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Tinh hudng (tt)

+ S0 ddt8 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)
* Thong tin thém tai: http://asl-corp.com/vi/gioi-
thieu/1/gioi-thieu-asl-corp
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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 d3t VP

2. Cacyéu td can quan tdm dén maéi trwong VP

3. Cacyéu té quan trong khi bé tri, sip xép VP

24 © Huynh Kim Long 2016
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Tinh hudng (tt)

4. Ra quyét dinh chon dia diém d3t van phong tai 1
trong nhirng vi tri dang can nhic sau:
— Cao 8c Hoang Trieu, 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 PhU, P.25, Q.Binh
Thanh, TP.HCM

5. Phacthdo so d6 bé tri van phong phu hop

25 © Huynh Kim Long 2016
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Tinh hudng (tt)

* Biétrang:
— Ngén sach dy 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
*  C3p bac Gidm d8¢/P.GD: 15m2/ngudi
Gia dinh cac théng tin Nhom thu thap dvoc internet

4/26/2017

la s& dyng dugc (VD: https://www.officesaigon.vn)
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1. Quyét dinh lwa chon dia diém dat vian 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 cGa doanh nghiép
+ Dia di€m ciing 1a nhan t& anh hwéng I&6n nhat dén
chi phi ciing nhv sy tién loi trong hoat dong giao
dich cOa doanh nghiép.

27 © Huynh Kim Long 2016
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1. Quyét dinh lwa chon dia diém dat van phong

* Nhi*ng yéu t6 anh hwéng dén viéc lya chon khu
vyc dia diém
— Chinh sach cta nha nvéc
— CSHT thuan lgi (dién nwdrc, giao thong, TTLL...)
— Mbi trrdng tw nhién, KT-XH (can chi y dén thai dd
cUa cv dan daéi véi vi tri ca DN)
— Nguén nguyén vat liéu, thj trwéng, nhan céng

28 © Huynh Kim Long 2016




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 nghg;
* Kha ndng tiép xdc vdi thi treong, véi khach hang
* Diéu kién giao thng
— Dién tich m3t bang va tinh chat dat dai coa dia
diém d3t VP;
*  Khéiluong céng viéc
*  Quymbdtdchlrc
» S8 luongvi tri

29 © Huynh Kim Long 2016
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1. Quyét dinh lwa chon dia diém dat vian phong (tt)
— CSHT kinh té - xa hdi;
* Ngudn dién, nuéc
* 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*ng 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 16"

30 © Huynh Kim Long 2016
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1. Quyét dinh lwa chon dia diém dat vian phong (tt)

* P& lya chon dia diém t6t, DN can phai dva ra
nhiéu phvong 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 cc chi phi cé lién quan dén dia diém
— Phuvong phap ma tran

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

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

© Huynh Kim Long 2016
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1. Quyét dinh lwa chon dia diém dat vian phong (tt)

4/26/2017

VPA VPB

1. Vitri 0.5 260 190
1.1 Thudn tién giao thong 0.1 70 40
1.2 Thuan tién cho NV 0.05 55 35
1.3Co's& hatang 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 d 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

32 © Huynh Kim Long 2016
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Toa nha VP, Iap dit va CS ha tang
B4t dong san
Tai cau tric va cai tao
Bao tri
Lép dit ky thuat
Hé théng an ninh
NOi that van phong
Hé théng ki thuat
VP lam viéc tam thoi

Quan Iy vP
Nang lugng
Dich vu &n uéng
Dich vu vé sinh
Dich vu cdy xanh
Dich vu don VP
An ninh
Loai bo réc thai
Tai liéu hd tro ky thuat

Lao dong tam thei
Thué nhan vién tam thai
Quan ly tam thoi
Chuyén gia tu van
Lap trinh vién CNTT, cac nha
phan tich va quan Iy dy an

Cac dich vu
Dich vu van tai
Cong téc, du lich
Sép xép phong &
Dao tao va hudn luyén
Tim kiém va tuyén dung
Nghién cttu thj truong
Truyén théng
T6 chitc su kién
33

