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TO CHUC CONG VIEC LAM AN

LOI GIOI THIEU

“T6 chitc cong viéc lam an” 12 cdch néi ndm na vé phuong thire
quén 1y kinh té, quan 1y cdc hoat déng san xuat, kinh doanh, ké ca nhitg viéc lam
an qui mo rat khdac nhau lién quan dén moi linh vue nghé nghiép, khong loai trir
cong viée 1am in cta mot ngudi san xuat hoiic bubn bdn nho trong pham vi gia
dinh. Vi vay cuon To6 chirc ¢ong viée lam dn cua 6ng Neuyén Hiéu Lé thich hop
voi nhidu doi tugng, ¢ thé cung cap kinh nghiém t6 chitc cho gigi 1am én trén co
so tong két kinh nghiém cua nhiéu nha hoat déng kinh té phuong Tiy. nham dat

dugc hiéu qua cao nhat trong hoat dong cua minh.

Ngoai viée huong dan khoa hoc té chirc, cudn sdch con khﬁng dinh mot 0
noi dung quan trong to chie khédc, nhu nghé thuit chi huy, cich diing thi gio, doc
sich, hodc nhirng dirc tinh cin ban, nhimg ciu chim ngdén hay diéu thm dic ma

nguroi lam an nao cling can phai ¢é, néu khong muon b thit bai.

Téic gia - Ong Nguyén Hiéu L& da qud co, tuy khong phai 1a mét nha
“doanh nghiép” hiéu theo nghia théng thudng nhat, nhung 6ng cing thuong dé
tam nghién ciru khoa hoc vé t6 chirc', dé hudng dan cho nhirng thanh nién c6 tim
huyét, ¢6 chi 1én (nhung thiéu kinh nghiém), mudn thanh céng trong cdc linh vuc
cong thuong ky nghé va thanh cong mot cich chinh ddng, gép phan mang lai sy

giau thinh cho T6 quoc, cho nhin dén.

Hiéu theo nghia d6, hai chir “1am dn” hoan toan khéng cé ¥ nghia dung tuc
nhu nhicu nguo thuong hiéu. Nho sdach nay, doc gia ¢6 thé tranh trude mot so sai
lam thwdng mac phai. dong thoi nam duge nhirng yéu to can ¢é dé thanh cong

trong linh vyc kinh té, khéng phin biét kinh té quoc doanh hay cd thé. Mét trong

*"'Ngoai cuon nay ra, ng con bién sogn nhimg cuén khic nhu:
- Té chire cong vigc theo khoa hoc,
- Hiéu ning, chim ngdn cia nha doanh nghiép .v.v.. Néu cé diéu kién, ching t6i sé xuat hién tiép
theo cudn nay (BT)



http://sachviet.edu.vn

.
il

NGUYEN HIEN LE

nhirng tinh cich can phai tranh do1 vol ngudi lam dn la tic phong quan liéu, thiéu

khoa hoc, nhat 1a théi chup giut, gia trd, ti tiéu va cd chap.

Tuy nhién, vi sdch da dugce bién soan cdch nay khd 1au, trong mét hoan
canh va co ché xi hoi cé nhiéu khdc biét, nén né khong khoi chira dung mot so chi
tiét khong phut hgp vai hién dai; hodc ngay trong Tinh vuc 1y Iudn vé khoa hoc
quan 1¥ va kinh té hoc, cling con mot s6 van dé d4ng tranh luan. Vé thuat ngir
chuyén mén, ¢6 vai tir ngit hién khong con thich hop, mic di viy, dé dam bao
ding nguyén vin ctua mot tic gia di qué co, chiing toi van giir nguyén va bo sung

bang mot bang d6i chiéu tir ngit in trong phu luc & cudi sich.

Trong khudn khé cdc nghi quyél moi gan diy ctia BCT khuyén khich phat
trién kinh té trong v ngodi nudoc quif‘y: doanh nham tao mot chuyén dong 16n trong
nén kinh té cta dat nude, tién toi, din gidu nuée manh, cuon Té chire cong viée
lam @n chic chén s& dem lai nhiéu diéu bé ich kha thu, néu né duge chiing ta tiép
nhan véi mét tinh than sdng tao, c6 cham chudc tham khao. Trong niém xdc tin ay,

-

chiing t6i xin vui ve gioi thiéu cudn sich nay dén dong dao ban doc

NXB LONG AN
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CHUONG 1

HAI HOC THUYET FAYOL VA TAYLOR

I. Hoc thuyét Fayol

a. Cdc cong viéc trong xi nghiép

b.Nhiem vu cua nguwoi quan [y.

c. Quy tdc quan [y

2. Hoc thuyét Taylor

3. So sénh hai hoc thuyét

4. Hai hoc thuyét con hop thai khong.

a. Cdi hai cua sy phan cong gud 11 mi.

b. T6 chire ciia Taylor bét con nguwdi phai thich iing véi my.
c. Can thich ing ngiedi véi ngueoi

d. Phai cham séc dén doi song ciia nhin vién

¢ ok

Trong cudn Té chite cong viée theo khoa hoc ching t6i di phin tich hoc
thuyet ctia Fayol va cua Taylor, hai nha sdng 1ap ra mon t6 chiic va song & cuoi thé
ky truede, dau thé ky nay. Phai biét hai hoc thuyét dy roi méi ling hoi duge tinh

than td chirc va biét thay d6i phuong phép t6 chic tuy hoan canh, néu khéng, khi
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ra lam an, gap mot truong hop dac biét, ta khong biét giai quyét lay va cdi hoc cua
ta s¢ vo dung. Hiéu duoc tinh than t6 chire 14 diéu quan trong nhat, xin doc gia nho

ky 1oi ay.

Chiing toi tém tat lai & diy hai hoc thuyeét néi trén roi so sianh va phé binh

hau giip doc gia hiéu ro nhirng chuong sau

HOC THUYET FAYOL
a. Cong viéce trong mot xi nghiép

Fayol nghién ctru phwong phédp quan 1y trong phong gidy. Ong chia cong

viéc trong mot xi nghiép ra lam sdu loai:

1) Cong viéc ky thuat. Mot xi nghiép lap ra dé san xuat, ché tao hoiic bién
doi mot nguyén liéu nay ra mot nguyeén licu khac, mot hoa vat nay ra mot hod vat

khéc. Cong viéc ay la cong viée kv thuat.

2) Cong viée thuvong mai. Sau khi san xudt, ché tao hodc bién doi réi, phai
ban hoa vat, va truoc khi san xuat phai mua nguyén liéu, dung cy, mdy mdac... Ban,

mua la cong viée thuong mai.

3) Cbng vi¢e tai chinh. Phai ¢6 von moi lam duge nhirng cong viée trén. Su
kiém va dung s0 von do thugc vé cong viée tai chinh. Bo may tai chinh do1 vor xi
nghi¢p cting quan trong nhu bo may tuan hoan déi vol co thé. Khong c6 tién, xi

nghiép khong dirng duoc, ciing nhu khéng ¢6 mau co thé khong séng dugc.

4) Cong viéc an ninh, xa héi. Phai ¢é an ninh madi lam viée dugc : phai dé
phong cho khoi xay ra tai nan. khi da xay ra phai ¢6 phuong tién cap ciu. Truoc
khi ky giao keéo, phai ¢é nha chuyén mon xét xem nhirng diéu 1€ trong giao kéo cé

hai cho ta khong: do cung la mot thar an ninh ntra.
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Xi nghiép cang lén thi so nguoil gidp vigée cang dong, phai thi hanh luat lao
dong, lo dén suc khoe cua ho, cho ho nhirng di¢u kién thuan tién dé lam viéc... Co
vay su hop tic cua ho mdi nhiéu hiéu qua. Nhimg cong viée ay la cong vigée xa

hoi.

5) Céng viéc ké todn. Moi chi phi phai ghi chép lai dé biét xuat nhip bao

nhiéu, trong nam lam an o1 hay 10...Do6 la chie vy cua co quan ke toan.

6) Cong viéc quan 1y. Quan 1y la du tinh nhitng viéc phai lam, to chirc cdch
thire 1am. Chi huy cdc co quan, sip dit cho cdc cong viée lién tiép nhau va kiém

soat tirng viéc mot. Co quan quan 1y 1a bo oc cua xi nghiép

Ban nén nhé ring khéng phai ¢ trén dau mdi xi nghiép méi ¢6 co quan
quan 1y ma bat ky bd phan nio trong xi nghiép nio ciing phai ¢é co quan ay. Vién
doc cong ciing nhu vién chdnh vin phong déu cé trich nhiém quan 1y xuong hodc
vin phong ctua minh. Hé dia vi cing quan trong thi tai quan 1y cang phai co nhiéu

ma cdi tai chuyén moén khoéng can lam

Gitra cdc co quan trong nom siu cong vi¢e ay, ¢o su lién lac mat thiét voi
nhau, nhu co quan tai chanh phai lam viéc chung véi co quan quan 1y va thuong

mai, co quan ky thudt lam viéc chung véi tat ca cic co quan khic..
b. Nhiém vu cua ngwdi quan ly
Neuoi quan Iy ¢é nim nhiém vu:

1) Dy tinh tic 1ap chuong trinh hoat dong. Cé chuong trinh dodn ky: |

thang, 3 thiang, 6 thang, 1 ndm: ¢6 chuong trinh truong ky: 3 ndm, 5 nam...
= - = - - -~ % %
Moi xi nghiep lap nhirng chuong trinh sau nay:

- Chuong trinh du trit, wde dinh s6 nguyén liéu phai mua trong mét thoi

gian nhat dinh.
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- Chuong trinh c¢ong tac chi ro nhirng cong viéc phai theo mot thir tu nao

dé thanh hod pham

- Chuong trinh thoi han ghi thoi gi cn thiét cho mdi cong viée va thoi

gian can thiét dé che tao xong mét hod pham.

- Chuong trinh phin phdi ghi nhitng mdy nio, ngay nio, gio nio ding vio

viée nao phai nghi dé sura chira, lau chii...

- Chuong trinh giao hang ghi ngiy gié nio giao hing cho ai, & diu, bang

cich nao,

2) To chire, tire la sdap dat cac co quan, chia cong viec cho nhin bién, dinh

diéu 16, ky lut...

3) Chi huy, tirc la trong nom cho co quan hoat dong theo nhiing ky luat,

phuong phip da dinh.

4) Phoi tri nghia la sap dat cong viéc sao cho cic vige co lién lac mat thiét
véi nhau, hau cé St nhat tri trong hoat dong va kho mat thi 210 chd dot nhirng khi

", Ea ] a ;1' & s - o ., - ".5- l“-ﬁ-
mot cong viéc lam xong roi ma khong co cong viéc khac tiép lién.

5) Kiém sodt xem mgi viéc ¢6 lam diing chuong trinh, phuong phép da dinh

khong va tim ra nhitng lam 16i dé tranh, roi cai thién phuong phap.
¢. Quy tiic quin Iy:
Khi quan 1y phai theo nhitng quy tic sau niy:
- Phin céng cho méi ngudi chuyén lo mét viée dé lam dwoe mau

- C6 uy quyen. Giao mét triach nhiém cho ai thi phai cho nguoi dé du uy
quyén dé thudng phat va phai lya ngudi dé giao: chi nhirng ngudi ¢é uy tin méi

gitt quyen duoc lau
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- Ky ludgt phai dinh r6 rang, dirng nghiém khic qua ma ciung khong duoc

thay d6i thuong qua.

- Chi huy phai duy nhdt: khong cho ngudi chii quan niy xen vio cong viée

cua ngudi chu mot co quan khac

- Hogt déng phai nhat tri, nghia 1a cing dwa dén mét muc dich chung; vi

vay khi lap chuong trinh phai hoi y kién cua hét thay cdc co quan.

i, 5 & a{ By o - ] & B ] oA '
- Gay tinh doan ket gitta cic nhin vién, lam sao cho ho coi céng vi¢e cua
hang nhu céng vi¢ce cua ho, ¢o sidng kién nao thi trinh bay vl cap trén dé cai thién

cong viec
2
HOC THUYET TAYLOR

Taylor chuyén nghién ciru céich to chiure cong viéc trong xuong sao cho san

-:. L - e ;. - " i et .l:- et = + :-
xudt duge mau hon, ré hon dé co thé mot mat ha gia hang xuéng ma van kiém
dugce nhiéu 161 hon; mot mit ting tién ¢éng cho thg ma van riat dugce sO gio lam

VIEC xuong.
Ong cho riing strc san xuat cua the s di kém 12 do hai nguyén nhin:
- Khéng biét cdch 1am viée thanh thir phi site ma it két qua.

- Co6 ke co y kéo dai cong viéc vi lam biéng khong chiu mét sirc, hoac vi

stre yéu, vi khong ¢ tinh thin cong tic, nghi ngd sy ich lgi chung.

Ong chi ta nhirng cach sau nay dé ting ning luc san xuat cua nguoi lam

cong:

- Nghién cvru cdch lam va civ dong ciua ho dé bo nhirng cur dong vo ich,

met nhoc va tim ra mot phuong phap lam vige ¢o higu qua hon
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- Khi da tim duge phuong phiap mot do roi, phén tich né ti mi, tinh thoi
gian can thiét dé 1am, roi ldp mot chi thi ranh ré. ké timg cir dong mot dé nhan

cong coi d6 ma lam.

- Giao cho moi nguoi mot cong viée nhat dinh va don gian, nghia 1a phan
cong mgt cach trigt dé; nguoi chuyén lap nat vao ve, nguol chuyén dat ve vo

thung...
- Cho ho nhimng dung cu thich hop vaei cong viée va voi swec lwe cua ho

H - e o i i G 7y P Re o - A 5
- Dinh cho moi nguoi trong mot thoi gian nao do phai lam it nhat la
dwoc bao nhiéu cong viéc: neu lam it hon thi bi phat, lam nhiéu hon thi dugc

thudng.

- Sap dat cong viéc sao cho khong ¢6 may nao nghi, khong c6 nguol ngodi

khong dé dgi cong viée khéc.
- Dy tinh hét thdy nhimg tro ngai c6 thé xay ra ma dé phong trude
- Kiém sodt chdt ché cong viéc cua nguol lam cong.

- Loai bot nhimg kiéu mau khong loi gi cho nguoi tiéu thu, chi gidr lai vai
kiéu thoi dé san xudt cho dugce nhicu va ré. Ching han, trude ché tao mudol ngoi
viét, nay bo di bay thi, chi ché tao ba thir théi; nhu viy d& duoc bay cdi mdy va

= - = # ., - - - - 5 A L — - ~ A
moi cdl mdy con lai ¢é thé chay suot ngay: cong viée da mau ma dé ton.

- Cho ngudi lam cong nhimmg hoan canh thuan tién de lam viéc, nhu lua
LK ] - ] - oA % -C..'- - o u e Fxs “
nguoi roi moi giao viée, day nghé cho ho, siap dat cho lam cho duoc thoai mai, du

dnh sdng, du khong khi. ..

9
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3
SO SANH HAI HOC THUYET

Phuong phdp cua Fayol va Taylor cung nhim mdt muc dich 1a 1am ting

nang luc san xuat, nhung ¢ nhiéu cho khic nhau:

- Fayol chi trong dén e¢dng viéc qudn Iy & phong gidy con Taylor chuyén

cal thién cdch thirc lam o xwong.

- Fayol cho rang sir chi huy phdi duy nhat con Taylor thi phin cong ti mi
qud, thanh thir mot nhin vién ¢6 thé linh chi thi cua ba, bon nguai xép, moi ngudi
chuyén vé mét nganh nho nao dé. Chang han, mét nguoi thg déng ban cé thé lanh
chi thi ctia ngudi chuyén vé kiéu ban, chi thi ctia ngudi cai tho mée, roi chi thi cua

nguoi cai coi viéc danh véc- ni...

- Theo Fayol, mdi ngudi xép ¢é nim chire vu: dy tinh, t6 chirc, chi huy,

phoi tri va kiém sodt. Taylor trdi lai giao méi chire cho mét ngwoi chuyén mon.

Vi ¢6 nhitng chd bat dong nhu viy nén mon dé cua hai phéi tranh bién
nhau, chi trich 1an nhau kich 1iét trén mudi nam: sau ca hai bén déu nhan r'fing hai:
phuong phédp bo tic 1an nhau. Phuong phdp Fayol hop véi cdc phong gii‘iy va cac
xi nghiép tan mat (nhu cdc hiing c6 mé & nhiéu noi xa), hodc nhimg hing c¢é nhiéu
dai ly: con phuong phiap Taylor nén dung trong xuong va nhiing hang trong doé

cong viée khéng thay d6i may ma cdc co quan tap trung ca lai mét noi
4
HAI HOC THUYET PO CON HOP THOI KHONG ?
Ca hai van con dp dung dugc nhung can stra doi it nhiéu:

a. Cai hai cta sy phin cong qua ti mi.

10
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Trong ba chuc nim nay ngudi ta khéng ngét chi trich phuong phdp chuan

b1 ti mi va phin cong qua dang cua Taylor 14 v6 nhéan dao.

Chic cic ban da duge coi mét phim nhan dé 1a Théi méi (Les temps
modernes) trong d6 Charlot déng vai mot nguoi tho trong mot xuong 1én, ngoi
triro'c MOt ¢l may cu déu déu chay. Khi n6 dua to1 trude mét anh mot cong vige
nao d6 thi anh phai lam ngay mot vai cir dong cho xong cong viée ay, 1am rat mau,
néu khong s& khong kip, ma mdy s& chay di chd khdc mat. Vira xong cong viéc dy
thi cong viéc khiac y nhu cong viée trén lai hién ra ¢ trudc méit anh roi. Thanh thur
lubn trong may gio dong hé, anh phai ngdi yén mét chd, lam hoai mét vai cr
dong, 1am rat mau ma khong dwoc nghi mét gidy. Néu nghi thi cong viée sé khong

A 5 - A il e * e » . A i, o w
xong, khong sao lam tiép dugc, chu sé thiy 101 cua anh lién va s€ dudi anh,

D6 12 16i lam chuyén (travail 2 la chaine), con dé cia phuong phép Taylor.
Taylor da phén cong dén ndi mdi nguoi the thanh mot cdi mdy cir dong theo mot
chiéu nhat dinh, mét cdi mdy bing xuong bang thit ma ctt phai theo cai diéu déu
déu khong biét mét cia mdy bang gang bang thép. Dau 1ong nhat 1a cdi may thit dé
lai c6 mot bo 6c¢ dé suy nghi, mot tim long dé cam xdc, dé ty vi tinh canh cua
minh v&i tinh canh cta nhirng tén nd 1é thoi xua, roi thon thire, cim hon, thay sao
6ng chu sung sudng nhu vidy ma minh thi cyc khd nhu vy, muén giy xuong song
mi van phai ngoi, khéng nhiic nhich. dwong con néng lanh ma van phai rin ding
nhu pho tugng, khéng dam nghi tay va nghi tay thi chu biét, thi bi “cip luong”
hodc bi dudi ma réi vo con nheo nhéc. Va kiép con ngudi con gi nhuc bang suot

doi phai dong mot cai dinh hodc vin mgt con oe?

Trot cho mot bd 6¢ ma khong duoce dung, cho bin tay dé lam du moi viéce
A o & s Fa) # & - : ., 8 :.. y _F ¥ -,
ma chi dugc lam moi mét cu dong. Phuong phip ay, ma nhiéu ngudi goi la

phuong phédp don dm, thét tin nhan!

Ong Gérard Barder dé nghi phuong phdp da am dé thay n6. Ong nghiém

thay ring mdi ngudi cé thé 1am duge nhiéu nghé. Cir ty xét ta thi thay it nhat moi

11
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ngudi trong chiing ta ciing 1am duoc ba nghé khidc nhau va néu méi ngay hodc moi
tuan cho ta thay ddi cong viéc mot lan chic ta thich 1am, nhu vay tat cdc ning luc
cua ta mo1 phat trién duoc dﬁy du. Vi bit budc phai lam hoat mot vigéc nén ph::in
d6ng chiing ta déu c6 mot mén tiéu khién riéng né gan thanh nhu nghé thir nhi cua
ta: t6i thdy c6 gido su chim nom gi vit, c6 6ng phin thich dong ban ghé, c6 ky su
thich 1am the, ¢6 6ng kiém 1am lai thich chich thudc va 1am y td cho ca x6m, ai ¢é
con néng dau hay s6 mii thi cir dwa lai 6ng. ong vui ve trl cho ma khong chiu

nhan 1ot cam on.

Néu xd hoi to6 chirc ra sao cho ai cting dugc lam mot vai cong viée vé tinh
than va mot vai cong viéc bang tay chan thi to1 chac loal nguol sé sung suong va

manh khoé hon nhiéu.

Trong hién tinh cua xa hé1 ta chua ¢6 thé hy vong nhu viy nhung it nhat ta
ciing c6 thé thay doi hoat déng ciia méi ngwoi trong pham vi mét nghé cho cong

viéc khéi chdn. D6 la qui tac ciia phwong phdp té chirc da am.

Cidc nha t6 chic & Au, My duong nghién ciru phuong phép 4y dé bo loi
phin cong qud dang cua Taylor ma chia cong vigc ra tirng kip, chir khong chia cho

trng ngudi nira, v ho thay két qua rat kha quan.

Vi du mudn lam béng dén, phai 1am chén dén, soi diy, hai dau duong cuc,
roi lap ba bé phan d6 lai véi nhau, gin béng lai, rit hét khéng khi trong béng di,

& = o :' :!i- 'h: - - = -
lam cdi chan bang dong, lap chin do vio bong,

Trude kia ngudi ta giao mdi céng viée ay cho mét ngudi the hodc mét so
the: nguol chuyén lam bong den. nguoi chuyén L:-'ip, ngwdl chuyén rit khong khi

trong bong...

Biy gid nguoi ta giao nhitng cong viée dé cho mét kip tho dé ho tua nhitng
nguoi cing lim véi nhau. Roi ho ty phin phét cong viée. moi ngudi hém nay lam

cong vigc nay, mai lam cong viéc khic, thay phién nhau. Tadi trach nhiém cai kip,

12
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ho cung thay phién nhau dam nhan. Nhu vay mo1 nguat tho dung duoc gan hét
kha nang cua minh, vui ve hon, khong thay cai tui lam no 1€ cho mday moc nira via

sire san xuat tang 1én dugce nhiéu.

Nhu trong mot hiang lam thuoe dicu, trude giao mot cong viée cho moi
ngudoi, nay giao hai cong viéc cho moi nguoi thi sire san xuat ting 1én dugce tir 10

dén 15 phan 100.

Ong Wyatt con nhén thay ring chi can bédo trudc cho the biét 1a buéi chiéu

s¢€ thay do1 cong viée ma nang luc san xuat sdng hom do tiang 1én lién.

Ong Leon Walther thi nghi¢m nguoc lai: sdu nguoi thg duong quen voi 10i

lam cur ba ngay do1 viée mot lan, bong nhin dugce 1énh phai lam hoar mot viée.
s - A =z » A ,, - o L A ] - A - . A s
Sudt mot tuan le ho chin nan vo cluing, téi ndi mat ngu vang dau, mét nhoc, va cuoi

tuan ¢o nhiéu nguol muon khoc.

Céch cho the thay phién nhau lam cai kip con dugc cdi loi la lam cho ho

mat 1ong ganh ti, cé tinh than doan két, vui vé giip d& lan nhau.

Tom lai phuong phip da dm chiang nhiing lam tang niang lyc san xudt ma
con thay doi ca tinh than nguoi lam cong, dua ho tir dia vi nd 1é may mée gan tdi

dia vi tr minh lam chu minh.

N6 ciing rat tu nhién va hop vai nu ciu cua loai ngudi. Biét bao nguoi chua
hé doc sdch vé mén t6 chirc ma da tu biét 4p dung phuong phdp ay. Chiang han
trong s& buu chinh, t6i thudmg thay cdc thay thay phién nhau bén co, lam buu
phiéu... Va trong nhém nguoi diao dat, t6i ciing thay nguoi ta thay phién nhau lic

thi dao, ldc thi gdnh, ldc thi dap.
b. To chirc ciia Taylor lam con nguwdi phai thich tmg véi may:

Neuoi ta lai chi trich Taylor chi tim ciach thich (rng nguoi vai may. Lo
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trach do6 hot qua ding vi su thuce, trong khi dinh cong viée cho the, ong da tinh ky
thi gid cho ho nghi ngoi vira du, chir khong khi nao bit ho ging stre qua nhu nhiéu
nha dau tu ban “cé map” da hiéu lam phuong phip cua ong va dung no dé bée 16t

lao dong.

Nhung dit sao ng van chua nghién ciru dén tiét diéu riéng cua con nguoi .
Gan diy 6ng Bedeaux dé thay khuyet diém d6 va nghién ctru tiét diéu cua cuir dong
tuy theo thoi gian gid, sy ging stc va nhimg diéu kién lam viéc dé tim mot
phuong phip. mét toc dé hop voi moi viée, va thay doi tiét diéu ctia mdy cho hop

vol tiét diéu cua nguoi.
Chang han ngudi ta nghiém thay ring muon cho vira mau vira it mét thi:
- Pau nén cur dong moi phit 20 lan.

- Ban tay khi dua di dwa lai do 10 phan thi nén lam 120 lan méi phit; néu

dua di dua lai 20 phéin thi méi phiit chi nén 1am 60 lan thoi.

D6 1a tiet diéu cua cu dong: tat nhién no thay doi tuy ngudi: ¢ nguoi

nhanh, cd ngudi cham, ¢é nguai bén hoi, ¢6 nguol mau mét...

To1 chua duoe doc sich nao chi rd phuong phiap Bedeaux ra sao, nhung
theo cuon L homme au travail, né da dugc nguoi My dp dung trong chién tranh
vira roi va nhd né ma My san xuat duge moét s6 khi gidi thira thii, di cho linh d6

bé duoce 345.000 tan khi gidi 1én bo bién Phap mot cdch dé dang khong hép tap.

Viy so vdi Taylor, Bedeaux di tién duge mét buc, khéng bit ngudi ta phai

thich rng v&1 may ma trai lai tim cach thich ung may vol nguoi.
c. Can thich img ngudi véi nguoi.
Cédc nha chuyén mén t6 chirc lai duong nghién ciru sy thich tng nguoi voi

nguol. Ho tu hot nhirng cdu duot day:

14



http://sachviet.edu.vn

.
il

NGUYEN HIEN LE

Néu nguot chu ¢6 nhiéu kha ning, nguoi giap viéc cung vay.
Néu nguoi cé nhiéu kha ning, nguoi gitp viéc kém coi,
Néu nguoi chu kém co1 kha nang, nguoi gitdp viée ¢6 nhiéu kha nang.

Néu ca hai déu kém coi, thi su giao thiép gitra ho vdi nhau s@ ra sao,

cOng vige sé ra sao”?

Ngudi chu thiéu nhimg dirc nio thi nén lya ngudi gidp viée ¢ nhiing

dire do khong?

Nén dé cho hai ngudi tinh tinh, thi nang giong nhau lam viéc voi nhau

khong?

Nén Iua toan nhung thg gioi cho lam chung, thg do cho lam chung

khong? Hay la nén dit mot nguoi thg giol trong mot bon thg do dé cé su ganh

dua?

d. Phii sin séc dén doi song cia nhén vién.

Thi nghiém dudi diy 1am cho hét thay cdc nha tim 1y va nha t6 chirc ngac

nhién.

Hiang Western Electric ¢ My cho mot nhom thg dan ba lam viéc chung

trong mét phong riéng, theo nhirng dicu kién thong thuong (tuan 1€ 48 gio, tién

cong tra timg tuan, khong duoc nghi mét phiit trong gid 1am ). R6i nguoi ta thay

doi lan lan nhiing dicu kién ay dé xem anh huong dén strc 1am viée cua ho ra sao.

Chéng han nguot ta tra cong ho khong theo so ngay lam viec tuy theo s0 cOng viec

lam duge. Nhu vy trong bon tuan. Roi ngudi ta cho ho 1am viée moi tuan 44 gioy

thoi, hodc cho ho thinh thoang nghi 10 phit, thir bay nghi tron ngay.... ¢6 khi lai

thay d6i béng deén cho sdng hon, sira kiéu ghé cho ngdi dugc tién hon.

15
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Ngudi ta nghiém thay ring mai lan ¢6 mét su thay doéi thi stre san xuat ting
lén. Diéu nay mdi la ling nhat 1a sau hai ndm, nguoi ta ciing van thay déi diéu
kién lam viée, nhung khéng cdi thién né ma tré lai lan lan nhimg diéu kién bt
tién héi dau va sirc sdan xudt van cir ting lén. Thit khéng con ai hiéu duoc gi

nira.

Sau ngudi ta mdi im duge chan 1y nay 14 diéu kién trong khi lam viéc
khong quan trong miy, diéu c6t yéu 1a phai chi ¥ dén nhin vién, sin séc ho, hoi
han ho, lam cho ho thich cong viéc, diang 1€ cor ho nhu nhitng bé phan trong maot

cdl may thi nén dii ho nhu nhirng ke thén tin cua minh.
Thi nghiém d6 dugce nhiéu hing khéc thir lai va két qua khong thay doi.

e el s ot

Tom lai ciac nha to chire bay gio ¢6 khuynh huong hoi nguoc lai von
khuynh hudng ctia Taylor va Fayol ¢ dau thé ky; ngudi ta van cho sy to chire cdc
co quan va sy cai thién cach thire lam vige la ich lgi, nhung nguaoi ta da thay rang

& : ; Y owE - # L . I
yéu td nguo1” van quan trong hon mdy moéc va phuong phip.

Nho dé khoa tim 1y thue hanh phét trién thém manh mé. Tir may ngan nam
nay loai nguoi chi mai mé kham phd vii tru & ngoai ma quén hin cdi vii tru & trong
minh di. Cédc y si nhu Alexis Carrel di canh tinh loii ngudi rang khi phit minh
mot mdy mée phai nghi dén sy phan tng cia nd tdi co thé, tinh tinh coa ta; cdc
tim 1y clng duong nhién ciru nhirng phan ng cua con ngudt trude nhirmg hoan
canh dic biét, con cdc nha to chire thi chi trong dén tiét diéu, cung nhu cau cua

chiing ta.

D6 la mot dieu may cho loai nguoi. Nho sy biét minh, biét nguai ma trong

s gioa thiép véi nhau, nhén loai tranh duge nhiéu sy xung dot do mdu chang? Céi
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ho gitra cic gial cap va ciac dan toc sé bot sau chang?
TOM TAT

- Fayol va Taylor déu tim cich to chire cong vigée dé tang nang lyc san xuat,
nhung Fayol cha trong vao su to chuce cic co quan quan ly ¢ phong giay, con

Taylor chuyén nghién ciru ciach cai thi¢n phuong phap lam viéc ¢ xuong

- Hai phuong phédp d6 ¢6 nhitng diém tya nhur miu thuin nhau ma thye ra
thi bo tiic 1an nhau. Phuong phiap Fayol hop véi cdc phong giay, cdc xi nghiép tan
mit hodc ¢6 nhiéu dai 1y, con phuong phdp Taylor hgp véi xudng va céc xi nghiép

ma cac co quan deu tap trung 0 mot nol.

- Tir dau thé ky, ngudi ta thay vai khuyét diém cua hai phwong phdp ay va

hién nay nguot ta duong :

* Neghién ctru phuong phédp da am ctia Gérard Bardet, trdi han vdi phuong
phdp don 4m, phén céng qud ti mi ctia Taylor. Ngudi ta cho moi ngudi the thay
doi cong viée dé khoi thanh cdi mdy ma phat huy thém duoc nhitng kha ning cua

ho.

# Nghién ciru tiét diéu cua nguoi, theo thuyét Bedeaux dé cho may moc

thich trng v&i nguoi, chir khéng bit ngudi phai thich tmg véi may méc nira.

* Tim cdch thich trng nguot vol nguoi cho sy hgp tic vor nhau ¢é nhiéu

hi¢u qua hon.

- Viy khuynh huéng ctia mén t6 chire biy gio 1a chi trong dén con ngudi
hon mdy méc hojic phuong phdp. Ngudi ta nhan thay 16i nay cta Gilbreth, do dé

cua Taylor, la chi ly: “Y€u to quan trong nhat trong cdc xi nghiép la con nguoi” .

L M P - P o A - & L oa s ’ '
‘K hi nio ¢6 co hoi thudn tién, chiing 161 s€ soan mot cuon ve tim 1y thie hanh trong xi nghiép
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CHUONG 11
TO CHUC MOT XI NGHIEP

1. Thé nao 1a mot xi nghiép?

b2

. Céc loai xi nghiép
3. Cac cach quan It mot xi nghiép

a. Phuong phap xoay xo

b. = doc doan
c. o ché dinh
d. dan chu

4. Khi lap mot xi nghiép
5. Céch t6 chirc mét xi nghiép 16n

a. Co quan quan ly

b. __ _ taichinh

c.__  __ kétodn

d. __ __ thuong mai

e. __  __  kythuat

f. an ninh va xa hoi

6. T6 chire mét xi nghiép nho

7. T6 chire mét xuong chi ché tao theo com-ming chir khéng béin
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8. T6 chire mét hing budn nho.

