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LAM THE NAO SU DUNG THOI GIAN
HOC TAP CO HIEU QUA?

What are you
doing?

La sinh vién, ban thudng gap kho
khan trong viéc tap trung hoc hanh. Tuy
nhién, theo t6i, vdn d& khé khan nhat cla
ban la 1am thé& nao s’ dung thdi gian hoc tap
c6 hiéu qua. Bai viét nay sé gitp ban hiéu rd
gia tri cla thgi gian, biét cach quan tri thdi
gian, va biét cach tap trung hoc tap.

1. Gia Tri Cha Thdgi Gian
The Present

\
\

/
oo vy g

Ngay hém qua la chuyén da qua
Ngay mai la chuyén chua biét dugc
Nhung hém nay la mét mén qua (gift)
Do 1a ly do tai sao ho goi hdm nay la
tdng pham (the present)(1).

(*)Tién si, Gido vién cd hiu Khoa Kinh t€ & Quan trj
kinh doanh, PH MdJ BC TP.HCM

NGUYEN HOU THANC)

Thoi gian l1a tién bac. Thdi gian la tai
san quy gia khong thé phuc hdi dugc. Mot khi
né da tréi qua, né sé ra di mai mai. Ban sé
khéng bao gi& thdy lai khodnh khac nay niia.
M6t cudc nghién ctu vé sinh vién nam thu
nhat ctia Dai hoc Fordham kham pha ra rang:
vao nhiing ngay trong tuan sinh vién danh
thdi gian cho cac hoat dong vui choi gap hai
lan so véi viéc hoc, cdn vao nhiing ngay cudi
tuan thi thai gian ho danh cho giai tri gap sau
lan.

Poi khi ban khong nhan ra la ban da
mat bao nhiéu thdi gian vao cac hoat dong vd
bé. Pay l1a mot sé vi du: gdp gd nhau tai cac
I6p hoc, nghe nhac, xem tivi, mé méng... Mdi
ngdy ban hay cén than ghi lai thsi gian ban
danh cho céc hoat déng vui choi. Giai tri thi
can thiét dé gilp ban phuc hdi stic khoe
nhung vui chai quéa nhiéu thi lai c6 hai.

Phai nhé rang, thdi gian 1a tién bac.
Mb&i ngay ngan hang gli 86.400$ vao tai
khodn cla ban. Nhung ban phai st dung hét
s6 tien 4y trong mot ngay. Ban khéng thé dé
danh mot dong nao cho ngay hém sau. S6
tién ngan hang gdi cho ban dudc tinh nhu
sau: 24 gid/ngay X 60 phut/gid X 60 giay/
phut = 86.400 gidy.

Mbi gidy déu quy gia. Vi vay hay su
dung tling gidy phut that hiéu qua va hiu
ich. NEu ban khéng biét cach st dung quy
thdi gian, ban sé& gip that bai. D& biét gid tri
cla:
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- M6t nam, hay
hoi sinh vién thi rét
mot moén hoc.

- Mét thang,
hdy hoéi ngudi me
sinh  con thiéu
thang.

- M6t tuan, hay
héi bién tap vién clia mét tudn bao.

- Mét ngay, hay hoéi ngudi lao cong &n
luong cdng nhéat phai nudi con nhd.

- Mét gid, hay hoi nhiing cép tinh
nhan dang chd gap nhau.

- M6t phut, hay hdéi mét ngudi 16
chuyén xe Ia.

- M6t gidy, hay hoéi mét ngudi vira mdi
tranh khoi mot tai nan.

- Mot sao (1/1000 gidy), hay hoi
ngudi doat huy chudng bac tai thé van hoi
Olympics.

Hau hét cac sinh vién déu gip khé
kh&n vé sy tap trung hoc tap. Ho dé 16i cho
cac tdc nhan bén ngoai gay lo ra . Nhung
trén thuc té€, nhiéu cudc nghién ctu da phat
hién rdng nhiing phién nhiéu nay cé thé
tédng 1én, gidm xudng, hay thdm chi khéng
anh hudng dén sy tap trung. Vi vay, nhiing
nha nghién ctu nay da két luan rang nhiing
yéu t6 gay lo ra d6 khéng truc ti€p gay ra
van dé mat tap trung. D6 1a cach sinh vién
dé 16i cac yé&u t6 nay lam gian doan viéc hoc
cua ho.

Hay y thiic cach ma ngudi khac hoac
mdi trudng chung quanh gay lang phi thdi
gian clla ban - nhing nhan té khach quan
gdy lang phi thoi gian sau day (2)

- Sy gian doan, dac biét la email.

- Quan hé xa giao tai cac I6p.