CNTT & Vién théng
My chd va phan mém
My tinh
Thiét bi ngoai vi
Mang lwéi truyén dit liéu
Pién thoai chuyén mach
Co'sé ha tang
Dy an CNTT
Outsourcing

V4t tw vin phong va in an
Sao chép
Thiét bj VP
VPP
Inén
Sach, bao va tai liéu

Administrative Office Management

SAP XEP, BO TRi VAN PHONG LAM VIEC HOA SEN
UNIVERSITY

2. Sdp xép, bé tri VPLV

2.1 Myc tiéu cOa cdng tac sap xép, bé tri VPLV

* Giam thiéu chi phi: t6i vu héa khéng gian, NV va
trang thiét bj

 Tang ndng suat lam viéc cva nhan vién: di chuyén
hop ly, s& dung trang thiét bj hiéu qua...

+ B tri linh hoat: thay déi cong nghé dién ra
thwong xuyén

* Giam chi phi bao tri va vé sinh

* Pam bao dong luan chuyén théng tin hiéu qua

+ Xay dwng madi trwong lam viéc hiéu qua va thdm

m
34 © Huynh Kim Long 2016
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2. Sdp xép, bo tri VPLV (tt)

2.1 Muyc tiéu cOa cong tac sap xép, bé tri VPLV (tt)

* Tao bau khdng khi than thién

« Thiét Iap khu vyc tiép tan an twong, gon gang va

hiéu qua

+ Khdng gian lam viéc va trang thiét bi: phai day do
va dap &ng nhu cau.

* Pap &ng sy thuan tién (nha vé sinh, to khaa,
phong &n trva, va cac phong ch® ném & vi tri
thuan tién)

* Bao dam sy an toan va an ninh

4/26/2017
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2. Sdp xép, bé tri VPLV (tt)
2.2 Lgi ich cUa viéc s3p xép, b tri VPLV hiéu qua

* Phan b8 va s dung khéng gian hiéu qua

+ Taora mot mai trwong lam viéc dé chiu

* Tac dong tich cwc dén khach hang

* Thuén loi cho luéng cdng viéc

+ Tang nang suat va hiéu qua céng viéc

+ Tao diéu kién cho viéc mé& rong khi can thiét
* Tao diéu kién giam sat nhan vién

36 © Huynh Kim Long 2016
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2. Sdp xép, bé tri VPLV (tt)

2.3 Nhirng yéu t8 anh huwéng dén viéc sap xép, bé tri
VPLV hién dai
— Cong nghé thong tin: cho phép NV thyc hién mot
s6 CV hodc tat ca CV khéng can dén VP
— Co cdu ddi nhém: tao mdi trwdng lam viéc “mé”
thuén tién cho viéc giao tiép va mét sé lwvgng lon
phong hop nhé
— Hoteling: 1a sy sdp xé&p CV lién quan dén NV danh
nhiéu thoi gian & VP

37 © Huynh Kim Long 2016
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2. Sdp xép, bo tri VPLV (tt)

2.4 Nhirng yéu té can quan tam

— Sy tién nghi: ddm bao rang no'i lam viéc c6 thé
dworc diéu chinh va phu hep véi nhiém vy

— Hiéu suat cdng viéc: vi tri cdc nhém lam viéc thuan
tién, thiét bi dit gan NV s dung nhiéu nhat

— Truyén théng hiéu qua: t8 chirc phwong tién giao
ti€p hiéu qua nhat trong ndi bd va bén ngoai

— N&ng suat: thiét I1ap dong luan chuyén CV hop ly

— Tinh hiéu qua: thiét 1ap muc tiéu ré rang cho méi
trrong lam viéc

4/26/2017
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2. Sdp xép, bé tri VPLV (tt)

