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LOI1 GIOI THIEU

6i truomg kinh doanh hién nay bién

dong rat nbanh, yéu cau nba qudan Iy
vita phdi biét cdach 6 chitc biéu qud, vita
phdi ndm bdt tinh tuong nbhitng nhu cdu co
bdn va cach cu xit ctia con nguedi 6 noi lam
vigéc. Mudn c6 duege sy comg hién, nubi diueong
tai nang va bdo ddam rdang moi ngudi duegc
dong vién va lam viéc biéu qud, nha qudn ly
can phdi tao ra sy giao tiép cdi ma va sie tin
teong vai nhan vién. Quyén sdach “Quan ly
nbhan su” se giiip ban ndm ving nhitng yéu
16 co bdn cia cdc ky thuat qudn 1y thanh
cong, cho phép ban kbuyén khich nbhdan vién
lam vigc voi khd ndng t6t nhdt cua bho. Sdach
cting trinh bay cdch thitc nha qudn ly co thé
bién thdt bai tiém tang thanb thanb cong cho
cong ty, bang cdach xdc dinh va tranh nhitng
van dé ph6 bién. Ngoai nhung loi kbuyén
thiee 18, quyén sdach con cung cdp 101 goi y
hitu dung va mot bai te danb gid toan dién
vé ndng liec qudn [y nhan su ciia ban.




QUAN LY NHAN sUf

PHAT TRIEN CAC KY NANG
NHAN SU CO BAN

Néu biét dugc ly do lam cho moi nguoi cu xit theo mét cach nao
do, thi ban da nim bit dugc chia khoa dé thu phuc su céng hién
ctia ho. Hay ¢6 ging tim hiéu nhu cau ctia moi nguoi dé dong
vién ho va nho d6 dap ung dugc nhu cau cua cong ty.

TiM HIEU VE HANH VI

anh vi tie nhién theo bdn ndng

khomg phdi liic nao ciing phit hop o
noi lam vige. Hay cd gdng xay dung
nhitng kiu mau hanb vi giip hinb
thanh nhom lam viec bhiéu quda va cé
nang sudt ¢ tieng nhdn vién ciia ban.

HANH VI TU NHIEN

Moi ngudi o noi lam viéc thuong co xu hudng
cu xu theo ban nang co tinh tu vé, hon 1a cai
ma va hop tac. Dieu nay giai thich tai sao cam
xtc lai la mot dong luc rat manh tai noi lam
viéc, tai sao cac nha quan ly thuong phan ung
dir doi doi vai nhing lai phé binh va thuong
tim cach kiém soat thay vi chap nhan rii ro.
Moi nguai thuong co xu huong két luian vai va
va phan hoa thanh nhiing nhom nho, thuong
xuyén gay han véi nhau. Nhing cong ty co
cach cu xir “tu nhién” nhu thé c6 tinh chat
chinh tri cong ty cao va thuéng nhan manh vao
dia vi va hé théng cap bac. Méi truong lam viéc
o nhing cong ty nay sé khong thoai mai va
thuong khong cam nhan dugc nhu cau cua
moi nguoi va cua thi truong.

i\

A KHUYEN KHICH TINH THAN
XAY DUNG

Ban co thé kbuyén khich thdi do xiy
dung 6 moi nguii hiéu qui nhit bang
cdch néu guong vd khen thicing va luon
khich ¢ nhiing hanh vi tér va nhimg
ding gop tich cuc ciia ho.
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PHAT TRIEN CAC KY NANG NHAN SU COJ BAN

HANH VI HOP LY

Cach cu xu tr nhiéen thuong dua vao nhing
phan ung chu quan, khong chi tao ra nhing
tinh cim tiéu cuc (nhu su bat 6n), ma con co
nhing cam nhan sai lam vé y dinh cia cac
nhan vién khac. Nhing dac diém hanh vi c6
tinh xay dung sé khuyén khich su hop tac, cdi
mao va tu tin. Nhing dac diéem dé nhan thay o
con nguoi c6 ky nang cu xit phu hop bao gom:
kha nang giao tiép mot cach tich cuc va tu tin
voi cac dong nghiép ¢ moi cap; cong nhan
nhanh chong va rong rai nhang thanh tich cua
nguoi khac; kha nang hoc hai tu sai lam va that
bai; va phuong phap tiép can tong quan dua
vao su phoi hop vai cac dong nghiép, thay vi
canh tranh voi nhau.

Hay c6 tac déng dén
hanh vi, thay vi cé
thay déi tinh cach.

Nén khuyén khich
va khen thudng
nhung hanh vi mang
tinh xay dung.

