ADMINISTRATIVE OFFICE MANAGEMENT
ﬁ& HOA SEN
UNIVERSITY

CHUONG 3

TO CHUC & QUAN LY MOITRUONG
LAM VIEC

E Admin’istrati,ve pffjce Management
T6 CHUC & QUAN LY MOI TRUONG LAM VIEC EQS mﬁm
Noi dung trinh bay
1. Téng quan vé méi trwdng lam viéc
2. S3p xép, bé tri van phong lam viéc
3. Noi that va trang thiét bj van phong
4. Hé thdng thong tin lién lac trong van phong
5. Gidi thiéu vé phvong phap 5S trong cdng tac van
phong
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Administrative Office Management
T6 CHUC & QUAN LY MOI TRUONG LAM VIEC oy
UNIVERSITY

Két qua dat dwoc

1. Hiéu dvgc phwong phép ra quyét dinh chon lya

dia diém

2. Nam virng nguyén tac bé tri, s3p x€p van phong
lam viéc

3. Hiéu rd cac yéu td anh huwéng dén mbi trwdng
lam viéc

4. C6 kha ning ra quyét dinh trong viéc chon lya
ndi that va trang thiét bi van phong phu hop

5. Hiéu va ap dung dwoc nguyén tic 5S trong cong
tac van phong
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Administrative Office Management
TONG QUAN VE MOI TRUONG LAM VIEC HOASEN
UNIVERSITY
Pat vin dé
* Moi treong lam viéc la gi?
* Tai sao phai quan tdm dén méi tredng lam viéc?

* Liét ké ra cac van dé can quan tdm cGa mdi trwdng
lam viéc?

+ Ban mong mudn dwgc lam viéc trong méi trwéng
lam viéc nhv thé nao?

* Xu hvéng moi treang lam viéc hién nay
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Administrative Office Management

TONG QUAN VE MOI TRUONG LAM VIEC Ho
UNIVERSITY

1. Khai niém

* Moi trvong:

— latdng hop cac yéu té ton tai xung quang sinh vat va anh hvéng
dén sinh vat (Masn & Langenhim - 1957)

— la tat ca nhirng gi ngoai co’ thé, c6 lién quan mat thiét va c6 anh
hwéng dén sy ton tai cOa con ngudi nhu: dat, nwéc, khéng khi,
anh sang mit troi, riyng, bién, tang ozon, sy da dang cda cac loai
(Joe Whiteney - 1993)

— la tap hop cac yéu td vat ly, hda hoc, sinh hoc, kinh té - xa hoi, tac
déng Ién tirng ca nhan hay ca céng dong (UNEP)

— bao gém céc yéu t8 ty nhién va yéu t8 vat chat nhan tao, bao
quanh con ngudi, ¢6 anh huéng tdi doi sdng, san xuat, sy ton tai,
phat trién cOa con ngudi va sinh vat (Diéu 3, Luat Bao vé mdi
trudng Viét Nam)
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TONG QUAN VE MOI TRUONG LAM VIEC HOA SEN
UNIVERSITY

1. Khéi niém (tt)

* Méi trrdng lam viéc (MTLV): 1a sy két hop yéu té
con ngudi va cac phvong tién vat chat dé givp con
nguwdi lam viéc dat nang suat, chat lvong va hiéu
qua.

* 02yéu t6 hinh thanh MTLV:

— Vat chat: 13 nhirng diéu kién thyc t& ma ching ta
dang lam viéc

— Phi vat chat: Ia bau khéng khi tdm ly, truyén théng
6 chirc, van hda cng s&, phong cach lanh dao. Cac
yéu t8 trén két hop lai hinh thanh méi trwong lam
viéc.
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Administrative Office Management
TONG QUAN VE MOI TRUONG LAM VIEC HOASEN
UNIVERSITY

2. Phan loai

* Phan loai:
— Mbi trwdng vat ly (anh sang, nhiét do, tiéng n, khi
hau...)
— MGi trvong phap ly va méi trvong tam ly (cac
chuan my, cac quy tic, bau khéng khi trong t8
chirc, van héa té chirc...)
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Administrative Office Management
TONG QUAN VE MOI TRUONG LAM VIEC HOASEN
UNIVERSITY
2. Phan loai (tt)

EdThao luan nhom: cac yéu t6 sau tac dong nhw thé
nao dén cdng viéc coa ban?