2.5 Nguyén tac chung khi b8 tri, sap xép VPLV

1. Can chdy dén méi twong quan gitra cac bd phan,
phong ban

2. NV hodc nhém céng tac c6 CV trong ty nén bé
tri ngdi gan nhau

3. Can xem xét dén tinh hop ly cba luéng CV va sy
thuan tién coa luéng théng tin;

4. NV hodc nhém thvdong quan hé véi cong ching
nén dwoc b tri gan clra

39 © Huynh Kim Long 2016
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2. Sdp xép, bé tri VPLV (tt)

2.5 Nguyén tac chung khi b8 tri, s3p xép VPLV (tt)

5. Nhirng NV cé CV can tap trung suy nghi, nghién
cu nén dvoc bé tri & nhirng noi it ngwdi qua lai,
yén tinh

6. Can quan tam dap &ng cac nhu cdu cba NV théng
qua hinh thc va vi tri sdp xép khéng gian lam
viéc

7. Han ché phong riéng

8. Can dy tru cho phat trién

40 © Huynh Kim Long 2016
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2. Sdp xép, bé tri VPLV

2.6 Cac tiéu chi danh gia céng tac sip xép, bé tri

VPLV

* S dung hiéu qua khdéng gian lam viéc

¢ Lya chon vat liéu, trang thiét bi thich hop

« Pap ng yéu cdu vé mdi trwdng lam viéc va cod
tinh thdm my

¢ Ludng théng tin dwgc xac dinh rd rang

« Chi phi di chuyén gi?va cac khu vyc lam viéc khac
nhaula hop ly

41 © Huynh Kim Long 2016
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2. Sdp xép, bé tri VPLV (tt)
2.7 Tién trinh thyc hién viéc bé tri, sap xép VPLV
X4c dinh va thu thap théng tin dau vao

¥ { 4 }
|- Déng luan chuyén théng tin - vat liéu| | 2. M&i quan hé giia céc hoat déng |
‘—> 3. Thiét lap so’ d6 méi quan hé 4—‘
6. Thiét 1ap so' d6 méi quan hé vé khéng gian
| 7-Xemxétdieychinh ———+——-_

9. Lap giai phap thay thé
\

4/26/2017

10. Danh gia va chon lya
42 © Huynh Kim Long 2016
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2. Sdp xép, bé tri VPLV (tt)

2.7 Tién trinh thyc hién viéc bé tri, sap x&p VPLV (tt)
* Thu thap di liéu:
— V@ ludng cdng viéc va théng tin
— Khé8i lvong cac luéng céng viéc
+ Mai quan hé giiva cac hoat déng
— Trinh ty cong viéc
— Thei gian hoan thanh cda cac CV quan trong
» =» Cdng cy: quy trinh (so d6 x& ly CV/ lvu d6); so
dd luan chuyén hd s, vi tri lam viéc

43 © Huynh Kim Long 2016
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2. Sap x€ép, bé tri VPLV (tt)

_____________________ » Khach héna
A

i g v
| BP. KD |< ''''''' = NV kinh doanh
; 1

v
: R BP. Ché ban
! ‘ Nha cung
K& toan ca| i -
Ti P BP. In an
1

i Kho | BP. Sap xép
E BP. Bong goi

. <+ = Dong ludn chuyén NVL

| BP. Giao hang
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2. Sdp xép, bé tri VPLV (tt)

Time Function Map

[
Customer

|[ Receive
product

Sales

Productior
control

PlantA

®
®

. A i
zl—s Hfome] L
Transort . @
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2. Sdp xép, bé tri VPLV (tt)

Work Flow Analysis using the Assembly Line Balancing Technique

offce obby area

46 © Huynh Kim Long 2016
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2. Sdp xép, bo tri VPLV (tt)
2.7 Tlen t:'lnh thuc hién viéc bo ToDepinerts
tri, sap xép VPLV (tt) A B C D E F @
+ S& dung biéu d8 thé hién AN 2] 12]35] 65| 16] 95
méi quan hé gilra cac phong B 57|45 [ g0| 40 80
ban (From/To chart): G G ol sl 12| e
— Tinh toan viéc tan sudt di  Demtmerts
PP 1 3| 60
chuyén gitva cac bo phan/
phong ban : 43| %0
— Phan tich dong luan chuyén & 8
cdng viéc gitra cac vi tri/ bo G
phén)
47 © Huynh Kim Long 2016
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SAP XEP, BO TRi VAN PHONG LAM VIEC oy
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2. Sdp xép, bé tri VPLV (tt)

