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QUAN TRI THO1 GIAN M o

UNIVERSITY

Noi dung trinh bay

1. Nhirng hiéu biét co ban vé thai gian

2. Xac dinh hiéu qua viéc s&r dung thoi gian

3. Giai phap loai bé viéc st dung thoi gian khéng
hiéu qua

4. Lam viéc thong minh hon

Thiét 13p ké hoach quan ly thoi gian

6. Cong cy dién t dé€ quan ly thei gian

G
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QUAN TRI THO1 GIAN m o

UNIVERSITY

Két qua dat dwoc

* C6 kha nang tim dwoc nhirng cdng viéc lam mat
tho&i gian cOa ban than

* Co6 thé xac dinh myc tiéu va lap ké hoach hop ly

* Hiéu rd va ap dung hiéu qua cac cng cu trong
quan ly thoi gian
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1. NHO'NG HIEU BIET CO BAN VE THOI GIANM o

UNIVERSITY

1. Cac khai niém

* Quan ly va t8 ch’c cdng viéc = Quan ly thoi gian

* Quan ly thoi gian = Quan ly ban than

= Quan ly thei gian 13 tim cach st dung tét nhat
thoi gian cba ban than va cba nhirng nguoi thudc
tham quyén quan ly d€ dat hiéu qua trong cdng viéc
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1. NHO'NG HIEU BIET CO BAN VE THOI GIANM e

UNIVERSITY

2.Pac diém cua thoi gian:

* Thoi gian la “*dan chd”

* Moi nguoi déu 6 24 gio/ngay

* Thei gian khéng thé dvoc lvu triy

+ Khéng thé mua thoi gian

* Théi gian 1a mét ngudn lyc cé gia tri va han ché
* Thei gian s& dung la bao nhiéu tuy BAN
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2. Tai sao phai quan ly thoi gian

* Thoi gian la vang bac, 1a bi quyét thanh céng

* GiUp giam stress, tao cam hirng trong cong viéc va
cudc sdng

+ Cai thién chat lvong céng viéc
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1. NHUNG HIEU BIET CO' BAN VE THOI GIANM oy
UNIVERSITY

3. Phan biét hiéu suit va hiéu qua

Hiéu qua Hiéu suat
Effectiveness Efficiency
Y nghia -Lalam dong nhiém vy, - Lalam viéc theo cch t8i
hoan thanh cac hoat vu nhét (nhanh nhat hodc it
déng va dat duorc cac t8n kém nhat). Céng viéc
muc tiéu thyc hién cé thé la khdng

-La so sanh k&t qua dat  “dung” nhung duoc thyc
duvoc véimuc tiéu déra  hién mot cach t6i vu.
- La so sanh két qua dat
duoc voi chi phibé ra

(Doing the right thing) (Do the thing right)

Dinh hvéng né lyc No Yes
DBinh hvéng quy trinh - No Yes
DBinh hvéng myctiéu  Yes Yes
Pinh hudng thoi gian  No Yes
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1. NHONG HIEU BIET CO' BAN VE THOI GIANM o
UNIVERSITY

3. Phan biét hiéu suit va hiéu qua (tt)

+ Hiéu suat tap trung vao quy trinh, phvong tién dé
thyc hién cong viéc

* Hiéu qua tap trung vao viéc dat myc tiéu cudi
cung.
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4. Cac diém can cha y

+ Nhanh lén KHONG PHAI la cau tra 1&i cho viéc
quan ly thoi gian

+ Khéng ai c6 thé lam tat ca cac céng viéc va khéng
ai ¢6 thé thyc hién hiéu qua nhiéu cdng viéc cing
mot luc
Quan ly thei gian 1a mét qua trinh dién ra lién tyc,
khéng thé “sva chira” mét cach nhanh chéng
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. XAC BINH HIEU QUA VIEC SU’ DUNG THO1 GIM Honsey

+ B&t dau bang cach “cam két” thyc hién ghi chép
viéc thyc hién cong viéc hang ngay vao nhat ky.

1. Kiém toan viéc sir dung thi gian

* Lwu gilr théng tin vé cach s dung théi gian dé
thyc hién cac cdng viéc trong nhat ky it nhat o1

tuan, dam bao d0 ché dé liét ké cac muc tidu (cac

wu tién) trong maéi ngay

* Chuyén théng tin vao biéu d6 hang tuan va phan
loai cac hoat ddng dé xac dinh phan trdm thdi gian

danh

cho cac loai hinh hoat dong khac nhau.

