Hoc phdn:

NGHIEP VU THU KY
VAN PHONG




Chuong Il:

THU THAP, XU’ LY VA CUNG CAP THONG
TIN CHO LANH PAO




l. Thong tin va thong tin trong hoat dong
quanly :

1. Khai ni€ém
Théng tin 1a tat ca cac sw viéc, sw
kién, y twong, phan doan lam tang

thém sw hiéu biét ciia con ngwoi
(thong tin hoc).




- Thong tin trong hoat dong quan ly:
la tap hop cac thong bao khac nhau
vé nhirng sw kién di, dang va sé xay
ra trong hoat dong quan ly va moi
truong lién quan, nham xiy dung cac
bién phap t6 chirc doi voi khach thé
quan ly (Hoc vién hanh chinh)



2. Vai tro cua thong tin
phuc vu lanh dao:

- Thong tin l1a co s cho hoat dong quin ly cua co
quan, ciia nha lianh dao (giao nhiém vu, b6 nhiém...)

- Thong tin gitip cho viéc ban hanh cac quyét dinh
quan ly dwogc chinh xac.

- Thong tin gitup cho viéc 1ap ké hoach, t6 chirc bd
may, diéu hanh va kiém soat cong viéc dwoc hiéu qua

- Thong tin giup cho viéc phan tich, danh gia va du
bao nhirng thuén loi hay rii ro ci thé xay ra.



3. Phan loai thong tin trong hoat dong QL

a. Theo cach tiép nhan

- Théng tin c6 hé thong:
la nhitng thong tin dugc dua dén noi nhan
theo nhitng chu ky da duoc dé ra trude. (bao
cao tuan, quy, nam...).



- Théng tin khong hé thong:

l1a nhirng thong tin dugc bao cao no1 nhan mot
cach ngau nhién khong thé du kién trude duge
vé thoi gian, noi dung, dién bién cua su kién
(bao céo dot xuat....).



b. Theo tinh chét, dic diém sir dung TT

* - Thong tin quy pham phap luat.
o - Théng tin théng bdo vé cdc hoat djng.

* - Thong tin lwu trir.



c. Theo linh vwc hoat dong

- Vé thi trwong (khach hang, nguyén vit liéu,
tai chinh...)

- Vé Nhan sw (50 lwong, chat lwong...)

- Vé Lwong, phu cap, thu nhdp

- Ve thii tuc hanh chinh (xin gidy phép dau
ti, xin giay phép xay dung, cap ho chiéu...)



4. Yéu cau ciia thong tin trong hoat dong QL:

- Chinh xac.

- Cap nhat, nhanh ching.
- Ngdn gon, ré rang.

- Hé thong, tong hop.

- Dam bao tinh bi mat.



5. Nhu cau thong tin ciia linh dao:

a. Théng tin phap ly - b. Chi tiéu, dinh mtrc:

- Cac van ban Luat lién - Quy dinh, yéu cau tir cap
quan t¢i noi dung thong trén: Co quan quan ly
tin can cung cap: Ludt nha nuéc, tong cong ty,
Lao dpng, Ludt Diu tw, tdp doan, hoi dong quin
Ludt Thwong mai... tri....

- Cac VB huéng din thi |- Ké hoach, chi tiéu, dinh
hanh Luat: Nghi dinh, mirc ciia cip trén giao
Thong tu, cong van... hang nam.




5. Nhu cau thong tin ciia linh dao:

c. Théng tin thuc té ndi bé DN:

* Tinh hinh cac nguén lwc (nhan s, tai chinh...),

* Tinh hinh thwc hién cac chwong trinh, ké hoach,
dw an...

* Tinh hinh co’ s& vat chat cia DN
* Tinh hinh thwc hién ndi quy, quy ché cua DN

* Phan anh cua nhan vién trong viéc thuwc thi nhiém
vy; tam tw, nguyén vong cua nhan vién.