- Qua nhiéu cudc hop.

- Nhiing vi khach bat ngé.

- Méi trudng lam viéc to6i.

- Muc tiéu khéng rd rang.

- C8 géng tranh thi ngusi khac hop tac.

- Quan liéu gidy to.

- Nhiing nhan t6 khéc...

Cdng nén y thudc nhing cach ma ban
ty lang phi thdi gian cua minh - nhing tdc
nhan chd quan géy lang phi thoi gian:

- Su chan chu, tri hoan.

- Thi€u hoach dinh.

- Thiéu sdp x&p thd ty uu tién trong
cdng viéc.

- Su do du.

- Ky néng doc kém.

- Su mét mai vé thé chat va tinh than.
- Khéng thé nai I8i "ti chéi."

- Khu vuc lam viéc btra bon.

- Thi€u déng luc thic day.

- Nhiing nhan t6 khac...

Pé sl dung thoi gian cé hiéu qua
trong hoc tap, ban nén hoc cach quan tri thoi
gian va hoc cach tap trung hoc tap. Mot khi
nam dugc nhiing nguyén tic co ban vé quan
tri thdi gian, ty nhién ban sé sl dung thai
gian t6t hon. Ban phai thuc su kién dinh khi
st dung nhiing ky ndng quan tri thdi gian
nay. Ngudi biét st dung thdi gian khéng phai
do ho c6 kha ndng thién bam. M6t s6 ngudi
ty ban nidng cé 6c t6 chic t6t han ngudi
khac, nhung moi ngudi déu cé thé hoc cach
lam chd thgi gian.


Pham Ngoc Huyen
Textbox
  

Pham Ngoc Huyen
Textbox
TẠP CHÍ KHOA HỌC TRƯỜNG ĐẠI HỌC MỞ TP.HCM -  SỐ 1 (1) 2006

Pham Ngoc Huyen
Textbox
  80


TAP CHI KHOA HOC TRUONG DAI HOC MO TP.HCM - SO 1 (1) 2006

81

2. Ti€n Trinh Quan tri th&i gian():

Quan trj thdi gian 1a moét chil dé phic
tap. Qué trinh cd ban nay chi gém cé nam
buéc chinh sau day: Thiét 1ap thi ty uu tién
nhitng viéc can lam (viéc riéng hodc viéc
cong); Xéc dinh myc tiéu cho méi thd tu uu
tién: Hoach dinh céac budc dé dat muc tiéu;
Phan bd thdi gian thich hgp cho tung budc;
va SU dung cong cu hodc ky thuat quan tri
thgi gian. (Xem hinh)

Thi€t 1ap th ty wu tién nhitng viéc cin lam
(viéc riéng / viéc cong)

}

X4c dinh muc tiéu cho mdi thd ty vu tién

!

Hoach dinh céc bu6c dé dat muc tiéu

.

Phén b8 thdi gian thich hgp cho tirng budc

L

Str dung cong cu/ ky thudt quan tri thdi gian

Budc 1: Thiét lap thu tu uu tién nhidng
viéc can lam

Ban khéng biét rd diéu gi la quan
trong d&i véi ban sao? Hay suy nghi thi
xem, néu chi dugc séng thém mot nam thi
ban nghi sé lam gi? Ban khéng thé lam dugc
moi viéc: hay nghi dén mdt viéc nao dé ma
ban muén hoan thanh. Hay nghi d&én nhiing
héi ti€c néu ban khdng thuc hién duge cong
vidc d6. Do do, ban hay thiét lap thd ty
nhiing viéc uu tién can phai lam.

Budc 2: Xay dung muc tiéu cho méi
cbng viéc uu tién

Nhu trén da néi, ban khong thé lam
dugc moi viec. Ban hay thi€t1ap thi tu nhiing
viéc uu tién can phai lam. Sau day 1a mot sd
vi du. Thi du nhu danh uu tién cho gia dinh:
danh thém 1 gid &n t6i cling gia dinh, hodc
mdi thang danh mét biia trua & cing véi cha
me: thi du nhu danh uu tién cho thang tién
ngh& nghiép trong nganh xay dyng sau nay:

hoc cach st dung phan m&m Quan Tri Du An
MS 2002 (MS Project Management 2002),
hodc m&i hoc ky hoc mdt khoa 18y chiing chi
vé Quan Tri Xay Dung.

Budc 3: Hoach dinh dé dat muc tiéu

Alan Lakein néi: "Hoach dinh la dem
tuong lai dén vdi hién tai do dé ban cé thé
lam cdi gi d6 ngay bay gid." Nhung rdi thay,
ching ta thudng gdp nhiéu tré ngai khi
hoach dinh cong viéc:

- C4c uu tién va ké hoach cua ngudi
khac xen vao.