* Xac dinh thoi gian lang phi.

4/3/2017
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Vi du
Sl Zit LGP ym
Nhat ky c6ng viéc zirr [Hans re recr pln capgnccine
gizr v office, ried (5 vench Mans again (1 min; tried (2 check email
mcssnges Sut Susi came in ve/Antasnse preblom
itr WHaAe mites frr conferonce gresontation
) 7t THonthly Aepartuent mtgs mothing important: Aucked out in midAte
Xem van

dé nao can
phai cai

thign?

1

2 Do Gibrary cv/taptop to syerk o presenta
speaker can't cime

speaker
1O AL Rotn into Syuin— just got $ack from Mavosii (sonnhed great)

£LPImRi30: Gt i car avd wetde cAlLE ve conferonce

iz Ran exvands—p/n clensing, takesut fer Aiweer
bire encr vol fanily
z:30 VPsrked on

s cafted— second

Sapsioor Douctsr’s appt. (veaited 33 min) VHade catés to tosk gor substitute
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Vi du
Béng t6ng két Week of _JHay r<th
Activity Hours Spent Average Hours/Day
Phone calls #.I Ao
Xem vé’n Formal meetings #.I Fo
B . N Casual meetings JF 100
dénaocan |..., it ife
phél Cél Thinking, planning, scheduling 3.0 bo
thién? o -
Problem salving T /-
Lunch 3.r .70
Gym J.o 1.0
Socializing *.J Fo
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. XAC BINH HIEU QUA VIEC SU’ DUNG THO! GIM HOEEY

UNIVERSITY

1. Kiém toan viéc sir dung thai gian (tt)

+ Bang kiém toan viéc st dyng thoi gian ching ta
dé dang nhéan thay cac nguyén nhan gy mat thoi
gian thvong la:

— Chon sai cong viéc

— Sai léch vé thdi gian do ché dgi ngwdi hodc vat
— Hoat ddng giao tiép qua mirc

— Thiéu 0y quyén

— Cac cuoc dién thoai lam gian doan CV

— Cac cudc hop thiéu hiéu qua

— Sy chan chi, tri hoan

— Thiéu hodc ¢ qua nhiéu muc tiéu
13 © Huynh Kim Long 2017
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1. Kiém toan viéc str dung thai gian (tt)

* Baitap:

+ Ghi chép tat ca cac hoat déng cla ban trong o1
tuan bang s6 tay hay thiét bj dién t»

* Cudi tuan téng hop di liéu cac hoat dong nhv
Slide 11 va xac dinh cac nguyén nhan gy mat théi
gian cOa ban

Khac phyc cac van dé nay phy thudc vao muc tiéu ca

nhan, biét th&i gian dang lang phi & nhirng CV nao
va c6 nhirng sy thay dai can thiét.
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1. Thiétlap muc tiéu

# 1. Tai sao phai thiét |ap muyc tiéu

+ Xac dinh nhirng gi ban muén trong cudc séng

* Biét ban dang nhdm muyc tiéu nao

* Po lvérng mirc d6 dat dwoc muc tidu dé ra

* Can nh3c gia trj ban than, co hoi va trach nhiém
khi ban quyét dinh vé viéc s’ dung thoi gian

* Ra quyét dinh vé viéc s’ dyung thoi gian

* Téap trung vao thyc té rang viéc ki€ém soat thyc sy
b3t dau bang ké hoach
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3. GIAI PHAP O
g UNI

* Bwdca: S dung SMART

* Buwdrc 2: Viét ra cac muyc tiéu

* Bwdc 3: Kiém tra can bang

* Buwdc 4: Xac dinh myc tiéu vu tién

 Budc 5: Xac dinh nhivng hanh déng can thiét dé
dat muc tiéu

2. Nam bwérc thiét 1ap muc tiéu

© Huynh Kim Long 2017
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3. GIAI PHAP HOASEN
UN]

Specific
What, Where
How?