Anh séng Am thanh
Mau sac Khong khi
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Administrative Office Management
TONG QUAN VE MOI TRUONG LAM VIEC HOAEN
UNIVERSITY

2. Phan loai (tt)
* Cacyéu té bén trong t8 chirc

— Nbi quy, quy ché& lam viéc trong t& chirc:
* Co cdu td chirc b may
* Chudn muec cla té chire
* Van hdaté chirc
— M&i quan hé con ngudi — con ngudi:
* Ngudilanh dao
* Nhan vién
* Bau khéng khi lam viéc trong t8 chirc
— Cac ché d9, chinh sach
_ Pigu kién lam viéc
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Administrative Office Management
TONG QUAN VE MOI TRUONG LAM VIEC QQS HOASEN
UNIVERSITY
2. Phan loai (tt)
* Cac yéu té bén ngoai té chire
— Ché dé chinh tri
— Diéu kién kinh t&, van hoéa, xa hoi:

* Cac diéu kién kinh té: tiém lyc kinh t&; t6c d6 tang
trwdng; thu nhép; xu hvéng tiéu dung; sy chuyén dsi
nén kinh t&; hdi nhap kinh té...

* Van hda: cac phong tuc tp quan, truyén thdng van
hoa...

— Cac quy dinh cda luat phap
— Cac ché d9, chinh sach cba nha nwéc

4/19/2017
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Administrative Office Management
TONG QUAN VE MOI TRUONG LAM VIEC HOASEN
UNIVERSITY

Lo/ Ang Hoe Nghién ciru vé méi quan hé
[Er or-lomi(;s] > gilta NLD va méi truong lam
viéc.

La khoa hoc lién nganh
T —

—
Tam ly hoc
Sinh 1y hoc
Xa hoi hoc

C4c ly thuyét vé truyén thong
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Administrative Office Management
TONG QUAN VE MOI TRUONG LAM VIEC QQS HOASEN
UNIVERSITY
3. Vai tro cia mdi trieong lam viéc
* Tuyén dung va gi* chan dvoc NV gidi
* Hb tro dé dat hiéu qua cao trong CV
» Pat myc tiéu cva té chlrc
* Hinh anh doanh nghiép, t8 chirc
* Strc khde va sy an toan cia NLD
* Giam tac dong khéng tét cba MTLV
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Administrative Office Management
SAP XEP, BO TRi VAN PHONG LAM VIEC QQQ OGS
UNIVERSITY
3. Vai tro cia mdi trweong lam viéc
+ Anh hudng cha méi tredng lam viéc
— N&ng suat lam viéc
— Tinh than lam viéc
— Ty |é nghi viéc
— Ty Ié méc 16i
— Thé chat cba NLD

4/19/2017
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Administrative Office Management

TONG QUAN VE MOI TRUONG LAM VIEC HOASEN
UNIVERSITY

4. Can ci¥ ra quyét dinh vé MTLV

Ty
thé hign *
Khéng
dinh
L
Céng nhan thé hign
onitrong|

Chi aéng -
Giao luu 3

“Sinhly ...

ot
sinhton

Thap nhu cau ctia Maslow
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TONG QUAN VE MOI TRUONG LAM VIEC HOASEN
UNIVERSITY

4. Can cir ra quyét dinh vé MTLV (tt)

Yéu to
CO THE
lam
KET QUA
THUC HIEN
CONG VIEC
Yéu t&
MUON
lam
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Administrative Office Management
TONG QUAN VE MOI TRUONG LAM VIEC QQS HOASEN
UNIVERSITY
5. Cac yéu td cia MTLV chuyén nghiép (tt)
1. C6 KH dai han, KH cOa bd phan va cac KH thyc
hién cong viéc r6 rang
2. Quy trinh - tai liéu hwéng dan lam viéc ré rang,
cap nhat
3. Vi tri cdng viéc, quyén han - trach nhiém,
phuvong thirc bao cao ré rang
4. Bi€u miu, hudng dan qui trinh, chinh sach day
do va dvoc cap nhat thvong xuyén

5. Trang thiét bj van phong day du, luén luén trong
tinh trang hoan hao

4/19/2017
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E Administrati\(e OAffice‘Mar!agement
TONG QUAN VE MOI TRUONG LAM VIEC QQS mﬁm
5. Cac yéu td cia MTLV chuyén nghiép (tt)

6. Cac dich vu cho khach hang néi b6, (IT, HCVP,
nhéan svy...) can thyc hién nhv déi véi cac khach
hang that sy

7. Tinh than lam viéc chuyén nghiép

8. Cap quan ly thé’hién tinh than lanh dao va quan
ly chuyén nghiép

9. M6 hinh kinh doanh lanh manh

10. Xem nguoi lao déng la tai san quan trong
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Administrative Office Management
TONG QUAN VE MOI TRUONG LAM VIEC oy
UNIVERSITY

6. Xu hwéng cia MTLV
1. Van phong théng minh
— Dién todn dam may, thyc té 3o, tri thdng minh
nhan tao, két ndi5G ...

2. Lam viéclinh hoat
— Cung cdp nhirng lva chon va sy linh hoat cho
nhan vién tai noi lam viéc
3. Gan vdithién nhién
4. Khéng gian lam viéc linh hoat = cdng tac tét hon
va nhanh hon
5. Cham soc strc khoé va phuc loi nhan vién
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UNIVERSITY
Tinh huéng nghién ciru

