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Str dung ma tran quan ly thoi gian Eisenhower
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Abstract: The Eisenhower Matrix is a productivity, prioritization, and time-management framework
designed to help you prioritize a list of tasks or agenda items by first categorizing those items according

to their urgency and importance.
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1. Pit vin dé

Quan 1y thoi gian (QLTG) 1a mot yéu t& quan
trong trong cudc sdng xa hoi ngay nay. V4i sy phat
trién cua cong nghé va toc dé cudc song ngiy cang
nhanh, kha nang quan 1y thoi gian da tro' thanh mot
k¥ nang thiét yéu dé dat duoc hiéu sut cao va duy tri
su can bang trong cudc song.

Trong cudc song xi hoi, QLTG gitp chung ta sip
xép cac hoat dong va trach nhiém ca nhan mot cach
hop ly. Pidu nay bao gdm QLTG lam viéc, thoi gian
danh cho gia dinh va ban be, hoat dong giai tri, su
phat trién ca nhan va thdm chi ca thoi gian dé thu
gidn va tai tao nang luong. Biang cach diéu chinh
va uu tién thoi gian, chung ta c6 thé dam bao rang
ching ta khong bi qua tai va c6 thé tan huong cude
song mot cach can bang.

Trong hoc tap va lam viée, QLTG la chia khéa
dé dat duoc hiéu suét cao va thanh c6ng. Moi ngudi
phai (101 mit voi nhiéu yéu ciu va nhiém vu, bao £gom
viéc ndm bit kién thirc, hoan thanh bai tap, chuén bi
cho cac bai giang va du an, tham gia cac hoat dong
ngoai khoa va c¢6 thoi gian cho viéc nghi ngoi va thu
gian. QLTG hi¢u qué gitip moi ngudi phan chia thoi
gian mot cach hop ly gifra vi¢c hoc, lam viée va cude
song ca nhan.

pé QLTG hiéu qua, moi nguoi can phai ¢ ky
nang 1ap ké hoach va wu tién cong viéc. Diéu nay bao
gOm viée tao ra lich trinh, dit muc ti€u va xac dinh
cac nhiém vu quan trong dé hoan thanh. Moi nguoi
cling can phai hoc cach uéc lugng thoi gian can thiét
cho mdi nhiém vu va tranh viéc dé lai cong viée vao
phut chot. (Eilam & Aharon, 2003)

Hon nita, QLTG trong hoc tép va lam viéc cling
doi hoi kha nang to chte va sy kién nhan. Moi ngudi
nén tao ra mot moéi treong lam viée hiéu qua, tranh
nhiing xao lac va xao 16n, va tim cach tn dung thoi
gian tot nhat trong ngay. Ho ciing nén c6 kha ning
danh gia va diéu chinh ké hoach khi can thiét & phu

hop v6i yéu cau va thay ddi trong qué trinh hoc tap
va lam viéc.
2. N§i dung nghién ciru

Ma tran QLTG la mét cong cu hiru ich dé giup
ngudi sir dung t chirc va quan 1y thoi gian mot cach
hiéu qua. N6 duge sir dung dé phén chia va vu tién
cac nhiém vy, hoat dong va muc ti€u, giap nguoi
dung xac dinh thoi gian can thiét cho mdi hoat dong
va dam bao rang ho sir dung thoi gian mot cach hop
ly.

Ma tran QLTG thuong duoc biéu dd héa dudi
dang mot bang gém cac hang va cot. Cac hang
thuong dai dién cho cac nhiém vu hodc hoat dong
can duge thuc hién, trong khi cac cot thé hién cac
khung thoi gian hoac cac don vi thoi gian (vi du:
ngay, tuan, thang).

Bing cich xac dinh mirc d6 wu tién va mirc do
quan trong cua mdi hoat dong, ngudi ding c6 thé
dat cac nhiém vu vao cac 6 tuong ing trong ma tran.
Thong qua viéc phan chia thoi gian, ngudi dung co6
thé xac dinh dugc thoi gian can danh cho céc hoat
d6ng quan trong nhét va dam bao ring cac nhiém vy
duoc hoan thanh dung tién do.

Ma tran QLTG cung cép mot cai nhin téng quan
vé viée sir dung thoi gian va giup nguoi ding nhin
thdy ro rang cac wu tién va wu tién cong viée. N6
cling ¢o thé gitip nguoi ding xac dinh cac bai toan
thoi gian, chang han nhu viéc dinh gia thoi gian can
thiét cho mdi hoat dong hay xac dinh thoi gian can
thiét dé hoan thanh mot du an.

Ma trin QLTG c6 thé duoc str dung trong nhiéu
linh vuc va v6i nhidu muc dich khac nhau, bao gém
quan ly cd nhan, quan ly du an, quan ly cong viéc va
quan 1y hoc tap. Bang cach sir dung ma trin QLTG
ngudi dung ¢ thé tdi uu hoa sy sip xép thoi gian,
tang cuong hiéu suét lam viéce va dat dugc muc tiéu
mot cach hi¢u qua hon.