2.7 Tién trinh thuc hién viéc bd tri, s3p xép VPLV (tt)
* Thiét 1ap so d6 méi quan hé

Value | CLOSENESS
‘Absolutely
A necessary
2 Chief marketing officer Especially
: E important
3 Designers’ area
7 1 Important
4 Secretary
o | Ordinary
5 Sales area oK
6 Central files U | Unimportant
7 Computer services X | Not desirable

8 Copy center

9 Accounting

© Huynh Kim Long 2016
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SAP XEP, BO TRi VAN PHONG LAM VIEC HOA SEN
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2. Sdp xép, bé tri VPLV (tt)

2.7 Tién trinh thyc hién viéc bé tri, sap x&p VPLV (tt)
* Yéu cau vé khéng gian
— Liét ké nhu cau khéng gian tirng ca nhan / bé phan

Task/Individual Area in Sq. Ft Task/Individual Areain Sq. Ft.
Reception/Office Asst. 230 Filing Cabinets 80
Accounting/Job Costing 120 Tob Costing/Secttary 160
Estimator 192 Estimator 193
Program Manager (Charlie) 210 Program Manager (Jim) 210
Program Manager (TBA) 192 Payroll 120
Office Manager 120 Finance/Insurance 140

49 © Huynh Kim Long 2016
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2. Sdp xép, bo tri VPLV (tt)

2.7 Tién trinh thyc hién viéc
bé tri, s3p x&p VPLV (tt)
 Thiét 13p so d6 mdi
quan hé vé khéng gian
— Dya trén mdi quan hé
gitra cac ca nhan khi
thyc hién CV/ nhiém
vy = thiét 1ap vi tri
gitra cac ca nhan
— Tién hanh thiét 1ap so
d6 khéng gian

50 © Huynh Kim Long 2016
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2. Sdp xép, bé tri VPLV (tt)

2.7 Tién trinh thuc hién
viec bé tri, sdp xép
VPLV (tt)
» Thiét 13p so d6
khong gian (tt)
—S&p xép vao
khong gian thyc
té€ v&i cac hoat
dong khac (Block
plan)

4/26/2017
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SAP XEP, BO TRi VAN PHONG LAM VIEC Hoa
UNIVERSITY

2. Sdp xép, bé tri VPLV (tt)
2.7 Tién trinh thuc hién viéc b tri, s3p x&p VPLV (tt)

BREAKROOM STORAGE

GHRUE [\ [T esmwanne | caroL N i
= = |

J COMPUTER
susconTRAGTORS [
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3. Cac kiéu bé tri van phong

1. Van phong dong (VP c6 ngan phong)
2. Vanphong m&
3. Vanphongao

4/26/2017
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3. Cac kiéu bé tri vian phong

1.Van phong dong (VP c6 ngan phong)
* La cach bd tri truyén thdng theo kiéu tach bach

tirng phong, bo phan véi tvong xdy ngan cach co
cra ra vao c6 thé€ dong kin, khéa khi can thiét

54 © Huynh Kim Long 2016
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Van phong dong

Uu diém Nhwoc diém
Riéng tv * NV cam thay bj cé lap
An toan + NV thiéu nang dong
it phién nhiéu « Khé khin trong giam sat
NV c6 thé tao moi * T6n dién tich
trwong riéng « Chi philén
+ On a0 (néu kich thuérc
phong nhé)
55 © Huynh Kim Long 2016
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SAP XEP, BO TRi VAN PHONG LAM VIEC

HOA SEN
UNIVERSITY.