THE NAO LA MOT Xi NGHIEP

Méi dau t6i di dinh cho cudn nay nhan dé: “To chic mot xi nghiép” hodc
“To chitc ki nghé va thuwong mai”, nhung t6i nghi nhitng danh tir “xi nghiép” va
“K¥ nghé¢” cua ta ¢6 mot nghia hoi hep, khong duge bao quit nhu nhirng danh tu
“entreprise”, “industrie” cuia Phip vi nhu vay e rang doc gia hiéu lam rang nhimg
diéu chi trong sich chi dp dung vio nhimg hing 1én nhu hing Ford, Michelin...
ching han. Su thuc nhitng quy tic trong cuon nay cé thé dem thuc hanh trong
moi cong viéc lam an, tir cong viéc mo mot qudan giai khdt, mot tiem lam non,
déng giay diung vai ba nguwoi the dén nhitng cong viéc kinh doanh rit lén nhu
mo mt ngan hang, mét hang dong tau... Vi ly do do ta da lya chon nhan dé: To

chire cOng viec lam an.

Danh tir entreprise ma ta dich 1a xi nghiép, chi mét té chirc cé muc dich
sdn xudt, doi chdc hodc lwu théng tién cia, hang hod dé tim ich loi chung,

nghia la ich lgi cua nguoi chu cua nguol lam cong va cua nguoi tiéu thy.

Theo cic nha t6 chire thi diéu kién “dé tim ich loi chung” dé rat quan
trong. Mét nha san xuat nhirng do xau roi dung thuat quang cdo dé gat khich hang,
khong ddng mang tén 1a mét xi nghiép. Mén t6 chic ludn luén nhic ta tim 1gi
chung réi tu nhién s& ¢6 loi riéng cho minh. Vi ké ndo chi nghi téi tu loi thi di td

chiic gioi téi may ciing s@ that bai vi khong khi nao duge ngudi khéc tan tim gitp.
2
CAC LOAI XI NGHIEP

Negudi ta phin biét hai loai xi nghiép:
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- Loai dom seo khong san xuat hod pham, chi gitt céng viéc luu théng hodc
budn ban. Nhirng hing van tai, nhirng ti€ém sach, tiém tap hoa ... thugc loai nay.

- Loai phire tap vira san xuit hod pham, vira cho chuyén hodc bin. Nhirng

hing ché tao xe hoi, xa bong, giay biit... thudc loai nay.

Tuy nhién, xin ban dé y: don so khoéng phai 1a nho ma phic tap khong nhat

dinh la lon.
3
CAC CACH QUAN TRI MOT XIi NGHIEP

Trude khi tim cédch t6 chire mot xi nghiép, ta phai dinh trude s& quan tri xi

nghiép do theo phuong phip nao da.
C6 bon phuong phép:
a. Phwong phép ¢6 16 nhit 1a phuong phéap xoay tré

Chuong trinh khong lap truoe, cong viéc khong phén chia rd rang, lic giao
cho ngudi nay, lic giao cho ngudi khic, mdi ngudi tr ¥ xoay xo lay, mién dugc
viec thi thoi. Ciach doé, nguoi Phip goi la phuong phiap D (syeteme D.- D la chir
dau cua danh tir débrouillage), chi ¢é thé dp dung trong nhimng viéc 1it vat nhu
trang hoing nha cwra, xép dit ¢d ban dé tiép muoi nguoi khich..., néu dem ap
dung viao nhirng viéc 1on thi chic chin 14 phd san: khong cé ngudi chu nao du tai
dé \ng bién tirc thi trong moi viéc: quyén hanh, trach nhiém phin phit khong phan
minh thi khong sao kiém sodt duge ma lai dé sinh ra nhiing su bat hoa, tranh

quyén gitra cic nhan vién.
b. Phwong phap doc doan.

x. : & S ST G Ao oo : A
Mol co quan giao cho mot nguol chu, nguol nay lanh hét trach nhigm, uy
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quyén rat 16n, hé ra 1énh thi bat ky phai trdai, k¢ duoi cing phai theo ram rap,

khong duoc phé binh hoiic dwa mét sdng kién gi.

Phuong phép dé ¢6 lgi 1a cong viée quan 1y duge nhat trf nhung hai ¢6 thé

rat lon:

- Néu ngudi chu khéng phai 1a byuc dai tai thi khéng sao coi séc dugc hét

mol viée va khi da khong lam tron nhiém vu thi uy quyén s€ mat dan.

- Cac nguoi gitip viée von khong wa ciach doc doan ay, chi mien cudng lam
vigce va khong ¢ tinh than doan két voi chu; ¢6 khi ho doan két voi nhau dé hai

chu nira.
¢. Phwong phép ché dinh.

Moi cong vige trong x{ nghiép déu dugc ché dinh trude mot cdch ti mi,
nguoi thira hanh chi viéc theo dé ma lam. Ho khong linh mot trach nhiém gi ma
nguoi ta cting khong can cho ho ¢é sdng kién. Ngudi xEp coi chimg ho, kiém sodt

ho roi cho cap trén biét két qua dé cap nay dinh doat.

Phuong phdp ay duge Taylor dp dung tir dau thé ky. N6 ¢6 loi 1a khi da
nghién ctru ky cong viée, ché dinh timg cir dong thi the 1am rat mau, nhung cé hai

la cong nhan phai lam nhu cdi mét, khong hiang hdi. dé chan nan.
d. Vi viy ngudi ta di thi nghiém mét phuwong phiap mai.

Cong viée van ché dinh k¥ ludng, nhung céng nhin vin dwa sdng kién. C6
khi nguai ta giao cho mét kip the trach nhiém vé mot cong viéc, dé ho tur ¥ sﬁp dat

I;E‘i},r1 tu lua nguoi :a:f‘:p, tu phén céng. Tom lai la kip duge hoan toan tu tri.

Phuong phdp din chu d6 hinh nhu di ¢é nhicu két qua tot: trong moi kip ¢é
tinh than doan két ma giita cdc kip ¢6 tinh than ganh dua. Nhiéu nha t6 chie tin

rang sau nay hét thay cdc xi nghiép déu phai quan tri theo phuong phép ay.
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Ban nhan thay, trong cdc phuong phdp déc dodn va ché dinh, quyén hanh
tap trung vio mét so it ngudi: con trong phwong phép din chu, quyén hanh phén
t4n ra nhiéu kfp.Ché do phan quyén ay ching nhitng ¢6 loi ma nhiéu khi con can
thiét. Chang han mot hang 16m khai mé & mién Cao nguyén roi ché tao hod pham &
Saigon d¢ bdn ra ngoai qudc, ¢6 nhiéu co quan dit & xa nhau, tat phai cho nhiing

co quan ay du quyén tu 1y thi cong viéc mdi chay.
Khi dp dung ché do ay ban nén nh¢ nhirng qui tic dudi diy:

Da giao du quyén cho mdt co quan nao thi phai cho co quan ay di

phurong tién dé lam viéc.

- Phai lya ngudi tai nding cho lam chu co quan va ngudi ay phai du quyén

lura ngwot giip viec

- Chi thi do ban gidm déc dwa xudng ting co quan phai that ré rang, cho

khoi lam 16n trong khi thi hanh

- Nin thudng c6 nhirng cudc hoi hop gitra ban giam doc va cic nguoi chi

huy céc co quan
4
KHI LAP MOT XI NGHIEP

O chuong trén tdi da néi Fayol chia cong viéc trong mot xi nghiép phire tap

ra lam sau loai:
- Cong viec ky thuat
- thuong mai

- s tai chinh
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- L an ninh, xa hoi
- ké todn
- quan ly

Trong mét xi nghiép don so (hiing bubn, hiing van tai) chi ¢6 nam cong viéc

sau ma khong co cong viee ky thuat
Khi lap mét xi nghiép, sdu cong viéc ay xudat hién trurde sau ra sao?
- Cong vice thwrong mai xuat hién trude hét

Ching han m¢ mot nha xuat ban (xi nghiép phire tap vi vira san xuat vira

ban), ban phai nghién ctru thi truong:
< Déc gia duong can va thich nhimg loai sdch niao?
% Di ¢6 nhitng nhi xuét ban nio ra loai sdch dé?

%+ Stre tiéu thu loai sach do duge khoang bao nhiéu?

*
e

NO sé thay do1 gi khong?

Phai tr hoi nhimg cau thuoc van dé thirong mai ﬁ}f roi mai dinh dwoe nén

md nha xuat ban hay khong
- Cong viéc thi nhi 1a edng viée ké todn
Khi da dinh mo roi ban tur hor:
* Méi dau it nhat phai c¢é bao nhiéu von?

* Wi nhiéu nhat la can dung bao nhiéu von.
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- Cong vigc thar ba la cong viéc tat chanh.

Néu chua c6 san s6 von f.i}K ban phai di vay mugn hoic kiém nguoi hiing.
Ta&i d6 hét giai doan stra soan, biy gio t6i giai dogn thye hanh, té chirc
- Ban lap chuong trinh quan 1y, nhu :

Tim ngudi viét sich,

Tim nha, sap dat phong gidy, nha in, mua dung cu,

Tim nguaoi gidp viée (the in, thu ky....)

Dinh cong viéc cho moi ngudi

Lip chuong trinh xuat ban.

- Ké d6 1a céng viée ky thudt tie viée in séch.

- Tir do6, ban dong thoi phai lo tor du ciac cong viée (mua, ké todn, tai
chanh, an ninh, xa hot) va khi sach in roi1 thi cong viéc ban xuat hién tuc

thi.'
5
CACH TO CHUC MOT XI NGHIEP LON

T6i hay xin chi ban cdch t6 chitc mét xi nghiép 16n d roi sé gidi thiéu cdch
t6 chirc mot xi nghiép nho. Mo1 xét thi nhu vay co ho nhur vo 1y, nhung ky thue rat
tién, cting nhur khi hoc phén tich ménh dé, ta hoc vé nhirng ménh dé ¢6 du chu i,
dong tir, bo tic tir roi méi xét nhirng ménh dé thiéu mét hodc hai trong ba yéu to

ay.

(') D6 12 16i xét mdt nha xudt ban 1én, ca Vigt Nam chi ¢6 duoe do ddm nha nhu vy
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Trong nhing xi nghiép lon, mo1 cong vigéce ké trén phai giao cho mot co

quan. Khi xét moi co quan, chiing ta theo thir tyr sau nay:
a. Nhiém vu
b. Nhin vién
c. Phong lam viéc hodc xuong
d. Dung cu
e. Nguyén liéu va gifly tor
f. Céc nha ¢d van O ngoii
1) Co quan quan ly
a. Nhiém vu
* Quan ly.
Lap cdc hoi nghi giira cdc ngudi hiin von
Lip cdc hdi nghi gitta cdc chu sy’
T6 chire co quan
* Ngoal glao
Giao thiép vdi céc nha cam quyeén °
Giao thiép vai cic hang khic

Giao thiép vai cic lién doan

(') Hodc trirng phong |, ban
{* ) Céc co quan chirc niang
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Giao thiép vai cac khach hang va cac nha giao hang
* No1 bo

Lam cong viéc gidy to

Tim va gitr tai li¢u

Coi séc thu kho

Dur trir va phan phat cac loai an pham

Ra chi thi cho cic nguo giip vige

b. Nhin vién

Tong gidam doc

Tong thu ky

Chu phong vin thu

Chuyén vién vé tai liéu — nguoi git thu kho
Cic vién thu ky, toc ky, ddnh mdy

Cac nguoi tuy phai

¢. Phong lam viéc

Phong gidm doc

Phong khach

Thu kho

Nhiéu phong gidy
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d. Dung cu

Mady dénh chit,mdy déng dau, mdy todn...
e. Nguyén liéu

Céc d6 dung trong phong giy.

The (Fiches).

f. Céc nha ¢o van & ngoai

Kién triic su

Luat sur

2) Co gquan tai chanh

a. Nhiém vu

Lap quy va kiém sodt quy

Gitr két

Lam bdo cdo hang nim vé tinh hinh tai chdnh

Lap céc bang thong ké (Statistique) va cdc do biéu (graphique) dé thay tinh

hinh thi truedng va noi bo

Coéng viéc nay co quan tai chanh lam chung vai co quan quan ly va co quan

ké todn.
b. Nhan vién
Chu su
Nguoi gitr két
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Ngudi 1am bang thong ké
Thu ky

c. Phong lam vié¢c

Phong giay

Phong gir tién

Phong vé bang thong ké va do biéu
d. Dung cu

Tu sét

Tu sit gidy to (classeur).

Tu dung the (fichier)

e. Nguyén liéu

Cic d6 dung trong phong gidy
f. Céc nha ¢6 vin & ngoai
Nha ¢6 van vé tai chinh

3) Co guan ké todn

a. Nhiém vu
Lam tong ke todan: xuat nhap.loi. lo...
Lam ké toan nhén cong

Lam ké todn nguyén liéu

28



http://sachviet.edu.vn

.
il

NGUYEN HIEN LE

Lam ké todn vé cdc phi ton chung (frais géneraux)
Tinh gia von

b. Nhan vién

Ngudi xép ké todn va cdc chir ky

¢. Phong lam viée

Phong giay

d. Dung cu

Mdy dédnh chir,mdy todn, mdy lam ké todn

Tu sip giay to, ti dyng thé

e. Nguyén liéu

S6 sdch va cdc d6 ding trong phong gidy

f. Cic nha cd vin & ngoai

Nha ké todn chuyén mén

4) Co quan thiwrong mai

a. Nhiém vu

* Lo viéc mua

Giir s6 sdch vé cdc nha giao hang

Kiém tai liéu vé cdc mén hang hing muén mua

* Nghién ctru thi trudng
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* Lo viéc ban

Tim thi truong

Tim nha dai ly, giao thiép vai ho

Quang cio

Gitr s0 sdch vé cdc khéch hang

Lanh com-mang, giao com-méng cho co quan k¥ thuat
Kiém sodt xem com-ming cé giao du va ding ky han khong
Coi kho chira nhitng hing di ché tao xong

Cot vigc go1 hang

b. Nhan vién

Mot vién gidm doc co quan

Mot nguot trirong phong mua

Mot ngudi trirong phong bin

Mot nguol coi viéc quang cdo

Cic thu ky

Nguoi gitr kho

Cac nguroi goi hang

Cac nguon goi hang, giao hang

Cic nha dai 1y
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¢. Phong lam viéc

Phong giay

Phong tiép khich

Kho

Nha dé xe vén tai

d. Dung cu

May danh chir

Miy ké todn

Tu sip giay to, ti dung thé
D6 dé khuén vic

Xe dé chuyén cho
f.Nguyén liéu

So sdch, the. giﬁy to trong phong giay,
Vit liéu dé géi hing
Thiing dé chira hang

Dﬁu, nhot, vo xe...

g.Céc nha c6 vin ¢ ngoai
Vién c6 van vé quang cio

Vién ¢o van vé mon nghién ciru thi truong
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5) Co quan Ky thudt

a. Nhiém vu

Nghién ciru xem hod pham nén lam bang vét liéu gi, hinh déing ra sao
Nghién ciru cich ché tao cho tét, ré

Chi cich ché tao cho thg lam dung theo do

Sap dit cong viéc.

Coi soc sy thi hanh

Kiém sodt

Cot kho gilr nguyén licu

Coi kho chira dung cu va may mac

b. Nhan vién

Mot vién gidm déc co quan

Vién truong phong nghién ciru va cic ngudi gitp viéc
Ky sur chuyén mon

Doc cong

Truong kip

Tho

Nguoi gitr kho
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¢. Phong lam viéc

Phong gidy

Phong vé

Phong thi nghiem

Xuong

Kho

d. Dung cu

Cic do dé thi nghiém

Cdc do dé kiém sodt

Miy moc

D6 dé cin, dém, chd chuyén. ..
e. Nguyén liéu

Cdc nguyén liéu dé ché hod pham
D6 diing trong phong gidy
Dau, nhdt. ..

f. Céc nha ¢6 van & ngoai
Céc nha ky thuat

6) Co gquan an ninh va xda hoi

a. Nhiém vu
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* Che chd nhén vién, coi viée y té.

* Gilt gin cua cai, bao hiém, dé phong hoa hoan. tai nan. mat mat, hu hong
Canh phong ngay va dém

Coi chirng su phi pham.

* Coi vé nhén vién

Tim ngudi, lya chon, tuyén nguoi

Day nghé cho nhan vién

Giir s6 sdch vé nhén vién

Dé nghi ting luong, thing chirc cho nhén vién.
Lam giay to dé tra luong

Lo cong viéc xa hoi trong hang

Hod gial cac nhian vién

b. Nhan vién

* Mot ngurol truong phong an ninh

Nir khan hé

* Mot nguon truong phong gitr gin hang va dung vu
Neudi gic cong

Nguoil giac dém

* Mot ngudi treong phong nhin vién
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Thur ky

Huén luyén vién

Cac giam thy

Phu td xa hoi

¢. Phong lam viée

Phong giay

Phong duong bénh

Xuong

Phong cua nguol gac

Phong thi nghiém

Phong dién giang hoiic 16p hoc
d. Dung cu

Dung cu cua mot nir khan ho
Do ctru hoa

D6 dé bam (pointer) the nhan vién
e. Nguyén liéu

Thudc men

Chat hod hoc dé cttu hoa

D6 ding trong phong gidy
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f. Cac nha c6 vin & ngoai

Mot y si

Nha chuyén mén vé vian dé an ninh
Vién thanh tra lao dong

Mot nha tdm 1y thuc hanh dé do xét kha ning tinh tinh cua nhén vién hau

nhu giao cho ho nhitng cong viée thich hop vai ho.

Sur t6 chire nhur trén that hoan bi. chi hop voi nhimg dai xi nghiép Au. My
& nude minh hién nay may ra ¢ vai xi nghiép sap toi giai doan dé; tuy nhién déc
gia cling nén biét nguyén tic 1a nhu vay dé khi té chirc mét xi nghiép nho, mdi

khoi bo sot mot phuong dién nao.
T6i xin ctr mét thi du dé ban dé hiéu.

Khi sap dit chd dn chd ¢, it nhat ta ciing phai nhé rang can ¢é phong an,
phong ngu, phong tiép khéch, phong hoc, ban thd, nha bép, phong tim, cau tiéu...
Co6 vay thi khi muén maot chiéc oshe ban moi co thé khéo thu xép ra sao cho co du
chd an, ché nam, chd lam viéc...Mot xi nghiép ciing vay. bat ky 16n hay nho ciing
phai c¢6 du sdu hodc nam (nc":u la xi nghi¢p don so) co quan ké trén, chi khdc trong

mot xi nghiép nho nhiéu co quan ¢é thé giao cho mét ngudi dam nhan.
6
TO CHUC MOT Xi NGHIEP NHO

Chéang han mét nha xuat ban trung binh & nudc ta thi cich t6 chirc ¢6 thé

thu lai nhur sau:
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Cong viéc quan ly thuoc veé nguot giam doc, tire nguol chu, khong can lap
mot co quan riéng. Cong viéc ngoai giao, nguoi do tu dam duong lay, con vé ndi

b6 thi ¢6 thé dung mot nguoi thu ky giap vige

Cong viéc tai chanh cling thuoc vé€ nguoi chu, chinh ngudi do gitr két va du

tinh quy
Cong viée ke todn 6 thé giao cho thay thu ky, nguoi chu sé kiém sodt

Coéng vi¢e thuong mai, quang cido,nghién ctru thi truong déu thuge veé nguoi

chu. Viée ban hang giao cho vai ba nguoi gidp viéce.

Co6ng viée ky thudt: nguoi chu lua tde pham, dinh cédch trinh bay, nhung
phai c6 mot nguol coi viée an loat giap, mét so thg in va mét vai nguol cd van o

ngoai dé xét gid tri cta cic ban thao goi toi,

Kho chira giay, do in sach do ngud¢i chu gitr hodc ¢6 thé giao cho mot ngudi

thu ky
Cong viéc an ninh va xa hoi khong ding ké, cling do ngudi chu dam nhan.
Tom lal nhin vién chi can:

Mot thu ky danh may, coi kho, vi biét chit it ké todn

Mot nguoi cai coi viée nha in voi nhiéu the in

Vii ba nguot ban hang

Mot tuy phdi dé g6i hang, goi hang va phu luc voi thay thu ky
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7

TO CHUC MOT XUONG NHO CHI LANH COM MANG ROI CHE TAO
CHU KHONG BAN

Trong mot xuong ché tao theo com ming ma khong ban (ching han mot

nha in) thi sdu co quan rit lai nhu dudi day:

—
\
Quan ly ~~ Thu tr . Thu ky Neguoi chu
Tai chanh $6 sdch ké todn ~ >_ Kiém soét
- y h\
Ké todn .< Coi s6c the thuyen
-
Coi kho, v Déc cﬁn? Neudi chu
\ Gitr két dam nhén
Thuong .~ Tim khdach hang —
Mai Tiép khéch hang Nguai chu
Dinh gid ca dam nhan

. Mua nguvén licu
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K§ thuat

An ninh

Va

Xa hoi

"'lq,'

Nguoi cha kiém

nhiéu tho tiy theog™ sodt

=
er,:-i cong viec Doc cong va it
S
ché tao
- -

(" D¢ phong tai nan.

Muon tho, tra
luong the.

Day tho, gitr gin

s may moc

TO CHUC MOT HANG BUON NHO

cOng vigc

> Déc cong

8

—

Nguoir chu  dam
Fnhg‘m
Neudi chu kiém
soat

Mot tiém ban banh mart, keo, tra, ca phé, thude hiit. .. ching han cé thé to

chirc nhu vay:

Quan ly
Tiai chianh

Ké toan

r‘"
Thar tir

< Gitr két

L l'inh s0 sdch

39
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¢/ Dutruo .. Bachu
Mua Tiép ngudi giao hing -
—
Ba chu va nguoi
< 2
Lanh hang _J  bdn hang
A
Kiém sodt hing .. Bachu
o p
Kiém diém lai toa hang
¢~ Tiép khich hang Y Bachu vi nguoi
-
(Giao hang bin hang
< —
Ban o
. Coi soc nguot ban ™~ Ba chu
e

Cong viéc ky thudgt khong c6 vi tiém khong lam banh, mut... chi mua roi
ban lai théi; con cong viée an ninh (gitr banh mirt cho khor hu, moc (mat mat) rat

don gian, do b chi dam nhan lay
TOM TAT

* Mot xi nghiép 1a mét to chirc ¢6 muyc dich san xuat, doi chdc hodc Iuu
théng tién cua, hang hod dé tim ich lgi chung cho ngudi chii, nguoi lam céng va

nguoi tiéu thy,

Mot xi nghiép phire tap vira san xuat hoa pham, vira cho chuyén hodc bin,

mot xi nghiép don so khéng san xuat, chi chuyén luu théng hodc bén, ciing c6 khi
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khong ban ma chi ché tao theo com-mang

Mot xi nghiép 1on hay nhé tuy s6 von bo ra lon hay khong, sé nguoi gidp
viée nhiéu hay it. Mot xi nghiép don so ¢6 thé 16n, mét xi nghiép phirc tap ¢6 thé

nho

* C6 bon phuong phéap quan tri mét xi nghiép:

L] o H !
- Phuong phép xoay xé, c6 16 nhat déu khong

-

- Phuong phip doc dodn hop thot

L

- Phuong phdp ché dinh do Taylor dé xudng va dp dung trudc tién, lgi

nhiéu ma hai cting nhiéu
- Phuong phap ddn chu moi xuat hién va co nhicéu két qua

* Khi t6 chitc mét xi nghiép phirc tap thi phai xét di sdu cong viée: quan 1y,
tai chdnh, ké todn, thuwon ¢ mdi, ky thuat, xd hoi va an ninh. Néu xi nghi¢p lon thi
moi cong viée dé giao cho mét co quan ¢é mot gidm doc va nhiéu nguoi phu luc;
néu xi nghiép nho thi mét ngudi ¢6 thé linh nhiéu céng viée. Trong nhimg xi
nghiép don so, cong viéc kv thuit hodc bin cé thé khong c¢é (vi khong san xuit

hodc khong bdn).

* Khi t6 chirc mét co quan, phal xét tung diém nay mot:

Nhiém vu
Nhin vién
Phong lam viéc
Dung cu
Nguyén ligu

Cac nha co van ¢ ngoai
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CHUONG I

BAN HAY TO CHUC BAN TRUOC bA

1. Ba diéu cot yéu
a. Gitp cong ching.
b. C6 du von.
c. Khéo diéu khién.
2. Thé nao la ty to chirc minh.
3. Nhitng diéu can cho mét nha doanh nghiép.
a. Oc thyc té.
b. Luong tri.
c. Khiém ton.
d. Biét quyét dinh lay.
d. Biét quan ly.
4. Cong vi¢e chi huy.
a. Phin quyén
b. Khi xét xu

¢. Khich 1¢ ngudi dudi
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d. Huan luyén nguot duoi

5. Nhung tat nén tranh.

BA PIEU KIEN COT YEU
Mot xi nghiép muon dugce thinh vugng can ¢6 du ba diéu kién duot day:
a. Giup cong ching

Tiéng gitip & diy c6 nghia rat rong: hé 1am thoa min duge mot nhu cau nio
cua cong ching cling goi la gitip, nén ta thay nhiéu hing san xuat khi gidi, nhiéu
nhi xudt ban sich khiéu dim ma van thinh vugng (néi thé, khong phai tdi khuyén

khich ban san Xuit nhtng thu dé déu).

Vay ban 1am chi mot xi nghiép ludn ludn phai tw hoi hod pham san xuét
con lam thoa min duge nhu cau nao cia khich hang khéng, gid nhimg hod pham
dé6 ¢6 loi cho quan ching khéng. Néu khong thi nén doi hudng, dimg tién shu vio

con duong bi nira.
b. Phii c¢6 du von

Nhieu xi nghi¢p co diéu kién trén ma suy bai vi khong du von canh tranh

voi nhirng xi nghiép khdc.

Hoi 1952 tai mién Hau Giang chi ¢6 méi mét nha mdy nudce dd ¢ Can Tho.
Ho san xuat khong kip nhét 1a trong mila nang. Mét nha budn no thay nudc dd bén
o1 qua, mua mot cii may nho dé 1am nude d4. Nhung von it, san xuat duoec it, do
d6 phi tén cao, thanh thir khong khd, vi san xuat 20 ciy nudc dd hay 100 cay thi
ciing chi can ¢6 hai nguoi thg mdy ma phi ton vé cong tho mdi ding ké, con phi

ton veé dién luc, dau nhot, chat hod hoc. .. khong la bao.
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¢. Phii khéo diéu khién

Thoi nay trong sy doanh nghiép, vé phuong dién dung cu thi ai ciing nhu
ai. Ban biet ding may mdc toi tin thi ngudi ta ciing biét mua nhitng mdy ay, ban
biét cdch t6 chirc thi ngudi ta cling ¢é thé mudn mot nha chuyén mén t6 chic. Sy

bi mat nha nghé ciing khé giir duoc.

Vay xi nghi¢p cua ban thinh virgng hon cua nguoi chi nho nhimg nhin vién

giip viéc cho ban thoi, nhat 12 nho nguoi chi huy va diéu kién, tirc chinh than ban.

Trong nhimg hor dé lam an, hang nao ciung phat dat, khong a1 nghi dén
chin 1y dé: to1 hoi kinh t€ khung hoang nguoi ta maoi chiu nhan rang chi nhirng

héng cé vi gidm doc dic luc la dimg vimg dwor.

Vay trudc hét ban phai biét t6 chitc ban cho thanh mot nguoi dic lyc da.

2
THE NAO LA TU TO CHUC MINH
Ty t6 chirc minh la phai rén luyén:

Tri khon.

RS
i

b- Oc chii ¥.
¢- Oc nhan xét
d- Oc phin doén suy nghi

Tinh than ¢é phuong phip

Ly
i

f- Thuit dan du nguoi
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g- Thuat chi huy

}'\ - v - - ] -:- - - +:". - B :. '»:-
Ve sdau diém trén tr a dén g da co nhiéu sach viét, chang han nhu:

Oc sang sudt cia Nguyén Duy Can
Thuit tu tuong ciia Nguyén Duy Can
Dic nhén tim cua Dale Carnegie.
Thudt dung nguoi cua H.N Casson.

T6 chirc cong viée theo khoa hoc cua Nguyén Hiéu Lé

Hiéu qua: chim ngdn cua nha doanh nghiép  cua Nguyén Hiéu Lé
Bay bude dén thanh cong cua Gordon Byron

O gan cudi chuong nay ti s& xét qua vé thuat chi huy; by gid hay xin nhic

ban nhirng dirc tinh can cho mot nha doanh n ghiép
3
NHUNG PUC CAN CHO MOT NHA DOANH NGHIEP
a. Oc thuc té quan trong hon éc sang kién

C6 ngudi néi hé ban ché tao duwoc mot cdi by chudt hoin hao nhat thi ban
s€ thanh triéu pha lién va du ban ¢ noi tham son cung coc, nguoi ta cting pha ring,
duc nuii, dap duong vao thao lr cua ban dé mua bay. Lot do sai: néu ban khdng cé

6¢ thuc té, thwong mai thi sdng ché nhiéu bao nhiéu ciing khéng ¢6 lgi cho ban.

Biét bao nha bdc hoc kiém duoc nguyén tic ché ra hod pham nay, lam tha

-[Ij‘-:ui thém cudn Tay Lra"mg lam nén cua Nguyén Hién Lé sap xudit ban
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may no ma van phai song trong canh ban han, chi vi ho thiéu 6c thuce té, khong tim
dugc cdch san xuat cho nhiéu dé ban cho ré, khong tim dwgc ciach pho bién hoa
phiam, may moc cua ho. Thir cao su hoa hoc dau phai cua Dunlop cheé tao ra ma

nguoi nho né lam giau chinh Dunlop.

Kiéu mii thon thon cua xe hoi biy gio dd ¢é ngudi nghi ra to nam 1910

nhung 25 nam sau né moi duge thinh hianh nhé vai hing xe biét cich dung né.

b. Mu6n cé éc thuc té, ban phai ¢é nhiéu lwong tri dé phan dodn cho it
lam {tfﬂ nhién ban cling can ¢6 kinh nghi¢m va can nghién ctru ky thi truong; sau
nay toi s& ban vé hai diém ay). C6 khi ban phai bo quy tic ma theo luong tri: dimg

bao gi¢ bo lwong tri ma theo quy téic.

Chang han thu tir giao thiép vdi khich hang dimg nén viét bang mot 16i vin
cau tha vi s& ¢6 hai cho danh tiéng ctia hang. D6 1a mét quy tic. Nhung néu ban
theo diing quy tic ay ma mudn mot nha vin 1am thu ky cho ban thi ban sé& thiéu
lwong tri. Ai khong biét Guy de Maupassant 12 mét dai vian hio cua Phép. Viy ma
vién chu so cua 6ng viét vao ho so 6ng ciu niy: “Lam viée gioi ma viét té lam™ .’
Vi trong cong s& khong can 16i viét tiéu thuyét, Guy de Maupassant ¢6 biét tai vé

viét tiéu thu yuf":t, nhung thao maot chi thy thi chua chic da thao.
¢. Ban nén khiém tén, dimg nghi rang:
Viéc gi ban dd lam tat phai hoan thién,
Phuong phdp ban di theo tat phai tin my,
Midy méc ban di ding tat phai hoan hao,

Vi cdi gi ban ciing biét hét.

| - s - - - o £ - = = = T - ; s .

("' Ciu niy ciing ¢6 thé hiéu 1 viét chir rat xau. Chiing t6i khéing nhé ciu tieng Phdp ra sao, chi nhé doc
. - u & -

truyén do trong mot cuon nao dé.
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Khong ai du stc thong minh dé hoc hoi va hiéu rd vé moi van de€, nén cang
lam dn lom cing can nhiéu nguoi gitp viée va can hoi y kién nhimg nha co van o
ngoil. Néu nam khong khiém ton thi chang a1 giip y kién cho ban déu

d. Hoi v kién cua nguoi roi, ban phai tir quyét lay vi chinh ban 1a chu. Pa

nguoi khic quyét dinh thay ban nhitng khi ban phai quyét lay la Iam mot viée that

sach; ban s& mat uy tin.

e. Tai quan 1y ctia ban can hon tai chuyén mén, vi vé phuong dién ky thuit

ban ¢6 thé cay cdc nha chuyén mon giip sure

Fayol di n6i vé mon todn, cdc nhi doanh nghiép chi can biét phép tam suat

(régle de trois). HE giai duge bai todn sau nay:

Ba ngudi tho dio trong tim gio duge 12 thude khoi dat, cim ngudi tho

trong 4 gior dao duge bao nhiéu thude khoi?