A specificgoal is
distinct & defines
-asmuch of the goal
as possible and
contains no
ambiguous

17

05 bwdrc thiét 1ap muc tiéu (tt)

Measurable Assignable Realistic Time-Based

From and To Who? Feasible? When?
Ameasurment Goalsmustbe Realisicgoals Timeframemust
givesfeedback assignable to are challenging be aggressive
and let'sone individualsor ‘Yyetattainable yetrealistic
knowwhenthe groups withinthe given
goalis timeframe
complete.
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3. GIAI PHAP HOASEN
UNI
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+ Buwdc 2: Viét ra cdc muc tiéu ra gidy
* Bwdrc 3: Kiém tra can bang gilra cac myc tiéu
(nghé nghiép, céng viéc, cudc sdng)

2. Nam bwdrc thiét 1ap muc tiéu (tt)
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3. GIAI PHAP %x HOA SEN
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2. Nam bwdrc thiét 1ap muc tiéu (tt)

Buwdrc 4: Xac dinh myc tiéu wu tién

+ Xem xét cac yéu td sau khi quyét dinh mc d6 vu
tién cOa tirng myc tiéu:

* Diéu gila quan trong vé&i ban vao thoi diém nay?

+ Can phai lam gi ngay?

* Muc tiéu nao phai hoan thanh trwéc cac muc tiéu
khac?

* Muyc tiéu nao “hap dan” ban nhiéu nhat?

= Ky thuat: viét tirng muc tiéu I1én tirng t& ghi ch
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2. Nam bwdrc thiét 1ap muc tiéu (tt)

Bwéc 5: Xac dinh nhirng hanh ddng can thiét dé dat

muc tiéu

* Chia muc tiéu chinh thanh cac muyc tiéu nhé hon
(muc tiéu phu)

* Xac dinh chinh xac nhirng gi can lam véi théi han
cu thé
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2. Nam bwdrc thiét 1ap muc tiéu (tt)

Bwadc 5 (tt): Viduy
* Muyc tiéu dai han 1a nghi lam viéc dé di day &
trvong PH
— Muc tiéu phu la di hoc 18y bang tién si
* K& hoach tiét kiém dé chi tiéu trong o4 ndm di hoc
* Muc tiéu la cai thién sic khée
— Tap thé duc
* Tim mach
* Gidam can
— An uéng dinh dvéng
21 © Huynh Kim Long 2017
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3. GIAI PHAP “x HOA SEN
UNIVERSITY

2. Nam bwdrc thiét 1ap muc tiéu (tt)

Xac dinh th&i han cy thé cho tirng muc tiéu can chd

y:

* Quyét dinh th&i gian cho méi muc tiéu phy sé mat
bao lau (co thoi gian dy phong)

* Thei gian c6 thé cam két méi ngay hodc méi tuan
dé& cho muyc tiéu

=Ky thuat dém nguoc: xac dinh théi gian hoan
thanh muyc tiéu phy va dém nguoc tré lai

=>Can chu y xay dwng hé théng khen thuéng khi
hoan thanh o1 myc tiéu

22 © Huynh Kim Long 2017

Administrative Office Management

3. GIAI PHAP oty
UNIVERSITY

3. Pat dwo'c muc tiéu véi 3V
* Visualize: hinh anh héa myc tiéu trong tri ndo

* Verbalize: trao d&i muc tiéu v&i ngudi khac
* Vitalize: thyc hién myc tiéu dé ra
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3. GIAI PHAP oy
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4. M6t s6 nguyén tic va cong cu

#1. Nguyén téc Pareto
— 20% dan s8Y s& hiru 80% tai san cva nwéc nay
— Sau d6 6ng thdng ké & nhiéu nuéc khac va thdy ngac nhién khi
thay sy phan bé tvong tv
— Trong 10 ngudi gidu nhat thé gidi thi 03 nguoi dau tién cd téng tai
san béng t8ng tai san coa bay ngudi con lai
» Mot bao cao cba CT phat tri€n LHQ ndm 1992 cho thidy:
— 20% dan s& chiém 82.7% thu nhap ca thé gi&i
* Trong kinh doanh:
— 80% doanh thu la tir 20% khach hang

80%
RESULTS
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3. GIAI PHAP “x HOA SEN
UNIVERSITY