5. Nhu cau thong tin ciia linh dao:

d. Thong tin xé héi khdc lién quan dén hoat
ddéng cua DN:

Tinh hinh chinh tri cia dat nwdc (hodc cua nwdc ma DN déu tu,
kinh doanh)

Tinh hinh vé nén kinh té - xa hdi (thj trurong tai chinh, thj trwdng
lao déng, nhitng vén dé vé van hda, nhitng diéu chinh vé chinh
sdch cua co quan nha nwdc cé tham quyén...).

Dabi thd canh tranh
Doi tac (nha cung cdp, nha phdn phébi)



I1. Quy trinh thu thap, xit Iy va cung cap thong tin
phuc vu lanh dao

1. Yéu cau chung doi véi thw ky :

* Phan doan chinh xdc nhu cau thong tin
cua lanh dao.

* Xac dinh dwoc cac nguon tin cung cap.

* Ci k§ niing phan tich, tong hop thong
tin.

* Cikha nang danh gia, dua ra du bao, va
giai phap phu hop.




2. Quy trinh thu thép, xir Iy va cung cap thong tin
cho lanh dao.

Xic dinh nhu cau sir dung
thong tin cua lanh dao

Thu thip thong tin can thiét
Xir ly thong tin
Cung cap théng tin

v

Luu trir thong tin




b1. X4ac dinh nhu cau sir dung thong tin

Pé dam bao cung cap thong tin ding, chinh xac
cho lanh dao, trudc khi tién hanh thu thap thong
tin can phai xac dinh cac van dé co ban sau:



* Noai dung th6ng tin Ccu thé caan cung cadp (V‘é
véin dé gi, déi two'ng nao, sé liéu vé linh
vuc gi, loai théng tin...).

* Thoei gian phﬁi cung caip cho lanh dao.

* Hinh thsuc cung cadp thong tin cho lanh dao:

(vaén batin, batio cato tréic tiedp, s6 fioa...)



b2. Thu thap thong tin
Cac nguon cung cap thong tin can thiét:

1. Qua ché d$ thong tin bao ciao bang vin ban (Ké
hoach, bao cao, to trinh... cua cac don vi/ca nhdn)
2. Hé thong vin ban Pén — Pi ciia doanh nghiép

3. Hoip, hoii ngho (Bién ban, tai lieu hi nghi)

4. Khio sat thuc té (phiéu diéu tra, ban khdo sdt...)
5. Thong tin dai chung (cdc hinh thuc bado chi)

6. Thu vién, luu trir, trung tam dich vu thong tin

7. Tai nguyén mang (can lwa chon)



Phuong phap thu thdp thong tin co ban:

Thong ké, tong hop thong tin, s6 liéu.

Khao sat, diéu tra, phong van.

Ghi am, chup hinh, quan sat.

Mua

Két th nhiéu phwong phap.

Lwu y: kki iy théng tin ar bat cir ngudn NGO, din phi; ghi
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caan thiedt



VD:
- Doanh thu sau thué thang 8/2014 dat 2,4 ty
(Bao cao tai chinh thang 8/2014, phong Ké toan)

- Tong khoi lwong nguyén liéu hat nhwa PP nhap
khau quy 3/2014: 243 tan (Bao cao quy 3, phong
Xuat nhap khau)



b3. X ly thong tin

*. Kiedm tra tinh chinh xauc thong tin da thu thdp :

- Loai bo cac thong tin trung lap, thong tin
~ bi bao ham (Vi du nhw: cac van ban photo, bdao
cao nam bao ham ngi dung bao cao thang).

- Tim hiéu nguyén nhén ciia nhirng thong tin
khong thong nhat cung vé mot van de, mot noi
dung, mot doi twong.

- Phan tich, danh gia mirc do tin cay cua cac
nguon tin sir dung.

> Tr di lwa chon nhirng thong tin, so liéu
chinh xac hon, tin cay hon cho viéc bao cao.



VD:

Giam doc héi: “tong s6 nhan sw cong ty hién tai la bao
nhiéu?”

Co 2 dorn vi bao cao:

P.Nhan sw: ¢é 546 nguoi.

P.K& toan: c6 538 nguoi.

SO liéu nao dung nhat? Tai sao?