La ban cd thé chi huy xi nghiép duge roi, mién ban cé tai quan ly. Xi

nghigp cang lon thi tar do cang can nhieu, theo bang duoi day:

Khai ning
Ciac hang chu xi Tong
nghiép Quén | Ky Thuong | Tai An  |Ké | sng
1y thuidt | mai chinh | ninh | toan
Xi nghiép rat nho 15 40 10 10 J 10 100
X1 nghi¢p nho 25 30 15 10 10 10 100
Xi nghi¢p trung binh | 30 2 15 10 10 10 100
Xi nghiép 16n 40 15 15 10 10 10 100
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Xi nghigp rat 1ém 50 10 10 10 10 10 100
A1 nghigp cua chinh
phu 60 8 8 8 8 8 100
Con nhin vién mot co quan ky thuat thi kha nang nén nhu bang sau nay:
Khi ning
Cac hang nhén Téng
vién Quin | Ky Thwong | Tai An  [Ké | ong
Iy thuit | mai chinh | ninh | toan
Mot nganh 1on 5 85 g o 5 5 100
Thy 15 60 5 ! 10 10 100
Cai 15 60 5 10 10 100
Chu xuong 15 45 S . 10 15 100
Chu ban 30 30 5 5 10 10 100
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Chu phong ky
thudt 35 30 10 5 10 10 100
Gidm doc 40 15 15 10 10 10 100
Nhiéu phong hop
Giam déc
lai do mot nguoi
Tong giam doc | 50 10 10 10 10 10 100

Xeét har bang trén ta nhan thﬁ}f rfmg theo kinh nghiém cta nguoi Au, chirc

vu cang cao trong xi nghi¢p thi kha ning ky thuat cang it can ma kha nang quan ly

cang quan trong. Vay ban phai luén luén luyén tai quan Iy cua ban (Tat nhién

nhitng con s6 trong hai bang trén chi ¢6 mét gid tri tuong d6i) .

CONG VIEC CHI HUY

4

Ngudi quan 1y phai dong thoi la:

- MGt vién dai tudng biét cdch chi huy,

- Mot quan toa biét cich xét X1,

- Mot nha gido duc khéo day do
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- MOt nha tim 1y biét khich 1€, ¢6 vo

a. Biét chi huy 12 biét phan quyén. Dui trong moét xi nghiép nho, hé dd mudn
ngudi gidp viée 1a phai chia bot quyén hanh ciing trich nhiém cho ho. Khi

giao viéc, ban nén nh¢ nhirng qui tac sau nay:
& A ., B FE - [ A, = & .:.. ¥ A LY
- Lya vigc ma giao cho hgp vo1 kha nang va thy hieu cua mol nguor.

- Bé cho ho quyét dinh, lanh trich nhiém, cé sdng kién trong pham vi cua

ho: ban chi kiém sodt théi.

- Cong viéc gi ma nguoi dudi ¢é thé 1am ciing hoan hao nhu ban thi dimng

lam lay:dé co thi gi¢ lim nhtng viéc ma chi ban lam duoc.

o L -~ A . A - A # # 5 ~ # A A -~ . -
- Moi ngudi khong nén diéu khién qua sidu nguoi vi qua so ay. cong viéc

ngudi quan 1y s€ nidng nhoc quad.
Chi cap cudi cing nhu cai coi 1a ¢6 thé chi huy duoc 10,15 ngudi
b. Khi xet xu, nén nho:
- Co cong tim, dirng nong nay.
- Khi 13i con nho, chua ro thi nén tha, néu cdng chua o cling nén thuong.
- Phat dé ngudi ta sira minh chir khong phai dé 1am nhuc nguoi ta.
- D phat ai réi thi dimg nhic t6i 16i nguoi dé nira.
¢. Mudn khich 18 ai, phai:
- Lam guong cho ho,
- Suy nghi ky roi hily hira dé c6 thé giir dugce 161 hira,

- Pung doi hoi ai qua suc nguoi ta,
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- Nén niém no, thin mat voi ngudn duat,

Trén 50 niam trude, Thong ché Lyantey phan nian nhu vy vé cdc nha chi

huy trong quéin doi:

“Neuot ta dd nghién ciru ky lrgng sing dai bdc, sing truong, ngua; nhung
lai nghién ctru rat it vé con nguoi ding nhirng vat dé, ma chi nhd ngudi cd biét
khéo dung thi nhimg vit ay méi ¢6 gid tri. Trong doi ky binh L'hz"ing han, biét ro
ngua hon biét linh 12 mét diéu cuc ky vinh hanh cho si quan; ching t6i c6 thé ké
tén nhiéu si quan tre tubi tur dic rﬁng biét ti mi 35 con nhira ma ho cal quan [diéu
ay dang khen 1im) /.../ nhung ho lai rat hinh dién thém rang: “Con tén linh cua t6i
thi khong sao nhd tén chiang dugce; to1 kém ky tinh vé chd d6”. Nao phat ho chi
quén tén linh ma théi; hoi ho 6ng thay nhimng diéu ho hiéu biét vé linh khong bang
mot phan mudi nhitg diéu ho hiéu biét vé ngua. Réi ho két: “Vai lai, tui ho 12 db

stic sinh™.
Nhirng nguoi linh d6 diu phai la do stc sinh.

Hién nay con biét bao 6ng chua van gitr tinh than lac hdu ay, col ngudi gidp
viéc nhu nhitng con s0: s0 37 coi may tign, so 52 dau phai nghi, s0 13 lam
biéng..., con mday méc thi qui bau vo cuing, ¢6 nhiin vién nao lam hu mot bd phan

thi nat nd, doi dudi, doi boi thudng.

Nhr vidy ma muon khich 1¢ dé ngudi ta hing hdi 1am cho xi nghiép cua

minh phat dat thi ¢6 khac nao mo1 nguol ta vao nha ma dong kin cua lai khong?

d. Ban phai la mot nha gido nghia la phai huén luyén nguoi gitip viée cho
ranh nghé thém dé ho ¢6 thé ldn lan lanh nhirng trdch nhi¢ém quan trong hon vi

thay thé ban dugc.

Nguoi chu ndo khong lya va dao tao duge nguoi thau thé minh thi su

nghiép con bap bénh lim
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5
NHUNG TAT BAN NEN TRANH

Ong Fr. Baumgarten trong cuon “Psychologie et facteur humain dans I’

entreprise” di ké nhirng tat ma ban nén tranh:
- Qua chu trong dén tiéu tiét thanh thu khong thay nhimg cho thiét yeu,
- Doi hoi nguoi khic nhiéu qud
- Phan ting lai trc thi gip diéu gi khong vira ¥,
- Két luan voi vang
- Dé quau.
- Hay odn hon,
- D¢ that vong,
- Tinh tinh dé thay d6i
- Lanh dam voi1 nguoi khac,
- Thiéu nghi Iy,
- Thicu tinh than hy sinh.
- Khéng biét ty chu
- Co oc ton ti qud,
- Khong cong h:fing,

- Khong ¢6 nhin pham,
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Ké ra lam mot nha doanh nghiép cing kho that, cin luyén biét bao dirc!
Néu khong khé thi sao khip thé gidi ¢é hing triéu bdc si, tan si, ki su ma chi duoc

muo1 nguol nhu Ford, Carnegie. ..

Néu ban muon thanh cong lon thi phai ton cong ty t6 chirc ban nhu vay;
cOn néu muon lam dn nho nho thi chi ¢6 hai dirc nay ciing du: can va kiém. Biét

bao nhi budén Trung Hoa thinh trung chi nhe hai chir ay.

TOM TAT
e Phai lam thoa mén nhu cau cua c¢ong ching, ¢6 du von lam an va

khéo diéu khién cong viéc thi méi thanh cong

®  Muén diéu khién xi nghiép, ban phai biét tur to chirc ban trude da.
DPia vi cang cao. trich nhiém cang niang thi tai ky thuat cua ban

cang khong can thiét bang tai chi huy, suy xét v quyét dodn

¢ Phai biét trong nguol hon may moc. May khong san xuat gi ca,
chi nguol maoi san xuat, Lam nén dugce sy nghiép 1a nho nhimg

nguol cong sur
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CHUONG 1V
CONG VIEC QUAN LY
1. Nhitng quy tic chung
2. Cong viéce phong giay
1) Vin thu
a. Khi thu ton
b. Khi v0 s6
c. Viét thu
d. Mau in
e. Goi thu
f. Kiém sodt vin thu
2) Tai ligu
a. Tai liéu nd1 bo
b. Tai liéu & ngoai
3) Phén loai va sap dat tai liéu
a. Can co quan tai liéu
b. Phén loai tai liéu

4) Lap thong ké biéu va do bicu
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NHUNG QUY TAC CHUNG

Trudce khi xét céch t6 chirc van phong, ban nén biét it nhiéu quy tic t6 chitc

CO quan quan 1y.

Ban nén lam mot do bicu to chue xi nghiép nhu dudi day (coi trang sau) de
thay ro cdch toé chirc va cai thién né néu can: hodc thu vii co quan lai, hodc tranh
nhimg sy xung dot vé quyen hanh, hodc rit bot, ting thém ngudi lam, thuyén

chuyén nhén vién...
Do biéu d6 c6 thé kéo dai bao nhiéu ciing dugc.
* Khi sap dit cdc phong, ban cé thé theo mét trong hai phuong phép nay:

- Hop chung nhirng nhén vién cting lam mot ngianh chuyén mon nhu thu ky

ddnh mdy & mét phong, ké todn vién & mét phong khéc.

- Hop chung nhirng nhéan vién moi nganh nhung cung thudéc vé mot cong
viéc, nhu tat ca cdc nhin vién dung trong céng viéc ché tao hod pham A ngoi

chung voi nhau: nguoi lo danh may, nguoi lo ké toan, nguoi lo vé thuong mai...

Mobi phuong phép c¢6 nhitng lgi riéng. Phwong phép trén dp dung vio nhitng
xi nghiép 1on ¢6 thé gitp ban rit bot nhin vién va diing mét ngudi chuyén mon dé
gidm thi moi phong; trong phuong phép dudi, ngudi chu méi co quan 6 lién lac
mat thiét vai nguol cong su hiéu ho hon, do doé két qua nhiéu hon. ..

Hién nay hau hét cdc cong s déu ding phuong phdp sau. Tuy nhién khong
¢ quy tic nao bat dich: ban phai tuy nghi ma dp dung hai phuong phdp ay, cé thé

R e
dung hoi ca hai

("' Téi nghi, trong xi nghigp nén gom hét ciic thu k¥ didnh midy vio mot phing riéng, kéu i phimg ddnh mdy trung wong. Nhr viy co
hoi budn cho cdc dng chi sy vi dng nio clng mudn cb mdt cd the ky ddnh mdy riéng, nhung loi cho xi nghi¢p. Mbi phing cé mit cd
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* Khi xi nghiép rat 16n, ¢6 nhi¢u chi nhdnh & xa nhau. Mdi chi nhdnh nén t6
chire diing nhu co quan trung wong va phong vin thu hodc ké todn cua moi chi
nhénh truc tiép dit dudi quyén phong vin thu hoic ké todn trung wong. Neudi
quan 1y chi nhdnh chi ¢6 phan su phdi trf cdc cong viée trong chi nhdnh; nhu vay
¢6 lgi 14 cdc nha chuyén mén trong mot nganh lién lac truc tiép véi nhau tir trén
xudng dudi.

Hing Ngay...Thing.., Nam.,,
Gidm déc Xép: 3 ngudi Thue ngach 17 ngudi
o
Gitim Déc oA
e [nllng M Truong |b——m THO B
phong » THO C
o THOD
bl COI KHO

———] C0 M thi quy ‘

o C6 P bin hang ‘

J_ca N bén

C6 O Bén ‘

Anh R giao
——p hing
—®| Thay X thur ky

Ong B Chéng vin Thay T Ké todn
o phong .

Anh Y tuy phii

-

Th?l}' V diang may

thur Ky diinh mady thi o6 lic ob iy ngoi khidng, cb lic phas lam nhieu viéc qui. Gom hét cdc cb lai mr phdng thi sy phin phit chng viée
5@ didu hoa hop Iy hon, ngudi gidi lam vige khd, ngwid do lam vide de...
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Nhung ciing ¢6 khi nén dé nguai quan 1y chi nhdnh du quyén chi huy céc
nhén vién dudi quyén, cho moi quyét dinh dugc mau chéng hon. Trong truong

hop do, nguoi quan ly phai du tai.

Ban nén nhé vé mén to chire, khong cé chan 1y nio tuyét doi. phuong phap

phai thay d6i tuy hoan canh.

* Nén phin phoi quyén hanh sao cho céc co quan dugc tu do hoat dong, ¢é
sang kién, quyét dinh lay. Hang giay Bata n6i danh khap thé gi¢i ngd dp dung quy

tic 4y ma thinh vuong.

* Nén nghién ciru ky ludng cdch sap dit cic phong dé riit bat su giao dich
gitta cac nhan vién, Néu c6 thé dugce, nén sap dit xuong ra sao cho nguyén li¢u
vio & dau nay, bien doi lan lan trong xuong, toi khi tro ra dau kia thi thanh hod

pham r6i chay ngay vao trong kho chira hang.

* Nén cat mot phong rong roi dung nhimg tu ding dé ngin thinh phong
nho. Nhirng tu do thanh nhirng bire vach chira dugc d6 ma lai c6 thé doi di doi lai

duroc.

#* Nén thu heét nhirng cong viéc nhian hang, go1 hiang vao mot noi cho tién

viéc chd chuyén, géi do, déng thiung. ..

* Phong lam viéc noi nao on ao qua thi nén dat xa cic phong khdc vi tiéng

dong c6 thé giam ning e 1am viéc cua ta tir 15 dén 25 phan tram.
* Nén diing nhiéu gidy in sin dé bat cong viée cho ngudi thu ky.

* Gidy tO nén theo vai khé nhat dinh dé mua nhiéu dugc ré va dé sip vio

ngan tu.

. -- A . A . A - # o = = A - - % - 5 5
* Mo61 nam nén kiém diém lai xem ¢6 kiéu mau gidy in san nao it dung thi

bo di, hodc ¢6 thé thu hai ba kiéu dé 1am mot duoc khong.
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* Nén viet san nhiéu bire thir kiéu mau roi dianh so: kiéu 1. kién 2. kiéu 3...

Ngudi thu ky ¢é thé theo nhimg kiéu Ay ma tra 161 lay duoc.

* Nén ding gidy t6t dé viét thu. Ddnh mdy nén sach s& va rd rang, vi ngudi

ngoal x€t sy quan trong cua xi nghiép theo nhirng bire thu cua ta.

* Dung gidy mau dé bot 1am 1an va dé sap. Ching han toa hang danh lam
ba ban, mot ban goi di, mot ban gir lai ¢ phong ban. mot ban goi qua phong ké

todn thi nén lya ba mau khiac nhau cho ba ban ay
* Thuong kiém sodt nang lyc lam vi¢e cua nhén vién.

M6t thu ky ddnh mdy trung binh ddnh duge 1.000 hing moi ngiy, moéi hiing
15 phén, mbi ngay lam viéc 7-8 gi. Néu nguai dé vira coi mot ban toc ky vira

dédnh thi chi dugce do 700 hing :
Viét tay hodic dinh mdy trung binh dugc 600 bao thu méi ngi‘iy,2
Mot ké todn vién trung binh mdi gio ghi dwoc 20 cong viée vio so.

* Dinh 16 cong viéc cho mdi nhin vién. Cong viée nao hoi khé thi phai
phin tich ra ky Iwdéng cho mdt nguoi khong quen viéc ciing ¢o thé coi dé ma lam

duoc.

* (Gilao trach nhiém cho mot nhin vién va cho ho ::;uyén ky thay ta trong
nhitng viéc khéng quan trong. Tai céc cong s&, toi thuong thay nhiéu éng chu sy
sudt ngay chi ¢6 méi mot viée 1a ky tén. Gidy to tam thudng dén dau ho ciing ky.
Nhiéu khi ho nhim mit ky vi thi gio ddu ma coi hét dugc. Sao khoéng giao nhing

vige lat vat cho nguol dudi dé tap lanh trach nhi¢m thay minh?

(') Pé 1a & bén phdp. & bén minh con sd dé khong biét chn duge mot nira khdng
(" D6 14 & bén Phap, & bén minh con sé d6 khong biét con duge mat nira khong
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* Dung mdy thay nguoi — moi khi cong viéc hot bé bon — nhu may todn,

mady lam ké todn, mdy ddnh toa hang, mdy ghi so tién (caisese enregistruese)
2
CONG VIEC PHONG GIAY
Cong vigc phong gifi}r chia lam 4 loai:
-Van thar,
-Tim tai liéu,
~Phén loai va sap dat tai liéu,
-Lép thong ké biéu.

Tuy xi nghiép quan trong hay khéng, cong viéc phong giay sé giao cho mét
co quan c6 nhiéu ngudi hodc cho mot nguoi. Trong nhitng xi nghiép nho, 6ng chi
dam nhiém cong viéc ay hodc mudn mét thu ky phu Iwe. Xi nghiép 16n hay nho thi

cong viéc cung khong khéc gi nhau.
l. Van thw

a. Khi thw toi

Xi nghiép hoti 1on thi nén ¢6 mot hop riéng ¢ s& Buu Dién dé mdi ngay tGi
nhimg gi¢ nhat dinh cho ngudi lai lay, nhu vay d& dugc nhitng sy tré nai hodc bat

ngo trong cong viéce phit thu cua tram.

Khi thu to1, mot nguol diang tin cay cua cua hang mo ra, doc mdi bire thu
xem trong d6 néi gi roi phan phit cho cdc co quan. Néu dich than 6ng chi hoic
vién gidm doc mo thu thi c6 thé ghi ngay céch tra 16i 1én thu dé co quan linh thu

dé 1am viéc va cé thé tra 161 ngay duoc.
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Nén coi chimg dimg nén dé s6t gidy td, nhat 13 buu phiéu ¢ trong bao thur.
Lai phai kiém diém xem gidy t¢& ghim theo thu ¢é du khong.

b. Ghi thw vé s6

C6 nén ghi vao s6 nhitng bire thu nhan duge hodc gui di khong? VE diém
do y kién cua cac nha to chic con bat nhat. Newoi cho la ton cong vo ich: ngudi
bao ld can thiét vi cé ghi vao s6 thi méi dé biét duge nhing bire thu nao that lac

hodc chua tra loi.

T6i twong chi nén theo quy tic nay: cong viée nao ma swich loi khéng dii

bit su phi ton thi phdi bé di.

Vay néu nhin vién trong hang la nhirng ngudi can than. dang tin cay. suot
niam khoéng ddnh lac m6t bic thu ndo ma cling it khi cham tré trong sy tra 15 thu

tir thi cong viéc ghi thu vo so0 co thé bo di. trir nhitng thu quan trong va ngin

|*.lhiél.l.
Trai lai néu SUI t6 chirc chua duoce hoan hao thi ghi thu vo s6 12 mot viec
nen lam.
S6 ghi nhting thar té1 hing ¢6 thé in theo kiéu sau nay:
So Giao
ciia cho Tiéu
Neguoi goi hang | Daiy trong thw phong | Tra loi chi
S6 | Ngay
Tén ho | thw | giri Thuso | Ngay
1 1 3 4 5 6 7 8 O
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Ngay 20-111-63

Nguyén

Vin X 18-3 281 Hoi gia viét may Ban 372 21.5
Bio tin da gdi

Tan hang theo com

Hung 157 | 19-3 282 miang Mua

s0 81 ngay 15-2

Thur nao khong can tra 1o1 thi gach ngang trong cot 7 va 8.50 trong ¢ot 4 la

s0 cua hing ghi vio mai birc thu theo thir tu nhin duge truée hay sau.
Ghi v6 6 roi thi phin phit cho cdc co quan. Ban ¢6 thé cho ghi trén thu:
-G10 va ngay thu tol hiing,
-G1o va ngay giao cho co quan.

-Ky han phai tra loi.
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-Néu 13 mét bire thur can phai chuyén qua nhiéu co quan thi phai ghi tén
nhitng co quan d6 vio thu theo thi ty. Giam doc moi co quan coi roi, ky tén vio

ro1 gui cho co quan sau.

Nhirng thu ¢6 tich céch gap thi nén ddanh mot dau riéng chang han chir G dé

-

cac vién chu sy chi y t

Ol
c. Viét thu

Thur tir ludn luon viet hoac danh may lam hai ban, mot gui di, mot git lai.

Viy néu viét tay thi ding mét ngodi biit cimg, 1ay hai to giay ddanh may, 16t

mot t& giay than (papier carbone) vao gitra ro1 vieét.

Ban cé thé doc cho mét nguoi toc ky lai; khi doc ban co thé dung dién

thoat.

Tai Au My ngudi ta con ding mdy magnétophone vi nhitng mdy ddnh téc

Ban nén nhé méi bire thie chi dwpe xét mét van dé thoi. Chang han ban

mudn viét cho hing X dé:
-Nhic ho goi thit hang M cho ban.
-Cho hg biét cong viée quang cdo cta ho ¢6 nhiéu két qua.

Thi viét riéng 1am hai birc dé hing d6 dé sip thu cua ban vio nhiing so6
5 A .dlh r [ - £ o - g .;0. s - + A :.
riéng (so ban hang, s6 quang cdo) va dé chuyén thu té1 nhirng co quan riéng. Néu
viét chung vao mot bire thu thi ho biét sip vao s0 nao? SO bin hang hay s6 quang

cdo? Tat nhién ho phai chép lai mot ban dé ¢6 hai ban cho vio hai so.
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D6 14 néi vé nhitng xi nghiép lon co s0 sdch ding hoang. Con trong nhitng
cong viéc 1am an nho nho thi mot birc thu cé thé xét nhiéu vin dé; ban chi can

dénh s6 nhitng van dé d6 cho minh bach 13 du 1im roi.

Khi goi mdt dién tin di thi nhd g6i ngay mot bire thu nhac lai nhimg diéu
trong dién tin ay. O Phdp, dién tin cua cdc hing 16n déu do mot ngudi cua hing

Ion déu do mét ngurdi cua hing doc bang dién thoai cho nhin vién s¢ Buu Dién.
Lo I€ trong tha nén nha nhan va nhat la sang sua.

Ho6i Tiéu chuan hod ctia Phip (Comité de Normalisa-tion) di dinh nhimng

mau thur nhu sau:

T B
- a3 i | o
(1) ot | R ST
. >
S L= A J L]
= 2 AN SeET T =
i 8 e ';.-r'll P e S -I | ---——1-—:._ - ST :J,
i_.. - : A — .[ : T :
! - { i ‘
Khod 218G i
4 IE | a
. 4 :
R
I : Khd' 210%270 i
i ;
~ s o i Sy L 5
}...__..h.__.___,_ S ‘l i {13: Bia chi npwin sg%fii
: l ) : €2} ¥¥ia chi nguin nhan
AR AN (3): Ngay goi - Pai § uwong
mm e ————=4 [ ., ,sr. flh4c lai s6 va ngay nhimg
. et ik trrde o lign guan véi the
| el X
‘ L nmAy.
(4): LE
' (5): Chd &€ = &t thu
: : (6): M&i khisxedng hang thi’
TR Tael o weese i3 ganh l0i vao téh dob.

KRS 135v2710 Ui
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Dung nhirng mau do c¢6 lgi sau nay

Neuoi dinh mdy sé quen tay (vi cdch trinh bay da nhat luit). khong bo

quén mot chi tiét niao (thuong khi ho quén ghi dai ¥ trong thu).
-Vi kho thu nhat dinh, ngudi thu ky dé sip vio so.

-Khach hang nao biet cong vigc lam an, trong buc thu co thign cam ngay

vai hing.
d. Mau in

Bat ky xi nghiép nao cling cdn mdt mau in san nhu toa hiang, com mang, s

sdch ké todn... dé nguoi thu ky do cong viée va tranh dugce nhiéu so sot.

Chﬁng han ban lam chu mét cira tiém bédn sdch, moéi thang phai lam toa tinh
s0 cho nhirng nha gdi sdch ban. Néu ban khong in san nhirng toa nhu kiéu dudi
diy (coi trang sau) thi ngudi thu ky méi lan 1am toa phai chép lai ding toa mau;
néu nguoi ay luoi khong coi lai toa mau thi ¢ thé quén mot vai cot va su trinh bay

¢0O thé khiac nhimg toa trurde, lam mat thi gié cho nguoi doc toa.

Nén giao cong viéc lap mau don in cho mét co quan trung uwong dé khoi co
nhitng d6 in v ich, thira hodc khé ding. Néu co quan nio ciing 1ap nhitng mau in

riéng thi co khi trung nhau.

S6 sdch bao con lai So tién
Tén | S6 | Nhian | Ban Co Gia | Hoa | Gia | Sb Tiéu
sach |ci | thém | trong | n ghi | hong | pha | tién chii
bio + thing | lai i phai
(a) tr: tra
Tra ((b) | (ax b)
i -
1 2 3 4 6 7 Y 10
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Cudi nam khi xét lai cdc mau in, nén ti hoi nhing ciu nay:

-Mau d6 ¢6 tén tién vé ich khong? Cé lam mat thi gio vo ich khong?
-Bo né di ¢6 hai gi khong?

-Trong hing c6 mot mau nio tuong ty nhu n6é khéng?

-C6 nén thiau bét mot cot nio trong mau khong?

-Nguoi thu ky cé ghi 1én du nhitng c6t hodc hang bo tring trong mau

khong? Néu khong thi tal sao”? Tai no vo ich? Hay tai neuot do lam biéng?
= =

s 1 X - ~ . ~ . 5 .,

Khi lap moi mau in, nén nh¢ nhitng diéu nay:
At o =

-Phai dat tén cho mo1 mau

- Trén moi méu phai c6 cho dé ghi so thir tu ctiia n6 khi sdp vao so.
= ' Y = b ¢ -

-Mau phati r6 rang .dé doc, dé hiéu.

-Phai gian ti¢n va day du nhirng diéu can thiet.

-Céch trinh bay phai khéo, méi 6 phai rong, hep ximg v&i nhing chit, so sé
ghi trong dé: nhirng chd bo triang ciing vay, nén ddnh mdy hodc viét trurde vai hing

dé biét ma dinh bé réng cua 6, chiéu dai cua chd bé tring.
R6i lai phai dinh:
-Kho giay
-Loai gidy

-Cach in
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Nhirng kho gidy thuong ding la:
75 x 1251
100 x 150 li
125 x 200 li
210 x 270 li
270 x 420 li

Khi dinh khé giay, chiéu rong nén ké trudc, chiéu cao ké sau, dé ngudi ta
bict phai diing né theo chiéu nao. Ching han mét mau in 125 x 75 thi chiéu rong

hon chiéu cao, mdt mau in 75 x 125 thi chiéu cao hon chiéu rong.
Loai giay diing dé in thay déi tuy:
-Tai ligu phai gur lau hay khong.
- Tai li¢u ¢6 thuong dung tai khong.
- Viét tay hay ddnh mdy 1én mau.

Khi giao cho nha in, nén chi ro rang va ti mi cich in ra sao, néu khong sé

mat cong cho ta l[am,

Khi 1ap mét mau in, dirng nén cho in nhiéu véi, hiy ding thir né trong mét

thoi gian di, xem c6 can sira doi gi khong.
d.Goi thu

Trudce khi dian bao thu, nén sodt lai xem giay to, tai liéu ghim theo thu ¢6
du khéng. Muon cho cong viée kiém sodt ay duogc dé dang, khi viét thu ta nén &

ngoai 1¢ s6 va tén nhitng tai liéu ghim theo, ching han:
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Ghim theo:
1 ban sao buc thu...
| ban do,
I ban ké phi ton.

Phai can thu dé xem phai dan bao nhiéu co. Nhirng hiing 1om nén ¢6 mot cii

can thur.

Néu tron g mot bao ma goi nhiéu thur hoic tai liéu thi phai kém theo mot to

ké nhirng do g¢i (bordereau d’envoi).

Néu dung nhitng kiéu thu di dugce tiéu chuan hod nhu ¢ trang 94 thi ban ¢o
theé diing bao thu ¢6 mieng giay kinh va khoi phai chép lai dia chi ngudi nhan 1én

trén bao.

Phai ghi vio $6 nhitng thu quan trong goi di. S6 d6 tira tua $6 & trang 73

Giao cho | Tiéu

S6 | Ngay | Ngwoi goi. Ngwoi nhin,(1) g0i hang chu

Pai ¥ trong thw

: Tén ngudi goi

-— A o L2
hoac nhan thu wiet to

day

(') Bdi nhitng chix vo ich di
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Dai v trong thu viét

thut vo diy

e. Kiém sodt vin thu

Phai thuong kiém sodt ¢ong viéc nguol thu ky thay méit ban viét thu cho

khach hang.

Ong H.N.Casson, ngudi sang 1ap tap chi Efficiency ké chuyén mot lan hoi

ong giam doc xi nghiép no:

- Ong biét trong hang 6ng bao nhiéu nguoi thay mit 6ng viét thu cho khdch

hing khong?

Vién giam doc do khong tra 1oi dugce, tim toi mot hoi 1au roi ngac nhién co

tai 14 nguoi.

Muo1 bon nguot thay mét cho ong ma 6ng khoéng hay. Co phai ca muoi bon
nguoi do luén ludn nhd nhin vol khach hang khong? Chéc chin 1a khéng. Va chi
mot nguoi tra 1ol khich hing mot cich vung veé, vo 1¢ la du cho 6ng mat mot moi

hang roi.
Viy viéc kiém sodt thu tir anh hudng 16n téi sy thinh suy cua hing day.

Thur thuong thi nén tra 101 noi trong 48 gi0, thue gip noi trong 24 gig. Du

chua kiém du tai liéu dé tre o1 ngay dugc thi cling nén hoi 4m cho nguoi ta biét,
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dirng bét ngudi ta mong doi. Sy héit am mau chong, chirng to rang ban dang tin

cay day.

Néu trong hing thudng ¢6 sy tré nai vé viée hoi 4m khdch hang thi ban nén

ghim vao moi bire thu can tra 161 mot miéng gidy nho nhu sau:

Phong Téi Goi di Ky tén
(1) (2) (3) (4)

M, T 11-8 11-9

0.X 11-12 11-16

0.Y 11-16.30 11-18

orT 12-8 12-11

Ngudi mé thu bién ngay gid khi tdi (M.T: mo thu, 11-8 14 ngay 11 héi 8
gio); chuyén thu cho nhén vién nio thi bién ngay gir vao cot(3) (11-9; ngay 11 hoi

9 gio) va tén nhan vién d6 (6ng X) va vao ¢dt (1) theo thir ty trude sau.
2. Tai liéu

Bat ky xi nghiép nao cling can tai liéu. Khong biét ding tai liéu ciing nhu nham
mit dicu khién xi nghiép vi khong hi¢u chdt gi vé tinh hinh trén thi trudng va ci

ngay trong hang nira.
a. Co nhiéu tai liéu riéng vé ndi b nhar:

* Tai liéu vé sur san xuat,
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- Nguyén liéu cho moéi nganh,

_ 86 du trit va gid trl cua no,

- S6 tiéu thuy,

- Phuong phép san xudt, cdc thi nghiém,

- §6 hod vit da ché tao xong,

86 mdy mac, khi cu,

- §6 mat mat

* Tai liéu ve nhin vién.

- §6 nhan vién trong mdi thing

- 86 nhén vién xin nghi, xin théi, bi nan trong khi 1am viéc,
- Luong, phu cap, tién thuong,

- S1rc san xuﬁt,

* Tai liéu vé nganh bén

- Com ming nhan duogec,

- Khdch hang (sép theo timg mién, theo nghé nghiép).
- Hang ban dugc,

- Quang cdo.
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* Tai liéu vé ké todn va tai chdnh
- S6 nhap

- §6 xuat,

- Moi phi ton,

b. Lai co nhtrng tai liu ¢ ngoai nhu:
# V¢ thi truong nhin cong:

- Nhan cong

- Cong viéc theo tirng hang,

- Vén d¢é xa héi.

- Tam ly ngudi lam cong,

= Ve thi truong hoa vat

- Gid bdn,

- Sire san xuat cia toan quoc,

- Cédc nha canh tranh voi hang,

- Suc tiéu thy cua khach hang,

- Xuat cang,
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- Nhap cang,

- Thué doan,

* V¢ tinh hinh 1am dn

- Tinh hinh kinh t¢,

- Nhiing thoi ky 1én xudng,

# V¢ ky thuat

- Nhimg phuong phip mai dé san xuat

- Khi cy, mdy méc moi

- Chap chiéu phdt minh (brevet d* invention),

llllllllllllllllllllllllllllllllllllllllllllllllll

Tai liéu ndi bd 14 nhitng giay to trong hing. Neu hing 16n thi méi co quan

khi lam mét gidy to gi quan trong phai 1am thém mét ban géi lai phong Tai liéu.

