
QUAN TRI THdfi GIAN 
ITS. TRAN THj THANH THUYH 

Quan trj thdi gian (QTTG) la sy nhan thue 
dung ve vai trd ciia thdi gian ddi vdi ddi 
hgudi va td ehure; va viee nghien curu, 

van dung cac bien phap su dung thdi gian mdt 
each ehu ddng, ed mue dich, ed ke hoach, 
nhIm nang cao hieu qua sur dung thdi gian. 

6uqc rut lai, sua chua, giai thich, bd sung them 
(vdi mdt phan cai gia phai tra, tat nhien, ed ea 
sy hao tdn them thdi gian). 

- Lien tue vdi tdc dp khdng ddi: thdi gian 
chay lien tue, khdng ngCmg nghi, nhumg khi nd 
hdi tu vdi cac yeu td khac thi nd la thdi diem va 

chat lupng edng viee va eude sdng ndi chung. eon ngudi dung thdi diem de tach doan thdi 
Nhu vay, thdi gian khi dupe quan trj se dupe gian khi md ta cudc sdng. Hon the nCra, khi thdi 

su dung mdt each ehu ddng hon, ed mue dich eo ket hpp vdi cac ye'u td khac va cd the t^o 
djnh trude va kiem soat dupe. nen nhung thay ddi quan trpng va tieh eye, nd 

Thdi gian la mdt yeu td tu nhien nhung dupe dupe gpi la thien thdi. Thdi gian chay theo each 
su dung bdi eon ngudi, vi vay mang nhCng dac rieng, ngoai tam kiem soat hay y mudn cua loai 
tamg rieng so vdi nhieu yeu td ty nhien khac, ngudi. Tuy nhien, tdc dp trdi cua thdi gian lai 

dupe cam nhan la khi nhanh, khi cham tuy theo 
cam tinh ciia con ngudi, nhat la ngudi sir dung. 
Chinh vi thdi gian trdi nhanh, khdng ehd dpi ai 
nen rat nhieu phat kien cuia loai ngudi lien quan 
den cai thien tdc dd. 

- Mang tinh mdt ehieu: ngan ngOf Trung 
Qude cd eau "thdi gian bat tai lai" - thdi gian trdi 
di la mat, khdng trd lai cho du cac khudn ciia 
thdi gian nhu eae budi trong ngay, cac tiet trong 
nam... van lap lai. 

- Thudc ve mpi ngudi: thdi gian khdng ciia 
rieng mdt ai. Tuy nhien, khdng cd chu sd hCru 
tap the ddi vdi thdi gian cho nen nd khdng the 

do la: 
- Tdn tai khach quan: thdi gian khdng chju 

tac ddng ciia cac yeu td khac, ke ea eon ngudi, 
khdng gidng eae yeu td ty nhien nhu khdng khi, 
nhi^t dp... ma pham chat, chat lupng bj anh 
hurdng bdi Idi sdng ciia loai ngudi. Tinh khach 
quan euia thdi gian cdn dupe hieu theo each nd 
ddi xijr vdi loai ngudi. Cd the ndi, thdi gian khach 
quan va edng bIng ddi vdi tat ea mpi ngudi, cho 
du ed sy khac biet ve mau da, dp tudi, gidi tinh, 
dan tdc... hay thur b§c trong td churc va xa hdi. 

- Hiem: Cac Mae tumg cho ring, mpi sy tiet 
ki^m suy cho eung la tiet kiem ve thdi gian. Thdi 
gian la mdt yeu td hiem tarde het vi du thdi gian dupe phan phdi lai neu mdt ai dd cam thay 
cd the gan vdi vd han, vd eung va vTnh hang, 
nhumg khi gin vdi ngudi su dung nd trd thanh 
huru han. Thdi gian mang tinh hiem edn bdi 
khdng ed gi ed the thay the dupe. Cac yeu td 
khac eua ty nhien ed the durpe eon ngudi tao ra 
ehi tor thdi gian. Thdi gian trdi di la mat ludn, 
khdng sinh ra Ian thu hai, khdng lay lai dupe; 
trong khi, du hanh ddng da dupe thyc hien, vat 
da dupe trao di hay Idi ndi da phat ra ed the 

(*) Hpc vien Hanh chinh 

khdng cdng bang ve dieu nay. Mpi ngudi binh 
ding ve cP hdi trong tuyen bd sd huru va quyet 
djnh each thuc sijr dung loai ngudn lye nay. 

