy logic lai trdc cua tu duy logic (Chia tdch nhan td /
quan trong trong cong e MECE & Framework Giadi quyét van dé)
viec? * So what? / Why So? e C3u trdc kim tu thap
e Phwong phap quy nap
e Phwong phap dién dich
(" a Dai tuwong @ Thoi lwong (@; Muc tiéu A
e Nhanvién 6 tiéng Hiéu dwgc tdm quan trong cua tuv duy logic
*  Trwdng nhém Biét phuong phap thuc hanh tu duy logic
\- Do6i ngli quan ly... Ty tin 4p dung tu duy logic trong cong viéc clia ban thén)
9
I




KHOA HOC TU DUY PHAN BIEN (CRITICAL THINKING) seikoideas

Tu duy phan bién la gi?

e Tw duy phan bién la gi
e Tai sao tu duy phan bién lai
guan trong trong cong viéc?

Svccess with yov

&

Tu duy phan bién Tw duy phan bién
co ban nang cao
e Nhan t6 quan trong e Tw duy gia dinh la gi
cla Tu duy phan bién e Quy trinh cta Tuw duy
e Lam thé& nao dé xac gia dinh

dinh ISSUE (Vin d@)

‘ Péi twong

Nhan vién
Trwdng nhom

Do6i ngli quan ly...

@ Th&i lvgng @7)’ Muc tiéu N

6 tiéng Hiéu dugc tAm quan trong cla tu duy phan bién
Biét phuong phap thuc hanh tu duy phan bién

Ty tin 4p dung tu duy phan bién trong cong viéc clia ban théy

10
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KHOA HOC KY NANG GIAO TIEP HORENSO Svecess with gou

Horenso — giao tiép Cac nguyén tac co ban

i ) o , Thwc hanh Horenso Cac cong cu ho tro
trong doanh nghiép Horenso dung va hiéu qua

Horenso

@ Muc tiéu

Hiéu duoc khai niém va vai tro clia Horenso, nam duwoc nhitng quy taC co ban va nhitng cong cu

hd tro cia Horenso, ap dung Horenso dé phat hién va giai quyét van dé trong doanh nghiép.

4 ° g )
g  Dditwong @ Thoi lwgng
Nhan vién, cadc nha quan ly Viét Nam lam viéc tai Dao tao: 6 tiéng (2b x 3 tiéng)
cac Doanh nghiép, dac biét Doanh nghiép Nhat Ban Danh gia, bo tro (Follow up): 6 tiéng
\ ,
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KHOA HOC TAC PHONG TRONG CONG VIEC Svecess with you

Nhirng tac phong co Tac phong co’ ban trong Horenso va Tac phong
ban & Nhat doanh nghiép Nhat Ban tham gia cudc hop
e Van hoa Nhat Ban e K§ ndng tra 10i dién thoai e Ky nang Horenso
* Vé bé ngoai e Xin phép khi d&€n mudn- * Tac phong tham gia
e L& nghi chao hdi vé sém-ving mat cudc hop

e Cach trao danh thiép e Tac phong khi dén céng

ty & trudc khi ra vé

4 )
‘ Poi twong @ Thoi lwong (@5 Muc tiéu
Nguoi nwdc ngoai lam 18 givr (3 ngay) Hiéu duoc nhitng thudng thirc chung déi vai ngudi Nhat va
viéc cung ngudi Nhat cach rng xtr can thiét trong cac tinh hudng kinh doanh.
\_ (N6i dung c6 thé thay d6i theo yéu cau clia Doanh nghiép) / 12




KHOA HOC KY NANG GIAO TIEP QUA EMAIL

SEikoideas’

Svccess with jou

4 )
. s : Dac trwng cla giao tié|
Van ban trong kinh doanh i g € P
qua Email
\_ J
4 )
Thuw dién t&r (Email) — cong cu Van ban ndi bo - Van ban
giao ti€p trong kinh doanh giao dich bén ngoai
g J
a )
‘ Poi twong @ Thoi gian hoc @ Muc tiéu
Nhan vién biét ti€éng Nhat 1ngay 6ti€ng  Nim dwoc nhitng diém quan trong khi lam viéc qua Email.
. (trinh d6 twong duwong N3) 15 ngudi/lép Nam duoc cach viét Email hiéu qua trong cong viéc )
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Vi du mdt sé khéa Pao tao

QUAN LY CAP TRUNG

(A i o e )
Nhan thic dung, day du

vai tro trach nhiém can
c6é cla ngudi quan ly cap
trung. Ndm bat duoc
diém cot 18i vé quan ly
nhan vién, chi dao cap
dudi, dao tao nhan vién.
Hiéu va thuc hién duwoc
quan ly bang muc tiéu,
l4p k& hoach hiéu qua dé

dat duoc muc tiéu.
8 : . )

SEikoideas’

Svccess with 700

Ky nang Quan ly

Ky nang thuyét trinh

Nang cao nang luc quan ly san xuat

Dao tao giang vién ndi bd

Cac khda hoc khac theo yéu cau cla khach hang,...