3. Cac Kki€u b tri van phong (tt)

2.Van phong mé

* La khoang khéng gian dvoc ngan thanh tirng &/

khoang béng cac vat liéy

7,l\

, d6 dung VP thich hop
f

4/26/2017
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3. Cac kiéu b tri vin phong HOASEN

UNIVERSITY.

Van phong mé

Uu diém

* Giao tiép thuan tién

« Thiét bj c6 thé dvoc
chiasé

+ D& giam sat nhan vién

¢ Khuyén khich tinh than
lam viéc nhém

St dung khéng gian tot
hon

+ Chiphithap

57

Nhuwoc diém
Thiéu sy riéng tw
Nhiéu phién nhiéu
Thi€u an ninh
Hé thdng chiéu sang va
thong khi c6 thé khong
phu hop véi tat ca cac
NV

© Huynh Kim Long 2016
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SAP XEP, BO TRi VAN PHONG LAM VIEC Hoa
UNIVERSITY

3. Cac kiéu bé tri vian phong (tt)

2.Van phong mé (tt)
* Cach bé triVP mé&
— Kiéu Module:

* S& dung d6 dung ndi that tao ra khu vyc lam viéc
* PhU hop véi VP doi hoi khéng gian lvu tri
— Kiéu phan cym (cluster)
* Phan chia thanh tirng khu vyc lam viéc xung quanh mét I6i chung.
* PhU hop v&i VP c6 NV lam viéc & nhigu khu viye khac nhau trong

ngay lam viéc

— Kiéu phong canh

* Phéi hop gita Module va Cluster
* S& dung thyc vat gidm thiéu khu vyc ca nhan

58
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3. Cac Kki€u b tri van phong (tt)

3.Van phong ao
+ Khdng phai tat ca cac NV can phai lam viéc trong
van phong. Cac phvong thirc hoat dong khac bao
goém:
— Homeworking: NV thwc hién cong viéc cba ho tai
nhariéng
— Teleworking - NV thyc hién c6éng viéc coa ho &
ngoai VP bang cach s& dung thiét bi cng nghé
thong tin

4/26/2017
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3. Cac kiéu b tri vin phong HOASEN
UNIVERSITY

Van phong ao

P6i voi Nhan vién

Uu diém Nhwoc diém
+ Tiétkiém chiphivath®i « Giam thiéu khia canh x3
gian di chuyén héi clia céng viéc

* Linh hoat vé thoi gian * MAt tap trung trong CV
* Hoanthanh camkétvéi . Thigu déng lwc do thidu
gia dinh sy giam sat

60 © Huynh Kim Long 2016
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Van phong ao

DPoi véi Ngwoi sir dung lao dong
Uu diém Nhwoc diém
* Tiét kiém chi phi van * Chi phi mua sam thiét bj
phong * Khé khan trong giam sat

* NVcothécdthém . 6 khan trong t6 chire
nhiéu dong ly'c lam viéc cudc hop

* NVeo th‘? 955‘_"6 voi + Khé khan trong viéc
cong ty lau dai dam b3o an toan, strc
khée trong CV va hd tro
vé CNTT

61 © Huynh Kim Long 2016

14



Administrative Office Management
sAp XEp, BG TR VAN PHONG LAM VIEC o
UNIVERSITY

3. Cac Kki€u b tri van phong (tt)

3.Van phong ao (tt)
NV lam viéc & nha hay tir xa van can van phai dén
VP. Do vay, can phai cung céap:
— Ban lam viéc ddt trudc: trang bi may tinh va dién
thoai
— Phong lam viéc/ phong hop dat truéc
— Khu vye 1am viéc tam thdi: c6 thé s dung may
tinh nhung khéng can phai dit tredc
— Khu vyc giao tiép: g3p g&, hop khéng chinh thic

62 © Huynh Kim Long 2016

ADMINISTRATIVE OFFICE MANAGEMENT
ﬁ& HOA SEN
UNIVERSITY

NOI THAT VA TRANG THIET BI
VAN PHONG

4/26/2017

Administrative Office Management
NOI THAT VA TRANG THIET B| VAN PHONG HOAEN
UNIVERSITY