- Gia trj cua thdi gian phu thudc vao chu the 
su dung: thdi gian trdi di vd nghTa hay day y 
nghTa; thdi gian tao ra tien bae, uy tin, niem tin, 
hay lam mat di nhumg thur dd?... Tat ca dd ehi la 
Id'i ndi tupng trumg vi gia trj thyc cua thdi gian 
phu thudc vao ngudi sir dung nd. Khi Ld Tan -
mdtnha van ndi tieng Trung Qud'c dupe khen la 
thien t^i, dng tra Idi khiem tdn ring: "Tdi ed tai 
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gi dau, tdi chi dung thdi gian ma ngudi khac 
udng ca phe vao viee dpe sach va hpe tap ma 
thdi". Do vay, nhCing ngudi khdn ngoan, ehu 
ddng, cd tinh ty chii cao tim each su dung va 
tan dung thdi gian, trong khi nhCing ngudi ludi 
nhae, bj ddng, va cd tinh phu thudc ddi khi phai 
tim ra each de "giet thdi gian". 

Tai sao phai QTTG? 
- Con ngudi, vdi de phan tieh, thdi td md, 

kha nang so sanh va danh gia, nen cd rat nhieu 
ude mo, hoai bao va ke hoach. Tuy nhien, con 
ngudi lai cd rat it thdi gian. Khoang thdi gian 
mdi nam, mdi thang, mdi tuan va mdi ngay eua 
mpi ngudi la nhu nhau, vi du la 24 gid/ngay, 
nhumg nhCing viee eae ca nhan mudn lam hay 
phai lam, nang lye va y mudn lam nhung viee 
dd eung nhu mure dp hai Idng ciia mdi ca nhan 
rat khac nhau trong khi thdi gian khdng ngumg 
trdi. Xa hdi cang hien dai, mpi khia canh ciia 
cudc sdng cang hien dai, nhat la vdi sy hd trp 
eua cdng nghe cao, eon ngudi cang cd xu 
hudng ude mo nhieu hon, ddi hdi cao hon. Bdi 
vay, eon ngudi cd xu hudng ngay cang trd nen 
ban rdn hPn. Vi vay, QTTG la each de sir dung 
nd mdt each td't nhat nham dat dupe mure dp 
thda man cao nhat. 

- Thdi gian quye't djnh sy thanh - bai, nen ed 
cau 'Ihdi gian la tien bae" - theo nghTa qui nhu 
bae va tao ra tien bae. Thdi gian tham chi quye't 
djnh sy sdng - edn theo nghTa bdng ddi vdi td 
ehuifc khi khiing hoang xuat hien va theo nghTa 
den ddi vdi eon ngudi khi eae van de sue khde 
va sinh mang nay sinh. Va, nhu tren da ndi, thdi 
gian edn ed the hdi tu vdi cac yeu td khac de 
tao nen thdi eo. Bdi vay, QTTG cho phep chung 
ta danh gia, lya ehpn thdi diem hanh ddng phu 
hpp nhat. 

- Hieu qua sii dung thdi gian la mdt thudc do 
eua nang lye va hieu qua cua ca nhan va td 
chuc. Thdi gian qui bau va it di nhu vay nen 
phan nhieu cac phat kien kT thuat, edng nghe 
lien quan den viee nit ngIn thdi gian van hanh 
va tao ra san pham de keo dai thdi gian tan 
hudng ket qua ciia edng viee, sy kien va ndi 
chung la eua eude sdng. Tien bd edng nghe la 
mdt phan ciia nang lye thda man nhu eau ciia 

con ngudi ve toe dp, ve sy tan dung thdi gian 
sdng. Cd the ndi: cang kiem soat tdt dupe thdi 
gian, cang chii ddng hon trong eude sdng,va 
cdng viee. QTTG, do vay, giup nang cao nang 
lye va hieu qua eOa ea nhan va td churc. 

- Cach thure va qua trinh QTTG cho phep 
khIng djnh, xae nhan nhan thure ve thdi gian 
nhu mdt ngudn vd'n, mdt khoan dau tu cho 
tuong lai. 

- Cd hai thai cue cua suir dung thdi gian la 
eye nhan rdi (thua) va cue ban rdn (thieu). 
QTTG lien quan den eae kT thuat, bien phap 
phdng tranh cac "cue" thieu hoac thCra thdi gian 
nhIm giup tim kiem su can bIng. 

