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I/ Phan loai thong tin trong DN




1. Bing ching chuyén giao.
2. Phan hoi.
3. Két qua cudi clng.

4. Dam bao tinh chinh xdc.
5. Dam bio tinh kip thoi.




1. Bing ching chuyén giao.

- Viéc chuyén giao thdng tin cé thé bing van
ban hoic loi noi.

+ Trong viéc chuyén giao, thi bing chitng ciia
qué trinh chuyén giao théng tin la rat quan
trong. Do vay, trong hoat dong kinh doanh,
viéc chuyén giao phai ¢é bing chiang dé
ching minh.
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Tai sao phii cé bing ching?




Thong tin canh tranh




Thong tin tai nguyén nhan Iu

+ Ty Ié trinh do CNV.
- Thoi gian tham gia huan luyén/nam.
» Muc do danh gia hiéu qua cac khoa dao tao
+ 56 lugng NV tham gia cdc khod hoc.
- S6 lugng va thoi gian ving mat cia NV.
» Thoi gian lam viéc/doanh thu.
- Ty Ié nghi viéc.
* Muc thoa mdn cua NV.
~@w do déng gép y kién cua NV.




+ Tai nan lao dong va thaoi gian mat mdt do
TNLD.

+ S6 NV tu nop don xin tuyén dung/chirc
danh/lan.

+ Chi phi tuyén dung/s6 NV tuyén duoc.
- Thoi gian va s6 lan di muon.
+ S6 lan vi pham va linh vuc vi pham.
+ Két qua ddnh gid cdng viéc.
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- Ndng suat lao dong.
- Chat lugng cdng viéc.
» Ngan sach luong, thuong.




Thong tin by phan QLNH

+ Ty |é khdch hang lap lai.
» Khdch hang trung thanh.
. Su thoa man khdch hang.
+ S6 lugng khiéu nai khdch hang.
* S0 lugng khiéu nai dugc giai quyet, thoi gian
phan hoi.
+ Thoi gian phan hoi cho mdi yéu cau.
- ROI
Sy




» Tong chi phi trung binh/khdch hang.

» Bang so sanh gia canh tranh.

+ Thoi gian trung binh cua cdc moi quan hé.
+ S6 luong khdch hdng mat mdt.

+ Doanh s6 trung binh/khdch hdng

» Chi phi marketing/sales




+ Khach hang ché mén an.

» Phuc vu cham ché.

+ Céc khiéu nai khdc.

+ Céc su ¢bd

» Cdc yéu cau cua khdch chua dép tng dugc.
+ Thai do tdac phong cia NV

- Vé sinh va hinh thuc cd nhan.

+ K¥ luat caa NV

i hinh nhan su.




1. Cau trdc mang thong tin

Input ) | To chirc| [Output)




I/ Thong tin doi véi cong ty

1.
2.
3.
4.
D.

Thong tin tir khach hang.

Thong tin tir nha cung cap.

Thong tin kinh té chinh tri xd hoi.
Thong tin tir d6i tha canh tranh.
Thong tin tir nhan vién.




Thong tin véi Giam doc




Giam doc

Input

Bp chirc nang

» Trudng phong

N

Nhan vien «~—

Nhan vién

III/Thong tin cia cac by ph

N

»Qutput/T.phong

N

Nhan vién




. Cac doi tdc nhdn thong tin tir phong.

1. Gidm doc

2. Phong chitic ndng.
3. Input

4. Output.

5. Nhan vién.




+ PAL: Tat ca cdc thdng tin tir phong ra bén
ngoai phai thong qua TP va tat ca cdc thong
tin tir bén ngoai di vao phong phai thong qua
TP.

* PA2: Xu huong tht hai 1a uy quyen, cé nghia
la mot so Th§n9 tin sé dén truc tiep NV
dugc uy quyen.
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+ Do voi truong hop 1 thuong ap dung cho
phong cdch lanh dao doc doan.

- Uu diém cua kiéu quan ly nay la thong tin di
mot cach chinh thic va thuong la chinh xac,
day du.

* Nhuoc dlem la Thong tin khong kip thoi dé
thuc hién cbng viéc, do vy cdng viéc hay bi
gidn doan

Sy




+ Doi voi truong hop 2 thuong dp dung doi véi
phong cach ldnh dao dan chu hoic tv do.

+ Uu diém thong tin di nhanh chéng, NV tu
tin trong cong viéc.

+ Nhuogc diém la cé nhiéu thdng tin “lodng",
khéng chinh thuc va nguoi ldnh dao khé
kiém soat duoc thong tin.
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Truong phong

Moi quan hé giita hai phong b

£

Dutput/T.phong

i

Nhan vién

Nhan vién

+ Truéng phong can

thong tin cho phong
khdc sé thong tin truc
tiép cho TP khdc.

» NV muon théng tin cho

bo phan output thi co
thé theo 3 cdch: bdo
cho TP sau d6 TP sg
chuyén, chuyén truc
tiép cho TP output,
chuyén truc tiép cho
NV output.



+ Cdc TP thuong rat ngai NV chuyén théng tin
cho bd phan khdac ma béan than ho khong
biét.

» Nhiéu NV thich vugt mit TP dé chuyén
thdng tin cho bo phan khdc hay cap trén
cua TP minh.




+ Lap mot thong bao nhiém vu cua ting thanh
vién trong bo phan va bdo cho cdc phong
ban khac biét.




Stt

Tén thong tin

Nguoi
chuyén
giao

Nguoi
nhan

Thoi han




Céc cach thuc truyeén tii thong

- Truc tiép bing tay.
+ Fax

* Mail

+ Pién thoai.

- Thu tin.

- Chat




Cac hinh thirc truyen tin

1. Van ban.
1. Mail.

1. Loi noi -> chir tin




Bo phan
ban hanh

Md hiéu
tai liéu

Danh muc biéu mau

Tén tai
lieu

Mad hiéu
biéu mau

Tén biéu
mau

Dinh m
st dung




+ Mdi bo phan nén duy tri mot danh muyc bicu
mau dang duoc su dung.

+ V& nguyén tic moi biéu mau phai duoc dién
giai cach thic st dung trong mot quy trinh,
quy dinh..ndo do.

+ Phan dinh muc chi ra rang nhu cau st dung
trung binh ctia b phéan dé cé so6 lwgng ban in
phu hop.
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+ Bo phan can duy fri mot file chua tat ca cdc
bieu mau dang st dung cua bo phan dé.

+ Ngodi clng cua file la danh muc cdc biéu
mau cua bo phan.

+ Cdc bieu mau trong file nam trong cdc “bia
trong” riqéng biét, va phéi ham theo thu tu
dé cé thé photo khi can thiét.
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- Ban nén duy tri mot danh muc cac bié:u mau
theo thir tu cé san sang trong mdy dé photo
khi can thiét.

+ Hdy dam bao rang, nguoi khdc cé the truy
cap folder biéu mau nay d¢ sir dung khi can
thiet.,




+ Tu TP <-> GD.

« Tu TP <-> NV

» Tur B phan input -> phong.

» Tur phong -> bd phan output.

» Tir cdc phong chic nang <-> phong




Hé thong bdo cdo noi bo
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