4. M6t s6 nguyén tic va cong cu (tt)

* Vilfredo Pareto
— “Trong kinh doanh néu ban xac dinh dong muc tiéu ban sé tiét
kiém khoang duoc 80% thoi gian dé di dén thanh céng”
* Richard Kock
— 20% viéc ching ta lam tao ra 80% két qua, nhwng 80% céng
viéc con lai chi tao dwgc 20% két qua cudi cing ma théi.
Chung ta dang phi pham 80% th&i gian cda minh vao nhirng
viéc kém hiéu qua”
* BrianTracy
— Spend 80% of your time focusing on the opportunities of
tomorrow rather than the problems of yesterday

4/3/2017
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3. GIAI PHAP M oty
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4. M6t s6 nguyén tic va cong cu (tt)
Ma trén quan ly thoi gian

Not urgent but
smporeant

Plan to do
AP

<: urcenT | | _~or ureent >

Urgent but not
important

Delegate. Dump or
postpone!

3 4

What is important is seldom urgent and what is urgent is seldom

important* - Eisenhower
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3. GIAI PHAP oy
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4. Ma tran quan ly thoi gian

27

Urgent Not Urgent

] 1

= ___(MANAGE) (FOCUS)

& Crisis Preparation/planning

b= Medical emergencies Prevention

e problems Values clarification

£ dline-driven projects Exercise

= Last-minute preparations Relationship-building

for scheduled activities True recreationirelaxation
- Quadrant of Quality &
QusgrAntoNecessity: Personal Leadership

i [V

= (AVOID) (AVOID)

= Interruptions, some calls Trivia, busywork

< ome mail & reports Junk mail

9 Some meetings Some phone

£ Many “pressing” matters messages/email

= Many popular activities Time wasters

S Escape activities

= Internet

Quadrant of Deception Quadrant of Waste
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1. Cac cong viéc gdy mat thoi gian

Kiém soat cac cudc goi dién thoai

Han ché cac cudc gdp/hen khéng can thiét
X@ ly o1 [an tirng mau gidy

Cham dit sy tri hoan

Tao thuan loi cho cac cuéc hop

4/3/2017
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#1. Kiém soat cac cudc goi dién thoai

D& giai quyét cdng viéc: ngan, gon, chinh xac

Dé& quan hé xa giao: khéng nén lam dyng dién
thoai

DE giai quyét viéc riéng: cang phai ngan gon va tét
nhat khéng nén thyc hién trong gi& lam viéc

S& dung céng nghé trong kiém soat, quan ly cudc
goi

© Huynh Kim Long 2017
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#2. Han ché cac cudc gip/hen khong can thiét

Lam ch viéc tiép khach : Hen truéc va sang loc
khach (ngén chan bét béi thy ky)

DPén ché lam viéc cOa cap duéi

Tiép khach ngoai phong lam viéc

Pirng dé ti€p khach

Nh& mdt ngudi khac ki€ém soat thai gian tiép
khach

Quy dinh thoi gian tiép khach

© Huynh Kim Long 2017
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#3. Xir Iy 01 Ian tirng mau gidy

* Phan loai theo ndi dung, xép dat thi ty, bat ki luc
nao ciing c6 thé tim thay mét cach dé dang
— Hoy bé néu né khdng quan trong
— B3o lwu cho dén khi c6 nhiéu thi gian hon néu
khéng cén phai x& ly ngay.
— Uy quyén khi khdng phai la viéc vu tién
— Thyc hién ngay néu la diéu quan trong can lam
* X& ly xong, lvu
* Chuyén ngudi c6 tham quyén (khi can thiét)

4/3/2017
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OAI BO VIEC SU' DUNG THO1 GIAN KHONG HIEUAUAoA sex
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#4. Chadm dirt sw tri hoan
 Cham dit sy tri hodn doi héi phai cé mot né lyc
va cam két rat [&n
+ Phainhan rarang d6 la mét van dé that sy

— Trudc tién phai xac dinh nguyén nhén cla sy tri
hoan

— Sau d¢, tryc tiép giai quyét nguyén nhan (néu trén)
dé pha v& théi quen va tao théi quen méi
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#5. Tao thuan lgi cho cac cudc hop

« Lap ké& hoach chuan bj cuéc hop mét cach chu dao
« Chuan bi, sap xép, t6 chirc cudc hop
* Lén lich trinh mét cach can than

Chi tiét sé thao ludn tai bai T6 chie cuéc hop/ héi nghi

33 © Huynh Kim Long 2017
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OAI BO VIEC SU' DUNG THO1 GIAN KHONG HIEUAUAoA sex
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#6. Uy quyén

* Chon ding nguoi

* Lam rd myc tiéu, sy hé trg, chi dinh thei han va
yéu cau cung cap sy phan hoi

* Giam sat hiéu qua

34 © Huynh Kim Long 2017
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5. LAM VIEC THONG MINH HON e
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1. S& dung nguyén tac Pareto két hop véi Ma tran
quan ly thoi gian

2. Hoan thanh c6ng viéc ca chinh minh

. Khéng lay CV cba ngudi khac (trir khi cé sy chi

dao).