14



Gidi thiéu vé khéa hoc K§ ning Quan ly cap trung Seikoideas
Svecess with you

KHOA HOC NANG CAO NANG LUC
QUAN LY, LANH PAO

(3) Ky nang (4) Ky nang
Giao viéc, [ Tao dong luc

(2) Ky nang cho nhan vién

Lap ké hoach
to chirc
thuc hién

(5) Ky nang
Kem cap
hiéu qua

6) Ky nang Giai
quyét van dé va
Ra quyét dinh

a4 @ =4 )
A oitwong @ Thei gian hoc <@) Muc tiéu
Nha quan Iy cap trung trong 24 — 36 tiéng Trang bi cho ngudi hoc cac géc nhin vé vai trd ngudi quan ly, cac
doanh nghiép, trudng nhom, .. (4 — 6 ngay) phuong phdp va cdng cu can thiét dé quan ly nhan vién phu hop,
gilp nguwdi quan ly thay d6i dugc hanh vi cla nhan vién, xay
\ dung duoc dbi ngili lam viéc hiéu qua hon. j
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KHOA HOC NANG CAO NANG LU'C QUAN LY, LANH PAO SE"(o ideas’

Svccess wﬂyou
(1) Vi tri, vai tré cia ngwoi quan ly cap trung

. Hinh anh ngwoi Quan ly chuyén nghiép

. Vai tro, nhiém vu va chirc nang cua nguwei quan ly cap trung
. Chuyén déi tw duy Quan ly & Linh dao

4. Hiéu dung vé vai tro cia ngudi quan ly
. Cach tw xay Quy trinh & Chuan cho hoat déng hang ngay

. MO hinh “Thai do6 - Ky nang” va mo hinh “Nang luc”

. Quan ly va phat trién ban than cta ngwei Quan ly, Lanh dao




KHOA HOC NANG CAO NANG LU'C QUAN LY, LANH PAO SEIKOideas’

Svccess with yov

(2) K§ ndng Lap ké hoach va to chirc thuwc hién

1. TAm quan trong, ky nang tao Iap muc tiéu, ké hoach
2. Cac nguyén tac quan trong trong viéc l1ap ké hoach
3. Biéu do6 Gantt trong viéc 1ap ké hoach

4. Truyén dat ké hoach cho cac cap

5. Kiém tra, giam sat trong qua trinh trién khai thuwc hién ké hoach




KHOA HOC NANG CAO NANG LU'C QUAN LY, LANH PAO SEikoideas’

Svecess w-:Llujou

(3) Ky ndng Giao viéc, uy quyén s : g

1. TAm quan trong cua giao viéc, iy quyén
2. Phan loai va danh gia nhanh nhan vién
3. Cach xac dinh muc tiéu va tiéu chi khi giao viéc, uy quyén

4. Phan loai cong viéc theo mo hinh Eishenhower

5. K¥ nang l1ap Ké hoach hanh ddng va phan chia céng viéc hiéu qua

6. X ly tinh hudng thuc té



KHOA HOC NANG CAO NANG LU'C QUAN LY, LANH PAO SEIKOideas’
(4) Ky nang Tao dong lwc cho nhan vién . & 7

Nz
o F 'Q
v

.

. Phan loai nhan vién theo mo6 hinh “Thai do - Ky nang”
. Tam quan trong cua viéc tao dong luc
. Yéu t6 gitp nhan vién lam viéc t6t nhat

. Yéu t6 tao ddng lwc va sw chuyén doi nhan thirc nhan vién

. Phuwong phap khién nhan vién tw tao déng lwc cho ban than

. Yéu to phi tai chinh trong viéc tao déng lwc cho nhén vién




KHOA HOC NANG CAO NANG LU'C QUAN LY, LANH PAO SEIKOideas’

Svccess with yov

(5) Ky nang Kém cap hiéu qua (’; P he
1. TAm quan trong cua viéc kém cdp nhan vién
2. Cong nghé dao tao, kem cap nhan vién maoi
3. Phuong phap kiém tra, giam sat chat lwong dau ra cta nhan vién