Tai lieu ngoai lai kiém trong cic sich chuyén mon, cong bio, thong digp, tap chi

ky thuat, quang cdo, myc luc...
3. Phén loai va siip dit tai liéu

a. Can ¢o6 co quan ta lieu.

Tai liéu thu nhép dugc nhiéu ma khong biét sap dat, gitr gin thi ciing vo ich.

Trong cuon To chire cong vige theo khoa hoc t6i da viét:
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“0 nude ta, it nguoi cha trong dén su ich lgi cua tai ligu. Cong so nao cing
cO nguol gitr van thu nhung thuong chire vu do it quan trong, chi ding mét thu ky
tap su cong nhat. Ho muén sap dit tai liéu ra sao tuy ¥, khéng theo mét phuong
phép nao, dén khi can ding tai liéu, kiém khéng ra. Coéng viéc ctia ho da khong
vul, luvong lai it, nén ho hay xin thoi. Nguoi khac v6 cung bo ngo, lai sﬁp dat tai
liéu theo ¥ riéng khdc voi nguoi trude. Thanh thir ta thiay nhimng tai liéu khéc nhau
ma sip chung véi nhau, khéng sao kiém n6. Nhu vay c6 tai li¢u ciing nhu khong

va 50 lrong tra cho ngudi gitr van thur 1a so tién quang x xuong bién.

“Cdc cong so con vay, noi chi tai cic xi nghiép, cic hing budn cua minh,
chang nhirng hau hét khong ¢6 ngudot gir tal liéu ma cd khi khéng biét dén ca su

ich lpi cua nd nira™.

Nhirng xi nghié¢p 16n ¢ Au My trai lai, col co quan “Tai li¢u” Ia rat quan
trong, mudén nhimg nha chuyén moén doc cdc siach bao dé tim tai liéu, lua chon roi
sap dat, gitr gin, bdo cdo cho co quan khac hay chuyén giao cho co quan nao muon

dung.
Ho lai ding nhiing the, bia kep, hop ti. dé ghi vi chira tai liéu

Nghién cuu ky vé co quan tai licu phai mot cudn day 200 trang. Vi pham vi

cudn nay, i chi xin xét qua nhitng trrong hop rat thong thuong.

b. Su phiin loai tai liéu.

Trudc khi sip dit, phai phin loai. C6 nhiéu cdch phén loai:
- Theo nién biéu (sip theo timg nam),
- Theo chit cdi (nhu trong céc tu dién),

- Theo timg mién,

i



http://sachviet.edu.vn

TO CHUC CONG VIEC LAM AN

- Theo modn loai.
- Theo tén tac gia,

- Thap tién pho cép '
(11 Céc nguoi

1. Tai chanh hun von

12. Cac nha
| Ngin hang

(2.] Mua

2. Thuong mai < 2.2 Bén

2.3 Quang cdao

\

f 3.1 Nhin vién

3. Quan Iy 3.2 Théng ké
3.3 Bao hiém
| 3.4Dodac
" 4.1 Tho thuyén

4. San xuat 4.2 Dung cu
11

(') Nén coi thém cudn * Té chire ﬁ’}ng viéc theo khoa hoc” cua tic gia
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221.
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231
232
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312.
313.

| 314.
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Cic nguoi htn

nhiéu von

Céc nguoi hiin it von.

O trong nuoc
O ngoai nuoc.

Thi trurong
Thoi gia cua tién

o
ngoai quoc

Thué doan
Cho chuyén
Giao kéo
Dai 1y

Bdo chi

Muc luc

Bang quang cio
Hat bong

Phong van thu
Phong thurong mai
Xuong

Phong ke todn

1¢ hiéu rd phuong phéap niy
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4.3 Neuyén licu L P

Moi cdch d6 6 tién loi riéng va hop véi mot loai tai liéu

Mot xi nghiép lon c6 the dung 161 sau nay dp dung nguyén tac thap tién

(décimal).
Khi sip thi ding nhitng bia kep (hinh s6 1)

Hop va ta (hinh 2)

B e

Big thuong Bid kep co dai

Ty

Bia kep cé giay nit

y—— ==
§- = -

‘Biakepco 4 xidn

Hinh 1
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Muon ghi dai ¥ va so thit tir cia méi tai liéu thi phai ding thé. Moi thé diing
cho mét tai liéu: nhiéu thé sﬁp trong mot hop the (cot hinh dudi diy). The 1a mot

miéng bia ctmg, kho thudng la:
105x 140 1
150 x 100 i
125x751i

200x 125 i

Chin thé c¢6 duc mét 16. Gan ddy hop the cé6 mét que dai, tron dé luon qua

16 cua thé.

Néu co co hoi, ban nén vao cic thu vién lon, sé thay nhirng hoc va the kiéu

° G 62 ()
— L G2 8
Cdc ki¢u duc I8 & chén thé
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Khi giao mét tai liéu nao quan trong cho ai, nén ghi vio thé cho nho
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TOM TAT

* V& quan 1y ¢6 nhiéu quy tic chung nhung khong quy tic ndo cé gid tri
tuyét doi, vi phuong phdp phai thay doi tuy theo hoan canh. Chi c¢é muc dich 1 bat
dich: giam, giam hoai nhitng phi ton vé tién bac, st lyc, thi gid va tang hoai

lwong san xuat ximg pham cua mén hing.
* Cong viée trong phong giay la:
- Viét thu.
Thu quan trong nén vo so.
Nén diing nhiéu mau in dé rit cong viéc cua nguoi thu ky.
Thur nén ro rang, trinh bay cho dep va co6 giong hoa nha.
Nén thuong kiém sodt vin thu xem ¢6 tré nai hodic cau tha khong.

- Tim tai li¢u ro1 phan loai, sap dat sau cung lap nhing thong ké bicu, do

biéu dé trong thay rd tinh hinh néi bo va tinh hinh trén thi trrong.
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CHUONG V

CONG VIEC TAI CHANH
1. Nén tai chdnh phai viing
2. Lam sao cho tai chanh ving?
3. Muén cho tinh hinh tai chianh dugce kha quan
4. Von khéng nén thiéu hodc qud du.
5. Khi ban thiéu tién.
6. Trong tinh thé nguy ngap

B

Van dé tai chdnh 12 mét van dé chuyén mén rat phirc tap, ra ngoai pham vi
to chirc. Ban phai biét ludt thwong mai (Coi cuon “Nha budn nén biét vé luat
thuong mai™ cua luat su Trinh Pinh Thao, thu tuc cua ciac ngin hang va trén thi

truong chimg khodn. .. Dudi ddy ti chi cé thé ké it diéu thuong thire rat tong quit.

NEN TAI CHANH PHAI VUNG
Tai chanh thé nao 1a viing?

Hién trong hop tdi con ¢é 1.500$. Tur nay tdi cudi thing t6i khong thau
thém mét s6 nio ma phai chi tiéu trong nha it nhat 1a 1.8008, thiéu mat 300$. Thé
]a nén tai chanh cua gia dinh t6i khéng vitng. Mét xi nghiép ciing viy. Néu sé tién

trong két va go1 ngan hang cong vol nhung mon sé thau duoc nhur ngan phicu, so
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tien ban mat td1 cuol thang, ma it hon s6 tién phai xuat cho to1 cuoi thang (dé mua
nguyén liéu, tra cong nhan vién, dong thué...) thi nén tai chanh cua xi nghiép cling

khong virng.
2

LAM SAO CHO TAI CHANH VUNG

Ban phai khéo quan 1y, khéo dy tinh s6 nhdp va s6 xuat. Mdi thiang va mdi
ba thing phai lam céng viéc du tinh ay. Phai dua vio nhitng tai liéu dich xdc, vao

con s0 nhirng thang trude, nhiimg nam trudc,

Ngudi ta thuong cé tat qud lac quan khi du tinh s6 s& thiu duoc va khong du
phong nhitng bat ngd trong sy chi xuat, thanh thir di tinh sai bét va nén tai chdnh
hod lung lay. Vi viy mot nha doanh nghiép Canada, Huin tudc Beaverbrook

khuyén ta nén dung nhirng nguoi hoi bi quan ma giao viéc tai chanh.

Chiing han dau thdng ban tinh trong thdng phai tiéu hét thay 80.000$ va ¢
thé thiu duoc 85.0008. Ban nghi: “Thang truoc thiu dugce 70.000, thuong moi
nam cir t&i hoi nay bdn chay thi ma minh lai moi mudn mot ¢6 ban hiang dic Tue™ .
Ban virng tim, mdi tuan khong xét lai tinh hinh tai chanh ra sao, téi gan cuoi thang
mai thay thiéu 25.0008 vi s6 thiu con kém thing trudc, chi cé 65.000$ ma sb xuat,
vi mot su bat ngd, vot 1én 90.000%. Vay ban phai rat chi trong dén su du tinh tai
chdnh. Ca méi tuan, mdi thang xét lai tinh hinh tai chdnh dimg dé dén cuéi thing,

cuéi nim mdai 1at s6 sdch ra coi thi lic d6 tré qué, khéng vin ciru duoc nira.
3
MUON CHO TAI CHANH DUQC KHA QUAN
S6 von ludn chuyén cua ban c6:

~Tién trong két,
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-Tién goi ngin hing,

-Ngan phiéu chura lanh,

-S6 tién ma khdch hang sip phai tra,
-S6 hang du trix,

-S6 nguyén liéu dur trir.

Tinh hinh tai chanh kha quan khi nao toc d¢ ludn chuyén cua s6 von toi

mure cao. Muon vay:

-Hang phai ban chay. Tha 161 it ma chay con hon 161 nhiéu ma ¢é. Mdi thing
ban dugce 100.000% 161 10 phén (te 10.000$) con hon ban duge 40.0008 ma 1oi 20
phin (tirc 8.000%).

-Thau tién cho mau. Bian mit ma lo1 10% con hon la ban chiu ba thang loi
12$ vi s6 tién thu duge khi bdn mit, néu dem dit 16i trong 3 thdng ciing duge 2%

hodc dem lam #n thi ¢6 thé 161 trén 3% moi thang.

-Dimg du trit nhiéu. Trong cuén Té chirc cong viée theo khoa hoc, toi da

chi cach tinh 6 du trir va vé bieu do rang cua, to1 xin nhac lai ¢ day.
4

VON KHONG NEN THIEU HOAC QUA DU

Khi lap xi nghiép, phai tinh s6 von khoi thuy cho k§. Néu vén khéng du thi
hé gip mét hoan canh khéng thuan tién 1i hing 1im nguy ngay, ban phai di vay
muon, vira ton tién loi, vira mat tu do. Khong nhirng vay, ban ¢6 thém lo lfmg hoai

ve tai chianh va 6¢c khong du minh man dé quan Iy nira.
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Nhung néu von qud du thi cling bat loi vi ¢6 mot s6 khéng ding téi, nim vy
dé ma khong sinh 1gi; v ban dé phung phi, mua nhitng mdy khoéng can thiét, vung

tién ra quang cdo ma khong xét nhu viy ¢6 loi hay khong.
S
KHI BAN THIEU TIEN
Khi thiéu tién ban ¢6 thé:

-Giao nhimg thuong phiéu (effet de commerce) cho mot ngin hing dé lanh
trirdic mot so tién bang s6 ghi trong phiéu luu trir tién 1&i va phi ton niy no ma nhi

ngin hang da dinh trudec.

Ban nén nhé: khéng ngan hang nio chiu nhin nhitng thwong phiéu ma ky

han trd tién bién trén thuong phiéu qua ba thang.

Ching han hom nay 1a 11.3, mét khdch hang chua c6 tién tra ngay, ky mot
thwong phiéu hira dén 30.6 mai tra. Tir hom nay téi hdm 30.6, trén 3 thang, phai
doi dén dau thing 4, dem thuong phicu lai ngin hang thi ngdn hing méi chiu

nhén.

-Vay cua ngidn hang. Mudn vay ban phai c6 gi bao dam va phai chiu mét so

101 hot nidng, non mot phian moi thang.

-Nho ngin hang tra chinh phu nhimg s6 tién ky quy, bao dam

(cautionnement, garantie) ké trong nhirng giao keéo ban ky vaéi chinh phu.

Ban nén coi thém cudn “Di vay va cho vay” cia luat sur Trinh Dinh Thao.
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6
TRONG TINH THE NGUY NGAP

Khi tinh thé nguy ngap thi phai hanh déng gip. Tha cua mot cinh tay bi

chting hoai thu con hon dé bénh nang ma phai chét.

Phai rat nghiém khac vadi chinh ban va nhitng nhan vién tinh sai vé tai
chanh vi tai chanh la huyét mach cua xi nghigp. Cong vieéc lam an suy sup ludn

ludn la vi tal chanh
TOM TAT

* Tdi chanh virng la lic ndo s0 tién hién c6 va s€ thiu dugc cling 1om hon so

tién phai tiéu.
Mudn ¢6 tai chdnh vimg, phai:

-Dur tinh thit k¥ ludng nhitng xuat, nhip, dé phong nhitng su bat ngd va

dirng lac quan qua
-Kiém sodt nhirng nhin vién vi so s6t ma du tinh sai.
-Kiém cdch ban cho chay, thiu tién cho mau,
-Pumng dur trir qua dur,
-S6 von khai thuy khi 1ap xi nghiép khong duge thiéu hodc qud du.

* Khi tinh hinh tai chianh nguy ngap thi nén hanh dong gap, bo mét nginh

san xuat hodc nhirmg mon hang nao do di, ding dé hai 1én qua ma phai pha san.

Phai tim cdch rit tit ca chi phi lai
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CHUONG VI

CONG VIEC KE TOAN
1. Nhiém vy cua co quan ké todn
2. Tinh gid von.
3. Phi ton chung va phi ton riéng
4. Gid ban khéng nhat dinh phai theo gid von.
5. Tién nhén vién chiém gan hét gid von.
6. Vai 10i khuyén vé cong viée ké todn.

ok ok

NHIEM VU CUA CO QUAN KE TOAN

Co quan ké todn ciing quan trong nhu co s& tii chanh. Ong Fayol cho né 1a

“cap mat cua xi nghiép”. Ong néi:

“N6 phai cho ngudi ta biét, bat ky lic nao, nguoi ta duong & dau va muon
di ddu. N6 phai cho ngudi ta ro tinh hinh kinh té trong xi nghiép, mot cdch minh
bach va dich xdc. C6 du nhtrng diéu kién d}f thi Ia mot phuong tién manh mé dé

chi huy™.
Ong Fayol ciing néi:

“Mat hing co nhiéu ky sw gioi ma ké todan vién do thi gan chac chan la sé

phd sdn. Vi hiang dy sé khong biét phdi di den dau.
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Mt hang cé ky sw dé ma ké todn vién gioi thi tranh dwoc moi tai hai vi
hang dwoc phong ké todn bdo triweée ché nguy co dé thay déi phwong phdp hoat
dong”.

Biét bao 6ng chu xi nghiép khong hiéu diéu ay, tuong phong ké todn chi ¢
bon phan cho biét s6 ng bao nhiéu, s6 ¢6 bao nhiéu, thdu bao nhiéu, xuit bao
nhiéu, nhin vién co an cﬁp, an bot khong... Ho thuong tim mot nha ké todn
chuyén mén réi giao cho tu sip dit ké hoach ké todn, nhu vay 1a nguoc hin vi
muc dich ciia co quan ké todn. Ban thir nghi: téi cudi nim ké todn vién méi cho
hay trong mot nam 16 may triéu thi ¢é ich gi cho ban diu? Lic d6 chi con nudc
kiém mot dong song nao dé 201 ny tran., hodc tim mot ngudt nao ma ban vurdn bén
rugng néu co, chir ¢d cai thién tinh thé sao dugc nira? Nhiéu xi nghiép v& ng vi

vay: dung mot cal mai hay ring tinh hinh tham nguy, chi nguy.

Khéng, mgt co quan ké todn phdi biét nhin xa, cho ban biét méi ngay
tinh hinh ciia xi nghiép. Cong viéc thinh hay suy? Tai sao? Mdt din khdch

et L (] Ll ] # W i B al: o+ =
hang. Tai sao? Bdn khéong co loi. Tai sao? Gid von qud cao. Tai sao?

Mudn viy, dich thin ngudi cha xi nghiép va gidm doc co quan phai biét
nhimg dai cuong vé ké todn, chi cho nha ké todn chuyén mén cdch to chirc cua
hang, céc cong viéc cua hiing, hing muon biét nhimg gi vé phuong dién ké todn,
muoén biét vao lic ndo, phi ton nay chia cho phong nao chiu, bai quang cdo nay

phai tinh vao gida von cho moén hang nio...

Tém lai chinh ban phai ra nhitng chi thi ¢t yéu r6i nha chuyén mén ké todn
s& theo d6 ma lap chwong trinh, chir khéng dwoc dé ho ty v mudn lam gi thi lam.
Tuy nhién, ban ciing nén xét k¥ dé nghi ctia ho vi tuy chua biét rd xi nghiép cua

ban, ho ciing cé nhiéu kinh nghiém ve nhirng xi nghiép khéc.
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2
TINH GIA VON
Co quan ké todn chia lam 3 nganh:
-Ké todn k¥ nghé (tinh gid von)
-Ké todn twong mai (mua, ban, quang cio, ...)
-K¢é todn chung (tinh hinh chung cta xi nghiép).

To1 khong di sdu vao tung nganh dé vi thude pham vi chuyén mon, chi xin

X€t qua ve gid von.

*Gid von 1a so6 tién hodc s€ tiéu dé lam mot viée gi hodc dé ché tao mdt hod

pham nio roi o1a0 cho khich hang™.
Gid von c6 ba yéu to:
-Gid mua nguyén liu.
-Phi ton ché tao.
-Phi ton chung.

Muon biét gia mua nguyén li¢u thi coi toa hang cua cdc nha giao hing. Nén

ké ca phi ton cho chuyén mén hang d6 t6i kho cua hing.
Phi ton ché tao chia 1am ba hang:
-Luong cong nhin tryc tiép san xuat hod pham, tirc s6 tién cong tho.

-Kuong c¢ong nhin gidn tiép san xuat hod ]Jhélm.. tire luong cic déoc cong,

xép kip, thu ky...
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-Cac pham vat dung trong cong vi¢c ché tao nhur dau, maé, dién, than...

- .l':. =|. & 'r.:l. Ll o o 5 Fl

Phi ton chung gom c6 ten luong nhirmg nhan vién trong co quan quan ly,

thuong mai, tién 101 vé s6 von bo ra, tién trir dan vé nha cura, may moéc, dung cu,
.-. ¥ .:-. o m LS 1 Ll L ;. # Jl. - N - e .:':. '

do dac, tién gilr gin, sura sang nhirng thir ay, tién luong cic nguoi gdc, phi tOn bao

>

hiém, dén nudc...

Thi du ban muén tinh gid von chuyén chd mot tan hang trén mot ciy so.
Ban c6 mét chiéc xe cam nhong mdy Diesel chd duge 6 tan hang va biét nhing

con so sau nay:
Moi ngay xe chay trung binh 200 cay $O
Méi nam xe chay trung binh 30.000 ciy s6

Xe chay 6 nam thi phai thay,

Nghia la chay duoc 180.000 ciy so
Gid xe ké ca vo 112.000%

Gid ba cap vo 30.000%

Gi4 xe khong ké ca vo 92.000%

Ban sé tinh:

- .I':a -I':. # x'r -
a. Phi ton nhat dinh moi nam

Tién 161 trung binh (5 phén) 3.560% '
Thué m4 2.650%

(') Ban nén dé ¥ rang nim dau xe ding gia 122.0003, sdu nadm sau xe khong con gid nira. Viy moi ndm gid
tri cia xe bét di, cho nén khong thé tinh 5 phan 100 cia 122.000% lam tién & cho moi ndm dugc. Nhar vay
cao qudi, thanh ra téi 6. 100%
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Bao hiém 2.900%
Tién cong nguoi tai xé 20.000$
29.110%
Phai tinh:
Nim thit nhat 6.100%

Nam tha nhi

Nam thua ba

Nam thar o

122.000x5

6

122.000x5

6

122.000x5

6

89

X 5 =35.080%

100

X 5 =4.060%

100

X 5 =3.0508%
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Nam thuo nam

Nam thir sau

Trung binh moi nam:

122.000x5 X 5 =2.030%
6 100
122.000x5 X 35 =1017%
6 100
21.337%
21.337:6 = 3.556%

b. Phi ton chung cua hang. Nhu hing c6 20 xe chuyén chd nhu vy ma phi

ton vé co quan quan 1y, quang cdo, thué m4... 1a 200.000$ thi méi chiéc xe phali

chiu moi nam

200.000

20

c. Phi ton chay mot cay )

Dau gasoil (30 lit 100 cay s6, mdi lit hét 1$)
Nhét (1 lit mét tram cly s0, moi Iit 108 )

M@, gié chii

90

= 10.000%

0.30

0.10

0.05



http://sachviet.edu.vn

.
il

NGUYEN HIEN LE

Sira chira | 0.30
Tién trir dan veé xe:
Xe chay 6 nam 180.000 cily s6

MJi ciy s6 1a 92.000

180.000 =(.5%

Tién trir dan vé vo xe: Ba cip vo xe gid 30.000$ va chay duge 20.000 cay

MJi ciy so ° =1.50
Tién trir dan binh dc quy: =(0.10
2.86
Tinh chung phi to vé mai ciy so:
29.100 + 10.000 +2.86 = 1.34 + 2.86 = 4.20%

30.000°
Phi ton ché chuyén méi tan hiang trong mdi ciy so6:

4.20% =(.70%

(') Phi ton stra chira nim déu it, cang vEé sau cang tang, phai coi theo nhirng xe truac ma tinh
{ 2) Vi xe chay 180.000 ciy s6 mai phai bo, con vo thi chi chay duge 20.000 ciy so0, nén phai tinh riéng

nhur vay

{*) Chia cho 30.000 vi m&i ndm trung binh xe chay dugc 30,000 ciy so
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3
PHI TON CHUNG VA PHI TON RIENG

Méi hing thuong san xuat nhiéu hod pham va c¢é nhilng cong viée chung
cho vai ba loai hod pham. Trong truong hop d6, nén phan tich ti mi nhimg cong
viéc riéng va chung dé tinh gid von cho tién. Téi xin lay thi du don gian sau day

cho dé hiéu:

Ban ché tao ba thur viét chi: xanh, do. den, kiéu via gﬁ nhw nhau. chi khac

thir chi ¢ trong va lop son ¢ ngoai.

Ban tinh phi ton nhirng cong viéc sau nay:

- Phi ton dé 1am vo bang go: A
- Phi t6n dé ddn chi vio gd : B

Nhirng loai phi ton Eri}' chung cho ba loai viét chi.

- Phi ton dé lam ciy chi xanh: £
- Phi ton dé 1am cay chi do: D
- Phi ton dé 1am ciy chi den: E
- Phi t6n dé son xanh: G
- Phi ton dé son do: H
- Phi ton dé son den: |

Néu ba thir son gid nhu nhau thi khoi phai phin biét ra nhu viy.

Khi tinh gid von mdi thir, ban 1am nhitng todn cong sau niy:
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Viét chi xanh A+B+C+G
Viet chi do :A+B+D+H
Viét chi den cA+B+E+1

Tat nhién ban co thé tinh xem chi xanh, do dat hodc re hon chi den bao
nhiéu, son xanh, do dat hodc re hon son den bao nhiéu roi thém hodc bot vio gia

thir viét chi den dé thanh ra viét chi xanh, do.
Nhung quy tic 1a nhur thé: phai phan biét phi ton chung va phi ton riéng
4
GIA BAN KHONG NHAT DINH THEO GIA VON

r . r: - B L - B @ o l: L ] r
Tinh gid von dé dinh gid bin nhung gid bin khong nhat dinh phai ban theo

L g - :- - - i - S, - i N R = Fat - - I:- "'\. 5,
gida von. Co thé ban ban 10 mot mon va kiém o1 vao nhirng mon khac dé bu vao.

Nhu mét tiém bdn banh phai lam dua tha banh thi méi dong khiach hang; ¢é
thir ban chay ¢6 thir khong. nén tinh 161 vao nhitng thir chay va chiu thiét mot it vé

thir khong chay.

Thuong trong cic ga ra xe hot, cong vige rura xe khong lgr may ma con 16
ntra, néu phai tinh ca nhimg phi ton chung trong hiang: nhung nho lam cong viéc
ay ma biét dugc mot chiéc xe nén sira chira bo phéin nao réi chi cho khiach hang deé

kiém thém loi, ma lan nay thi lgi nhiéu.
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5
TIEN NHAN CONG CHIEM GAN HET GIA VON

Ban nén nho tuy trong gid von co 3 yéu to nhu trén da chi, nhung phi ton vé
-5 e -"i l I« ?* :- ol d"- - & F sl E A s s &
nhan cong quan trong nhat, chiem gan het gia von vi gia nguyén ligu ciing la gia

nhin cong va gid nua phi ton chung cting Ia gid nhin cong,

Neuyén ligu la gi? La thép, dong. go, kinh, son.., nhirng cii do deu do

nguoi the dio, don, nau, ché... madi co.

Viy méi khi ting lwong nhin vién 1én 20% ching han, gid4 von ciing ting
lén dén 20% hay hon thé nta; va nhu vay, khong gi lgi bang dung nhitng nhan

cong dac lue.
6

VAI LOI KHUYEN VE CONG VIEC KE TOAN

Dudi diy la vai 1ol khuyén cua 6ng H. Pardermadian trong cuon Le

meémento de I'organisateur.

-MJi thing nén bao co quan ké todn 1am mét t& twong thuat cho biét tinh

hinh 16, 16 cua hing va su du trit trong kho.

-Khong nén ghi chung moi phi ton trong hing ma nén phan phoi cho moi
e = A i = . 5 A .- & - - # ,5; - i
co quan phai chiu dé biét moi co quan nao hoat dong nhiéu hay it, va phi tdn moi

co quan la bao nhiéu.

-Khi tinh 1ii, 10, dirng nén tinh gém cho ca hing ma nén tinh riéng vé tung

mon hang.

-Nén thudng kiém sodt nhirng phi ton chung.
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-Khi tinh gid von thi tinh theo hoat dong ddng 1y phai ¢ cua xwong chir
dirng tinh theo hoat dong thuc su. Vi du, vi may hu, vi the bj tai nan ma san xuét
kém, xudng no chi san xuéat dugc 10.000 béng dén trong khi nhitng xuéng khic
ché tao duge 14.000, 15.000 béng thi dirng két ludn ring gid von béng dén cua
xuong dé dit hon. Nhu vay khong ro ning luc thue su cua nhéan vién trong xuong.
Nhirng phi ton vi mdy hu, thg nghi do tai nan... phai tinh riéng ra dé biét sy rui ro

do hai cho hing bao nhiéu roi, tim céch trir hodc giam no di.
TOM TAT

-Co quan ké todn la cap mit cua xi nghiép. Bat ky lic nao né cling phai cho

ta biét ro rang va dich xdc tinh hinh tai chdnh trong x{ nghiép.

Khong nén dé nha ké todn chuyén moén muon lam gi thi 1am; ban phai cho
ho biét muc dich cua ban, cdch té chic trong xi nghiép roi ho s& theo chi thi cua

ban ma lap chuong trinh.
-Gid von c6 ba yéu to:
* (Gid mua nguyén li¢u
* Phi ton ché tao
* Phi ton chung.
Nhung thyc sy phi ton vé nhin cong chiém gan hét gid von.
-Phai cén thin khi phai phat phi ton chung cho mdi hod pham.

-Gid bdn khéng nhat dinh phai theo gid von; ¢6 thé chiu thiét vé mot mén

dé lo vé nhitng mén khic.
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b2

Ln

6.

CHUONG VII

CONG VIEC KY THUAT

. Khi nhan com méng.

. Khi nghién ciru com mang,

. The chi thi.

. Bang tién hanh va ban phén phdi.

. Phuong phéap chi huy ¢ xuong.

Kiém sodt.

. Chinh sach san xuat.
. Pham cua hoa vat.

. Phuong phép san Xuit.

10. Kho

a. Kho cung la két bac.
b. Céc loai kho.

¢. T6 chire kho.

d. The cua vat trong kho

d. Va1 diéu nén nho.

I1. Mday moc, dung cuy.

a. Khi mua sam,
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b. Mua vé roil.
c. Kiem soat.

d. Gitr gin, sura chiva.

KHI NHAN COM MANG

Mot khéch hang giao cho ban déng 500 cdi ban ghé cho hoc sinh nhé, 200
lam cho hoc trd 1dn, ban ghe phai lién nhau va moi ban hai ¢hd ngoi, ky han 12 mot

thang.

Néu ngudi d6 chua dinh kiéu mau thi céng viée dau tién cua ban 12 vé kiéu,
dinh thir g6 roi tinh gid. Trong nhitng xi nghiép 16n ché tao mdy mée chang han,
cong viéce fi}' giao cho mot phong nghién ctru dam duong, ¢6 nhiéu ky thuat gia va

hoa cOng giup viec.

V& kiéu va tinh gid roi, ban dwa cho khéch hang coi. Néu ho chap nhan thi

2ia0 cho ho mot com méang va tie thoi ban chuan bi cong vigc.
Ban dinh:
-Cdch 1am viéc ra sao cho d& ton nhat,
-S6 g6 phai mua,
-Can bao nhiéu dinh, ban Ié...
-C6 phai mua thém dung cu nao khong.

-Can bao nhiéu tho.
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-COng viée nao lam truede, cong viée nao lam sau,
-Th¢ nao lam cong viec nao,
-Ky han bao lau phai xong.

Moi com méang phai cé mot s6 riéng trong dé chira hét nhing ban do, giay

v& vé com mang nhu:
-To nghién ciru com méang
-Ban do nhirng bé phan.
-Ban do nhimg chd lap.
-Céch thie lap,
-Céch ché tao mdi bd phéan, chi thi cho thg thuy:’:‘:n.
-Nhirng dung cu can phai ¢6 trong mai cong viéc.
-S6 nguyén liéu can cho moi cong viéc.
-Ciéch kiém sodt cong viéc.
2
KHI NGHIEN CUU COM MANG
Trong khi nghién cttu com ming ban nén nhé nhitng quy tac:
-Tén thirc hod,
-Phin cong,

-Tiéu chuan hoa,
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-Hop 1y hoa,
~Chuan bi.
-Phoi tri.

M t61 da xét trong cuon To chire cdng viée theo khoa hoc va toi xin mién

nhéc lai. T6i chi thém it diéu nén biét vé cdch hop 1y hod cir dong:

* Nén Iya nhitng ctr dong dé va khong mét thay vio nhitng cur dong khé va
2 mét. Ta ¢6 thé sip nhirng cir déng bang tay theo thir tu cir dé téi khé nhu dudi

day:
- Cir dong ngon tay,
- Cu dong ngon tay va ban tay,
- Cir dong ca ban tay va canh tay,
- Cur dong ban tay cinh tay va vai.
- Cur dong bin tay cdnh tay vai va nua minh,
“Neu c6 thé dugce cho lam hai tay mot lac

*Cho thg ngoi ma lam viéc néu cong viéc khong co gi bat ho phai dung; lua

ghé vira véi timg ngudi
"-‘Sz’ip dat ché 1am cho duoc thuan tién.

-Nhitng d6 dung 1t vit dat vao trong nhitng thing nho ¢ trude mit hodc

bén canh thg va vira tam tay ho.

-Trong thiing chita do, moi vat c6 mét cho nhat dinh.
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-Dirng bit tho phai quay chung quanh mdy hodc hod vit nhur viy mau mét
va mat thi gio, néu c6 thé duogc, dit may hod vit trén mot cdi mam quay dé tho

lam xong ¢ong vi€e, ro1 quay mam di lam lam duoc cong viéc khic.
3
THE CHI THI

Khi giao mot ¢6ng viée hoi khé khin cho the, ban nén viét ro chi thi 1én
trén mot cdi thé dé tho coi theo dé ma lam. Thé d6 cé thé theo kiéu sau diy (coi

trang sau)

Ban ghim thém vao the d6 nhitng ban do, hinh vé cho thg hiéu cong viéce

phai lam.

Céch thire 1am thé chi thj 1a nhu vay. Nhitng xi nghiép ctia minh chic chua
4p dung né va c6 1& chua can dp dung vi cong viéc lim dn con nho; tuy nhién ban
nén biét cich nghién ctru ti mi cong viéc cua ngudi Au, hiéu thau tinh than to

chire cua ho vi seé lgi cho cong vige lam an cua ban.