4. Kiém tra ban than dé giir tap trung vao nhirng
wu tién cao.

5. S dung th&i gian chét mét cach hiéu qua

35 © Huynh Kim Long 2017
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6. Tap hop cac nhiém vy ddm bao lam viéc mét cach
lién tuc

7. C6 k& hoach cho méi ngay

8. S dung mét danh sach viéc can lam (To-do list)
dé giup tap trung vao nhirng gi can phai lam
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6. THIET LAP KE HOACH QUAN LY THO1 GIANM o

UNIVERSITY

* Phan tich cong viéc
— Phan tich va chia cong viéc Ion thanh danh sach
cdng viéc
+ Phan chia thoi gian thyc té cho tirng CV
- Tt‘.l_y thudc vao tinh chét cdng viéc va nang lyc coa
moi nguoi xac dinh:
* Thoi gian duoc tiéu hao & dau?
* Nhu cdu nhan sy la gi?
* Co6 chinh sach va thi tuc nao khéng?

4/3/2017

37 © Huynh Kim Long 2017

Administrative Office Management
6. THIET LAP KE HOACH QUAN LY THO1 GIANM e

UNIVERSITY

* S dung cac cdng cu dé 1ap ké hoach thai gian

— Ngudi lap KH viét ra myc tiéu, cac hoat dong can
phai hoan thanh va th&i gian cam két hoan thanh
cac cong viéc do.

— Lap KH tuan xac dinh nhu cau va myc tiéu cho méi
ngay trong mét tuan.

— Lap lich trinh hang ngay dé t6 chirc thyc hién tirng
phan trong ngay dé dam bao cac muc tiéu dvoc
thyc hién.

38 © Huynh Kim Long 2017

Vi du

* Hoach dinh chwong trinh lam viéc:

— Chwong trinh lam viéc coa nhém: phai dvoc ban
bac th8ng nhat, c6 phan cdng rd rang, dvoc diéu
chinh khi can thiét

— Chuong trinh 1am viéc cGa ca nhan: phéi hgp voi
chwong trinh cba nhém, chi y dén phwong tién dé
dat muyc tiéu
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Vi du

* Hoach dinh céng viéc cy thé:

— X&p lich cong tac: thei gian danh cho méi cong viéc
phai phu hop

— Co thoi gian dy tri, thw gidn

— Biét diéu chinh khi can thiét

— Céng viéc phai dvoc két thic trong dau trwdc khi
thy hién

— C6 s6 tay, nhat ky, lich d&€ ban giUp ban than va
ngudi cdng sy dé kiém tra, theo ddi cong viéc

4/3/2017
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* Internet
 Hé thdng dién thoai
+ Thiét bj di déng

41 © Huynh Kim Long 2017
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7.1 Internet

Internet da thay d8i cach thirc twong tac gitva con
ngwoi qua cac cong cu:

* Instant Messaging

* Email

* Videoconferencing

* Internet telephony

* File transfers (ftp)

* Internet research

Théo ludn cdc vdn dé lién quan dén viéc s& dung hiéu

© Huynh Kim Long 2017
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7. CONG CU DIEN TU BE QUAN LY THOI GIA% o

UNIVERSITY

7.1 Hé thdng dién thoai

* Incoming calls: cudc goi dén c6 thé dvoc kiém tra
va dinh vi bing may tinh

+ Outgoing calls: cac cudc goi di c6 thé dugce theo
doi va goi tw dong

« Cell phones: cung cap cac phvong tién truyén
théng b sung cho dU nhan vién cé & dau

* Voice mail: tiét kiém rat nhiéu thoi gian vi théng
diép c6 thé dwgc truy xuat khi khéng cé ngudi
nghe
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7.1 Thiét bi di dong

* Thiét bj di ddéng cam tay
* Laptop
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