*, Hé thong héa théng tin

Tﬁllg hQ’p cac thﬁllg tin a5 toum taét theo togng vain fied, toong
l6nh voic liedn quan toéui nodi dung cain cung cadp nham dam bao

tinh hé thong ciia théng tin bao cao.



Thi truwong
may giat:

- VD: khi phai cung cap thong tin vé thi trwo'ng
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may giat, ta c6 thé tim dwoc rat nhiéu thong
tin tr nhiéu nguoén khac nhau. Sau khi da xtr
ly va lwa chon cé thé khai quat thanh céc
nhém van dé co ban:

Nhu cau khach hang: (madu ma, chiing
loai, mau sac, kieu dang, gia thanh...)
Strc mua ciia thi trwong (nhém doi twong
khach hang, kha nang thanh toan...)

Pé6i thii canh tranh: (tiém luc tai chinh,
chinh sach kinh doanh, san pham...)
Kha nang phan phoi: (hé thong dai Iy,
nha cung cap...)



*, Pé xuit
bién phap
giai quyet

—>

Nhan dinh cic sw viéc co thé xay ra.

Sw viéc, tinh hinh phdt trién theo nhirng
hwong nao?

Nhirng kha néng thay déi tiép theo?

Panh gid cac tac dong cé thé anh hudng.

Nhirng anh hwong tich cuwc-tiéu cuc? Nhirng
kho khdn, thudn loi, rdi ro, co’ héi... trong
hién tai va twong lai?




Pré

b4. Cung cap théng tin

Thong thwong thu ky chuan bi ndi dung
thong tin dwdi 3 hinh thire:

- Photo, tip hop cac VB can thiét theo ni dung
da xac dinh.
- Tong hop va xay dung thanh viin bin méi.

- Bo c4o truec tiép cho nguoi sir dung.
o Khi cung cdp cé thé tiap hop cdc vin bdn thé

hien cac so lieu, cac thong tin co lien quan de
lam ro noi dung.



bS. Luu trir thong tin da cung cap

- Muc dich: phuc vu cho cong viéc hang ngay
cung nhw lau dai; tiét kiém thoi gian; lam can cr,
bang chiwrng khi xay ra cac tranh chap.



- Yéu cau: Chi lwu giir nhitng thong tin cé gia tri

- Phwong phdp sap xép cdc thong tin cin lwu giir:

+ Theo van d¢, linh vwe (nhdn sw, lwong, xuit
khdu, hanh chinh...) .

+ Theo trat tw A,B,C (bdo cdo, ké hoach, to
trinh...)

+ Theo thoi gian cung cap thong tin...



l1l. Cac bién phap thu thap, x& ly thong tin
1. Cac bién phap thu thap thong tin hiéu qua

e Xay dwng hé théng cidc mau VB dé thu thap
thong tin:

- Phiéu théng tin khdch hang
- Mau théng ké sé liéu

- Mdu bdo cdo: dinh ky, dét xudt, bdo cdo
nhanh...

- Mdu téng ho’p théng tin.

- Mdu cdc van ban thuong xuyén su dung (céng
van, quyét dinh, to trinh....)
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 L3p ho so’ nguyén tac cap nhat cac VB Quy pham phap
luat, VB hu’o'ng dan vé nghiép vy, cac quy dinh khac lién
quan tdi cong viéc... dé lam co s& phap ly khi giai quyét
cong viéc.

* Lap ho so cong viéc: tap hop day du cac VB, tai liéu, gidy
to, hinh anh, so’ d6... lién quan t&i qua trinh giai quyét
cong viéc dé theo doi, xtr ly.

* Luwu hé so, thong tin, s6 I|eu (glay, may tinh) theo chu
dé, loai cOng viéc dé de quan ly va tim kiém.

* Thiét lap, duy tri cac moi quan hé: 1ap danh sach dia chi,
websites cua cac co’ quan, cong ty, do'n vi, ca nhan thwong
xuyén lién hé, hop tac dé dwoc ho tro thong tin.

* Pat mua cac bao, tap chi bao, tap chi chuyén nganh, lién
guan t&i cong viéc.