TRE R0 ven e cmamemnsnanisnnpasnnnrsansysas
Bat dau lam héi ........... Com mang s0 ............
Xong hot ..ovevivnnnnnnnn.. Cong vIeC o.oovveennnnn...

LAY
TR0 o cnccvemss g Nguyén ligu loai ...........
Cong viéc phai lam .......... Lam bao nhiéu cdi .........
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Theo ban vé soO

------------

Thoi | Thot  gian

glan | tong cong

Cach lam

Thoi

THE CHI THI

Cong viéc: Lap kinh vao nhitng ctra s6 so.....

O nha 50 ....... Duong......... (col ban d6 ghim theo)

Dung cu va nguyén liéu Lay o

| bé dung cu cua thy lfnp

kinh Kho s0 3
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| cai thang cao ba thudc
24 miéng kinh 370x550 li
4 tam kinh 310x400 li

7 tam mat tich (mastic)

200 ca ram dinh

Dung cu : 1 con dao cit kinh, 1 cdi baa, 2 cdi kéo ..........

Chi thi: Lay kinh ra, dit ¢ gan ctra s6 s0, 6 tam 370x 550 ¢

b g, B 3

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

Chéng han ban sai mot nguol the di lap kinh vao cua s0 mot cin nhia, ma ban veé
r .:- - ., &~ i :k * - & L 'ﬁ‘ ¥ at & * ¥ - ) oy
ban d6 can nha do, chi cho cua so o dau, ro1 lai lam mot the chi thy nhu trén day
(trang 122) thi ban chi 12 mot ngudt “To chire gia hiéu”, nghia la chi biét theo

ding quy tac, theo mot cach mu quang, lam cho cong vi¢e thém rac roi, ton cong.

To chire theo 101 ay la to chire sy phd san vi v& ban do cén nha roi lap the
chi thi nhu vay co thé mat nira ngay cong cua mot ngudi thg ve va mot thu ky;

nhu vdy lam c¢éng viée lap kinh dy ban s& 16.
Trong truong hop do ban chi can kéu mot tho ]fip kinh lai, cho ho biét:

- Can nha & diu
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- Phai ldp bao nhiéu cura kinh, rong hep ra sao.

- Bat dau lam gi¢ nao, ngay niao, bao gio phai xong. Nguyén liéu va khi cu
dé¢ ho tinh lay, ban kiém sodt lai. R61 ban bao ho lam mét cdi “béng” lay nhitng

thir do.
4
BAN TIEN HANH VA PHAN PHOI

Ban dung nhiéu may va thg, muon xét xem c6 du codng viée cho may va thg

khong thi nén lam mét bang tién hanh nhu sau:

THO A MAY M
Al A3 M1 || M2 |
A2 | | A4 M3 || M4 |
= NI ‘
B2 ‘
THQO B MAY N

Al 1a the nho ghi cong viéc thg A duong lam.
A2 la thé nho ghi cong viéc thg A sap lam
A3 va A4 la the nho ghi cong viéc thg A s€ lam.

Vé mdy ciing theo cich ay.
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Nhin qua trén bang d6, ban biét ngay tho nio (hodc may niao) thiéu viec;

tho nao (hoic may nio) nhiéu viéc qua.

Muon k¥ ludng hon, ban nén vé mét do biéu ké hoach (coi cudn T6 chire

cong viee theo khoa hoc) hodac mot ban phin phﬁi.

Bang niy ¢6 nhiéu k& duc theo chiéu ngang, mdi k& danh riéng cho mot
nguoi the hodc mot cdi mdy. C6 nhimg duong doc chia bang ra lam nhiéu cét, moi
cot la mot ngay. Mot cong vige no giao cho thg A (hodc ding to1 may M). Ban ghi
cbng viée 4y trén mot miéng the dai hodc ngin tuy theo codng viéc lau hay mau.
Nhu cong viéc mat 6 ngay thi chiéu dai cua tam thé chiém 6 cot trén bang. Ban dit
miéng giay ay vao k& danh riéng cho tho A (hoic mdy M). Céng viéc bit dau tir
ngiy nao thi dé dau miéng gidy ding vao cot chi ngay d6. Nhu vay trong 1én bang

ban thay tho ¢6 viéc hay khon g. may co chay hay khong.

Nhieu khi ban phai cho tam ngung mot cong viec dé lam cong viéc khac

gap hon va do d6, chuong trinh da dinh trude phai xdo tron hét.

Viy khi lap chuong trinh ban nén tinh trude nhimg viée bt ngo va trén
bang phén phoi, ¢t cdch bon ngay, ban bé tréng mira ngiy dé néu cé cong viée gap
thi diing thg hodic mdy trong nira ngay ay;: néu khong cé cong viée gap thi tiép tuc
cong viéc cti hoidc cho ché tao thém nhitng hod pham khéc dé d trix.

5
PHUONG PHAP CHI HUY O XUONG
O chuong dau toi da néi: Trong phong giay, theo phuong phdp Fayol. mot

nhin vién chi chiu ménh 1énh cua mdt ngudi xép; con trong xuong. theo phuong

phap Taylor mot cong nhan chiu ménh Iénh cua bon nguot:
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-Cua vién doc cong la nguot ¢6 nhiém vu chuan b cong viéc, col chirng

cho thg va mdy ludn ludn co6 vige lam.

-Cua nguoi x€ép coi cich thire lam c6 ding phép khong, may nén chay mau

hay cham...
-Cua giam thj chju trach nhiém vé pham cua cong vigce.

-Clia ngudi xép gitr gin mdy moéce. Nguoi ndy ¢6 nhiém vu coi cho the

thudmg chiti mdy va sap dit cdc khi cu cé thir tu.
Cé khi thg con chiu ménh 1€nh cua nhén vién trong phong thi nghiém nira.

Phuong phip d6 dp dung quy tic phin céng va quy tic thir nhi cia

5 s & & [ ay P 4 9 A A = a
Descartes: chia mot viéc kho khan ra lam nhiéu viéc nho dé lam duoce de va mau.

Néu chi ding mot nguoi doc cong dé chi huy thi ngudi nay phai biét ro
thém cbng viéc clia ba ngudi; ngudi xép coi cdch thire 1am, ngudi gidm thi, nguoi
xép gitr gin mdy méc, dng Taylor cho rang it ngudi du kha ning dé lam mot céch
hoan toan nhiéu nhi¢ém vy nhu vay ma ¢6 chang ntra thi khi phai lianh nhiéu tréich
nhiém, ai cling thuong so sét, quén bang mét vai viéc di, hodc chi trong vio viée

nay qua ma xao nhang viéc khic.

Ong né6i ¢6 1y nhung su phin cong ti mi qui 1am cho thg mau chdn viéc,
nén hi¢n nay nguoi ta duong thi nghiém phuong phiap da dm nhu o chuong dau toi

da noi.
6
KIEM SOAT
Kiém sodt 12 c6ng viéc can thiét trong su to chirc.

Khi ché tao mét hod pham, phai kiém sodt:
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-Pham cuia n6 ¢é ding nhur khich hang muén khong.
-C6 qua thoi han giao hang khong.
-G1d von ¢o cao hon gia da tinh trudce khong.

Khong phai doi ché tao xong réi méi kiém sodt ma phai kiém sodt ngay

trong khi ché tao:
-Nguyén liéu mua va cho vé tai kho 1a phai kiém sodt lién.

-Tai xwong, moi khi lam xong mot cong viée nao, phai kiém soat xem cong
viéc ay ¢o0 dugc hoan hao khong. Cé diéu gi khong duoc nhu v thi phai tim

nguyén nhin cai thién phuong phip lam viée ngay.

-Ché tao xong hod pham, lai kiém sodt lai mot lan nira xem két qua c6 diang

nhu diéu duy tinh khéng, dé rit kinh nghiém
Cho lan sau.

Cich t6 chire su kiém sodt thay doi tuy theo xi nghiép 16n hay nho: cé khi
diing mdy, c6 khi ding nguoi; néu ding ngudi thi méi ngudi cho kiém sodt mot

phong ché tao hodc hét thay nhirng cong viéc dé ché tao mot hoa pham.

-~ & ﬂ:- F e ol A * - s u & .ﬂ:- - § - .:".
Cach kiém soit cting khong nhat dinh: ¢6 khi phai kiém soat timg mon do

mot, ¢ khi ca mot 16 chi can kiém soat mot val mon théi.
7

CHINH SACH KIEM SOAT

Chinh sdch san xuat ¢6 thé anh huong 16n dén sy thinh suy cua xi nghiép.
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-Ban nén ché tao lay nhimg vat liéu tr trréc van mua ¢ ngoal; hay la nén
A - - - L LY P . :. Jl':_ F - A i - : _.:.. o
mua ¢ ngoai nhing vat liéu tr truoc van ché tao lay? Po la ca mot van dé phai

nghién curu ky ludng dé can nhac lgi hai ro1 moi quyét dinh duoc.

Ché tao lay thi ban c6 thé tu dinh pham va luong céc vit liéu, tuy theo yéu

cau ctia ban ma nhu cau ﬁ}f thay doi tuy sy doi hoi trén thi truong.

Tuy nhién chi nén ché tao lay t&1 mire nao théi; nhu ciac hing xe hoi ché tao
lay hét tat ca nhirng bo phan trong xe, trir vo, rugt va cac do dién vi hai nganh nay

khic han véi nginh mdy xe vi can nhirng nha chuyén mén dic biét.

Co mot quy tic 1a khi mua ¢ ngoal re hon thi mua. Nhu vay, phai nghién

ciru gid von néu ché tao lay réi méi so sanh duge.
Vi du ché tao ]fiy mbi nam 1.000 bo phan mdy moc ton mat:
Phi ton riéng vé nhirng bo phan dy 160$ mét bd phan.

Phi ton chung vé nhimg bé phin dy 40$ mot bd phan ma mua & ngoai phai
tra 190$ mot bé phan thi nén san xuat lay vi gid von méi b phan khong phai 1a
160$ + 408 = 200$ dau ma dudi sé d6, cé 18 12 1808 thoi do 1& sau nay: di khong

san xuat nhung bo phan ay, so phi ton chung cting khong bot di duge may.

-Moi san pham dimng nén ché tao nhiéu hang qud vi cang nhiéu hang thi san
xuat mdi hang cang it, do dé phi ton cang ting. Ba hang 1a du: hang re tién, hang

trung binh, hang dat tién; hodc hang nho, hang trung binh, hang lon.

-Khi san xuat mot san pham, nén nghi cich san xuat thém nhirmg san pham
cung loai hodc nhimg mon d€ bo tic san pham ay cho dé ban; nhu ché tao viét

may nén ché tao luon viét chi may, viét muc may...
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-Néu hod pham cua ban chi ban chay trong mot mua thoét (nhu 4o mura,
du...) thi nén san xuat thém nhimg hoda pham khdc ban dugc trong nhimmg mua

khéc.

~Khi lanh com méng lam 1.000 ciy du chang han, ban thuémg muon lam

mét Idc 2.000 cay dé phong nhitng com ming sau, nhu vy ré hon.

Nhung ban phai tinh cin thin xem loi hay hai da. Ché tao 2.000 cdy, thi gid
von ha xuéng that, nhung 1.000 cdy con lai. bao gio moi ban dugce? Néu 1a mot
nam sau thi cé thé rf’mg s6 von bo ra dé ché tao phai nam y do, thiét cho ban hon 1a
loi, ma ban ¢é thé hut von dé lam an. 1‘5‘1}" la chura ké mot nim sau kiéu cdn du hoic

mau sic dit ¢6 thé thay doi.
8
PHAM CUA HOA VAT

Khong mot xi nghiép san xuat nao d6 xau ma thinh vugng duge. Viy trong

chinh sdch san xuat, van d¢ cai thién hoa vat la dicu rat quan trong. Ban nén:

-Bao co quan ky thuat lap moi thang mot to bio cdo chi ro nhirng thiét thoi
do sur cau tha trong vi¢c san xuat. Chang han to do s€ ké vi pham xau ma bao

nhiéu mén hang phai bo di hodc ha gid, mat nhirng méi hang nio...

-Sap chung v&i nhau nhirng thu khiéu nai cua khach hang vé pham cua hoa
vat. nh¢ nhing thu ay ma biét duge nhuge diém cua ta ¢ dau dé cai thign: c6 vay

mao1 canh tranh vai cdc nha khic duoc.

-Lap mot co quan chuyén lo viée kiém soit pham cua hoa vat. Co quan nay
chi tuy thudc ban hodc vién giam doc cua hang thoéi: nhu vay méi du quyén ma

lam viée moét ciach dic luce, ¢6 cong tim. Tat nhién chi nhirng xi nghi¢p rat lon, san
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xudt nhitng mdy mée tinh vi nhu mdy thiu thanh, mdy déng hé, mdy xe hoi... méi

c6 thé 1ap mét co quan nhu viy.

-Dirng dé dai qud trong khi kiém sodt. Tréi lai, mdi ngay nén mét khé thém
cho pham dugc tang 1én. Nhung ciing ¢6 khi lam k¥ chi ton cong ma khong loi.

Phai ¢6 luong tri dé biét khi no nén gét gao, khi nao khéng.

-Dung quén rang muon cho pham cua hod vat ting thi pham cua nguyén

li¢u cling phai ting ma dung cu cling can tinh xao hon.

-Maoi khi tang toc do san xuat thi phai kiém sodt ngay xem pham cua hod

vat co do do ma giam khong.

Ong H.Pasdermadjian ké chuyén mét hiing no ché tao mdy mée, 1am ting
lwe san xudt cua tho duoc 12% mi 214 von da khéng ha, lai con cao hon 39, chi vi

thg mudn nhanh, 1am au, nhiéu hod vat phai bo di, khong ban duoc.

-Khi muén san xuat mot 16 hod vat giéng nhau thi phai bao thg dua cho coi

hoa vat dau tién, néu duge hoan hao thi mot cho san xuat ticp.

-Phai sﬁp dat sao cho dé tim ra dugc ngudi chiu trich nhiém khi cé sy so

suat nao, nhu vay cho thg s¢g ma chad y cong vigce.

~Néu ding 16i tra khodn ma thﬁ}r phiam ha xuéng thi dirng 1am theo céch ay

nira ma ding 16i tra theo gio 1am va dét phan thuong dé khuyén khich tho.
9
PHUONG PHAP SAN XUAT

Nhiéu khi thay d6i phuong phédp lam viéc 1a 1am xdo trén ca sy t6 chirc
trong xi nghiép, vi phai thay d6i mdy mée, dung cu (do dé phai thém von), thay

d6i nhan vién. Nhung khong nén vi thé ma ngai roi giit mai phwong phép c6 16.
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Néu ¢6 the duge, nén cai thién lan lan tung co quan, bo phan mot va mot cach lién

tiép cho ludn ludn theo kip su tién hod & chung quanh.

-0 chuong dau tbi dd n6i phuong phdp lam chuyén khéng dugce thg thuyén

hoan nghénh vi:
* NG 1am cho tho phai theo tiét diéu cua mdy.
* MOi ngudi the chi duge 1am vai cir dong.

Tuy nhién phuong phdp 4y c6é nhiéu loi va nhimg cdi hai ké trén c6 thé

tranh dugec.
N6 ¢6 lgi vi gidp ban:

* Riit duge s6 vat liéu du trit, do d6 rit duge ché dé du trit, do dé nit dugc
chd @@ du trir va phong lam viée ¢é thé duoc rong thém vi cong viée lam xong thi

chuyén cho nguot khac ngay, khoi phai d€ san pham va vat liéu ¢ bén canh.

* Rit duge nhin vién dé chuyén cho nhimg vat liéu ay tir cho lam viéc

% A o g — -
ngdy dén cho lam vigce khic.
. E g oA o ’ . A . =
* D¢ kiém sodt dugce sire san xuat cua tho thuyeén.
Muon tranh duogc cai hai cua phuong phép ay ban nén:

* Du tinh cong viéc va cho mdy chay theo stc lam viée cua the; dinh gio

nghi cho vira phai, dirng it qua.

* Thay doi cong viéc cho thg, sdng thg A ngdi lam ¢ mdy nay. chiéu qua

lam ¢ may khic.
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-Néu khong thé theo phuong phédp lam chuyén duoe thi nén sip dit cho su
san xuat dugc tiép tuc nghia la to chire sao cho cédc cong viée lién tiép nhau theo

thir tu tu nhién trong cach thire san xuat.

Nhu trong céng viéc cho dat lap ham thi cho mét nhém ngudi dao dat, mot
nhom khdc cho dat, mot nhom tha ba lap ham. Néu duong xa, cong viée cho dat
lau hon cong viée lap thi ting s6 tho cho dat 1én gap hai, gap ba cho ca ba cong

viéc cung lam xong trong mat thoi gian.
10

KHO

a. Kho ciing la két bac.

Kho cling la két bac vi nguyén li¢u, hod vat chira trong kho 1a tién cua, vay
ma phan dong cic nha doanh nghiép chi chi trong dén két bac chir khéng luu y téi

kho.

Neudi gitr két d6 mat d6 muoi dong thi ho quau quo, bat thudng, con ngudi
coi kho 1am mat nhirng dung cu ddng gid hang trim dong thi ho khéng hay. Giay
bac hot udt thi ho dem phot, hot rach thi ddn lai, ma dé cat trong kho sét, 111::’3{:, ho
mic ké. Ho mudn ngudi déng tin cdy, lai bat dat tién ky quy roi méi cho giir két;
con cong viée coi kho thi ho giao cho bat ky ai. S6 sdch xuat nhap ¢ két thi minh

bach 1am ma sb sdch & kho thi cau tha.

b. Cac loai kho
Nén phin biet nhiéu loai kho:

- Kho nguyén liéu mua vé dé ché tao,
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- Kho hod vat duong ché tao ma chua xong,
- Kho hoad vit ché tao xong roi,
- Kho dyng cu.

Nhitng kho ay déu lién lac v&i nhitng co quan trong xi nghiép nhu kho
nguyeén liéu lién lac voi phong mua va phong kv thuat. phong ké todn; kho hod vt

ché tao lién lac véi phong bin, phong kv thudt, phong ké todn..

¢. To chire kho

C6 ba van dé:

-Sip dit kho dé chira hang cho dé kiém, dé chd chuyén,

- Giit s6 sdch cho dé kiém sodt,

- Dinh s6 du trit dé dung lic nao thiéu hodc qui du nguyén liéu.
Kho nén cat & diu va sip dat ra sao?

Theo nguyén tic, kho phai & ké ché dem hang xuéng va gan xudng dé tién

vicc cho chuyeén.

5 8 - # ] s " =t ., P e -, A

Kho phai rong, sdng sua, chia ra nhiéu diy nhu trong hinh dudi diy. moi

day c¢6 nhiéu hdc (hodc tu), hoe chian hoc e, moi hoce ¢ nhiéu ngidn, ngin trén
cung dé vat nhe. ngan duoi dé vat nang: vat thuong lay thi dé o gan cua va o vira

tam tay



http://sachviet.edu.vn

NGUYEN HIEN LE
CUA VO

DAY A
A 200-298 A 201-299
B 100-198 B 101-199

DAY B
B 200-298 B 201-299
C 100-198 C 101-199

DAY C
C 200-298 C 201-199

Hoc co the 1om, nho khic nhau, nhung déu ¢6 so. Moi vat dé trong hoc cling

co mot so.
Vi du mot kho chira sat vil déng, ¢6 nhirng loai:
- Sat tron ma truc kinh tr 30 deén 70 li,

- Sit hinh chit 1. dai tir 1 dén 5 thudc,
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- Sét hinh chit U, dai tr 1 dén 5 thudc,

- Sat hinh chit T, dai tr 1 dén 5 thude,

- Sit dep, dai 10, 20, 30 thudc.

Dong ciing ¢6 nhiéu loai.

Ban sip dit theo phuong phap thap tién nhur sau:

S6 1 chi sat, s6 2 chi dong

S6 10 chi " 100 chi sat tron true kinh 30 li
Sat tron 101 chi sét tron trurc kinh 40 h
< 102 chi sa'it tron true kinh 50 I
103 chi sat tron true kinh 60 i
104 chi sat tron truc kinh 70 li

e
a4
110 chi sat chir I dai 1 thudce
So 11 chi 111 chi sit chir I dai 2 thudc
Sat hinh chir 1 < 112 chi sit chir I dai 3 thudc
113 chi sat chir I dai 4 thude
- 114 chi sat chir I dai 5 thude

" 120 chi sit chir U dai 1 thude

Sé 12 chi sat 121
Hinhchit U < 122
123

. 124

S6 13 chi st =
hinh cha T NE

S6 14 chi sit gie

Dong ciing phén loai nhu thé. Hoc C dé chira sit, hoc D chira dong. St so
100, 102, 104, 106... 198 sip ¢ hoc bén chin; sat s6 101, 103, 105, 107... 199 sip

@ hoc bén le.
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S6 héc phai sip theo mét thir ty nhat dinh cho dé kiém. Khi sip vat vio

ngin thi phai dé mét vai vat & gan miéng ngin cho di ngang qua thay lién.
Nhin vién nao khong c6 phan sy trong kho thi khong dugce vao kho.

Khi phat vat thi ¢6 mot cua riéng hodc mot noi riéng dé nguoi ngoai khoi
vao kho lanh. Muon ldnh vat ra, phai trinh mot cai “phiéu xuat™ (bon de sortie).

Khi dem vat vo kho cting phai ¢6 cdi “phiéu nhap” (bon d’entrée).

d. Méi thir vét chira trong kho phai ¢c6 mot cdi thé theo kiéu sau diy: (coi &

trang sau)
Thé d6 ¢6 hai cho loi:

-Ngudi coi kho khoi phai giit phiéu nhédp, phiéu xuat, chi coi trong phieu dé

ghi vio thé r6i giri ngay phiéu tra lai phong ké todn,

-Coi the biét ngay duoc so0 du trir du hay thiéu va nén lam com mang dé

mua thém khong.
e. Vai diéu nén nhé

* Khi kiém sodt s0 du trir, nén d6i s6 nguyén liéu du trir thanh thoi gian
tiéu thy vi ngudi ta can biét so du trir con du dé tiéu thu trong bao l1iu chir khéng

can biét né 1a 500 hay 5.000 don vi.

Vay ta bién con 300 ki 16 son, nhung ciing phai bién méi thang trung binh
tieu thu may trim ki 16; néu mdi thang ding 200 ki 16 thi s6 du triv hién c6 du

dung trong mot thang rudi
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Tén vj...... So du trit tdi da...600.

SO dur trir toi

1T A 200
Ngay
Ngay | Com giao S6 duw Phiéu ciia | Dé ché tao hod
A\ ming s6 | hang Vo |trir ra | xwéng, phong | pham sé
Viét
23.3.63 | 107 Hung 300 | 250 50 | Xuong A 17.105

* Nén nhd quy tac rat quan trong nay: mol vat c6 mot cho nhat dinh, va tat

: ) L | : T = £ ; £
ca nhirg vt cung loai phai ¢ cho nhat dinh ay.

* Dung nhirng mat hi¢u chi vai nhin vién trong hing biét thoi dé chi hoa

vat nao cu, hod vit nao méi. Dieu ay rat lgi vi:
- Ban kiém soit dugc suc tiéu thu, biét né mau hay cham,

- Ban lya nhitng hod vat ¢t dé tiéu thy trudc néu khéng nd s€ hu hong.
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Ban ¢o6 thé lra nhirng dau hiéu sau nay:
- M6t mau tr dé chi moi nam.
- Mét mau ty dé chi moi thang,
Nhu 1951 1a M Thang giéng 1a G.

1952 1a H Théing hai la U.

1953 1a B Théng ba la A.

195414 O Thang tu la T.

Mot hoa phﬁm mua hodic san xuat ngay 17 thang nam 1952 sé c6 dau hiéu

H 171,

* Vit nao to1 trudce, sdp ¢ phia ngoai, to1 sau, sap o phia trong, dé tiéu thy

hét vt cii roi méi téi vat mai.
* Pinh gi¢ nhét dinh dé phat d6 trong kho.

* Dy trir 12 bo ra mét s6 von khéng sinh lgi nghia 12 ton tién vo ich. Ong

H.Pasdermadjin da tinh méi nam s6 phi ton d6 téi 12 phan 100:

Tién 161 vé s6 von khong sanh loi 6.00%
Tién mudn va gitr gin kho 0,25%
Tién bao hiém 0,25%
Phi ton chd chuyén, coi kho 2.00%
Mt mat, hur hao 3.00%
12,00%

Viy néu ban ¢6 mét s6 hod vit hodic nguyén liéu ddng gid 100.000$ ma dé

khong thi mdi nim thiét cho ban khoang
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100.000x12

100 = 12.0005

Phi ton d6 nén chia cho cdc co quan hodc xudng chiu dé ho tinh gid von
hoa vat mot cach dich xdc va cling dé cho ho thay su can thiét phai giam bat sy du

trit di.
11
MAY MOC VA DUNG CU
a. Khi sim

* Khi siam phai dé ¥ dén gid mua ma cling phai tinh dén phi ton méi niam,
Ching han nhu mua mét thing chira dt-xit bang t6n day 1 1i thi ré that, nhung chita
duge 6 thing di phai thay, con mua thir day 2 i, phi tén chi gap rudi ma ding

dugc to1 3 nam.

* Dung cu nén du, dirng nén thiéu. Mdi khi thiéu d6 ding, the phai che doi,

ton kém cho hing rat nhicu.

* C6 nhitng dung cu dat tién ma khé gitr gin. Gap truong hop dé nén bao
tho mua ly; hing gitdp cho ho mét nira gid tién, con mét nira trir 1an vio tién cong
tho. Dung cu do s€ thanh vat so hiru cua thg va duoc tho sin séc ky. Cach do chi

lgn khi nao the lam lau vol hang: 5 — 10 nam.

S0 Dia chanh héi trude theo cach ay: moi vién hoa do phai mua lay giay

nham, s& cho muon tién truoc rol trir dan vao luong.

b. Khi sim vé
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* Mdy mot sam veé, nén col xem toc do cua no ¢6 dung var toc do ma nha
ché tao da ghi khong: néu khong thi tim nguyén nhén: strc dién khong du, dai

chuyén yéu quad, hay tai nha cheé tao da cho mot con so qua lon.

* Nén dé y tim cho moi may toc do lgi nhat, ma khong mau hu, roi chi cho

thy gitr toc do do.

* Néu lam mot the hay mot cudén s6 cho moi dung cu hoi dit tién — nhat la
may moc — trong do ghi gia mua, gia chuyén chd, nhitng phi ton vé gitr gin, sua

chira dé sau nay biét duwoc sam dung cu ay co6 lgi hay khong.

Fa L .lt T Moy -y i By s e
* Nén ¢O tam bang treo nhung dung cu nhe. Trén ban v€ hinh ciac dung cu.
Khi théi diing dung cu nao thi mac vio cho c¢é hinh cia né. Nhu vay dé thay mat

con, ma tho tap duoc tinh co thir o,
c. Kiém soat
* Nén c6 mot kho riéng chira dyng cu.

* (Gilao cho nguol cot kho ay trach nhiém cir may thing lai kiém sodat dung
cu lai mét lan xem con tot khong, co phai stra chira, thay doi gi khong. Dung cuy co
tot thi thg mot khéo, nén cong viéc kiém sodt ay rat quan trong. Phai nghiém khac

vl nguoil the nao khéng chiu gitr gin dung cu.

* Cé cdch nay dé dé kiém sodt dung cu mat hay khong va giao cho ai; mdi
nguoi duoc lanh nhiéu thé hay it tuy theo s6 dung cu nguoi ay can dén; moi khi
lay mét dung cu nao, ngudi the phai giao cho ngudi gitt kho mét cdi the cé ghi tén

hoéc so hiéu cua minh; the nay dat vao ngan chira dung cu.
d. Gifr gin, sura chira.

* Hé hang dung nhiéu mdy méc, khi cu v ¢6 trén 50 nguoi the thi nén lap

riéng mot xwong dé sua chira do ding,
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* Vé phuong dién ké todn, xuong do dugc col nhir mot co quan tu tri, nghia
la nguoi ta ghi riéng hét thay nhitng phi ton (nguyén liéu, nhian cong, phi ton
chung... ) cia xudng roi phan phéui nhirng phi ton dé cho timg co quan trong hiing

y - 5 A - R o
tuy theo cong viéc xuong di lam cho mai co quan.

* Nén ghi hét thay nhimng phi ton vé stra chira, giit gin méi may dé biét

dwoc nhuoc diém cua moi may.
TOM TAT
* Cong viée ky thuat gom:
- Nghién ciru com mang,
- Lap the chi thi cho the theo dé ma lam,

- Lap nhitng bang tién hanh vi phan phdi dé biét thg va mdy cé lic nio

thiéu cong viéc hoic du céng viéc khdng,
- Kiém sodt trong khi san xuat va sau khi san xuat.
A F A, S & T a A
- To chire kho va lap the cho mo1 vat quan trong trong kho.

- Coi viéc lira chon mdy mée, dung cu dé mua réi gitr gin no khi da mua vé

-

rol.

Ngoii ra con nhimg cong viéc ldp mot chinh sdch san xuat va dinh mot
phuong phap san xuat ma co quan ky thuat phai nghién citu chung véi co quan

quan ly.

Bat ky trong cong viéc gi ban phai nhé quy tac nay: o chire la cdan nhic
loi hai. Néu t6 chirc ma lai ric roi, khé khan. ton cong, ton ctia thim ma khong

lgi gi ca thi tire 1a t6 chire sy phd san cua hing
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CHUONG VIl
CONG VIEC THUONG MAI

A. Mua.

1. Co quan mua.

2. T6 chirc viéc mua.

3. Lam com méng.

4. Nhan hang.

5. Ngh¢ thuat mua.
B. Bin.

I. Cong vi¢e cua co quan bén.

2. T6 chitc co quan bén.

3. Goi1 hang.

a. Cong vi¢c goi hang

b. Toa giao hiang.

c. Toa tién hang.

4. The khach hang.

5. Stra gid von va gid bén.

6. Nguoi bin hang.,
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7. Huan luyén ngudi ban hang.
8. Tra cong ngudi ban hang.
9. Ban tai cura hang.
10. Thua bay hang.
1 1. Thuat gir khiach hang.
C. Quang cio.
I. Cong vigc quang cdo.
1) Thu thap tai liéu.
2) Dinh cach quang cdo.
Quang cdo chung.
Quang cdo tryc tiép.
2. Vai cich quang céao.
3. Muon c¢6 ket qua.
4. Ké hoach quang cio.
5. Kiém sodt quang cao.
D. Nghién ctru thi truong.
1. Can nghién ctru thi trudng.
2. Muc dich.

3. Cic thi truong.
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4. Nghién ctru thi truomg hic nao?
5. Nghién ciru nhimg gi?
a. Nghién ctru hod pham.
b. Nghién ctru ngudi tiéu thy.
c. Nghién cuu cach phan phat.
d. Nghién ciru cic nha canh tranh,
6. Xem xét tai li¢u.
7. Diéu tra khédch hang.
8. Cich dicu tra.
9. Piéu tra ngudi tiéu thy.
10. Lya mién.
11. Lua nguoi.
12. Huan luyén nguoi di diéu tra.
13. Diéu tra cic nha dai Iy.
14. Nghién ctru két qué..
A. MUA
1. CO QUAN MUA

Tuy xi nghi¢p nho hodc lon, nguoi chu cor hét ca har cong viéc mua ban
hodc giao mo1 viéc cho mol co quan rol lanh trach nhiém chi huy kiém sodt. Dieu

can nhat 1a nhén vién trong nhitng co quan ay khong duge thuong thay déi.
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Néu vung mua, anh huong to1 xi nghiép co thé tai hai:

':-' & LT - - - i~ z’
-Mua dat thi gid von cao, ban khong chay ciling 10.
-Mua hang xau thi ban cting khéng chay.

-Mua nhiéu qud thi mot 1a khong ¢6 chd chira, hai Ia s6 vén dong lai mi

khong sinh lo1,

-Mua it qud thi khong du dé san xuat, nhédn cdng phai ngdi khéng va khong

du hang dé bdn.

Vi vay co quan mua rat quan trong va lién lac mat thiét voi cdc co quan
ban. tai chdnh, nhat 1a co quan k¥ thudt: nho sy hop tic voi cde co quan nay ma rit

duoc nhiéu phi ton.

Vi du phong k¥ thuit can ding nhing thiing chtra a-xit bang tén day 2 Ii.
Nhung phong mua thay trong muc luc cua mot cua hang no cd vé nhitng thung
bang ton day ba li, gid khong dit hon may, c6 thé dé nghi voi phong k¥ thuit mua

thir thiing ay loi hon.