1. Noi thit van phong

* Cac yéu t6 can nhac khi chon ndi that VP
— Muyc dich s& dung (phU hop véi ban chat hoat ddng
kinh doanh)
— Sy phu hop v&i phong cach trang tri van phong
— Cap bac cba ngudi s’ dung
— Sy phu hop véi dic di€m ca nhan ngudi s dung
— Sy linh hoat (két hop nhiéu yéu t8)
— D0 bén, kha ndng chdng chay
— Kich thwéc pht hop khéng gian
— Hop phong thay

64 © Huynh Kim Long 2016
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NOI THAT VA TRANG THIET Bl VAN PHONG

HOA SEN
UNIVERSITY.

1. Noi thit van phong

C6 16p dém sau, diu
goi c6 the nghiéng

© Huynh Kim Long 2017
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Administrative Office Management
NOI THAT VA TRANG THIET Bl VAN PHONG oy
UNIVERSITY

1. Noi thdt van phong

66 © Huynh Kim Long 2016

Administrative Office Management

3. Noi that van phong (tt)

+ Cac kiéu thiét ké ndi that van phong
— Kiéu Module
— Kiéu tién lgi

— Kiéu chi¥c ning

— Kiéu Ergonomics (lao ddng hoc)

Seldom Access
(Tertiary Work Zone)
oo Qccasional Access
Repetitive Access (Secondary Work Zones) ]
Primary Work Zones) - X

67 © Huynh Kim Long 2016
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Administrative Office Management
: “ & HOA SEN
UNIVERSITY

© Huynh Kim Long 2016

Administrative Office Management
NOI THAT VA TRANG THIET Bl VAN PHONG o
A UNIVERSITY

2. Thiét bi van phong

» Cac yéu té can nhac khi chon thiét bi VP

Muc dich s dung

Xac dinh sy phi hop (dau vao — dau cudi)

D6 tin cay

Tiéu chudn - Thdng s8 ky thuat

Chi phi (mua sdm - van hanh - bao tri — thay thé)
. Qua trinh van hanh (dé s dung, téc do)

Tinh nang an toan

Tinh linh hoat

. Kich c& phu hop véi thiét ké van phong

© N oM PWN R

@
@
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Administrative Office Management
NOI THAT VA TRANG THIET Bl VAN PHONG HOASEN
UNIVERSITY

2. Thiét bi van phong

70 © Huynh Kim Long 2016
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Administrative Office Management
NOI THAT VA TRANG THIET B| VAN PHONG o
UNIVERSITY

2. Thiét bi van phong (tt)

 Cacyéu td quan tam khi chon mua thiét bi

— Danh tiéng cba cac nha cung cap thiét bj

— Pao tao / hudn luyén s’ dung b&i nha san xuét
ho&c nha cung cp thiét bj

— TUy chon mua hang
* Mua
*  Thué (thué / thué tai chinh / ban va thué lai)

— Kha nang cung cap cac thiét bi m&i

— Dich vy bdo hanh/ bao tri

7 © Huynh Kim Long 2016

ADMINISTRATIVE OFFICE MANAGEMENT
ﬁ& HOA SEN
UNIVERSITY

HE THONG THONG TIN
LIEN LAC TRONG VAN PHONG

Administrative Office Management
HE THONG THONG TIN LIEN LAC TRONG VAN PHONG oy
UNIVERSITY

1. Téng quan

* Laviéc truyén tai théng tin bang cdng nghé théng
tin
+ Lién quan dén viéc truyén giong ndi, di liéu va
hinh anh t vj tri nay sang vi tri khac
* Cacloai kénh
— Day xoan doi
— Cap déng tryc
— Séng cao tan
— Vétinh
— Cép quang (c6 nhiéu vu diém)

4/26/2017
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HE THONG THONG TIN LIEN LAC TRONG VAN PHONG HOA SEN
UNIVERSITY