HANH VI TU NHIEN

@ Phan tmg theo cam tinh khi
nhan thong tin.

® Xac lap dr kién, bang cach tiép
can thuc té.

HANH VI HOP LY

Tranh rdi ro vi sg hai va
khong an toan.

Pau tranh manh liét va
phong vé trudc nguy co.
Bua ra nhimg danh gia
nong voi vé con nguoi va
sur kién.

Tung tin dén khip cong ty.
Tranh gianh dia vi va biéu
tuong dia vi.

Hay tan duong nhimg thanh
cong trong qua khi.

Cam thdy thoai mai trong
nhimg bé phai nho.

Luén tim kiém dia vi cao
hon trong hé thong cap
bac.

® Dam chdp nhan rui ro theo

® Thiét lap moi quan he déng

L]

e o

phong cach doanh nhan.

nghiép, mang tinh hop tac va
khéng gay han.

Luén phan tich chi tiét trudc
khi danh gia.

Giao tiép hoan toan e¢di me.
Cong nhan thanh tich, khéng
phai dia vi.

Hoc hai tur sal lam.
Thich céng viéc trong
nhimg nhém cong tac.
Nang déng trong
nhimg cau tric ngang
bing, khéng cé hé
théng cdp bac.




QUAN LY NHAN sLJ

TiM HIEU NHU CAU CON NGUOI

hu cau cua con ngudi bao gém
nhiéu hon chit khéng chi c6 nhimg 3
nhu cau co ban nhie diéu kién lam viéc 16t
va muec luong hop 1y. Nbueng ban sé khéng
thé dap 1tng duegc nhitmg nbu cdu cao bhon
nhie niém tie hao trong cong viéc va su
chia sé muc dich cua céng ty néu khéng
dap tmg diege cdc nbhu cau co bdan ciia bo.

Hay chu y dap
{mg tot nhimg
nhu ciu cdp thap
cua con nguai.

¥ XAC DINH NHU CAU UU TIEN DAP UNG NHU CAU

Nha tim by hoc Abraham Maslow a‘lz

Con nguoi c6 nhiéu loai nhu cau khac nhau.
xdc dink dwoc “hé rbang nhu ciu” gam i et :

S biic, bis diu li nbu cdu co bin v Nhu cau & muc do tbép gom tien luong, su an
thiic an, ché ¢ va lén dén nhiing nhu toan cong viéc va dieu kién lam viéc. Ban phai
cau cao nhdt nhi “tw hién ban thin” dap ung tot nhung nhu cau co ban nay, nhung
(self-actualization, self-fulfilment). chi nhu thé ciing chua thé mang lai su hai long

3) Nhu ciu xa hji cho ho. Néu nhing nhu cau co ban khéng duoc

duwge ddp ung diy di

‘ dap tng thi sy bat man 6 nhén vién sé xuat hién.
qua giao tiép thin

2) Nk shitn ui mguein kb Tuy n{uer'l. sy hiill long lai bat nguon t'l_l"];”lhu‘l'lg
cau cdp nhu cau & cap do cao hon, nhu trach nhiém, su
hai lanhu A tién bo, su phat trién ca nhan.
cdu vé an ~
ninh cd 4 -
nhdn Nty Q

4) Nhu ciu
duoc kink
trong ¢ cdp cao
hon diege ddp
ng bzmg 7
cong nhin

thanb tich

5) Nbu ciu
“tw hién ban
than " dwoc
hién thuc hia
bang cdch phdt
huy duoc tiém
ndng toan dién
ca ban thin

1) Nhu
cdu co
ban la

thic dn,
ché o, va
quan do
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PHAT TRIEN CAC KY NANG NHAN SU CO BAN

KHUYEN KHICH LONG TU HAO 4

Moi ngudi can cam nhan rang su dong gop cia
ho duoc danh gia cao va doc dao. Tu hao trong
cong viec ¢6 hai hinh thirc: ca nhan va tap thé.
Vi du, néu ban lam viéc trén mot diy chuyén
lap rap xe hoi, ban hai long vai hiéu qua cong
viéc cia chinh minh la [ap rap mét canh cuia xe
hoi. Nhung ban ciing tur hao vé toan bé chiéc
xe hoi ma minh da dong gop cong suc. Nha 5
quan ly can tim cach khai thac niém tu hao nay
& nhung nguai khac va ciing nén tu hao vé kha
nang cua chinh minh khi quan ly duoc nhan
viéen voi két qua tich cuc. Ca cap quan ly va
nhan vién nén cam thay tu hao khi lam viéc

Hay cam on moi
ngudi bat cir khi
nao ho xing dang
dugc nhu vay.