Ong H.Pasdermadjian ké chuyén phong mua tai mét xi nghiép no thay mot
hing bdn mot bd phin cho mét loai mdy y nhu bé phian ma xi nghiép duong ton
cong ché tao, bén dé nghi véi phong k¥ thuit mua bo phan ay vé lﬁp vao may.
Phong ky thuat, sau khi nghién ciru k¥, bang long va nhd dé6 méi nam tiét kiém

duge duge 32.000 guan.
Ngudi chu phong mua phai dugc biét:
- Hét nhirng nhu cdu cia hing.
- D chi tiét vé cdc vit hing can mua,

- That nhi¢u nha ban thir hang can mua dé luva cho mua cho re.
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2. TO CHUC VIEC MUA

* Phong nao can dung mon gi thi lam céi don xin mua trong d6 chi rdé pham
chat va lugng cua mén ay. Tuy mon hang, don do sé duge giam doc xét ngay hay

cur toi mot thot ky nhat dinh nao d6 mon xét.

Vi du nhitng dung cu van phong nhu giay, but, muc... thuong 3 hoic 6

thiang mGi mua mot lan, may mac thi thudng phai mua ngay.

* Ong gidm doc cho phép roi thi goi don d6 qua phong mua va phong nay
vat dau hoi gid. C6 thé hoi miéng néu mén hang khéng quan trong, néu quan trong

thi nén viét thu xin ngudi bin cho biét thém:
- Kiéu mau mén hiang.
- Thot han giao hang.
- Céch thitc mua bén (c6 diéu kién nio dic biét khong).

C6 hat hang cung cap hang cho ban: cu via mdi. Hang cu la hang minh mua
ban voi nguoi ta lau; hang moi l1a hang minh chua quen biét va mdéi minh mua
giip. Nén biét gid cua hai hang dé nhung nén mua ¢ tiém quen tir ldu du gid co6 hoi

cao cting dugc, dé ngudi ta biét ring minh dang tin cay.
* Nén gom hét ciac com — miang dé mua o mot tiém théi cho dugce re.

#* Nén tim hidng nao giao hing mau nhat cho sur dur trir nguyén liéu va hoi

vat dugc rat di.

* Nén dit 1¢ rang hing cua ban gid nhat dinh nghia 12 khi ban hoi gid thi
nguoi ban chi duge cho gid mét lan thoi. Néu cho oid toi hai lan ma lan nhi old re

hon thi ban ciing khéng xét. Nhu vay méi lan dau ban ¢6 thé bi thiét thoi it nhiéu,
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nhung khi da thanh 1é r6i thi d& tén céng va thi gid cho ban ma hing ban dugc 1a

ding dan.

* Nén tra tién mat dé duge huong hao hong. Hoa hong dit nho may ciing

van co lgil cho ban.

Ching han 20 ngiy sau mdi phai tra, ma tra ngay biy gio ban dugc hudng

hao hong nira phén thi ciing tre nhu cho vay 20 ngay mi duge 16 nira phin, tinh

ra thanh

0.5% x 360

Duéi diy téi tinh sdn cho ban s6 10i trong it nhiéu trudng hop nhur vay:

20

=9 p]‘lf’in mot nam

0.5% hoa hong néu tra trude 20 ngay : 161 9% mot nam

1 %

1.5% hoa hong néu tra trudc 20 ngiy :

2%

2%

2%

2%

3%

3%

hoa hong néu tra trude 20 ngay :

hoa hong néu tra trude 20 ngay
hoa hong néu tra trude 20 ngay :
hoa hdng néu tra trude 20 ngiy
hoa hong néu tra trude 20 ngiy :
hoa hong néu tra trude 20 ngay
hoa hong néu tra trude 20 ngay :

hoa hong néu tra trudce 20 ngay :
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* Nén nhd “cua re la cua 617. Mot nha doanh nghiép néi cau nay rat ly tha:

“*Tdi1 khong giau ¢o gi cho lam dé mua do re”.

* Nén lya nhirng ngudi liém khiét, ddng tin ciy va biét nghi téi loi cia hing
ma giao cho viec hot gid hang. Phai tra lwong cho nguot ta rong rai thi nguol ta
mai khong dn bt vé gid ca. Trong nhiéu cong so hoi trude thudng cd té nay: vién
thr ky thong dong voi ngudi ban dé an hué hong. Mén hang ddng 1.000S thi ho
bao ngudi bén tinh cao gid 1én 30% nira 1a 1.300%. Tét nhién 300$ du dé s& vao tdi
ho. Trong trudng hop néu ban bian hing ma cé ngudi dé nghi gian lin cho ho nhu
vay thi nén tu chéi khéo., tuy mat cdi lgi trude mit nhung duoc cai loi 1du dai, vi
hang cua ban sé ¢6 tiéng 14 ding din. O Au, m¥y nhitng xi nghiép lon deéu cho rang

sir luong thién la dic can nhat cho cong viéc kinh doanh.
3
LAM COM- MANG

Khi da lya do dé mua roi, ban lam com-méng theo kiéu duai day:

-----------

Phi ton cho chuyén Diéu kién

S6 Chi tiét vé mén hang Gid
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Trén cua
hiang goi com

Xin 6ng: mang
- Hol am va cho biét ngay go1 hang
- Bién s0 cua com mang nay trén moi goi hing

- Go1 toa lam 3 ban. moi1 toa déu ghi S0 com

mang nay

To com- mang do6 lam 4 ban, ban chinh goi di, mot ban gitr lai tai phong
mua, mot ban gdi cho phong di lam bong xin mau, mot ban gui cho phong ké

toan.
* Ngoal cach com- méing, con:
- Céch giao keo (it dung).

- Thau dé mua trong mot thoi han lau dai (6 thang, mot nam, nhiéu nim)

vo1 nhirng diéu kién nhat dinh.
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* Nén viét thu cdm on nhitng hiing di cho ta biét gi4 ma ta khéng mua dugc

vi I€ nay hay I€ khic.
4
NHAN HANG

. 5 # s L A . - 5 5 4 " & =
Com —maéng goi di roi, ta nén theo doi n6. Neu nguoi ta giao hang cham tre

thi phai viét thu nhic.

Khi nhén hang, phai kiém sodt xem c6 du s6 khong, hiang ¢6 tot khdng, glao

hang c6 tré khong .
Néu mua mdy mée thi phai ¢6 nha chuyén mén thir mdy réi méi nhén.

Néu hang khdéng giao ding nhu trong com-méang thi phai kéu nai ngay va

doi bdi thudng. Néu giao diing thi cho phong ké todn hay dé tra tién cho ngudi bén
5
NGHE THUAT MUA
Mau 13 ca mot nghé thuat can c6 nhiéu kinh nghiép. Phai:
- Biét ro minh mudn thir gi,

- Biét ¢6 nhimg hing niao bdn thir dé, hang cia ho ra sao, gid ca ra sao,

ciach thiure chd chuyén va giao hang ra sao, ciach tra tién ra sao,
- Biét thir hang do6 sap 1én gid hay xudng.

Néu thuong mua mot thir hang nao thi nén thu thap hét tai liéu vé cdce nha

o i e - :'-.‘ " A " B oA A h] L]
ban thir hang do réi cho vao mot bia kep riéng dé sau nay tra cuu.
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B. BAN

CONG VIEC CUA CO QUAN BAN

Cong viéc cudi cling va quan trong nhat ciia mot xi nghiép la cong viéc ban.
San xuat nhiéu ma ban khong chay thi cang san xuat cang hai. Cho nén nguoi chu
x{ nghi¢p phai dem hét tdm trf vao sy to chic co quan bdn. Ma sy to chirc ay rat

khé vi yéu to chinh 14 ngudi ban hiang chir khéng phai phuong phip bén
C6 nhiéu cdch bin:
- Bdn tryc tiép cho nguoi tiéu thy,

- Baén gian tiép nghia la ban cho nguol trung gian roi nha nay ban lai cho

nha tiéu thu,
- Bdn vira tryuc tiép vira gidn tiép..
Dt theo cich nao thi co quan béin ctling ¢6 nhitng cOng viée sau nay:
- Chi huy nhan vién va t6 chitc cong viée cua ho.
- Huan luyén cdc ngudi ban hang,
- Quang cdo va tim cdch ting s6 bdn,

- Nghién ctru thi trirdng
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2
TO CHUC CO QUAN BAN

Cich to chire thay do6i tuy hing. Mot tiém tap hod chi can c¢6 nhitng nguoi
ban hing gioi va ngay thing, con tiém cao don hoan tin phai quang cdo manh,

diing nhiéu ngudi rao hang, tim dai 1y...
Nhung nguyén tic 1a nhir vay:
- Lam mét d6 biéu td chirc phén chia ranh 1@ nhitng nganh trong co quan,
- Tim nguoi xing dang ma giao vige,
- DPinh 6 chire vu va trach nhiém cho ho.

Moi nginh cé thé tip trung vio mét co quan trung wong. Chi thi, ménh Iénh
déu do co quan ay dua ra, va céng viée bdn giao cho cdc ngudi thay mat hodc cdc

nguoi ban dao. Nhitng hing bao hiém thudng ding 16i to chiic ay.

MGt céch nira la dat dai 1y o nhiéu noi, cho ho du quyén hanh. Cach nay c6

hi¢u qua hon cach trén.
* Ta nén phan bigt:

- Nguoi thay mat 1a ngudi di tham khdch hang trong mdt mién nio doé roi

lanh com- mang cho hing,

- Neudi bin dao 12 ngudi di kinh 1y khap noi trong mot thoi gian dé ban

hang cho hing.

- Nguot trong mai khong phai la nhiin vién cu hing ma chi linh moéi cho

hing.
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- Nguoi dai ly doc quyén duoc dac quyén bin trong mot khu vuc nhat dinh

nhung phai bén theo gid va diéu kién do hing dinh.
3
GOI HANG
a. Cong viéc goi hang.

Trong nhitrng xi nghiép lon, cdng viéc goi hang phai giao cho mot phong
riéng. Néu xi nghiép nho, ngudi gir kho ¢6 thé lanh trich nhiém goi hang. Khi
nhén duge 1énh gdi hang (hodc mot “phiéu xuat”, ngudi coi viée goi hang 1ay hang

ra, ro1 chi cho ngudn giap viee cach goi hoac dong thung.

Phai nghién ciru cach goi dé cho géi duge nhe, dd cong kénh ma chiac chan,

coi dep mit.

C6 thé dung nhirng gidy day va uén (carton oadule) dé géi nhimg d6 niing
tdi 40 kg. Hién nay nhiéu hing ding nhitng thiing sit va thing bang bakelite (mot

chat déo, dé nin).
Co nhieu cach goi:

Bang xe cam nhong,

Bing hoa xa

Bang tau thuy

Bang mdy bay.
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e b z s : £ 1 £ aa : X . A
Phai nghién cuu xem cach nao tién loi nhat .” Néu got ra ngoai quoc thi nén

giao cho mot hing chuyén mon.
* Néu hing c6 xe riéng dé giao hang thi phai:

- Tinh xem gid ch¢é chuyén moéi tan hing, moi ciy sO 1a bao nhiéu, ¢c6 re

hon la giao cho mot hang van tai khong,

C6 thé ghi hét phi ton vé mot chiée xe (tién cong tai x¢é, tién xing, dau nhét,
vo rudt, stra chira...) roi cuoi thang chia cho so6 cy so di chay va so hing di cho
nhu ¢ mot chuong trén to1 da chi. Nho cach ay ban dé kiém sodt cong viée cua

% @ @ - e - - * .I':- £ - o oA L _1:.
nguoi tai xé va so sanh dugce cac kiéu xe va luc mot kiéu dé ton.

- Dy tinh trudc con dudng s& di néu phai giao hang cho nhiéu noi trong
chiu thanh, dé tim con dudng nio ngin nhit. Ban lay ban d6 chiu thanh réi cam
nhitng cdy ghim Ién nhirng noi phai giao hang, nhu viy ban trong thay ngay con

dudng nao ngan nhat.

- Neu cobng vige gilao hang chua gap thi nén hoan lai vai ngay dé do1 mot

chuyén di khdc.

* Nhing nha dai lv cho mot hing no ¢ My di tim cich thoa thuan vol nhau
dé déi khdch hang va do dé rit dugc cong viée giao hang. Hang dé bén sira, cd
nhiéu dai 1y trong chau thanh. Nhitng dai 1y nay nhin thiy rang ¢6 nhiéu khéch
hang ¢ gan nha dai 1y khac khdc ma khong lai mua sita ¢ dé, cir quen lai mua cua
minh. Ho bén hoi ¥ khich hang va thoa thugn véi nhau dé cho khich hing ¢ trong
khu vuc nha dai 1y nao thi mua cua nha do. vira tién cho dai ly, vira tién cho khach

hing.

Tat nhién la nhu vy cdc dai 1y phai ddng tin cdy va hiéu biét nhau nhiéu.

' (1) Téi da thay mét hiing gai nhirng két tau vi hﬁng xe do, chur khong ding tiu thuay, mac do cong vige
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b.

Toa giao hang:

Khi go1 hang, nén go1 theo mot toa hang nhu sau nay:

---------

---------

Ngay

Hom nay ching to1 goi hang 6ng bang

IIIIIIIIIIII

Do hing van tai

Ve I ehl umminavimaniess

ieeneGlaco o ga .

T (0 Mo oy U LR

aaaaaaaaaaaa

Nhirng hang ké duoi diay

rrrrr

rrrrrrrrrrrrrrr

Kinh goi ong

----------
11111111111111111111111

llllllllllllllllll

Cuoc phi khoi tra

.Cuoc phi chua tra

Cudc phi tra roi

So

Tén Theo com-mang so0....
hiang cua ong

Sie

SHebi | .
& nang

khong gap thinh thir ton kém qua ma hét 1
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cua cic

g0l

Toa dé doi tién co thé go1 hang cung mot lie hoac sau khi nguoi dé nhan
dugce hang. Khi ban mat thi toa tién hang phai luén luon gt hang cing mot lic voi

hang va nhu vy toa giao hing vi toa tién hang déi khi ¢6 thé thu lai lam thoi.

- Néu ban dau thiang ma cudl thing moi thu tien thi toa hang goi sau khi

giao hang ¢6 phan tién hon vi ¢6 thé gdéi nhiéu toa mot lic.

- Néu ban bdn hang cho mdt hing khdc ma hiing nay lai mua hang cua ban

thi nén theo cac ngan hing ma dung cich nay:

Cudi thdng hodc cudi mét thoi gian nio da dinh trudce, ban céng hét lai
nhitng s6 tién hing dé thiéu ban- 20.000$ ching han- va nhimg so tién ban thicu
hang d6- 15.000% chang han- roi ban lam toa doi s6 20.0008- 15.000$= 5.000$
thoi.

c. Toatién hang.

Dudi diy 1a mot kiéu toa hing dé 1am mau trich trong cuon™ To chiic
thuong mai va ky nghé” (L’ organisation commerciale et industrielle ) cua Ong

Delage
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BANg «cvivvenis Noi goi toa hang
BE¥achi ;....c
Kinh goi Ong.....
Biachl oo

Chuing t61 xin goi 6ng toa tién vé nhirng moén hang ma ching t6i da cho

o1 lal hing Ong ngay..........

Gia tién nhimg mon hang do la .........., Xin 6ng tra vao (cuoi thang

Xin da ta 6ng va kinh chic 6ng duge moi sy nhu ¥
Giam doc phong ké toan Giam doc phong mua bin

Ky tén Ky tén

Diéu kién thuong mai cia ching toi:

Hing goi theo dudmg bicn thi khich hang ¢6 ra 1énh bao hiém, chiing

t61 mo1 bao hiém
Xin tra tién bang cich.............

=.'. J i .-. ?i L L - LY a - A L o . N
Neu tra tien tré thi xin khach hang chiu thém cho so 1o1 sdu phin moi

nam
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Theo

com

mang s6

cua Gia
S6 Tén | khich Gid tong
hing hang hang Ndang | don vi | cOng

4
THE KHACH HANG

Moi1 khach hang quan trong nén ¢6 mot the riéng theo kieu duoi day:

TEN HQ... HOC SO...

DIA CHI... THE SO...
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NGHE NGHIEP...

GOIMUC LUC GOI THONG TRI GOI THU
S6 théng tin va
Ngay Tén muc luc Ngay dai ly Negay Dai ly

Nén sip khdch hing thinh timg hang theo nghé nghiép hodc theo mién.

Muon cho tién sidp the, moi the nghé nghi¢p hoidc moi mién ¢6 mot so riéng. Mép

trén cua the cit theo hinh rang cua, moi ring cé mot so. Neu la the cua mot nguoi

lam nghé so 5 thi ban cat hét nhirng ring ¢6 nhirng con s6 khac di, chi gitr lai rang

$0 5.

Phia sau lung thé dé. ban c6 thé thém nhitng cét nay:
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Newdi thay mit hang lai thim

Khiach goi com- méiing

Ngay

Muc dich

Ngay

Modn hang

Gia

Ln

SUA GIA VON VA GIA BAN

Khi gid hoa vat thay doi rat mau nhu sau nhirng hoi dai chién, ban phai biét

cach tinh la1 gia von va gia ban cho nhanh va dung.

Céch tinh duéi day gian di vi gan ding.
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Trong gia von co gia nguyén li¢u, nhian cong roi to1 nhirng phi ton linh tinh

nhu: phi ton chung vé céc co quan, phi ton vé dién, dau nhdt, dung cu...

Ban ¢6 thé cho ring nhitng phi ton Iit vit nay cling ting theo mét ti 1¢ voi

nhirng phi ton vé nguyén liéu va nhin cong.

Chéng han ban ¢6 thé ché tao dao. Thing trude nhéin céng mdi con dao ton

58, gid sit 28, gid dong 18, phi ton linh tinh khdc 28, cong lai 1a 10$.

Thang nay gid nhin cong ting 1én 20%, gid sat ting 1én 10%. gid dong lén

8% thi ban tinh nhu vay:

(5% x 1.2)+ (28x L.+ (1% x 1.08) =15%.16

542+1

Viy nhitng phf ton quan trong ting 1én 16%, nhitng phi ton It vit cling
tang theo ti 1é Ay va gid von mdi con dao ciing ting 1én 16%. Gid von thing trudc
la 10$ thi thing nay 1a 10$ x 116 =115.6

100

i R . £ ) . ' . y . £ gine £ 21
Biét gia von, ban sé dinh lai gid bdn, tuy theo s0 loi ban muon co.

MOi lan thay doi gid bén, ban phai cho cdc nha dai 1§ hay. Ban goi nhimg t&

eidy hodc nhitng tip nho ghi gid madi dé dédn hodc ghim vio muc luc ci.
6
NGUOI BAN HANG
O Au My nghé ban hang la mot nghé thuat phai hoc tap trong lau nam.

C6 ba 16i bén:
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- Lo6i thir nhat 12 dudi khach hang di, tirc 16i cua phan déng cdc hiang cua
hang ca & chg. Ho noi thach gap bén gap nam; néu tra mot gia vua phai thi ho biu
moi, chua ngoa bao: “Tra gid d6 thi ding ¢6 s& mé viao. Mudn idn ctia ngon ma lai

tra re!”.

L6i “vira ban vira la” d6 chi ding duge khi nao s6 cau gap nim gap mudi
s0 cung. Biét bao nha budn cua ta du gip hoi kinh té khung hoang, s6 cung nhiéu
hon s6 cau ma ciing ¢6 thdi dd gan nhu vay. Ho @n néi dam din. Khich mudn coi
mot mon hang thi ho ué oai ding day lﬁ}f nhu buc minh hoac mét nhoc lam. Khéch
tro ra ma khéng mua gi thi ho luom nguyt. Khach mua cho ho u? Ho nhén tién roi

lam thinh, khong mot o1 cam on.
Loi ay da cdao chung tai Au, My tir lau roi.

- Lo1 thir nhi la niém no don tiép khach hang khéo gitt moi ¢, nhung khong
ran “cau” thém nhimng khiach moi. Lo1 nay cing da cdo chung ¢ nudc ngoil ma o

nuoc minh thi chi mér ¢é mot s0 nha budn biét ap dung.

- L6i thir ba I vira gitt khdch hang cii vira tim thém khédch hang méi, “tan
cong” ho, dan du ho mua ctiia minh. Chi ¢6 16i d6 m&i hop thoi, méi gidp cho cua
hing dimg virng dugce trén thuong truedng ma sy canh tranh thoi nay rdo riét hon
het thay nhimg hoat dong khdc cua nhén loai. Hai lan thé chién chi 1a do su tranh

gianh thi trrong vG1 nhau ca, chir ¢6 nguyén do gi khic dau.

Nhung khéng phat muon tan cong khiach hang ra sao cting duge dau. Can

co6 mot nghé thuat, mot khoa hoc va nhiéu dirc tinh.

Nim 1893 6ng John H.Patterson, hoi truong cong ty NationalCash Register

& My thay hing ban méi ngiy mét é: Ong beén di tham hét cdc nha dai 1y, nghién

. £ n - g - £ an - L . £ : i .
-[II Coi cuon * Nhi budn trurde nhirng con s6™ cua Tric Chi, Nha Xuat ban P. Vian Tuom
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ctru tinh hinh vo1 ho va thay nguyén nhéan la tai nhirng ngudt ban hang cho hang

chua duogc huan luyén. Tic thi dng md mét 16p day nhimg ngudi dé biét:
- Nhén xét khéch hang dé dodn nhu céu va tinh tinh cua ho.

- Nhin xét nhing hod vat cua nhimg nhi canh tranh voil hing xem nhtmg

hoa vit ay co wu dieém nao, khuyét diém nao.
- Chiu nghe khach hang néi, hiéu rd ¥y cua ho.
- Roi dan du cho ho thay sur ich loi hofic su can thiét ciia mén hing.

Muon thanh c¢ong, mét ngudi bin hang — nhat 1a nguoi di moi hang — lai

- R6 tam 1y cua cic hang nguoi de thay doir 161 moi chao, tuy ting hang,

) ) - e z - u, - = u, - = # * -
- Ludn luon nha nhan, le phép va kién nhan. Du khiach hang c6 to long buc

tire ma an noi 16 mang thi cing chi nén mim cuoi,
- C6 hoc rong dé ¢o6 theé giao thiép voil mol hang nguoi.

Tt o - e = -:'- . a o e .-':. e ,.
- Hang hai, ty tin. Minh co tin rang mon hang minh ban tot hon nhirng mon
hang khdc thi ngudi khic nghe minh méi tin minh duge. Va mudn tin & mén hang

thi minh phai biét r6 né, tir dic diém dén céch thic ché tao.

- Ngay thang dé duoc 1ong tin cua khich hang. Néu bdn mot mén do khong
dugce tot thi phai cho khdch hing hay nhu vay: “Vi gid ré nén phim c6 kém, tuy

viy ciing tam ding duogc. C6 thir pham tot hon....”.

Dirng bao gi¢o lay cua ngudi ma khong ddp lai. Lay tién cua nguoi ma
khong gitip cho ngudi duoc thém tién nghi thi khéng phai 1a lam thuong mai ma la
P A - A - - - # P s . & -~ - £ "
an cap. Hau hét nhirng cudc do mdu cua nhin loai déu do nguyén nhin: liy ma

khong chi lai.
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Rat it ngudi ¢6 du nhitng dirc ké trén nén ngay ¢ Au, My mi trim ngudi
chuyén di moi hing madi ¢é duge mot hay hai nguoi thanh cong con gia nira phai
nghé thudt va non ntra séng iy lat gua ngay. Nhung ke nao da thanh cong thi kiém
duoc nhiéu tién hon ca vi téng thong Hué Ky va hon ca nhitng dao hdt bong trir

danh ¢ Hollywood.
7
HUAN LUYEN NGUOI BAN HANG

Vi ngudi ban hang anh hudng 1én dén sur thinh suy ctia xi nghiép nén & Au
My, cac xi nghi¢p nho nhirmng nha chuyén mon do xét tim ly va kha nidng cua

nhirng nguoi xin viée ban hang.
Tuyén xong roi lai huan luyén, day cho nhting nguoi do:
- Biét qua loa cac cong viec trong hang .
- Biét 1o nhimng chi tiét vé mbi mén hing va diéu 1¢ budn ban ciia hing,
- Biét kiém nhirng tai li¢u vé strc tiéu thu trong méi ving.

Thudng thudng ngudi gidm doc phong bin hoéi hop hét cdc ngudi ban hing
lai, bao ho ké nhirng thanh céng hoic that bai cua ho dé cung rut kinh nghiém va

cai thién phuong phdp lam viée '

i = = i £ LR : " . o 4
(" ) Ban nén doc thém nhirng cuon : Ngheé ban hang cua Pham Cao Tiang, Thuat dung nguréi cua H.N.

- 3 1 ] u - M [ R o - i o . & d
Casson. Lam sao van kiém 1 khi budn bdn & dm cua H.N Casson. Péu do P, Vin Tuoi xuit béan
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8
TRA CONG CHO NGUOI BAN HANG

Néu nguoi dang tap su thi nguoi dé chua biét kiém khdch hiang diu. Phai
hiéu ndi khé khan ctia nguoi ta va ngoai so luong thing nén dit mot 16i thudmg dé

khuyén khich.

Khi nguoi dé di kiém duge khich hing roi thi nén ding cich tra luong
thang cong voi hoa hong 1a may phan trim s6 hang bian dugc. Néu chi tra lvong
thdng thoi thi ngudi d6é khong hang héi 1am viée. Trai lai néu chi tra hoa hong thi
ngudi dé s& tim cich thau dugc that nhiéu com ming va chiu cho khéch hing

nhing gia re nhat, nhu vay thiét cho ban vi tuy bin dugc nhiéu ma loi thi it.

Nguoi ban hang gioi la nguoi kiém cho ban duge nhiéu com mang ma lai

bén tién mit v&i gid cao nhat hing da dinh.
9
BAN TAI CUA HANG

Ong Wanamaker, mét dai thuong gia & Philadelphie (M§) hoi dau thé ky
nay di cdch mang hin phuong phdp budn bdn c6 dién va vach ra nhirng quy tic

MO sau nay:

* Khidch hang duoc ra vao tu do trong cura hang, khong bi ngudi bin hang

qui;ly rﬁ}f nira. Ai mudn mua thi mua, khong thi thoi.

Quy tiic nay ban cho la thuong qud, nhung & thoi ay cdc hing budn khong
hiéu né, c6 1é ray ming ngudi ban hiang néu dé cho khidch hang coi roi ra ma
khong mua gi. Thanh thi nguoi ban hang phai tan cong khiach hang rio riét qua,

dén noi1 khong al mudn vao mua hang nira.
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* (14 mon hang phai bién ro va gia phai nhat dinh; khong duoc ding chinh

sdch tra gia.

Quy tic nay chua duge thong dung & nudc ta. Nguoi ta thudng con dinh
moét gid cao dé hong gip nhimg khich mua hé ma kiem 161 cho nhiéu. Ho khong

hiéu rang nhu vy loi khong bir hai, vi hai 1&:
- Mat thi gi¢ cho ngudi bdn va ngudi mua.
- Mat moi hang vi ngudi mua chi bi lira mot lan théi.
* Hang tot thi néi tt; néu xau thi phai khéo 1éo cho khédch hang hay.

Khi 6ng Wanamaker dua ra quy tic nay, hét thiy cic nha budn o

Philadelphie cho ong la “d6 ngu” vi theo ho, budn ban phai gian tra quy quyet.

* Néu khdch hang mang hang vé nhi réi ma thay khong vira ¥ thi cir mang

lai tra, tiém s€ hoan lai tién.

Quy tac nay cang bi chi trich kich liét. Cdc hang budn khédc bao nhau: “Dan

ching s& 16t sdt da thang cha Wanamaker”, ring “nhu vy 1 ty tir, chir bubn bdn

* Khdch hang dii giau hay ngheo, khén hay kho thi tiép dai ciing nhu nhau,
khong ninh ké nay, vo 18 vai nguai kia, “dé gid dic biét” cho ba no vi gat gim 6ng

khac.

Mo dau cédc nha canh tranh voi 6ng ché nhao 6ng kich liét, 6ng mac ho, ctr
bén gan theo diing nhitng quy tic trén dé giy thién cam va long tin cua khaich
hiang. Sau ngudi ta thay dng thanh céng qud, khich hang do x6 v6 ctra hang cua
- § W LY = A, e J: r:. :. . o § i L o IE .
Ong. nguol ta bén dung mot cach bat luong de tan cOng Ong, vict bal nd1 xau Ong
trén bdo, bat cac bio khong dugc dang quang cdo cua 6ng va vin dong voi chinh

phu dé dong cua tiém Ong.
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Nhung 6ng van dimg vimg vi duge long tin cia khéich hang va nhitng quy
tic cua ong chﬁng bao lau dugc moi ngudi theo. Vay ban nén nhd: hé duoc khich

hang tin thi nhat dinh thanh c6ng.

10
THUAT BAY HANG CUA HERBERT-N.CASSON
a. Can dinh truoc mot ké hoach.

Néu ban chi ¢6 mot tu kinh ma ¢é nhiéu mon hang madi can bay thi ding
nén bay hét ca mét lan, ma bay vai mén di véi nhau thdi, roi mdi tuan hai lan de
1én bay hét ca mét 1an, ma bay non di vol nhau théi, réi m :

nhitng mon da bay di. bay nhirng mén khac.

Phai lam sao cho noi bat mén hing 1én dé ngudi di qua ctra hing nhan thay
n6 lién. C6 thé dung luat twong phan: Vat cao dat bén canh vat thf;p, vat lom dé bén

canh vat nho, vat tron ¢ bén canh vat vudng, mau do dit bén canh vat xanh...
b. Chi bay nhitng mén ma ban ¢6 thé lay 1am hanh dién.

Dirng bay nhitng hang tam thuong va phai bay cho ding lic, nghia la

nhitng mén ma khéch hang duong can dung.

¢. Nén dung nhirng mau vui troi nhu do, da cam, vang ma tranh nhirng mau
téi nhu den, tim. Mau trang c6 thé ding trong moi trudmg hop. Chi nhitng ngudi
¢6 6c¢ tham my mai thich nhirng mau lgt, thanh nha, nhung ho chi chiém ti s6 2%

khéach hang cua ban thoi.

d. Mén hang dau miia ma minh bay trwde nhitng ctra hang khdc thi thé nao

cing dugce cha y toi lién.
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e. Phai c6 gi dé “nhu” khdch qua duong nghia 14 dé ho chi v dén tu kinh
cua minh; mot vt bat thudng lam cho nguoi ta ngac nhién (ching han mot trdi tdo

lon, do gitra nhirng hiang to lua mau vang). ..
g. Phai lam sao quyén ri duoc khich qua duwdong vo cira hang minh.

Nhimg cua hing lon co thé 1au lau trinh bay mot cudce trién 1am dic biét

hodc bidn mdt mon hang dic bict dé c6 déng ngudl vo col.

h. Néu co theé duoc, nén lgi dung quang cdo cua ngudi khiac. Néu nha san
xudt quang cdo trén bdao chi mot mon hang ma ban c6 trong ti¢m thi ¢6 thé cat to
quang cio dé ma dat o bén canh mén hang trong tu kinh, va viét thém may chir :

BAN O DAY.

i. Dé ¥ dén dnh dén: né phai du sdng (tir 100 dén 1.000 Wat cho mdt thudc
bé ngang ti kinh, tuy noi va tuy mén hang), nhung dirng lam chod mat khdch
hang. Phai giau bong dén di ma 1am no6i bat mén hang 1én. Pimg cho dnh dén

chiéu ra ngoai duong v ich.
Nén bat dén trude thién ha va tit sau thién ha.

J. Mau cua nén, cua “phong” phai thay do1 tuy mon hang va lam no1 bat
mon hang. Nén ding mau sang, lgt lam nén, tranh nhirmmg mau xanh duong, do.

Tim.
k. Khéo diing biéu yét thi, quang céo.

'1|:"| 8 * F - =, P T * A ot v A i s Wy
Can niu gia mon hang, nhung néu nhirng wu diém, dic diém cua mon hiang
lai la dicéu quan trong hon. Muon vay phai tranh dung nhirng tiéng sdao: “tot nhat™,
o K B o rn - i - — A . ,
“ben nhat”, “kieu moi1 nhat”. Phai cho biét: tot o cho nao, bén ra sao, mo1 hon cac

kiéu khac ra sao, tién loi ra sao...

1. Pem doi song vao ti kinh bay hing.
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Nén bay hinh nguwoi, hinh em bé, do6 choi cua em bé, mot bé hoa, mot
nhinh cdy. Mot cira hiang no bay mot hang chai rugu theo doi giac tuyén
(diagonale) cua tu kinh réi cim mét ciy co @ phia trudc. Hang chai do thanh ra

mot doi quan; thé 1a dem sinh khi vao ta kinh.
m. Khéo dan canh.