* 02 cach truyén dir liéu
— Digital-data
— Analog-data
* Cac loai mang truyén di liéu
— LAN - Local Area Network
— MAN - Metropolitan Area Network
— WAN - Wide Area Network
* Cac loai téc dd truyén dir liéu
— Baud
— Bandwith

1. Téng quan (tt)

4/26/2017

© Huynh Kim Long 2016

Administrative Office Management
HE THONG THONG TIN LIEN LAC TRONG VAN PHONG HOASEN
UNIVERSITY

+ M®ot s6 cdng nghé théng tin

1. Tong quan (tt)

Integrated Services Digital Network (ISDN)
Asymmetric Digital Subscriber Line (ADSL)
Modems

Telephone Platforms (Key system, PBX, PABX,
Centrex)

Cellular Phone Systems (GSM, 3G, 4G, 5G)

Thiét bj khac (Teleconferencing & videoconferencing,
Facsimile, Voice message, Email...)

© Huynh Kim Long 2016

Administrative Office Management
HE THONG THONG TIN LIEN LAC TRONG VAN PHONG oy
UNIVERSITY

1. Tong quan (tt)

+ M®dt s6 cdng nghé théng tin

Integrated Services Digital Network (ISDN)
Asymmetric Digital Subscriber Line (ADSL)
Modems

Telephone Platforms (Key system, PBX, PABX,
Centrex)

Cellular Phone Systems (GSM, 3G, 4G, 5G)

Thiét bj khac (Teleconferencing & videoconferencing,
Facsimile, Voice message, Email...)

© Huynh Kim Long 2016
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HE THONG THONG TIN LIEN LAC TRONG VAN PHONG HOA SEN
UNIVERSITY

2. Quan ly hé théng théng tin lién lac (HTTTLL)

* Muc tiéu quan ly:
— GiUp nhan vién hiéu rd va s’ dung hiéu qua HTTTLL
— Cung cdp mOt HTTTLL cho phép cac nha quan ly cé dvoc
cac thong tin can thiét vao dung thoi diém
— Dam bao hé théng van hanh hiéu qua va c6 kha ning nang
cap khi khi céng nghé méi xuét hién
— Cung cap s phéi hop phat trién cba toan bd hé théng.

4/26/2017
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Administrative Office Management

HE THONG THONG TIN LIEN LAC TRONG VAN PHONG HOASEN
UNIVERSITY

2. Quan ly hé théng théng tin lién lac (HTTTLL)

* Quan ly chi phi vién théng hiéu qua can:

— Phai hop hiéu qua tat ca cac khia canh ¢é lién quan
dén HTTTLL

— Tim ki€m nha cung cp c6 dich vy t8t nhat c6 thé dap
ng nhu cau cla t8 chirc.

— Xem xét viéc st dung thiét bj tan trang.

— Xac dinh tinh kinh t& khi quyét dinh mua ho3c thué
thiét bi

— Thiét 13p hé théng giam sat hiéu qua

— Cai d&t cac tinh ndng can thiét va phu hop

—  Thiét k& HTTTLL ph hop véi VP méi

78 © Huynh Kim Long 2016
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HE THONG THONG TIN LIEN LAC TRONG VAN PHONG HOA SEN
UNIVERSITY

2. Quan ly hé théng théng tin lién lac (HTTTLL)

* Lam viéc ti xa (Telecommuting)
— Loai NV c6 thé cho phép lam viéc tir xa:
* Kinh doanh, Marketing, Nhap liéu
e (4 van dé ca nhan dic biét (sic khde, c6 con nhod, chdm
soc nguoi bénh ...)
*  C6 murc dd tvong tac thap ddi vai cac NV khac trong viéc
thyc hién cong viéc
— Cacvan dé can quan tam khi t8 chirc cho NV lam viéc
tr xa:
*  Quy dinh, chinh sach, trang thiét bi, céng nghé
¢ Nhan th&c cba nhan vién
* Tinh hiéu qua cla chvong trinh danh gia, giam sat NV

79 © Huynh Kim Long 2016
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