- Thi€u k¥ nang hoach dinh viing vang.
- Thai gian cén thiét dé hoach dinh.
- Ap Iyc tif nhiing viéc khac.

- Thi€u mé hinh, néu dé an con rﬁc’ii me.

- Nhiing tdc nhan gay lang phi thdi
gian nhu sy chan chu, tri hoan.

- Nhiing gian doan.
~ Hay c8 gang ludng trudc nhiing trd
ngai sao cho ban c6 thé lam viéc thoai mai
trudc khi né trd thanh van dé. Mac dau co
nhiing trd ngai, tuy nhién chdng ta van lén
k& hoach thy tuy uu tién nham tranh:
- Hiéu suat lam viéc bi giam sut.
- Sy bat man gidia cac dong nghiép.
- Nhiing hiéu am va 1dn xdn.

- Ap \yc 1 ngudi khac.

= Chat \udng lam viéc kém, cac tal
nan, va cac sai sot.

- Thai gian hodc tai nguyén bi lang phi:
Hoach dinh 1a xudt phat diém das

tién. PGi v6i nhiing cong viéc I6n, ban nén
xét dén cac yéu t6 sau day:
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- Tai sao cong viéc ay lai can thiét?
Muc dich clia céng viéc &y la gi?

- Ban muén dat dugc nhfmg muc tiéu gi?

- Th&i diém hodc lich trinh nao tét
nhat dé thyc hién cong viéc dy?

- Dia diém nao thich hgp nhat dé tién
hanh cbéng viéc do?

- Ai la ngudi lam viéc dé 6t nhat? Cé
can phai dao tao khéng?

- Cdng viéc nén dudgc thuc hién nhu thé
nao? (theo truyé&n thdng hay canh tan déi maéi).

Budc 4: Phan bé thdi gian thich hop

D& phan bé thai gian, ban nén xem
xét nhiing yéu t6 sau: '

- Hay hinh dung ra két qua cudi cling:
muc tiéu cla ban.

- Udc lugng thai gian can thiét.

- Chia toan b6 cbéng viéc thanh nhiing
phan nhd.

- Trién khai lich trinh.
- Kiém tra tién dd so vdi thai gian udc tinh.
- Gan loc lich trinh néu can thiét.

- Ludng trudc hoac cho phép nhiing
van dé co thé xay ra.

Hay chia nhd cong viéc. Sau day la
mot cau chuyén minh hoa vé chia nhé cong
viéc. M6t ngudi cha kia dua cho con trai
minh mét b6 diia va bao ngudi con hay bé bo
diia dy. Sau khi da rédt c6 gdng nhung ngudi
con khéng tai nao bé dugc, ngudi cha cam
ldy bé diia, thdo rdi va bé gy tung chiéc
mét. Chung ta chan chu vi cong viéc "A"
dudng nhu qua dai va qua khd. Vi vay, hay
chia céng viéc dai thanh nhiing phan viéc
nhd hon, ngdn hon c6 vé dé hoan thanh hon.
Vi du nhu chia mét chuong dai bén mudi

trang thanh b&n phan nhd, méi phan muosi
trang, va ty thudng cho minh moi khi hoan
thanh mét phan nho.

Budc 5: St dung cdc céng cu va ky
thuat quan tri thoi gian 9

Hay s dung danh sach "Céac Viéc
Phai Lam" dé Ién k& hoach. (Xem hinh dugi
day). Hay thiét k& sé nhat ky dé theo di chinh
xac thai gian tién hanh. Hay y thiic cac nhan
t6 chli quan va khach quan gay lang phi thai
gian va c¢0 tranh ching. Danh sach "Céac Viéc
Phai Lam" la mot cong cu quan ly thdi gian
hiiu hiéu. Hay s dung n6é nhu la mot cong cu
hoach dinh chinh. Hay s dung cac ban
hoach dinh hang nam, hang thang, hang
tudn. Ban c6 thé thiét k& danh sach "Céac Viéc
Phai Lam" dé lén k& hoach. Hay lap thi ty uu
tién cac cong viéc. Ngoai ra, nhu ban da biét,
céc luc sy biét hién tugng chay véi ai do phia
trudc dé tang t6c dd. Hiéu qua ciing tuong ty
nhu vay trong hoc tap va hoan tat bai vé cla
nha trudng. BGi vi cong viéc mé rong hodc thu
hep lai cho phu hgp Vi thai gian da phan bé,
hay gili nhip do thuc hién céng viéc bang
cach thyc hién nhiing cong viéc sau day:

- Udc lugng thoi gian can thiét dé
hoan thanh mét cong viéc nao dé.