Nhirng ngudi bdn rong thudng diung thuat nay, ching han ban chén dia,
danh béng d6 dong, ngay & via he, ma lam cho ngudi ta bu lai coi. Mot tiém bén
4o di mua, bay do0 & mét chd va cho x6i nude hoai vio. Chinh H.N.Casson cho bay
mot kiéu médy dun nudc néng trong thung tim, roi dit mot cdi voi o ngoai tu kinh,
khich qua dudng nao cing ¢6 thé viin vdi ma nhin nude néng chay vo thung tim.

Thién ha thich lam.
11
LUAT GIU KHACH HANG CUA HERBERT-N.CASSON

O Au My ngudi ta nhan ring trung binh mdi nim moi cira hing mat khoang
15% khach hang. Danh ring mat khach hang cii thi thém khdch hang mdi, nhung
thém c6 du bir viio mat khdng? Ma du sao, mat mét khdch hang, ciing nhu mat mét
s6 von. Vi du mét khdch hang mua cho ta moi nim duge 10.000$ ta duge 1o
1.000$ tirc 14 nhu mét mét s6 von 1a 2.000$ (trung binh & Au My, canh tranh gay

= - P . - & 5 . A A i
gat, mirc 101 mo1 nam chi vao khoang 5% so von thoi).

Vi vy nghé thuit bin hang 13 1am sao cho khdch hang tré vé véi ta ma
moén hang thi khong tro vé (nghia la khach vira ¥ mén hang, khong dem né tra lai

ta).

Muon vay, ban nén theo hai chuc o1 khuyén dudn day cua H-N.Casson:
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a. Tiép mdi khich hang nhu mét vi khich minh méi téi choi nhi. Dé cho
khich hang duoc thong tha coi ngam, lya chon quyét dinh; dimg cé vé thic giuc

ho mua.

b. Nén nh¢ tén nhimg khach hing quen va goi dung tén ho, chuc tudc cua

ho.

%

¢. Hoi khich hang dé biét ¥y muon cua ho: “Ong can tha nao?Mau g1?...",

Néu khdch hang chua quyét dinh thi trinh bay. gidi thiéu céc kiéu cho ho thay.

d. Nén nh¢ sd thich cua khiach hang, nhu vay to ring minh qui mén ho va

ho ¢6 cam gidc vo cira hang minh nhu vé6 mot nha quen.
oo x - “ o= .~ F a, _.- -~ a # -:.
e. Phai € d§ ca voi nhirng khich hang kho tinh va nhé rang:
“Khach hang bao gio cling ¢6 1y™.

o. N6i thue vé mén hang, dimg bao gid tim cdch gat khdch hiang. Trong
nghé lam an, can nhat 1a dac thanh thyc, Mau do do 10 lang thi dirng bao ring nd
la “mot méi”. Thir mit cho ngudi ta, thiy nguoi ta chua can phai deo kinh thi nén

noi: “Mat ong khong sao ca. Nghi ngoi it 1du thi s€ hét”,
h. Mén hiang phai xing vdi gid cua no.

Tit nhién ta phai bin nhiéu loai hang, loai tot cho nguol co {ién, loat tam
thuong cho ngudi it tien. Nhung mén hang phai ximg véi gid cia né, dimg dé

khéch hang mang vé diing mét hai lan roi phai liéng di.
1. Gt 101 hra.
Da hira giao hang hém nao thi hom dé phai giao.

j. Tang khéch hang mot dic hué bat ngo.
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Do6i vai nhitng khéich hang quen, nén gitt mot mén hang hiém cho ho. Hoic
khi ho dit tré theo thi cho em bé mét chiéc keo, mot tdm hinh. Em ngéi an banh

thi kiém cdi ném cho em ngoi cao lén ma vira tam cdi ban.
k. Tinh gia phai chang.
Dtrng bao gi¢ cho khach hang cam twong rang hg b mua ho, by “cira co”.

1. Khen khéich hang mét tiéng sau khi mua bdn xong, chiang han bao: “Ba

lyra thir haing nay khéo day”. “Ba dem vé dung roi méi thay né bén lam”.

m. Néu khdch hang phan nan va tra lai mén hang thi phai t6 ra vé 18 dé.
Khich hang duong bat binh, néu khéng khéo xir thi nhat dinh 14 s& mat khich.
Phai nha nhin, cham chi nghe ho giang giai. Néu phai chiu thiét mot chit ma git
duoc khich thi rot cude vin 1a ¢6 loi, ma loi nhiéu nira vi khdch hang dugc thoa

man roi, s€ gioi thiéu tiém cua ta cho ban be.
n. Nén lam sao cho ctra hiing thanh mét chd vui.

Vai cua hang 1on ¢ My co6 ca mgt phong tau nhac, mot rap hdt béng cho
khiach hang toi vira mua hang vua giai tri. Nhitng cua hang nho lau ldu ¢ thé trinh

bay mot mon do qui hodc mot giai thuong the thao.

0. Tang mau hang va qui. Chang han nhin mot ngay kv niém nio dé, ting
mot béng hoa cho méi khich hang. Khéch hang dat tré t&i thi ting cho tré mét cdi

bong bong mau, mot hinh mau.
p. Goi thiép hodc thr chiic Tét nhitng khéch hang thuong mua & tiém minh.
q. Lai thim nhing khdch hang tot.

r. Néu nhirng khiach hang tot do cling ban hang nia thi nén mua hang cua

ho.
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s. Nén giao du rong, vé hoi nay hot khiac ¢ trong tinh.

Néu 12 mot hing rat 16n cé thé in mot tap chi ting khédch hang (nhu céc

hang ngoai quéc bdn xing nhot ESSO, SHELL... & Sai Gon).

u. Khi thu tién, phai ¢6 1¢ do. Khdch hang ¢6 thé vi 1 nay hay 18 khdc cham
tra tién. Nhung ta nén tin rang hau hét ho déu muén tra. O Au M¥, thong ké cho
biét ring, so tién khédch hang thiéu ma khong thu lai duge khong trén nira hoic

mot ph?tn tram sO bén.
C. QUANG CAO

Mot cdch dé ban duogce nhiéu 1 ding quang cdo. Chu hing budn nio ciing
chi trong dén viéc ay. hodc ty diéu khién lay hodc giao cho mot phong riéng sap

nhap vao co quan Bin.
1. CONG VIEC QUANG CAO
Cong viéc quang cdo xuat hién theo thir tu dudi day:
1. Thu thap tai liéu vé.

- Hod pham muon bdn (cdch cheé tao ra sao, ¢6 vu diém nio, san xuat duoc

bao nhiéu, gia von bao nhiéu...)
- Nghé nghiép, tim 1y cdc hang khdch hang,
- Ciac mon hang cua nhirng nha canh tranh vo1 ta,
- Tinh hinh va chinh sach lam an cua cac nha ﬁy,

- Két qua vé nhirng cong vigc quang cio tur truoc to1 nay cua hing minh va

hiang nguoi.

2. Pinh cich quang cio

151



http://sachviet.edu.vn

TO CHUC CONG VIEC LAM AN

Cong viéc nay giao cho nha chuyén mon. Nguol nay phat quen vt 161 van

quéng cdo, ¢ nhiéu sdng kién va biét tim 1y khéch hang.

C6 nhiéu cdch quang cdo:

a. Quang cdo chung nghia 13 khéng nham riéng mot khich hang nio, nhu:
- Dén gidy ¢ tuong,
- Dang bao,
- Treo bang,
- Bay hang trong tu kinh ¢ cua tiém,
- Dién thuyét.

Nhiing cdch dy thuong khong gitp ta ban dugce hang ngay, nhung 1am cho

cong ching chu to1 mon hang.

b. Quang cio truc tiép la nham ngay mdt s6 ngudi nao ma minh doan la co

thé mua hing cua minh dugc, roi go1 déu déu cho ho nhirng muc luc, mau hang. ..

Céch nay thuong bin duge, nhung chi mét so it nguoi biét hing cua ching

ta thoi.
2. VAI CACH QUANG CAO

i X A e " # A - oA # # ! i
Ping vé mot phuong dieén khic. ta co the phin biet quang cio ra nhicu loai

nhu sau:

- Khdch quan, nghia la chi trinh bay mén hang mét cich khéo 1éo, h:’:‘ip dan

va dap manh vio 6c nguoi coi hodc nghe dé ho muon mua.
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- Chu quan, nghia la dap vao tinh cam cua khiach hang, chiang han bao rang:
*nguoi lich sy nao cling hat thudc 1d nay™ hodc “dung thu xa bong no thi quan do

cua ba s trang hon quan do nha hang xém™. ..

- Lv luan, nghia la dap vao d6c khich hang bang cich chirng minh ro rang va

gian di nhirng tién lgi ctia mon hang.
3. MUON CO KET QUA

-, * # L i ' i .-f. - - ' e L) & "
Nhung du dung ciach nao thi quang cio muon c6 hiéu qua cting phai cé du 6

diéu kién dudi day:

- Dap manh vao sinh 1y nguot ta, nghia la phai lwa hinh, lua cho, lua lae sao

cho ngudi ta tréng thay hodc nghe thay lién.
- Dap manh vio tam 1y, lam cho ngudi ta hodc ngac nhién, hoic thich, vui.

- Bt nguoi ta cha y toi lau, ¢6 vay nguot ta moi nhé, cho nén phai quang

cdo nhiéu lan.
- Cho nguoi ta tin chic ring moén hang cua minh tot.
- Phai lam cho nguoi ta qua quyét mua hang cua minh.

- Sau cung: diéu kién quan trong nhat 13 phai thanh thuc, dimg bao gi¢ tim

cdch gat khich hang.
4. KE HOACH QUANG CAO
Ké hoach d6 thay déi tuy:

- Ban moi cho ra mon hang, can “tan cong” khach hang hay chi can gitr mot

50 khdch hang cu thoi.

- Quy ciia ban dinh chi tiéu vio viéc quang cdo,
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- Gap lde thuan tién dé quang cdo chua? Khi sap té1 mua ban chay thi ban
nén quang cido manh vi lic ay khach hing ma&i muon mua. Chang han do mua va

du thi nén doi to1 mua mua hay quang cao, sach vo thi do1 to1 mua tu truong.

Khi da dinh mot ké hoach quang cdo roi thi khong nén thay doi né nira, cho

hoat dong dugc nhat tri, ¢6 viy két qua mai nhiéu.
5. KIEM SOAT QUANG CAO
Cong viée nay rat khé. C6 nhiéu cich:

- Céch thir nhat 1a diéu tra, nhu nhiéu hing ¢ Phap, khi goi hang cho ban,
xin ban cho hay ban di thay quang cdo & diu d6, hay chi do ban bé giGi thiéu ma

biét. Dié tra nhu thé thudmg 1au mai c6 két qua.

- Cdch thir nhi Ia quang cdo ma hira ting do6 cho nhirng ddc gia nao chiu cit

miéng giay in quang cio roi goi tra veé hing.

- Sau ciing ban cé thé, trong t& quang cdo, cho mot gid cao hon gid ban mot
chiit, hé khdch hiang ndo hoi mua véi gid ay thi biét ngay 1a ho di doc quang cao

cua ban.
D
NGHIEN CUU THI TRUONG
1. CAN NGHIEN CUU THI TRUONG

Khi phuong tién giao thong con dom so, hod pham chi tiéu thu trong mét
mién nho, thi truong rit hep va cdc nha canh tranh cung it thi su nghién cuu thi

truong khong thanh van dé quan trong.

Trong thé ky trude, nho nhiing tién b cua khoa hoc, sire san xudt tang rat

#* o i " r:. lt 6 " - A o #
manh, su giao thong phat trién rat mau, nhung nguol ta cung chua can nghién cuu

154



http://sachviet.edu.vn

.
il

NGUYEN HIEN LE

thi truong, vi thi trudng ménh méng khic thé gidi ma nha san xuét thi it. Thoi dé
cong viéc gap cua cdc cudng qudc 1a tranh gianh nhau thi truong, dem binh di

chiém dat, gay nhirng cudc dé mau dén bay gio van chua dut.

Qua thé ky nay, cdc nha doanh nghiép ¢ Au MV thay so ngudi canh tranh
rat nhiéu, hod pham qué du nhat 12 trong liic kinh té khing hoang (1929-1930). Va
lai, san xuat cang nhiéu, thi trudmg cang réng thi phai ding nhiéu nha trung gian;
do dé chu xi nghiép khong lién lac truc tiép dugc voi phan déng khich hang,
khong biét ro tha hiéu. nhu cau cua ho ra sao, nén su nghién cuu thy treong hoa ra
khan thiét.

Hién nay khong mot xi nghiép lén nao ¢ Au My khong ¢é phong riéng dé

nghién ctru thi trudng.
2.MUC bICH
Muc dich cua su nghién ciru thi truong la:

- Biét nhu cau, thi hiéu, théi quen. suc tieu thy cua khach hang, va cua

nhitng ngudi ¢ thé thanh khéch hang.

- Bét cach lam an cua cdc nha muon canh tranh voi ta, hod pham cua ho, gia

nhitng hod pham fi}'.
- Biét nhirng ngudi trung gian giira ta va khdach hang.

Phai biét nhing dicu ay ro1 moi lap duege mot churong trinh san xuat, cung
& - - =, By = L - L l{ P f:- * T & 8 :'.
chinh siach ban hang, sau cting dinh gia ban. Gia ay khong thé qua cao vi ¢6 nhi€u

ngudi canh tranh voi ta, nhung ciing khong nén qud thap ma thiét cho ta.

3. CAC THU THI TRUONG

155



http://sachviet.edu.vn

TO CHUC CONG VIEC LAM AN

* Thi truong 1Y thuyét ¢ trong mot mién nao 12 s6 ngudi cir theo 1y ra thi ¢6

thé ding hod vét cua ta.

Vi dy thi truedng 1y thuyét vé ludi dao cao & mét mién 1a hét thay nhimng

nguoi dan dng trong mién tir dudi 20 tuoi dén trén 60 tuoi.
Thi truong d6 gom cé:
- Nhitng ngudi mua dao cao cua ta,
- Nhimg ngudi mua dao cao cua cdc nhi canh tranh voi ta.
- Nhitng nguoi khong ding dao cao nhung ¢é thé mét ngiy kia sé dung ti.

* Thi trvong hién thoi 1a nhitng ngudl mua dao cao cua ta va cua cdc nha

canh tranh von ta.

* Thi truong hy vong 1a so khich hiang ma ta hy vong c6 thé thu vé dugc

nhd mét phuong phip hoat dong dic lye.

Thi trudong ay gom nhirng nguot khiach hing hién thot cua ta, mot s6 khach
hing cua nhirng hing canh tranh vo1 ta va mot s0 nguoi ¢6 thé dung da cao ma

chua dung.

* Thi trrong tuong lai trong mot thoi han nio 1a s6 khédch hang ta sé ¢ sau
thoi gian dy. S6 d6 ¢6 thé 16n hon thj truong hién tai néu cong viée cla ta thinh

virgng ma ciing cé thé kém $O nity néu cong viéc ctia ta suy bai.
4. NGHIEN CUU THI TRUONG LUC NAO?

Ngudi ta thudng nhén ring trung binh 10 nam thi khéch hang thay d6i han,
nghia la bao nhieu khach hang cua ban nam 1964 to1 nam 1974 sé khong mua cua

ban ntra.
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Cho nén nhiéu nguoi khuyén cir 5 ndm phai nghién ciru ky lai thy truong

mot lan.
Ngoai ra cling nén nghién ctru moéi khi:
- S:z'ip tung ra thi trrong mot hoa vat moi,
- Mudn 1am nhiéu quang cdo,
- Mubn tang von dé khuéch truong xi nghiép.
- Mu6n biét vi I& gi ma hang bdn it chay.
5. NGHIEN CUU NHUNG GI?
Muon nghién ciru ki thi nén xét du nhimg diém dudi day:
a. Nghién ctru hod pham
- Chit cua no,
- Céach trinh bay no,
- Nhan hiéu,
- Céich dung,
- Thoi han san xuat va giao hing,
- Cach go1 hang,
- Gid bdn,
- Nhimng hoa phfim tuong tu voi nd hoac thay thé né duoc.

b. Nghién ciru nguoi tiéu thu
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- Nhimg dic diém vé ngudi tiéu thy; sitc mua cua ho hién nay va sau nay,
- Tai sao ho mua?

- Ho diing hod pham bao lau thi thay?

- Mdi ldn ho mua bao nhiéu?

- Bao lau ho mua mot lan?

- Mua ¢ dau?

- Mua vao thiang nao, lic nao?

¢. Nghién ciru cdch phin phét hod pham

- Bén tryc tiép cho nguoi tiéu thuy,

- Bén s1,

- Ban l¢,

- Diing nhiéu dai 1y hay it?

d. Nghién ciru cich cic nha canh tranh

- Céc nha 4y & nhimg mién nao, dem bén & dau?

- Ho san xuat dugc bao nhiéu?

- Ho bin duoc bao nhiéu?

- So sdnh hod pham cua ho véi cua ta vé pham va gid.
- So sanh thot han giao hang cua ho voi cua ta,

- Céch thire bin cua ho ra sao?
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- Tinh hinh tai chinh cua ho,
- Chinh sach lam an cua ho.
- Co thé lién két voi ho dugce khong?

Cong viéc ay phai giao cho nhirng nhii chuyén moén nhung chinh nguoi chi

phai chi huy.

Néu khong phai la mot céng vige nghién ciru toan dién cir ndm nam maot lan
thi ban nén vach rd6 muc dich dé chu y dén nhirng diém nao lién quan vor muc dich

do théu.

Ch::ing han ban ty hoi nhiing ciu nay:

- Ta c6 theo kip nhitng nha canh tranh véi ta khong?

- Co nén quang cdo manh lén khong?

- C6 nén khuéch truong thi truong, ban thém ¢ nhitng mién nao nita khong?

- C6 nén cho ra thir hang nao khong?

- Nén bin truc tiép hay nén giao cho céc nha dai 1y?

- Co nén bot vai mon hang nao hay khong?

- C6 nén thay doi céch trinh bay mén hang khong?
6. XEM XET CAC TAI LIEU

Khi nghién curu phai:

- Xem xét cdc tai liéu, cdc bang thong ké.

- Diéu tra khdch hang.
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Xem xét cdc thi liéu dé biét:

- Tinh hinh kinh té trong nudc hay trén thé gidi, stre tiéu thu va ¥ mudn tiéu

thu cia khidch hang.

- Tinh hinh chung vé xi nghiép cua ta va cic nha canh tranh voi ta. Stce tiéu

thu dwong tang hay giam?
- Stre san xuadt tong cong ting hay giam?
- Tinh hinh nd1 bo cua ta.
C6 nhitng thong ké biéu cho ta biét:
a. Dén s6 trong mot mién.
- Cdc hang din,
- §6 cdc gia dinh,
~ S6 thué danh vio loi tirc,
- S0 tién gdi & quy tiét kiém,
- S6 xe hoi diing trong mién (dé biét din giau hay ngheo)
- Luong thg.
b. Strc san xuét vé méi mén hang ¢ trong mieén.
- Tinh hinh thwong mai trong mién.

Nhirng théng ké biéu dé thuong cua chinh phu, cidc phong thuwong mai, cac
tap chi chuyén mon. O nudc ta (va ngay ca ¢ Phép ciing vay) so thong ké biéu con
it. nén cdch nghién ctru thi trudng bang théng ké biéu chua ap dung dugc. Nhung

it nhat ta cling phai biét ding thong ké biéu cta hing dé thay ro tinh hinh néi bo.
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7. DIEU TRA KHACH HANG
CoOng viec nay rat can thiét; ma doanh nghiép nao cling nén lam
Khi diéu tra, phai xét nhirng diém sau nay:
- Muc dich cudc diéu tra,
- Dinh céch thire diéu tra,
- Diéu tra ngudi tiéu thu:
Pinh trudce ciu hoi
Dinh mién sé diéu tra
Lua nguoi sé diéu tra
Lua va luyén nguoi di diéu tra
- Diéu tra cdc dai 1y,
- Xem xét két qua dé két luan roi dinh chinh sach lam an.
8. CACH PIEU TRA

- Hoi thang ngay khéch hang. Cich nay c6 lgi 1a lya duge ngudi ma minh

muon hoi,

- Goi thu cho khach hang ma minh di kiém dugc dia chi. Cach nay khéng
ton tién ma hoi duge nhiéu ngudi, nhung rét it khi ho tra 1i va nén dé phong, cé

nhitng ké khong thuc tha, muon phd minh choi va tra 16i khong ding nhu ho nghi.

Viy chi nén lya chon cich dé khi minh biét chic ring nguoi sé b di€u tra

¢O thién cam vo1 minh hodc thay lgi cho ho néu ho tra 161 minh.
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Néu ho khong tra 1ot thi cung dung voi két luan rang ho thd o hodac khong

bang long ta.

- M6t cich nita 1a cho ngudi dimg ngay tai ché ban r6i do nhimg phan ting

cua khéch hang, tuoi cua ho, giai cap cua ho...
9. PIEU TRA NGUOI TIEU THU

Phai nghi trude nhitng ciu s& dem ra hoi r6i thi nghiém xem nhing ciu ay
dit c6 khéo khong, khach hing cé hiéu rdé ¥ muodn cua ta khéng, C6 khi chi thay

doi loi dat cau hol ma céu tra 101 khiac nhau rat xa.
Dirng nén hoi qua 10 ciu. Bay, tim cdu la vua.

¥

Moi ciu phai dit cdch nio cho khidch hing cé thé tra 1oi van tat bang “cé’

hay “khong™.
Céu hoi phai dat theo mot thar tu tir nhién.

Khi hoi, nén do xét thdi dé cua khach hang: ho tra 1oi hap tap hay la suy

nghi ky truoce khi tra 1017 Ho ¢6 vui ve khong? Ho o hang nao trong xd hoi? ...
Du¢i day 1a nhimg ciu hol ma ciac nha doanh nghiép thuong dung:
- Ong (hodc ba) ding nhin hiéu nio?
- Ong ludn ludn ding nhan hiéu dé khong?
- Bao ldu 6ng mau mét lan?
- Moi lan 6ng mau bao nhiéu?
- Ong mua dé dung vao viéc gi?

- Khi nio 6ng dung tdi no?
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- Theo 6ng, nhin hiéu nao tot nhat? Ré nhat? Dep nhat?
- Tai sao ong dung nhan hi¢u ﬁ}f?
- Ong ¢6 phan nan vé mot vai nhan hiéu nao d6 khong?
- Ong mua ¢ dau?

10. LUA MIEN

5 & L a " ] - - ] :lq,-. ¥ o= e .:'., o~ & 1
Khi thi nghiém va sura déi nhirng ciu hoi roi1, mai lva chon mién sé diéu tra

va nguol sé bi dicu tra.
Tat nhién la phai luva nhirng noi nao ¢6 nhicu nguot ticu thu.

Vi du diéu tra vé sirc tiéu thu ludi dao cao thi lya cic chiu thanh, ding vé
nhi qué; diéu tra trong chiu thanh Sai Gon-Chg Lén nén Iyra mot khu ¢o nhiéu lao

dong, mot khu cé nhieu nha buén, mot khu co6 nhiéu cong chire...

Muon dicu tra ¢ khép Nam Viét thi diéu tra & Sai Gon, Cho Ldn, vai tinh

mi¢n Déng, vai tinh mién Tay.
11. LUA NGUOI

Thudng thi phai diéu tra nguoi dung mon hang nhung cting ¢6 khi nén dicu
tra nhitng ngudi khong ding mén hang ma chi mua théi. Nhu ca vat 12 do cua dan
ong ma o Phdp chinh 1a cac ba ndi tro di lya va mua cho chéng: cho nén dicu tra

ve ca vat thi phai phong van cdc ba.
Phai dé y dén nhirng yéu to sau nay vi ¢6 thé anh huong dén sirc mua hang:
- Dan 6ng hay dan ba,

- Tudi,

163



http://sachviet.edu.vn

TO CHUC CONG VIEC LAM AN

- Giai cép trong xa hoi,
- Giau hay ngheéo,
- Nghé nghiép,
- Da lap gia dinh chua?
- Noi o,
- Ton gilao.
Vi dy mudn lya 3.000 nguoi dé diéu tra vé mot thyc phfim thi ban chia ra:
a. Mién Sai Gon — Cho Lén 1.500 ngudi
Trong s6 d6 c6 500 dan 6ng
750 dan ba 1.500

250 con nit

Dan 6ng ting lop glau 80 nguoi

Din 6ng tang 16p trung binh 170 nguoi 500
Dan 6ng tang 16p nghéo 250 nguon

Dan ba tang 16p gidu 125 nguoi

Din ba tang 16p trung binh 250 nguoi 750
Pan ba tang 16p nghéo 375 nguoi
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Con nit tang 1ép giau 40 tre
Con nit tang 16p trung binh 85 tre 250
Con nit tang 16p nghéo 125 tre
b. Mién Déng 700 ngudi
c. Mién Tay 800 nguai

Vé moi mién dé ban ciing nén phén phat theo ti 1é trén kia, nghia la: dan

Ong 1/3

Pan ba 1/2

Con nit 1/6
Dan 6ng tang 16p giau 1/6
Dan 6ng tang 16p trung binh 1/3
Dan 6ng tang 16p ngheo 1/2

Dén ba, con nit cling vay

12. HUAN LUYEN NGUOI DI DPIEU TRA
Phai tap cho ho nhtrng durce tinh:
- Vui vé, nhéa nhén.

- Kién nhan.
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- Hiéu tim 1y nguoi.

- Khong c¢6 thanh kién.
- Di dimg chinh té.

- C6 luong tam.

Bit ho:

H# i a s w -~ . - & & - 1 & r -
- Go1 vé hing moi ngay nhirng ciu tra lo1 dé kiém sodt xem ho co di€u tra

khong.

- Ghi tén va dia chi cua ngudi bi phong van:; néu ngudi dé khong chiu cho
biét tén ho, dia chi it nhét ciing phai ghi hinh ding, tudi tic réi do la chd ¢ dé sau

nay sé kiém.
13. PIEU TRA CAC NHA DAILY
Ban ¢6 thé hoi cdc nha dai ly ve:
- Céch bdn cua cdc nha canh tranh,
- Cach quang cdo cua ciac nha nay,
- 86 16 cua ho,
- S6 hoa héng ho dé cho dai 1y,
- Bao lau ho giao hiing mot lan.
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14
NGHIEN CUU KET QUA

Khi da thu thap, du tai liéu roi, ban so sanh nhirng cdu tra 161, loai bo nhting

- R - " R o ) s A = ~ A A 2
cdu vo ly, khong dung dugc, roi vé nhirng do biéu cho de trong thay can phai thay
doi chinh sdach san xuat, budn bdn cua ban ra sao, phai huong né vé con dudng

nao?...
TOM TAT
* Cong viée thuong mai co:
- Mua,
- Ban,
- Quing cdo,
- Vi nghién ciru thi truong.

. - Ay PR A a - X o | . iy n " "
* Mua duogc cua tot va re 1a mot nghé thuat can nhiéu kinh nghiém va c¢o du

tai liéu, nén cong viéc mua phai giao cho nhitng ngudi dac luc va ddng tin cay.

#* Cong vige ban con quan trong hon ntra vi ban chim ma san xuat cang

nhiéu thi cang mau chét.

Phai huén luyén ngudi ban hang, tra cong ho kha cao va cho ho hoa hong
veé 0 hang bdn. Moi khach hing quan trong nén ¢6 mot the hodc mdt so0 riéng. Cac

cong viée goi hang, giao toa hang, toa tién hang. .. déu phai td chirc ky ludng.

#* Cong viéc quang cdo nén giao cho mét nhia chuyén mon; ho thu thap tii

ligu. 1ap chinh sich quang cdo vi dinh chuong trinh ciing cong viée.
Cén kiém sodt xem cong vi¢e quang cdo co két qua khong.
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* Su canh tranh trén thuong truong quang cdo rdao riét thi su nghién ciru thi

truong cing can thiét.

Phai nghién ctru thi truong nim nim mét lan va trude khi 1am nhiéu quang

¢ao hodc cho ra mot hoa phﬁm mal.
Phai nghién cuu:
- Hod pham,
- Neguoi téu thuy,
- Cdch phén phét hod pham,
- Cac nha canh tranh vai ta.

Ta c6 thé nghién ctru trong céc bang thong ké cua chinh phu, cua hing, cia

cdc co quan kinh té va dieu tra vé nguoti tiéu thu va cic nha dai 1y,

Diéu tra Ia ca mot nghé thuat. Phai khéo Iya cdu hoi, Iya mién, lya nguoi dé
hot, huan luyén nguoi di dieu tra, kiém sodt cong viéc cua ho, sau cung vé hang lai

phai so sanh, lya két qua réi mai dung no dugc.
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CHUONG IX

CONG VIEC AN NINH XA HOI

A. Nhan vién

—

. Lya va tuyén nhén vién.

)

2. Huan luyén nhén vién.
3. S0 nhian vién va theé nhin vién.

4. Chi huy va kiém sodt nhan vién.

hn

. Tra cong.
6. Dicu kién dé 1am viéc.
7. To giao keéo lam viéc.
B. Ban xi héi — ban y té - ban an ninh
|. Nghiép doan.
2. Cong viée xd hoi, y té, an ninh.
Co guan an ninh va xa hoi ¢o ba nganh:
- Nhin vién.
- Cobng viéc an ninh cho nhén vién

L]

- CoOng viéc gilr gin cua cal.

169



http://sachviet.edu.vn

TO CHUC CONG VIEC LAM AN

A.NHAN VIEN
1. LUA VA TUYEN NHAN VIEN

Hoi 1870 mét danh tudng Phap néi: “Nguoi 1a dung cu thi nhat dé danh

tran”’. Ta clng co6 thé noi: “Ngudi 1a dung cu thir nhat dé san xuat™.

A X n 8k £ - ¥ - . o -
Van de la lya nguol rat quan trong. Ban thu tuong tugng ¢o6 mot car may
gid hang triéu dong, chi vé ¥ mot chiit 1a ¢6 thé hu hong, phai giri qua bén My moi
sira duge, ma ban tiéc tién, muén mot ngudi thg do cho coi may thi d6 cé phai 1a

vé ¥ thirc khong?

Trudce khi tuyén mét ngudi tho chuyén mon, phai dinh nhirng kha ning ma

hang thg d6 phai . Chang han, ban s& xét nhitng phuong tién:
* Thong minh
- Hiéu nhanh vio buc nao: mau, trung binh, cham.
- C6 sdng kien vio buc nio: nhiéu, trung binh, it.
- C6 ky tinh viio buc nao: nhiéu, trung binh, it.
- Biét chid v vao buc nao: nhiéu, trung binh, it.
* Tinh tinh
- Neay thang viio buc nio,
- Dang tin cdy viao buc nao,
- C6 nghi lye vao buce niao,
- Tur tin vao burc nao.

= Pac luc
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- Vé nghé nghiép vao hang: gioi, trung binh, do.
- Céch lam vi¢c : nhanh, trung binh, cham
: can than, binh thuong, cau tha.
- Biét chi huy vao buc nao?
- Biét hop tac vao buc nao?
_ C6 tinh than doan két vio buc nao?
- Déi véi ngudi trén ra sao: 18 phép, lanh dam, vé I¢,
- Déi véi nguot duol ra sao: vul ve, lanh dam, quau quo.

Vé moi diém ay, ban dinh trude: it nhat ngudi the phai viao hang nio moi
dung dugc: réi khi o nguol td1 xin viée, ban xem nguoi do ¢o da dicu kién can

thiét khong?

Ong Baumgarten trong cudn Psychologie et factteur humain dans
Pentreprise khuyén ta khi giao viéc chi huy mét phong gidy, mét xuong cho ai thi

nén xét xem nguoi doé ¢6 nhitng tai nang nay khong:
- Biét ty ddt minh viao quan diém cua nguoi.

- C6 tinh than khdch quan nghia Ia sy vt ra sao thi nhan thay viy, khong c6

Ac thién I¢ch, hep hoi ma cling khéng qud da cam,
- Tu tin, biét minh mudn cdi gi, khéng thuong déi v,
- Bi¢t quyét dinh, cuong L]uyfrt,
- Co sdng kién, lpil dung duge hoan canh,

- Can dam, vui vé lanh triach nhiém, khong d6 16i cho ké khic.
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Con néu can thu ky thi ban nén lga mot nguot cham chi, kién tam, ¢6 thu

tir, can than, can ki¢m, biét lo xa. Hang nhur vay thudng om., it giao du.

Tréi lai, nhirng ngudi gioi ban hang, giao thiép nhiéu, thudng tron, map,

vui tinh, ¢6 é¢ thue té nhung thiéu dire can kiém va that tha.