Ngoai nhimg loi
khen ngoi riéng, hay
ca ngoi mét cach
cong khai dé nang
cao long tu hao.

cho mét cong ty c6 danh tiéng.

NHU CAU CAP THAP

DPiiu KIEN LAM VIEC

Gid gidc lam viéc hop ly, méi trudng vui vé va
trang thiét bj day du: “Teéi déng y vai diéu
kién va co sa vat chit lam viec”.

GIAM SAT
Uy quyén va khuyén khich tir nha quan ly cdp

trén: “Toi thich cach d&i xir cia ngudi giam sat”.

AN TOAN CONG VIEC

Niém tin vao trién vong clia cong ty va cam
giac nhu la mét phan cia cong ty: "Téi cam
thay ty tin vé tuong lal cua cong ty”.

QUAN LY

Su hiéu biét vé phuong phap quan ly: “Toi
nghi la céng ty dang thuc hién nhimg thay déi
cin thiét dé mang tinh canh tranh hon™.

GI1AO TIEP

Nhan thirc day du vé cac ké hoach va tham gia
vao viéc hoach dinh: “Téi hiéu va nhan dién
dugc chién luge cla cong ty".

NHU CAU CKP cAO

Su THICH THU VGI CONG VIEC

Su hai long nay sinh tir ndi dung clia cong viéc
thue té va cach thuc hién no: “Minh thich loai
cong viéc dang lam”.

THANH TiCH
Dong luc hoan thanh muc tiéu va trién khail cac

nhiém vy co hiéu qua & muic cao nhat: “Coéng
viéc mang lai cho téi cam giac thanh céng”.

CONG HIEN

Hai léng vi minh la mét phan cia cong ty va
dugc nhan dién cung véi no: “Toi tu hao khi
néi rang toi lam viéc cho cong ty".

TRACH NHIEM

Nhimg yéu cau cong viéc doi hoi nhan vién cé
ging, nhung phai céng bing va dugc thudng
cong ximg dang: “Téi chap nhan khéi lugng
cong viéc ma tol phai lam”.

NHAN DIEN

Moi ngudi hiéu dugc ho ndm o dau trong ké
hoach téng thé: “Téi thiy dugc cach thic
cong viéc cla tol gan két voi cac chién lugc
clia cong ty".




QUAN LY NHAN sU

TiM HIEU NHUNG KIEN THUC CO BAN

uén hidu thai do ciia moi nguedi,

ban can luén té ra cdi moé trong
qud trinh giao tiép vai bo. Hay boc cdch
lang nghe nhitng diéu ho noi— va kbong
noi — dong thai nghién citu ca nhirng
ddu biéu kbhdc nhu ngén ngir cit chi.

LANG NGHE CAN THAN

Trong nhiéu linh vuc cong viéc clia nguoi quan
ly, tir hop hanh va danh gia dén trao doi qua dien
thoai, viec lang nghe dong mot vai o quan
trong. Ling nghe sé mang lai rat nhiéu loi ich
thiét thuc: ban sé hiéu moi nguoi sau sac hon va
6 kha nang thu nhan dugc nhimg y tuéng hou
ich vé cach thuc cdi thien cong ty, dong thoi nhan
vién sé cam thay quan diém ciia ho duoc chi y va
vi vay ho se dap lai mot cach coi mo hon. Hay
xem xet cach lang nghe: ban co thuong xuyén
ngat 16i nguoi khac, hoac cat ngan y kién ctia moi
nguoi dé bay té quan diém cia minh khong?
Néu co, hay luyén tap mot phong thai tram tinh
va tap trung vao nguai noi, néu can co the dat ra
nhimg cau hdi ngan gon dé dam bao ring ban da
hiéu diéu ho dang néi. Néu ban dé bi sao lang,
hay luyen tap cach tap trung vao loi cia nguoi
n6i, nhac lai nhing v tuong quan trong mot cach
lang le dé ghi nho. Khi thuc sy dang lang nghe,
ban can biéu 16 ra bén ngoai va cu xit nhu thé
ban dang ling nghe, vi du nhu to ra
thoai mai, coi mé va gat dau
thuong xuyen.

THAO LUAN

MOT CACH CO1 MO »

Cd gdng tim hiéu thdi d cia moi
ngeirt bang cach /ang nghe va dar
nhitng ciu hoi can thiét, dang
thii tao co hoi cho ho bay to y
kién ciia minh,

6 Hay dat nhing cau
hoi coi ma, khuyén
khich sy trung thuc.

7 Hay tao nhiéu co
hoi dé moi ngudi
bay to cam xuc that
cua ho.

Nhan vién
bay to cam
xtic chin
thuc
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