« Xay dwng Quy ché phdi ho'p rd rang trong viéc xtr ly
thong tin. Tap trung vao cac van dé:

q I l \ - Nhiing truong hop can phoi hop, cung cip
\ = | thong tin giiva cac bo phan, don vi, phong
2 — i ban.

o\ A\ \\s ) e n .« A X
E\\\\\ Noi dung thong tin cdan cung cap.

) / - Hinh thwc cung cd’p (van ban, tép tin, bang
e )

- Thoi diém cung cdp thong tin, so lidu

- Ngwoi co trach nhiém phé duyét vé noi
dung.



* S dung CNTT:
- Phan mém chuyén dung xt ly sé liéu,
- Tai nguyén Internet (sir dung tir khéa tra ctru).




2. K¥ nang xur ly thong tin

W 5 sisorazrd 3q 1,213,553.54¢

928,095,33

~549,630,00¢
1,319,322,32

T 3d  669,160,26¢

a. Van dung thich hop cac ky

nang x ly thong tin co’ ban:
Phan tich.

Tong hop.

So sanh.

Panh gia.

Dw doan.

Nhan dinh.

ThS. bang Thanh Nam
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b. Ky nang xur ly cac truwong hop
giai quyét vu viéc:

- Tim hiéu rd vu viéc, thu thip day di cac thong tin thuwc té twr
nhirng nguw i cé lién quan, ho so, bién ban, hinh anh...

- Tim nguyén nhan/van dé chinh cta vu viéc can phai xtr ly.

- Tim diang cac VB QPPL, Quy ché, Ndi quy, Thoa wdc lao dong tap
thé, VB hwéng dan... lién quan té&i ndi dung su viéc.

- DPanh gia cdc mat cha sw viéc (thuan lgi, khé khan, modi quan
hé...); phan tich cac khad nang, chiéu huwéng co thé xay ra.

- Van dung cac quy dinh cu thé vao su viéc, tinh toan cic phwong
an.

- Dé xuat mdt phwong an tét nhat, cé HS gidi trinh cu thé.
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Co6 van deé gi vay?

c. K¥ nang xw ly cac treong ho'p khac

e Bao cao (so liéu, tinh hinh,...):

- Xac dinh cac don vi/ca phﬁn liép quan toi noi dung can
bao cao de thu thap, thong ké so liéu, thong tin can
thiet.

- So sanh, kiém tra, d6i chiéu, phan tich... cac s0 licu,
thong tin dé dam bao chinh xac.

- T‘ﬁng hop so liéu, thong tin thanh tirng nhom van
dé/ngi dung 16n (tinh ty 1€ néu can).

- Panh gia, nhan dinh, du bao chiéu hwéng cia sw viéc.

- Soan thio bao cao, hoac lap HS trinh ky.
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e Cung cip van ban phap ly:

- Xéac minh cu thé ndi dung ciia su viéc, van de.

VD: Bén giao hang Quy dinh vé boi thwong hop

khong giao dung thoi —> dong.

han theo hop dong da ky

- Tra tim van ban lién quan bang nhiéu nguén: internet, co’
quan quadn ly nha nwdc c6 th@m quyén, vdan phong ludt su,
nguwoi phu trach céng viéc do tai cong ty minh...

+ Luat Thwong mai (gi¢i han khdong qua 8% phan nghia vu vi

pham).

+ B0 luat Dan suv (khong gidi han).
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- Tim thém cac vin ban dwéi luat huéng din chi tiét (néu
c0).

- Lap ho so trinh linh dao: tip hop cac VB QPPL lién
quan, sap xép theo trat tw phap ly cia VB.



« Kiém tra thong tin (so liéu, tinh
hinh, nhan sw, doi tac...):

- So sanh, kiém tra, do6i chiéu... cac so liéu, thong tin v&i
nguon cung cap, véi tai liéu goc, véi co quan/to chire/ca
nhin c6 thim quyén dé dam bao sw tin cdy ciia chinh
Xac.

- Tap hop cac VB, tai liéu, hinh anh... lién quan t¢i
thong tin, so lidu lién quan, 1ap HS bao cao lanh dao.
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