O Au My van dé tuyén ngudi da duge nghién ctru rat k. Méi hiang ching
nhtrng lap nhirng bang ¢6 du ciu hoi nhu trén dé xét thg ma con nhd nhirng nhi
chuyén mén vé khoa tdm 1§ vi hudng nghiép do xét tim 1y va kha niang cta moi

nguot the.

2. HUAN LUYEN NHAN VIEN

It khi lya dugc ngudi hoian toan nén hing nao cliing phai huan luyén thém

nhan vién.

Trong cudn t6 chirc viéc 1am theo khoa hoc toi dd ban vé nhimg 16p day
nghé; & déy toi chi xin nhic lai ring ngudi chi huy can phai tim 1y nguoi dudi dé
diéu khién ho. Trong cdc truong hoc, mon tdm 1y thue hanh chua dugc day, vay xi

nghi¢p phai dao tao lay ngudi chi huy, lap nhung lop day ho vé khoa tim 1y.
Chuong trinh d6 sé ¢6 nhime diém sau nay:
* Biét nguoi
- Su quan trong cua khoa tam ly trong nha mdy,
- Céch do xét tam ly,
* Chi huy

- Kha néng dé lam viéc,
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- Kha ning can cho méi nghé,

- St giao thiép gitra ban dong nghiép, ke trén, ngudi dudi

- Nguoi chu Ia mot nguoi chi huy,

- Ngudi cha 1a mét 6ng toa, mét nhia gido, mot nguoi khich 1€.
# Tu thin

- Nguoi chu phai lam guong cho nguoi dudi,

- Biét phan céng cho hop 1y

- Biét suy nghi

- Chén gid tr1 cua ngudi chu,

Bat ky cudn sdch nao day khoa td chirc ciing phan nan rang so ngudi cd
bing cﬁp thi rat nhicu ma s6 nguoi cé kha ning chi huy thi rat it. Ca trong nhimg
truomg cao dang chuyén mén, ngudi ta ciing chi day khoa hoc ma tuyét nhién
khong chi cho sinh vién khoa tim 1y cling phuong phép t6 chire, thinh thir vién k¥
sir mdi ra truong bd ngd, thay sy hoc trong trudng va ngoai doi khéc nhau xa qué

va phai dd dim lay trong nam sdu nim méi ¢6 duge it nhiéu kinh nghiém.
3. SO NHAN VIEN VA THE NHAN VIEN
# §6 nhén vién

Khi tuyén mét nhdn vién, ban ghi ngay tén ho nguoi dé vio mot cudn so
theo thir tu thoi gian, ngudi vo trude thi ghi trude, ngudi vo sau thi ghi sau, moi

nguol co mot sO nhur trong s6 hoc sinh cic truong.
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Trang bén trai ghi tén ho, tuoi, cho ¢, tinh trang gia dinh. Trang bén phai
ghi nhirng hang ma nguoi ay da gidp viéc, nhimg cbéng viéc cua nguoi ay, ngay

vao lam, ngay thoi lam, va tai sao thoi lam.
* The nhén vién

- i gy L) - L ' & 4m - A g ®, oyt . A L -
Moi nhéan vién nén c6 mot the riéng viét ca hai mat theo kiéu sau diay. Pan

Ong ding mot mau, dan ba dung mot mau khéc.

Thé nhan vién (mat trudce)

§ §-1 1 ([ [ Ngay sanh ............

Enaehl s nn i Noisanh ..o

Poc thian — Cé vg - Co chﬁ‘mg — Goia — Ly di

Cuoi hoiic ly dingay  thdng nam o
Vo chét ngay thing nam o
Con cdi Sanh
Hoc o
diu
Tran hodc
Tén gdl Ngiy |thing | nam lam gi
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Hoc ¢ déau

Bang cap

Biét nhirng nghé gi

Theé nhan vién (mat sau)

Nhap ngu

Huy churong

Trudc lam o dau ? Lam g1?

Ngoai nghé nghiép ra, con lam gi nira khong?

Tén vo

Vo lam gi

Cong vige lam trong hang

Ngay

thing

nam

e

viéc

Linh tinh: strc khoe, tinh tinh...
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4. CHI HUY VA KIEM SOAT NHAN VIEN

Ong Pasdermajdian khuyén ban:

- Réng giir thg. Mdi ngudi th tw ¥ xin thdi 1a rat hai cho hing vi phai mat

cong kiém thg mai ro1 huan luyén ho.

Vay nén ghi hét nhirng vu xin thot cung nguyén nhéan (lvong it, doi dai

khong tir té, khoéng c6 twong lai...) dé tim cdch cai thién tinh thé.

* Rdng ding nhirng tii dic biét cua nhin vién. Moi ngudi thudmg cé thé
lam dugc ba bon cong viéc khiac nhau. Néu mot nguoi thu ky thich may méc thi
cho thay ay phuong tién hoc mdy réi giao cho cong viée sira cdc mdy trong phong
giay.

* Chi sin mot ngudi phu dé thay thé ngudi chinh trong mdi cong viée.

* Gdy tinh than doan két trong hing bing cdch tiép xic voi cdc nhin vién.

* Tim cach kiém sodt cong viéc cua nhin vién ma khéng lam mat long ho.

Loi canh chirng hoai nhén vién la mot 161 lam that nhan tam.

To61 nho thot Phiap thuoe, ¢ S¢ Cong Chianh Sar Gon ¢6 mot vién ky su
Phdp néi tiéng la dir v kho tinh, nhé mon. Y khéng muon cho ngudi nao & dudi
quyuf“:n y duoc ngo6i khong mét phiit. Di khoéng ¢6 viée gi lam ciing phai lam bg
lang xang cho hét gio, kéo y la. Ma méi lan y la la dap ban, quat thdo, dén dong

nghiép Phap cua y cung khong chiu noi,

176



http://sachviet.edu.vn

.
il

NGUYEN HIEN LE

Y tuyén mét ngudi thu ky ddnh, méi dau cho thay ta ngoi chung véi nhitng
thr ky khdc. Sau y so thay lam biéng, bit thiy ngdi & trong phong y, dé coi chirng.

Dugc may hém y thay vdy on qud, kho lam viec duge, lai cho thay ta ra ngoai.

Nhung y muon thay phai lam viéc suot ngay; moi lan khong nghe tiéng
dinh mady la y hét: “Danh mdy! Khéng c6 cong viée u?” Roi y kiém nhirng s0 sach

cii bit thay ta danh lai!

Hét thay cdc nhin vién trong s& déu odn ghét y va thay no chju khéng noi
thdi d6, ¢6 1an phan khing lai: “Mdt vién k¥ su ngdi khong thi khong ai biét, con
mot ngudi danh mdy ma ngdi khong thi nguoi ta biét lién. To6i tra mdy cho dng.
Ong kiém ngudi khédc”. Sau ngay Nhit dao chdnh ¢ Sai Gon, vién ky su d6 bi vii

nhén vién Cong Chéanh quat bang gin va danh gay hai chiéc xuong suon.

Chinh séch coi thuong nguoi lam c¢ong nhu mot tén no 1é ay, khong hop
thoi chiit ndo. Ban dimg dung ké ké ¢ bén nhin vién hodc rinh trdm ho. Cir tinh
trudc cong viée, giao cho ho du lam trong mot thoi gian roi thinh thoang kiém sodt

cong viec.

3 # :\ -~ o~ 8 ;' T & -:". .:. s k]
* Phai khuyen khich thg noi thang nhirng diéu bat man cho ban hay, diung
am tham gitr trong 1ong. Nén hoa nha xét 101 kéu nai cua ho, ty dat ban vao dia vi

ho va nho ciu: “Ky so bat duc, vit thi w nhan™

* Rong rdi vé tién nong khong du dé dugc long thg dau. Phai thyc tha cham
soc to1 ho, xét diéu kién lam viéc cta ho chir dirng linh dam, moi lin di ngang cho
ho lam thi chap tay sau lung, khong them ngé ai ca. Ho ¢6 16i thi ray ho, ho con
thich hon 14 thai do lanh lung do.
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5. TRA CONG

Trong cuon To chire cong viée theo khoa hoc ton da chi nhiéu cich tra cong.
Moi cdch co lgi riéeng nhung hau hét déu ric roi. d4p dung ¢ nuoc ta khong dugc vi

thg minh it hoc, khéng biét tinh todn va do d6 dé nghi ngo 1ong ngay thing cua ta.

Ong E. Lantier trong cuén Pour bien mener uneentreprise chi cdach sau nay

hoi dé tinh, c6 thé dung dugc néu ban muon khuyén khich su lam viéc cua tho.

Chiang han ban nhan thay ring mot nguoi the trung binh méi ngay lam 8

210 thi dot dugc 600 cii xoong lom hoac 800 cii xoong nho va dn cOng 485.

Ban dinh véi ho ring tién cong ay chia lam hai phan: mét phan nhat dinh 1a
24% mbi ngay 8 gio 1am viée (mdi ngay 3%$a), mot phan thay doi tuy theo sire lam
viéc nhidu hay it. Chi dot dugc 600 cai xoong lon thi dugc 24S nira: lam it hon )

d6 thi lanh it hon, 1am nhiéu hon thi lanh nhiéu hon.
Vay mot nguot the lam trong 8 10 duge 600 cail xoong 1dn thi lanh du:

248 tién cong nhat dinh véi 24$ tién cong thay doi. cong la 48$ nhu hoi

trirdre.

Neéu trong 8 g1o chi duge 500 car xoong lon thi tién cong la:

8 gidr lam viéce 245%
600 cai xoong dugc 24%
500 cii xoong dugc 24% x5
6 = 20%

Cong la 448
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Néu trong 8 gio lam dugce 800 cdi xoong 1o thi tién cong la:
8 gidr lam viéc 245

800 cdi xoong 245 x 8

Cong la 565

Nhu vay tat tho mudn lam cho mau dé lanh nhiéu tién, ma pham sé& kém. Ban

bao ho:

Lam nhanh thi lanh duoe nhiéu tién. Nhung phai 1am can than. Tir trude toi
nay anh em lam 100 cdi xoong thi trung binh hong 5 cai. T nay tro di cling vay,
néu 100 cdi md hong 5 cdi thi téi khong rit lwong; trdi lai anh em 1am voi qud ma
hong nhiéu, ching han hong 12 cdi thi t6i phai rit luong vé 7 cdi sau dé, nghia 1a
anh em dot duoe 100 cdi thi t6i chi ké ¢6 100-7=93 cdi théi. Su that chi ¢6 88 cai

diing duge, nhung 5 cdi xoong hu kia thi vé phéan toi chju.

Néu anh em 12m can than, hong it, chiing han 100 c4i hong 2 cdi thi téi tra thém

cho anh em 3 céi nua
(5-2=3)
Muén cho cong bang, ban lai thuong nhirng ngudi lam lau ndm va it nghi
Thi du:
Lam trén 1 nam lién tiép thi tién cong duoc thém 2%
Lam trén 3 nam lién tiép thi tién cong dwge thém 3%

Lam trén 5 nam lién tiép thi tién cong duge thém 4%
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Suot thdng khéng nghi ngity nao thi duoc thém 3%
Sudt thdng nghi 1 bubi duge thém 2%
Suot thang nghi tu hai budi trg 1én, khong duge thuéng

Néu tinh nhu viy thi t& luong cta ngudi the ¢é thé theo kiéu sau diy: (coi

trang sau)

Céch ay khd cong binh tuy con hoi ric roi, nhung tho hiéu ndi va chi dp dung it

thdng 12 ho quen. N6 ¢6 loi 1a kich thich thg 1am mau ma khéng cau tha.

Trude kia ¢6 ké cudi thang méi tra cong ; nay nhiéu xi nghiép nua thang hodc
mdi tudn tra mdt lan.Mudn rit bot cong viée cho ké todn, ta c6 thé giira thing hay

cudi tuan tra phong chirng roi cuoi thing mai tinh kv ma tra cho ding

DPa&i vai nhin vién chi huy thi ban nén cho ho chia loi cua hing. Loi do dugc dp
dung trong nhiéu xi nghiép Au My, két qua rat tot. Nho d6é ma gitra cdc nhin vién
co tinh than doan két, nguoi lam cong co cam tudéng la duge lam chu phan nao, sy

ciach biét gitra ho va chu bot di.

Nén ¢6 mot hop thu dé bat ky nhan vién nio cé ¥ gi hay thi viét roi bo vio hop.
Ngudi ndo ¢6 sdng kién gitip cho hing thinh vugng thi nén thuéng mot céch ximg
ding, cho ho huong mot phan 10 (do sdng kién d6 gy ra ) trong vii nim. Chang
han nho sing kién ctia thg A ma ta rit phi ton moi nam dugc 10.000$ thi nén chia
l¢i cho thg 4y mdi nam 2.000$ hay 2.5008 trong ba naim. Ngudi nio ¢6 sdng kién

nhung chua dp dung duoc thi ciing nén khuyén khich

BENE | Wi THaRE s s
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Xoong
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Tong cong

Cong

Léanh

4,420 |3.960 [ 150 140 102

40% 30% % | Thuong | Phat 35
71 198

1765.8 | 11858 | 288.2 59%.4 | 2065
+ - 470%.4
Lam lau
nam 3%
ltnghi 2% 28%.6
Téng -
cong 499%.0
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6. DIEU KIEN DE LAM VIEC

* Bat ddc di mai phai bt thg 1am thém gir vi nguoi ta nghiém thay rang tdi

hom trude tho phai lam thém gid thi sdng hom sau site san xuét sut di trong thay.

* Cong viéc nao mét nhoc hodc dé chan thi cir mdi gid nén cho thy nghi 5-

10 phit; strc san xuat s& ting chit khong giam diu

i N % A s - " A = " - o
* Cho moi nguoi the duge thuong thay doi cong viéc moi ngay hodc moi

tuan thay mot lan

* Mubn cho phong du anh sdng thi bé mit chung cua cédc ctra phong phai
bang mot phan tu bé mat can phong. Ching han mot phong dai 6 thudce, rong 4
thudic, bé mit 14 24 thude vudng, thi bé miit cédc ctra ron g lai phai la 24/4=6 thuodc

vudng. Cho lam viéc khong duge cich xa mét cira téi qua 6 thude.
7. TO GIAO KEO LAM VIEC
Khi lap to giao kéo, nén theo nhimg nguyén tic sau nay:
- Ké rd tén hai bén: chu va no
- Dinh r& bon phén, trach nhiém ctia méi bén.
- Dinh 1 s6 luong.
- Cho biét thei han cua giao keo la bao lau,
- Néu c6 su tranh tung thi toa 4n ndo méi c6 quyen xur.

Khi lap to giao kéo c6 tinh cdch chung cho mot nhém ngudi thi hé mot

ngudi trong nhém khong lam tron phan su i ca nhém phai chiu trach nhiém lay.
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B
BAN XA HOI-BAN Y TE-BAN AN NINH
1. NGHIEP DOAN

Ché d6 nghiép doan rat ¢6 lgi vi da cai thién doi song cho the thuyén, do dé

lam tang ning luc san xudt cua ho dé nhin loai dugce hudng chung.

Nghi¢p doan khong nén nham muc dich gidp riéng cho thg hoac cho chu -
nhu vay chi gdy thém su tranh dau gitra hai giai cap — ma nén lam lgi cho ca doi

bén bing cédch gitip chu hiéu the, thg hiéu chu va dung hoi quyén lgi ca hai.
2. CONG VIEC XA HOI VA AN NINH

Ngudi chu nén dich than tréng ném céng viéc xd hoi nhung ngoai van dé
an ninh, vy té thi nén dé thog quan ly lf;j," hop tic xd, phong doc sach, sin van
dong... Nguoi chu chi gidp tién cho ho thdi, nhu vay ho méi thay duge tu do,

khong ¢6 cam tudng ring chi lam phuée cho ho va ho phai mang on chi.

A s ; - i n v . & " f
Ve cach t6 chire ban xa hoi, ban y té, ban an ninh, xin doc gia coi trong

cuén To chire cong vi¢c theo khoa hoc. T61 chi xin nhic lai rﬁng:

Theo théng ké biéu cta cong ty bao hiém thi nim 1938 & Phdp c6 toi
2.000.000 tai nan trong khi lam viéc, 1am cho thg thuyén phai nghi trén 4 ngay,
trong s6 dé ¢6 non 2.000 tai nan nguy tdi tanh mang. Con nhimg tai nan nho, thg
phai nghi mot vai ngay thi khong thﬁy ké trong bang nhung chic chin 1a nhiéu

lam.

Ban thir twéng tugng trong mot nim nude Phap thiét mang mat 8 triéu cong
tho nghia 1a mét 6 tién 8.000.000 x 400 = 32.000.000 quan (lwong mét the trung

binh 1 400 quan mot ngay), ay la chwa ké tién thuoc thang cho nan nhén. Néu tinh
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moi phi ton vé nhirng tai nan nho thi so thiét hai tat gap doéi, gap ba, khoang 10 ti

quan, hoic 1 ti dong bac héi d6 (1938).

O nudce ta ti 0 tai nan chac cao hon nhiéu, va sy thiét hai rat quan trong,
nén ban phai kiem hét cich dé phong tai nan, ra chi thi ro ring cho tho trianh tai

nan va thuong kiém sodt ho.

Moi khi ¢6 tai nan, nén tim nguyén nhin roi ké thiét hai. cho vio mot ho so

rieng dé dung lam tai licu.

Sau ciing nén diét sy phung phi vé nguyén liéu, thuéng nhirng ngudi tho
nao tim dwgce cach tiét kiem nguyén li¢u, vat dung. C6 khi chi nho vay ma ta ha

gid von va gid bdn xuéng duge 5 phan 100 day.
TOM TAT

* Thot nay xi nghiép chi khic nhau vé phurong dién nguoi thoi, con vé may

moc vi phuong phdp 1am viée thi xi nghiép nio ciing ¢é thé nhu nhau duoc.

Vi vay van dé lya va tuyén nhian vién la mot van dé quan trong vao buc
nhat. Lya roi lai phai huan luyén thém ho. Nén cich tra cong cho ho thay rang sy

thinh vugng cua xi nghiép co6 loi cho ho.

Modi nhin vién nén cé mét thé vang ghi hét thay nhitng diéu cé thé gitip ban

hiéu vé tinh tinh, kha ning cta ho.

* Nghiép doan khong nén c¢6 muc dich guip riéng cho thg hodc chu ma nén
lam lgi cho ca hai bén bang céch dung hoa quyén lgi cua hai gidi, gitp ho hiéu lan

nhau.

* Phai kiém hét cdch dé phong tai nan vi giam nhitng phung phi trong
hing. C6 khi chi tim céch tiét kiém nguyén li¢u, vat dung ma mét xi nghiép cé thé

ha gid von va thinh 1én dugec.
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CHUONG X
TO CHUC LAI MOT XI NGHIEP
1. Ban phii doc thém nhiéu sich.
2. Khi to chire lai.
a. Lira luc nao hang it vigce.
b. Giao cho mét nha chuyén mon.
¢. Nghién ciru sy to chirc duong dp dung.
d. Lap moét chuong trinh lam vige.
e. Tién lan lan.
Bén diéu kién dé thanh cong:
a. Phai kién tam.
b. Phai ¢6 nhiéu tién.
c. Phai hiéu tAm 1y nguoi gitip viéc.
d. Phai ngay thiang va thanh tim giip d& ngudi khic.
1. PHAI DOC THEM NHIEU SACH

Trong chin chuong trén td1 da ké nhing quy tic chinh dé to chie sdu co
quan cua mot xi nghi¢p. T61 néi quy téc chinh vi toi1 chua di sdu vao chi tiét. Muon
hicu biet thém ban phai doc nhiéu sdch ntra. Khoa to chire moi xuat hién khoang

nua thé ky nay ma phat trién rat mau. Pa cé hang ngan cudn siach viét vé no, hang
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van ban diéu tran nghién ctru né va hang chuc tap chi truyén bd né.' Nhu vay ban
du hiéu trong 230 trang giay toi khong thé ké hét nhimg diéu ban can biét vé mon

ay dugc.
2. KHI TO CHUC LAI

Doc hét cuon nay chac co ban muon té chuc lai xi nghiép cua minh. Xin

cdc ban a4y nh¢ nhirng diéu nay:

a. Phai hra khi nao hang it cong viéc ma t6 chirc lai: lic dé ban mai ¢o thi

210 dé suy nghi, nhin vién mai ¢6 thé lam thém viéc dugce.

Vi td chire lai la thém mot viéc, lam xdo tron ca trat tu cua hing trong mot
thoi gian lau: trong thdi gian t6 chire lai van phai tiép tuc dung phuong phép cii
cho hiing chay déu déu, ma lai phai thi nghiém thém phuong phdp mdi, ¢6 khi trdi

han voi phuong phép cil.

b. Néu su nghiép cua ban Ién nén giao céng viée to chire lai cho mét nha

) ) }\ -Ih # 1
chuyén mon ve khoa to chue.

T6i khoéng biét hién nay sinh vién du hoc & Phdp di cé ai dé ¥ nghién ciru
khoa ay chura; con & trong nude thi chiic chin chwa c6é nha chuyén moén nio. Ngay
& Phép ciing khé kiém dugc mét nha to chire vi ngudi dé phai cé mot st hoc khd
cao dé hiéu duoc qua loa moi nganh hoat déng trong cdc xi nghiép, phai hoc mon
to chire trong vai nam rdi thue hanh trong ndm, mudi ndm tai nhiéu xi nghiép khic
nhau, lai phai doc rat nhiéu sdch bdo vé mén iy dé khoi lac hiu, Nhat 1a ngudi ay
phai hiéu tim 1y dé dung lam phat 1ong ai, va c¢6 nhiéu luong tri, mot tinh than
khoa hoc vimng vang dé biét tuy nghi dp dung cdc quy tic vio nhitng trudng hop

dac bigt.

(' )y Nam 1926 nguwdi ta di 1ip & Phdp mot “ Uy hdi van quoc” dé nghién ciru khoa td chire. Mdi nude lai
lip riéng mdt Uy hoi quoc gia, O Phip ay hdi nay 12 Comite National de 1’Organisation Francaise
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Chi nhirng nha chuyén mon nhur vay ma khong ¢ trong xi nghiép cua ban
mdi biét duge hét nhimg khuyét diém trong céch t6 chirc cua ban. Nhung lic méi
dau, ban va vién gidm déc cua hing phat chi cho nguoti ay biét cong viée cua mdi
phong, roi huéng dan ho, theo ddi hoat dong ctia ho. Nhirng chi thi ho mai dua ra

ban phai phé chuan roi méi dem thi hanh.

c¢. Phai nghién ctru su to6 chire duong dp dung dé xem nén sira doi diém nao,

nén gitr diém nao vi t6 chue lai khong phai la nhat thiét pha hét cdi cu di.

d. Phai lap mot chuong trinh hianh dong nghia la vach rd6 muc dich muon
dat duoc, quyét dinh viéc nao gap phai lam trudce, bo nhitng viéc vo ich hodc ton

tien khong thé thi hanh duoc.

ay oA - :'. -, :-_ [} [ ;. LY , = -il. ¥ L] J-.'r 5
d. Nén tién lan lan. Nén to chire trrée hét nganh nao de to chuae lai. nhat 1a

¢6 nhirng nhin vién tin ¢ minh, hoan nghénh cong viéc cua minh.

To chue xong nganh ay roi moéi qua nganh khiac va nhirng nhin vién nganh

ay da hiéu it nhiéu phwong phdp t6 chirc roi, s& gitp ta mot cich dic Iyc.
e.Ong Bertrand Thompson khuyén nén tuan tu 1am nhitng viéc sau nay:
- Phiin tich cich sﬁp dat may moc,
- Nghién ctru cdch sap dat trong kho,
- Nghién ciru cdc gidy to,
- Nghién ctru cédc hod pham,
- Nghién ctru cdch tinh gid von.

Khi lam xong nhitng cong viéc do roi mai tim cach to chire lai xi nghiép.

(") O Phép c6 bureau Robert Satet & Paris 1am c6 vin vé viin dé 1t chire cho cde nha doanh nghiép

188



http://sachviet.edu.vn

.
il

NGUYEN HIEN LE

3. BON PIEU KIEN DE THANH CONG
a. Phai kién tim. Vi t6 chire lai mot xi nghiép 16m c6 khi mat t&i ba nam.

b. Phai ¢6 nhiéu tién. Muon mua may maoi, phai co tien. Mudn chuan by,
kiem soat cong viee, phai thém giay to, ¢6 khi thém nguoi, nghia 1a phai ton tién.
Muon cho noi lam viéc dugc rong rii, mat me hon, cting phai co tién. Muon tang

lwong cho the cung phai co tién.

Thiéu tién khong sao té chire lai duge. Nhung ban sé thu hoi nhitng phi ton

dé mot cach nhanh chéng vi stre san xuat cua hing co thé ting 1én gap dé1 gip ba.

¢. Phai hicu tim ly nguol gitdp viéc. Nhian vién thudng ghét su t6 chie lai

- Ho phai bo théi quen lam viée ciia ho di ma hét thay ching ta nhat 12

i i B . # A * A w - L _1: L T
nhirng nguol trén tr tuan, ghet sy thay dol, no lam mat sur an tinh cua ta.

- Ho ngo rﬁng td chire lai 1a bét ho lam thém nhiéu viéc ma ching cé loi gi

cho ho, chi d¢é lam giau thém cho 6ng chu.

Vay ban phai dan du cho ho thay rang to chic lai 14 loi cho ca doi bén vi
san xudt ting 1én thi ho cling dugce ting luong va t6 chire khong phai 1a bit ho 1am

viéc qud sire dau, trai lai, 14 lam cho cong viéc nhe bat di ma dugce nhiéu hiéu qua.

.1' ) * A, l J':. . # - S + h { F o -:- :'- b & :
Dan du cho nhan vién hiéu minh, tin minh la diéu rat khé va rat can vi thiéu
sur hop tac cua ho, ban sé khong lam duge gi hét; ho sé pha ngam cong vicée cua
ban. Cho nén ban va nha chuyén moén to chirc phai rat khéo xur va thau tam 1y timg

nguoi.

d. Muon cho nhén vién tin ban thi phai ngay thang va thanh tim giip do
ho.Da hira ting luong thi phai giit 161, dimg bao gid nuéi cdi ¥ t6 chire lai dé béc

-

1oL,
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T61 xin nhac ban mot lan nua:

Yéu to quan trong nhat trong sy san Xuat khong phai la phuong phip, cling
khong phai mdy mée ma chinh 1a con ngudi. C6 phuong phdp tot ma ngudi khong
chiu dp dung thi ciing v6 ich. C6 mdy mdc tot ma nguoi khong biét diéu khién thi
ciing vo dung. Viy duge long nguoi cong sy van la diéu kién cot yéu. Va co khi

nao chi nghi to1 lgi cua minh, quén han lgi cua nguor ma dugc long nguol khong?
Taylor da nor:

“T6 chiic khong phai 1a mét van dé san xuat, ciing khong phai 1a mét cdch
dé tang san xuat. N6 khong phai 12 mot phuong phiap mai vé ké todn dé tinh o1d
von, ciing khong phai 1a mét 16i mdi dé tra cong. N6 khong phai 1a mét céch thirc
lam viec, mot phép do thot gio lam viec va nghién ctru cu dong (...). Khong, to
chirc khong phai 1a nhitng cdi d6. N6 1a mot sy cai cdch hoan toan trong tinh than

cua tho va cua chu kia™.
4 X
Png the,

Ban phai cai cich 6¢ ban di da, cai cdch 16i suy nghi dé 1am viée ¢6 phuong
phép hon, nhat 1a cai cdch nhén sinh quan cua ban: Song khong phai 1a dé de bep

ngudi khdc ma 1a dé gidp nhitng nguai khic song.

O dau cuon nay t6i da ndi xi nghiép la mot t6 chire ¢6 muyc dich tim lgi ich

chung: ich lgi cho nguoi tiéu thuy, cho nguoi lam cong, cho chu.

Hé ban gitip ich cho ngudi tiéu thy vh ngudi cong su vai minh thi xi nghiép

cua ban tu nhién phat dat.

C6 tinh than ay roi, ban hiy t6 chirc lai hing va chi ¢6 tinh than ay thi doc

cudn ma ban mai thay loi.
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TOM TAT
* Khi to chire lai mét xi nghiép, phai:
- Lua lic nao it cong vigce nhat,

- Giao c¢bng viéc cho mot nha chuyén moén ¢ ngoai, nhung phai hudng dan

ho lic dau va theo doi hoat dong cua ho.

- Nghién ctru sy td chirc duong dp dung dé sira doi chir khéng phai 1a nhat

thiét phai pha hét cdi ci di.

- Lap mét chuong trinh 1am viéc: Muc dich la gi? Viéc nao lam trudc? Viéc

nao khong can lam?...

" :| % }. 1-« i:| ] " = :h " § o F o -
- Tién hanh lan lan; t6 chire lal co quan nay roi moi to1 co quan khac. Lua
- 'I. i'li W * = - ! =~ Pl o L =i -, - ",
co quan nao deé to chuc lar va co nhieu nhan vién tin ¢ ban, hoan nghénh cong vigc

cua ban ma té chite trude.
* Muon thinh cong phai:
- Kién tam,
- C6 nhiéu tién,

- Hieéu tim 1y nguoi giap viéc, khéo dan du ho, cho ho dirng ngo ta t6 chuce

dé béc 16t ho.
- Ngay thing v thanh tim gitip d& nguoi khic.
SACH PE THAM KHAO

Ngoai nhting sich da ké ¢ cuoi cuon T6 chire cong viée theo khoa hoc, ban

nén doc thém nhirng cudn nay:
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Tén sach

Tac gia

Nha xuat ban

Pour bien mener une entreprise
Partager ou périr

Le tablcau de bord du chef d

entreprise
Au bureau comme a 1'atelier

Creation, organisation et direction

des usines

Vers le bien étre et le paix sociale
Le mémento de | organisateur

Le chef

Psychologie et facteur humain dn I’

entreprise

Causes de déperditiondans

I’'entreprise et I'exploitation

Principes modernes d’ organisation

iadustrielle et commerciale
La sélection pratique du pérsomel

L  Organisation du  travail

intellectuel dans les affaires

Pour tirer le meilleur parti des

E. Lantier
(sirone

Satet

Satet

E. Mattern

E. Mattern

H. Pasdermadjian

A. Carrard

Fr. Baumgarten

A. Carrard

J. Péthoud

H. Spreng

Albin Michel

Dunod

-nt-

Delachaux

Et Niestle

-N t_
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atfaires
Vendre

Comment réuissir dans

commerce
La statistique commerciale

Vendez par correspondance

L’ étude rationnelle du marche

La direction commerciale des

J. Delestrade
votre E. Lewis

J.L.M Biscayart

G. Lebrun

P. Donzallar
M. Rittenberg
R. Lengele

R. Laengie

Guy le Prat

Dunod

-nt-

Efficience
Delmas

Dunod

Tap chi
France Efficience

Travail et maitrise

Nhitng sich nio khong ké tén nha xuat ban thi hoi ¢: France Efficience- 94

St. Lazare Paris 9e hodc: Comite National de 1'Organisation francaise 57 rue De

Babylone- Paris

PHU LUC

BANG POI CHIEU TU NGU'
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Tir cii diing trong sdch
Thong diép
Tdach cich
Khai thuy
An ninh
Buu chinh (S6)
Cai
Cam nhong
Co
Com- ming
Chap chiéu phdt minh
Chinh phu
Chu ban
Chu phong, chu su
Pia chanh (So)
Déc cong
Gia Na Dai

Gial cap

Tir ngir diing hién rai
Thong tu
Tinh cach
Ban déu, dau tién
An toan
Buu dién
Truong nhom
Xe tai
Tem
Don dit hang
Bang phit minh
Nha nuoc
Truong ban
Truong phong
bo dac
Quan doc, Truong phong
Ca- Na- Pa

Tang lop
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Giao kéo Hop dong
Giao su Gido vién
Gidm doc phong ké todn K¢ todn truong,

Truong phong tai vu

Hat bong Phim

Hoa xa Tau hoa

Hoa vat, Hoa phfun San pham, hing ho4
Hin von G6p von, Hop tic von
Két Qui

Kip E- kip

Maiy todn, mdy ké todn Maiy tinh

Nir khan hg Nir y td

Nghiép doan Cong doan

Ngudi géc cong Bao vé

Pham Chat lugng

Phan pht Phén phoi

Phong gidy Viin phong

Quan toa Tham phan
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Tai xé

Tuy phai
Tho

Thué doan

Thu khé

Xép
Xép kip
Yét thi (Bién)

Truc kinh

Lai xe, Bac tai
Van thu, Giao lién
Cong nhin
Thué hai quan
Phong luu trit
Chai lo
Thu truong
Truong kip
Chi dan (Bang )

Duong kinh
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