Tén c6ng ty: Cty CP Giao Nhan Van Tai My A (ASL)
Dia chi: 31/34A Ung Van Khiém, P.25, Q. Binh Thanh
Linh vyc hoat déng cung cap dich vy:

— Van chuyén quéc té bang dudng hang khéng va
duvong bién

— Gom hang, van chuyén hang I& (LCL)

— Dai ly Hai quan, tv van xuat nhap khau, giao nhan
hang héa xuat nhap khau.

— Luu kho bai, lvu kho ngoai quan, béc xép, nang ha
thiét bi may mac, hang siéu truong, siéu trong
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Administrative Office Management
SAP XEP, BO TRi VAN PHONG LAM VIEC Hoa
UNIVERSITY

* Nhan sy : 98 nhan vién

Administrative Office Management
SAP XEP, BG TRi VAN PHONG LAM VIEC QQQ Ho RS
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UNIVERSITY

SAP XEP, BO TRi VAN PHONG
LAM VIEC

Tinh hudng (tt)
+ S0 dodt8 chive: slide s6 22
* Lathanh vién chinh théc cla:
— HH Doanh Nghiép Dich Vuy Logistics Viét nam (VLA)
— Phong cong nghiép thvong maiViét nam (VCCI)
— HH giao nhén van tai thé gidi (FIATA)
— HH giao nhan van tai hang khdng quéc té (IATA)
— HH van tai hang héa TP. HCM (HCTA)
— HH Logistics WCA Family of Logistic Networks (WCA)
Thoéng tin thém tai: http://asl-corp.com/vi/gioi-
thieu/1/gioi-thieu-asl-corp
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Administrative Office Management
SAP XEP, BO TRi VAN PHONG LAM VIEC
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SAP XEP, BO TRi VAN PHONG LAM VIEC Hoa
UNIVERSITY

Tinh hudng (tt)

* Do yéu cau phét trién, BGD dy dinh di chuyén van
phong sang dia diém méi do van phong cU la 1 can
nha & khéng thé ma réng thém. Ban dvoc Ianh dao
yéu cau tham muu vé dia diém dat van phong méi.
Hay cho biét:

1. Cacyéu té lién quan dén quyét dinh Iya chon dia

diém dat VP
Cac yéu t6 can quan tdm dén méi trwéng VP
Céc yéu t6 quan trong khi bd tri, sap xép VP
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Administrative Office Management
sAp XEp, BG TR VAN PHONG LAM VIEC Ho
UNIVERSITY

Tinh hudng (tt)

4. Ra quyét dinh chon dia diém d3t van phong tai 1
trong nhirng vi tri dang can nhac sau:
— Cao 8c Hoang Triéu, 3G, Ph8 Quang, P.o2, Q.Tan
Binh, TP.HCM

— Petroland Tower, 12 Tan Trao, P. Tan Phy, Quan 7,
TP.HCM

— The VistaTower, Xa |6 Ha Néi, Q. 02, TP.HCM

— Pearl Plaza Tower, 561 Dién Bién Phy, P.25, Q.Binh
Thanh, TP.HCM

5. Phactho so d6 bé tri van phong phu hop

4/19/2017
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Administrative Office Management
SAP XEP, BO TRi VAN PHONG LAM VIEC O
UNIVERSITY

Tinh hudng (tt)

* Biétrang:

— Ngén sach dv tru t8i da cho thué VP I3 5.000
USD/thang

— T6ngsé NV lam viéctai VP @ TP.HCM la 42 ngudi

— (Céng ty dang ap dung tiéu chuan, dinh m&c nhv
sau:
«  Capbac NV: sm2/nguoi
*  C3p bacTrvdng/Phd phong: 10m2/ngudi
»  C3pbac Gidm d8¢/P.GD: 15m2/ngudi

— Gia dinh cac théng tin Nhém thu thap duoc internet

la s& dyng dugc (VD: https://www.officesaigon.vn)
26 © Huynh Kim Long 2016
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SAP XEP, BO TRi VAN PHONG LAM VIEC oy
UNIVERSITY

1. Quyét dinh lwa chon dia diém dat van phong
* Quyét dinh vé dia diém Ia mét quyét dinh quan
trong cé tinh chién lvoc, c6 tac dung lau dai dén
hoat dong va loi ich cia doanh nghiép
+ Dija di€m ciing 1a nhan t& anh hvéng I&n nhat dén
chi phi ciing nhv sv tién loi trong hoat dong giao
dich cOa doanh nghiép.
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sAp XEp, BG TR VAN PHONG LAM VIEC Ho
UNIVERSITY