Mue tieu ciia QTTG 
QTTG giup: (1) nhan thuire dung ve thdi gian; 

(2) nhan thuire dung ve mong mudn va thyc te; 
(3) ed mdt loi sdng va lam viee chii ddng, cd ke 
hoach va (4) xae djnh dupfe eae nd lye va sy 
sang tao can thiet de vupt qua cac gidi han ve 
thdi gian. Nhd dd, chung ta: 

- Tan dung dupe tdi da thdi gian. 
- Nhan dien va tan dung dupe eae thdi co. 
- Thyc hien dupe nhufng mue tieu, nhiem vu 

chii chd't. 
- Tranh 6uqc tinh trang qua tai edng viee. 
- Duqc hudng su can bIng eude sdng, ed 

tam trang binh tTnh, thoai mai... 
Cac nguyen t ic djnh hudng su dung thdi 

gian mdt each ed hieu qua 
1. Quan diem ve thdi gian cang dung 

din va rd rang, hieu qua su dung cang cao. 
2. Quy trpng thdi gian. 
3. Sii dung ed mue dich djnh trude. 
4. Theo thur ty. 
5. Cd uru tien. 
6. Cd thdi han eu the. 
7. Ket hpp giCira tuan thu va linh hoat 

trong van dung ke hoach thdi gian. 
Cac kT thuat QTTG eo ban can thiet ddi vdi 

eae nha quan ly edng 
QTTG ddi hdi cac kT thuat khac nhau ddi vdi 

eae chii the khac nhau. Quan ly hanh ehinh nha 
nude (QLHCNN) cd nhung nhiem vu mang tinh 
dac thu. Nd van hanh trong bdi canh ed nhi/ng 
ap luc rat dac biet nhu khan hiem ngudn lye so 
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vdi khdi lupng va ban chat nhiem vu, vi du nhu 
chi tieu edng tur thue va eae ngudn tu thu khdng 
nhat thiet tang hoac tang khdng kjp so vdi mure 
dp tang nhu eau cua edng dan. Nd hoat ddng vi 
Ipi ich edng, eua nhan dan. Thdi gian cdng 
bIng ve "sd lupng va chat lupng" ddi vdi QLHC
NN nhu ddi vdi eae khu vyc khac, nhumg dan tri, 
nhu eau va thach thure tim ra bIng ehurng de tin 
cay vao Chinh phii ciia cdng dan eung nhu sy 
Idn manh khdng ngumg cua cac khu vyc khac, 
dac biet la khu vyc tu nhan, da day QLHCNN 
vao mdt eude canh tranh khdng khoan nhupng 
vdi chinh minh va vdi cac khu vyc khac. QTTG 
la mdt kT nang quan trpng ed the giup QLHCNN 
dat dupe mue tieu, tao dung duqc hinh anh va 
niem tin trong edng chung - ddi tupng phuc vu 
quan trpng nhat ciia QLHCNN. 

He thdng eae kT thuat QTTG cd rat nhieu. 
Tuy nhien, de tao ra dupe ket qua nhu mong 
mudn, QTTG ddi hdi sy ap dung ddng bd (mdt 
sd dupe liet ke dudi day), trong dd cd nhumg kT 
thuat cdn dang d giai doan thi diem trong he 
thd'ng QLHCNN nhu ap dung cP che khoan va 
ap dung he thd'ng quan ly chat lupng theo tieu 
chuan TCVN ISO-9001: 2000. Tat nhien, thyc 
hipn QTTG eung can nhung dieu kien nhat djnh 
nhu vai trd lam guong cua eae nha quan ly, nhat 
la nhung nha quan ly cao nhat trong td churc. 

Mdt sd kT thuat QTTG eu the gdm ed: 
- Xae (Jnh tdt mue tieu, nhat la mue tieu lau dai. 
- Lap ke hoach lam viee va danh mue 

"nhung viee can lam". 
- Xae djnh thdi diem lam viee td't nhat ciia 

minh (trong ngay, tuan va trong thang). 
- Tap trung nd lye cao nhat cho edng viee 

quan trpng nhat. 
- Xae djnh rd vj tri va nhu eau ban than trong 

cac quan he nhan su noi lam viee. 
- Phan edng edng viee va uiy quyen hpp ly. 
- Suir dung td't trp li, thu ki, dpi ngu hd trp... 
- Giai quye't td't cdng tac giay td. 
- To chuc hdi hpp hieu qua. 
- Bd tri, sip xep noi lam viee mdt each khoa hpc. 
- Hpc each ddi phd vcS nhung yeu td gay nhilu. 
- Hpe each ndi khdng khi can thiet. 
- Tan dung cac tien bd khoa hpe, edng nghe... 

- Nghi ngoi thda dang. 
Ban rdn ed ve nhu dang trd thanh dau hidu 

dien hinh ciia nhung ngudi lam viee hdm nay, 
dac biet la cac nha quan ly. Tuy nhien, b|n 
dung luc, dung each la mdt phan cua nang luc 
tao dyng hinh anh va uy tin ddi vdi mdi ngudi. 

Ban chat eOa QTTG gin vdi viee td chde lao 
ddng mdt each khoa hpe tren nen quT thdi gian 
ciia ca nhan va td ehure. Do vay, kT nang nay 
can nhan dupe sy quan tam va dau tu binh 
ding vdi cac kT nang khac trong quan ly Q 
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