2.1. Céc thanh té ciia ma trgn QLTG Eisenhower
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Dwight Eisenhower dd séng mot trong nhimg
cudc doi hiéu qua nhat ma moi ngudi co thé tudng
tuong.

Eisenhower 1a Tong thong thir 34 cua Hoa Ky,
phuc vu hai nhiém ky tir 1953 dén 1961. Trong thoi
gian tai vi, ong da phat dong cac chuong trinh truc
tiép dan toi sy phat trién cua Hé thdng Pudng cao tdc
Lién bang 0 Hoa Ky, sura doi cua Internet (DARPA),
tham hlem khong gian (NASA) va sir dung hoa binh
cac ngudn nang luong thay thé (Pao luat Ning luong
nguyén tir).

Trudc khi tré thanh tong thong, Eisenhower la
tréng nam sao trong Quan doi Hoa Ky, tung la Tu
1énh téi cao cua Lyc lugng Péng minh & Chau Au
trong Thé chién tht hai, va chiu trach nhiém lap ké
hoach va thuc hién cac cudc xam luge Bic Phi, Phap
va buec.

O nhiing thoi diém khéc, ong timg 1a Chu tich Pai
hoc Columbia, tr& thanh Tu 1énh tdi cao dau tién cia
NATO va bang cach nao do, ong di tim dugc thoi
gian dé theo dudi nhitng s thich nhu choi gon va vé
tranh son diu.

Eisenhower c6 mot kha ning dang kinh ngac dé
duy tri ning suit 1am viéc ctia minh khong chi trong
nhiéu tuan hay nhiéu thang ma trong nhiéu thap
ky. Va vi ly do d6, khong c6 gi ngac nhién khi cac
phuong phap quan 1y thoi gian, quan 1y cong viéc va
ning suat 1am viéc cua 6ng dugc nhleu nguoi nghién
ctru. Chién lugc ning suat ndi tiéng nhét cia ong
dugc goi la Ma tran Eisenhower.

Ma tran QLTG cua Eisenhower dugc chia thanh 4
0, dua trén hai yéu t6 quan trong: mirc d6 quan trong
va mirc do khan cép cia moi nhiém vu.

Céc 6 trong ma tran bao gom:

* Quan trong va Khin cip

bay la nhiing nhiém vu can duoc wu tién cao vi
chiing quan trong va can phai hoan thanh ngay lap
tirc. Py thuong 1a nhiing cong viée khin cép va
quan trong, nhu cac deadline gip, van d& can giai
quyét ngay, hodc cac tinh hudng khan cép. Hanh
dong: Lam trudc

Mot s6 vi du vé nhiém vu “lam trudc” bao
gom:Tra 10i email quan trong tir khach hang hoic
ngudi quan 1y, T chire cude hop vao phit cudi dé xir
Iy khing hoang. Mang xe dén tiém dé sira xe bi xep
lép; Stra 16i anh huéng téi san phém, dich vu; Hoan
thanh bai thi hoc ky ctia ban trudc khi dén han

* Quan trong nhung Khong khin cip

Day la nhimg nhiém vu quan trong nhung khong
doi hoi su khan cdp. Chung 1a nhiing cong viéc can
duogc lap ké hoach va thuc hién dé dam bao su tién
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bd va thanh cong trong dai han. Vi du, viéc lap ké
hoach, lap chién lugc, phat trién ky nang cd nhan
hoac tao ra cac du an dai han.

Hanh dong: Lén lich

Mot s6 vi du vé nhiém vu nén 1én lich:

D6 rac

Lap ké hoach ngan sach hang thang

Tham dy cac budi hun luyen thuong Xuyen

bi den phong tap thé duc ba 1an mot tuan

Sép xép ghi cha cudc hop thanh cac muc hanh
dong

* Khin cép nhung Khéng quan trong

Pay la nhitng nhiém vu khan cip nhung khong
quan trong. Chung thuong la nhiing cong viéc gay
xa0 lang va lam mét thoi gian, nhu email khong quan
trong, cudc goi dién thoai khong can thiét hodc cac
yéu ciu tir ngudi khac ma khong mang lai gia trj 16n.

Hanh dong: uy thac

Mot s6 vi du ctia nhitng cong viéc ¢ thé ty thac:

Vit bo gidy to cii

Don dep cac phong cu thé trong nha

Tra 101 cudce goi dién thoai khong hen trude

Céac cong viéc gidy td hodc hanh chinh thuong
xuyén

HO tro cac yéu cau tro giup bat ngd

* Khong quan trong va Khong khéin cip

Pay la nhiing nhiém vy khong quan trong va
khong khan cép. Chung thuong 14 nhiing cong viée
mét thoi gian va khong mang lai gié tri.