4. MO hinh kem cap nhan vién cii

5. Cach &rng dung mé hinh GROW trong t6 chirc cudéc hop hiéu qua

6. Thuwc hanh
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Svccess with yov

(6) Ky nang Gidi quyét van dé va Ra quyét dinh

1. TAm quan trong cua giai quyét van dé & ra quyét dinh

2. Quy trinh giadi quyét van dé:
dinh nghia, xac dinh nguyén nhan, tim kiém giai phap, thuc thi va danh gia

3. Quy trinh ra quyét dinh:
xac dinh van dé, tiéu chi lwa chon, tim kiém phwong an, quyét dinh hiéu qua




KHOA HOC KY NANG THUYET TRINH

3 ky ndng thuyét trinh

Thé& nao 1a cach truyén dat
c6 hiéu qua?

Cach cau thanh cau chuyén
dé thuyét phuc nguei nghe

SEikoideas’

Svccess with 700

Yéu t6 co’ ban dé xay dwng
kich ban

Ung dung viéc xay dwng
kich ban

Bi quyét so’ d6 hoéa

s )
(] Doi twong @Thdi lwong <@) Muc tiéu
Nhirng nguoi thwong 12hs/2 ngay Sau khoda hoc hoc vién cé thé loai bd yéu kém, ty tin
phai thuyét trinh trudc 10 hv/1 16p khi thuyét trinh, truyén dat mét cach hiéu qua, tang

\_ dam déng kha nang thuyét phuc ngudi nghe )

22



KHOA HOC NANG CAO NANG LU'C QUAN LY SAN XUAT

] 4d%

00 OO

Em

o\

* Cac yéu t6 co ban trong Quan ly sdn xuit: QDCMS
» Chirc ndng quan trj trong san xuat
* Vai tro, s&* ménh clia ngudi quan ly san xuét

* Cac nguyén ly co ban trong Quan ly san xuat

Cong cu Quan ly

* 5W1H

3MU/3GEN

* Nhan dién 7 |3ng phi tai hién trudng san xuat
 5S-Ciitién

Lanh dao

e Ky nang quan ly cong viéc

* K ndng phan hoi (Sandwich/FBI)
* K{y nang bao tao

-

o ..
@ Poituong

Quan ly hién trudng: to
trwdng, trudng nhom,
trwdng bo phan...

@ Thoi gian dao tao: @ Muc tiéu

~

3 ngay (18hs) N3m dwoc vai trdo, nhiém vu cla nha quan ly, hiéu rd

(C6 the diéu chinh ndi dung) dao nhan vién va di dén hanh ddng mot cich cu thé

Thoi gian toi thiéu 2 ngay (12hs)

“nhitrng viéc can cai tién, thay ddi tlr ngay mai”, chi

J

SEikoideas’

Svccess with 700
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KHOA HOC BDAO TAO GIANG VIEN NOI BO SEIKO"!gﬁﬁ,W

Xac dinh nhu cau Pao tao (TNA)
K& hoach Pao tao

* Thuc hién Pao tao

* Danh gid bao tao

* K¥ ndng xay dung bai giang
* Ky nang xay dwng, phéan tich tinh huéng
* Xay dung, thuc hién bai giang

Giang vién chuyén nghiép
* Ky nang Q&A

* Cdch tao an tuong

* Ky nang PPT

e Cac diém Iwu y khi gidng

a4 i )
o DBi tugng @ Thoi gian dao tao: @ Muctieu
Gidng vién ndi bo cla 2.5 ngay (15hs) v Ném duoc ban chat ctia Pao tao
Doanh nghiép 20 hoc vién/Iép Nam duwoc ky nang xay dwng ndi dung dao tao,

thyuc hién dao tao mot cach hiéu qua.

\_

/ 24




PE XUAT LO TRINH PAO TAO

Cac modules

K{ nang giao tiép hiéu qua

Horenso 2 (1 ngay)

Ky nang giao ti€ép hiéu qua
Horenso 1 (1 ngay)

Ky nang giao tié€p

nén tang (2 ngay)

Nang cao

Trung cap

)

Co ban

Chuwong trinh dao tao theo tirng module

/\

Dan dit & Giai quyét van dé &
Kém cap (Coaching) Ra quyét dinh

\
\

Lam viéc nhom Giao viéc va uy quyén
Thiét 1ap muc tiéu K& hoach thuc hién

\

Bao cdo Trao ddi/Xin chi dan
Tw duy logic | Tw duy phan bién \

Copyright by SEIKO IDEAS Corp.
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