1. Quyét dinh lwa chgn dia diém dat van phong

* Nhi*ng yéu t6 anh hwdng dén viéc lya chon khu
vye dia diém
— Chinh sach cta nha nvéc
— CSHT thuan lgi (dién nwdrc, giao thong, TTLL...)
— M6i trrdng tw nhién, KT-XH (can chi y dén thai dd
cUa cv dan ddi véi vi tri cba DN)
— Nguén nguyén vét liéu, thj tredng, nhan céng

4/19/2017
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Administrative Office Management
SAP XEP, BO TRi VAN PHONG LAM VIEC O
UNIVERSITY

1. Quyét dinh lwa chon dia diém dat vian phong (tt)
 Cac yéu té lién quan dén quyét dinh lya chon dia
diém:
— Tinh thuan Igi va phu hgp véi nganh nghé;
* Kha n3ng ti€p xUc véi thi tredng, véi khach hang
* Diéu kién giao thong
— Dién tich m3t bang va tinh chat dat dai coa dia
diém dst VP;
*  Khéiluong céng viéc
*  Quymbdtdchlrc

*  S&luongvi tri
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E Administrative Office Management
SAP XEP, BG TRi VAN PHONG LAM VIEC QQS oy
UNIVERSITY
1. Quyét dinh lwa chon dia diém dat vian phong (tt)
— CSHT kinh té - xa hdi;
* Ngudn dién, nudc
* Tinh hinh an ninh, PCCC, dich vy y t, hanh chinh
* Céc cdng trinh cdng cdng s&n co.
* Nhirng quy dinh cba chinh quyén dia phvong
* Nhi*rng déng gép cho dia phvong
* Ngudn nhan lyc
— Khoang tréng dé mé réng
— Chi phi
— Phong thoy

"Nhat can thi, nhj can giang, tam can 15"
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SAP XEP, BG TRi VAN PHONG LAM VIEC QQS OGS
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1. Quyét dinh lwa chon dia diém dat vian phong (tt)

* P& lya chon dia diém t6t, DN cén phai dva ra
nhiéu phwong an dia diém. Sau d6, chon mét dia
diém va ly giai tai sao lai chon dia diém nay.

+ Phwong phap ra quyét dinh chon dia diém vin
phong:

— Phuong phép phéan tich nhitng yéu té anh hudng
* Binh lvong céc chi phi cé lién quan dén dia diém
— Phvong phap ma tran

* Thu thap théng tin dinh tinh va dinh lwgng vé nhitng
dia diém khac nhau

* Lap ma tran danh sach kiém tra kiém tra dinh lvong

Administrative Office Management
SAP XEP, BO TRi VAN PHONG LAM VIEC QQS O
UNIVERSITY
1. Quyét dinh lwa chon dia diém dat vian phong (tt)
VPA VPB

1. Vitri 0.5 260 190
1.1 Thuén tién giao thong 0.1 70 40
1.2 Thuan tién cho NV 0.05 55 35
1.3Co's& ha tang 0.1 40 50
1.4 Khodng cach véi ddi thd canh tranh 0.05 30 10
1.5 Diéu kién kinh t& - van héa — xa hdi 0.05 15 15
1.6 M&c d6 anh hudng dén hinh anh cty 0.05 25 20
1.7 Dién tich mit béng 0.1 25 20
2. Chi phi 0.3

Téng cdng
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1. Quyét dinh lwa chon dia diém dit vin phong (tt) QQS HOA SEN
UNIVERSITY
Toa nha VP, Iap dit va CS ha tang Quan ly VP Lao déng tam thoi
B4t déng san Nang lugng Thué nhan vién tam thoi
Tai cau tric va cai tao Dich vu &n uéng Quan ly tam thoi
Bao tri Dich vu vé sinh Chuyén gia tu van
Lép dit ky thuat Dich vu cdy xanh Lap trinh vién CNTT, cac nha
Hé théng an ninh Dich vy don VP phan tich va quanly dv an
N@i that van phong An ninh
Hé théng ki thuat Loai bo rac thai
VP lam viéc tam thoi Tai liéu hé tro ky thuat
Céc dich vu CNTT & Vién théng V4t tw vin phong va in an
Dich vy van tai Mdy chdi va phan mém Sao chép
Cong téc, du lich May tinh Thiét bj VP
S&p xép phong & Thiét bi ngoai vi VPP
Dao tao va hudn luyén Mang luéi truyén dit liéu In &n
Tim kiém va tuyén dung Pién thoai chuyén mach Sach, béo va tai liéu
Nghién cttu thj trudng Co'sé ha tang
Truyén théng Du 4n CNTT
T6 chite su kié Outsourcing
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