Hanh dong: Loai bo, Nhimmg su lang phi thoi
gian nay c6 thé bao gdom:, Ludt mang xi hoi, Tham
gia cudc hop khong hiéu qua, Tham gia vao nhitng
chuyén ngdi 1¢ d6i mach ¢ van phong, Mua sim
nhitng thtr khong can thiét, Xem Netflix khi dén luc
can tap trung
2.2. Ap dung ma trin qudn Iy thoi gian Eisenhower
trong cudc song hang ngay

Dudi day 1a cach ap dung ma tran quan Iy thoi
gian Eisenhower vao cong viéc hang ngay:

Xac dinh nhiém vu: Bit dau bang viéc ligt ke cac
nhlem vu can hoan thanh trong ngay Hay Vlet ching
xudng dé c6 cai nhin téng quan vé cong viée can lam.

Pénh gia mic d6 quan trong: D6i véi mdi nhiém
vu, danh gia murc d quan trong cia nd. Hay xem xét
xem cong viéc do co lién quan dén muc tiéu dai han
cua ban, c6 tao ra gia tri hay khong, va c6 anh huong
dén thanh cong khong.

Danh gia mic do khan cap: Tiép theo, xac dinh
muc d6 khan cép ctia moi nhiém vu. Hay xem xét
xem cong viéc d6 c¢6 thoi han gip, can dwoc hoan
thanh trong ngay hom nay, hay c6 yéu ciu dic biét
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tu nguoi khac khong.

Xép cac nhiém vu vao 6 twong ung: Dya trén
muc d§ quan trong va khén cép, Xép cac nhiém vu
vao 6 tuong Gng trong ma trn quan ly thoi gian cia
Eisenhower:

Ut tién va lap ké hoach: Dya trén ma tran, da co
mot cai nhin rd rang vé uu tién cong viée. Bit dau
voi 0 Quan trong va Khan cap, tap trung vao viéc
hoan thanh cac nhiém vu trong 6 nay. Sau do, danh
thoi gian cho cac nhiém vy Quan trong nhung Khong
khan cip dé dam bao tién bo trong dai han.

Theo d&i va diéu chinh: Theo déi tién d§ cong
viéc va tudn thi ma tran QLTG cua Eisenhower. Néu
c6 su thay ddi hodc uu tién thay doi, hiy diéu chinh
va cap nhat ma trin dé dam bao rang dang tap trung
vao nhitng nhiém vu quan trong nhat.

3. Két luan

Eisenhower timg noéi: “Viéc quan trong hiém
khi khin cép, va viéc khan cip hiém khi quan
trong”. Bing cach st dung ma tran QLTG cua
Eisenhower, nguoi ding c6 thé danh gia va wu tién
cong viéc mot cach hiéu qua. Bang cach tap trung
vao 6 Quan trong va Khan cip trudc tién, ngudi ding
¢6 thé dam bao rang cac nhiém vu quan trong nhat
dugc hoan thanh dung thoi han. Sau do, ho co thé
danh thoi gian cho cac nhi¢m vu Quan trong nhung
Khong khan cép dé dam bao sy tién bo va thanh cong
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trong dai han.

Ma tran QLTG cuta Eisenhower la mot cach hiéu
qua dé tap trung vao nhimg viéc quan trong va uu
tién cong viéc mot cach thong minh. N6 giup nguoi
sir dung t&i uu hoa sir dung thoi gian, tranh ling phi
va dat duge hiéu suét cao trong cong viéc va cudc
sng hang ngay.

Trén thuc té, ma train QLTG cua Eisenhower ¢
thé dugc ap dung khong chi vao cong viéc hang ngay
ma con vao bat ky linh vuc ndo trong cudc song.
No gitp tao ra sy uu tién, tdp trung vao vi¢c quan
trong nhét va tranh lang phi thoi gian vao nhiing viéc
khong quan trong. Hay luu y ring ma trin QLTG cua
Eisenhower la mot cong cu hitu ich, nhung con phu
thudc vao kha nang danh gia va uvu tién cua nguoi
dung. Hay dam bao ngudi dung thyc hién danh gia
that chinh x4c vé mirc do quan trong va khan cép cua
cac nhiém vy dé dat duoc hiéu qua téi da tir viée sir
dung ma tran nay.
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Challenges in teaching english......é theo trang 148)

CONCLUSION

In the modern age, learning English from a young
age has become an essential part of the educational
development of young learners. For first-grade
students, accessing and continuing to hone English
language skills is not only a necessity but also
a significant advantage for their comprehensive
development.

First graders don't just learn vocabulary and
grammar; they also engage with a new world where
they can express their ideas, interact with people
from other countries, and explore the diverse cultures
of the world around them. This not only helps them
develop communication skills but also opens up
endless opportunities for the future. Despite many
challenges, I believe that with cooperation and
support from teachers, students, families, schools,
and society, significant changes can be made.

I hope this article will serve as a reference for
teaching English to first-grade students in Hung

Yen province specifically and elementary schools
nationwide in general.
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