- Tri hao 15% so véi thai gian dy kién.

An dinh thoi biu cu thé nham gilp
ban hoan thanh cong viéc vdi thdi lugng it hon.

Hinh: Danh
sdch "Nhing
Viéc Phai
Lam Hoém
Nay"
Ngudn:
Jennie M.
Bedford et
ali, The
Canadian
Office: sys-
tems and
Procedures
(Toronto:
Copp Clark
Pitman,
Ltd,1990), p.
107.
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3. Lam Thé Nao Tap Trung Hoc
Tap?

Pé tap trung hoc tap, ban phai biét
cach tao khung canh hoc tap, biét khi nao thi
dé tap trung va dé hoc, bit cach hoc va biét
cach tap trung.(5)

P& tao mdi trudng hoc tap, ban nén:

- Tim mot chd hoc tap va chi danh noi
nay dé hoc.

- Trang bi day du dung cu hoc tp can thiét.

- Kiém soat ti€éng 6n va cac hinh anh
gay sao nhang 6 muc dd cho phép.

- Tranh thu dan khi dang lam viéc
- Tao mot khong khi lam viéc.

Ban nén biét thdi diém nao thi hoc tap
c6 hidu qua. Thai gian hoc nén la:

- T8t nhét 1a vao ban ngay va xé chiéu,
lac nay ban s& nhé 6t hon.

- T8t nhat 1a khi co rat it cdng viéc dang
can phai giai quyét

- Tt nhat 1a sau khi da c6 thdi gian
nghi ngai

- Nén nguing hoc khi thay mét moi hay
thiéu tap trung.
P& hoc va tap trung t6t, ban nén nhé nhiing
yéu 10 sau day:

- Khi cac yéu t6 gay phan tam xudt
hién thi ban lai cang phai tap trung hoc han
nia.

- Hay gitt mot cudn sb tay dé ghi lai
nhiing y nght chgt thoang qua khi dang hoc,
sau dé quén chung di va ti€p tuc hoc.

- Xay dung muc tiéu hoc cho tung giai
doan hoc tap (s6 trang, s8 bai toan hodc van
dé can hoc ....)

- Sau khi dat dugc muc tiéu dé ra, hay
tu thudng cho ban than.

- Chia bai hoc thanh tiing ndi dung nho
bang céch téng hgp nhigu chl dé lai va xay
dung ching theo sd thich, da dang dé loai bd
su nham chan.

- Thuc hién cac giai doan nghi ngoi -
hay lam cai gi d6 khac.

- Puing viia hoc vua chai.

- Khi méi bét dau, hay hoc trong thoi
gian ngén, khi da c6 sy tap trung nhét dinh thi
nang dan thai gian hoc 1én.

- N&u can thiét, hay thyc hién mot
cudn lich ghi lai nhiing sy kign nham giup ban
khdng bi sao nhang viéc hoc.

- Ban phai biét rang, ban khdng hé mét
ban beé, long kinh trong, hay th_(‘ji gian quy bau
chi vi ban dang hoc... tit ca van la cta ban.

- Xay dyng thai gian hoc tap bang viée
quyét dinh s& lugng bai v& can hoc, chi khong
phai 12 dya vao dong ho. (Ddng ho thudng Ia
nhan t6 gay lo ra nhiéu nhat).

Toém lai, ban nén nhé rang thdi gian la
tien bac. Mét khi né da trdi qua, no sé ra di mal
mai. Ban s& khong bao gi& thady lai khoanh
khéc dy niia. Hay c6 géng si dung thoi gian
that hiiu ich.
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Chu thich:

(1), (4) Kathleen Riepe (University of Wisconsin-Parkside), "Time Management",
Riepe @iwp.edu, 2002.

(2), (3) "Time Management: Handling Multiple Priorities", www.google.com

(5) Academic Skills Center, Dartmouth College, 2001

TOM TAT

Ngay hém qua la chuyén da qua

Ngay mai la chuyén chua biét dugc

Nhung hdm nay la mdt mén qua (gift)

Do 1a ly do tai sao ho goi hdm nay la ting phdm (the present).

Thdi gian la tién bac. Thai gian 12 tai san quy gia khong thé phuc héi duge. Mét khi né
da tréi qua, no sé ra di mai mai. Ban sé& khong bao gid thay lai khoanh khac nay niia.

SUMMARY

Yesterday is history

Tomorrow's a mystery

But today is a gift

That's why they call it the present

Time is money. Time is a non renewable resource. Once it is gone, it is gone.
You will never see this moment again.
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