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L.OI NOI PAU

Cung véi su phat trién cua xa hoi, vai tro cua ngudi thu
Ky trong cac van phong, co quan. to chic ciing ngay cang
tro nén chuyén mon hoa hon. Lao dong cua nguol thu ky
gop phan khong nho dam bao cho hoat dong quan ly cua
nguoi lanh dao va cdc hoat dong khac cua co quan, don vi
cO hiéu qua.
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Giao trinh “Nghiép vu thu ky” danh cho hé dao tao
Trung cap hanh chinh. Tap thé tac gia da c¢6 gang trinh bay
mot cach hé thong kién thic co ban vé nghiép vu thu ky,
dac biét la thu Ky van phong.

Cac van dé néu ra tuy con it nhiéu mang tinh dai
cuong, nhip mon vé nghé thu ky van phong, song cing c¢é
thé giup hoc vién c6 nhirng kién thuc ban dau va rén luyén
mot sO ky nang co ban vé nghé nghiép nay.

Mac du da co nhiéu ¢6 gang trong qua trinh bién soan,
song kho tranh khoi nhirng khiém khuyét, do vay Khoa
Vian ban va Cong nghé Hanh chinh cung tap thé tiac gia hy
vong sé nhan duoc su dong gép vy kién cia ban doc dé tiép
tuc hoan thién tap tai liéu nay

Ha Noi, thang 10 nam 2007
KHOA VAN BAN VA CONG NGHE HANH CHINH






Chuong |
QUAN NIEM CHUNG VE NGHE THU KY

I. KHAI NIEM THU KY VA NGHE THU KY VAN
PHONG

1. Khai niém thu ky

Thu ky (Tiéng Anh Secretary) la mot tr duoc dung kha
pho bién trén thé gidr ciung nhu ¢ Viét Nam. Tuy nhién
trong thuc té, tur thu ky dugc dung va duoc hiéu véi nhiéu
nghia khac nhau:

- Thir nhar: Thu ky la nguot duoc giao lam cac cong
viéc lién quan dén van thu lién lac thu tin va thu tuc hanh
chinh ¢ van phong cia mot co quan, t6 chirc.

- Thit hai: Thu Ky la nguor duoc giao viec ghi chép
hoac soan thao nhirng van ban, gidy t& quan trong trong
mot cuoc hop hay hor nghi (thu ky cudéc hop, thu ky hoi
dong khoa hoc).

- Thir ba: Thu ky la nguor dar dién hoac duoc giao
nhiem vu diéu hanh cong viec hang ngay cua mot sO (0
chiic va doan thé (Tong thu ky hoi nha van).

- Thir tie: Thu ky la ngudt giap viéc cho nguoi lanh dao
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cao nhat cua mot co quan hoac mot nhan vat cap cao nao
do6 trong cac cong viéc vé gidy 10, giao thiép sap xép. chuan
b1 n61 dung cong viéc hang ngay.

- Thit nam: Thu ky la nguoi tro ly cua cac cap quan tri,
la nguoil nam vieng cac nghiép vu hanh chinh van phong, ¢o
kha nang chiu trach nhiérn ma khong cdn kiém tra truc tiép,
co 6c phan doan, sang kién va dua ra cac quyét dinh trong
pham vi quyén han ctia minh.

Mac du ¢6 nhiéu dinh nghia khac nhau, nhung du & vi
tri nao cong viéc cua nguoi thu ky cting luon luén gan lién
vol gidy tg, van ban, thong tin giao ti€p, hay noi cach khac
la nhitng cong viéc mang tinh chat hanh chinh (theo nghia
hep).

2. Vi tri cua nguoi thu ky van phong

Ngay nay, vdi su phat trién manh mé cua khoa hoc kV
thuat, cac trang thié€t bi van phong ngay cang d6i mdi theo
hudng ngay cang tién loi va hién dai. Vi tri cua van phong
ngay cang tro nén hét sic quan trong, c6 anh huong va tac
dong manh mé dén hoat dong va su phat trién cua cic co
quan, t6 chic va doanh nghiép.

Xuat phat tir nhirng nhiém vu va cong viéc cu thé ma
thu Ky thuong xuyén phai dam nhan, cung nhu dong gop
cua ho doéi vai hoat dong chung cua co quan. Chinh vi vay,
quan niém va nhan thie cua xa hdér né1 chung, cua nhing
nguoi lanh dao ndi riéng doi vai vi tri cta ngudi thu ky van
phong da co6 nhiéu thay déi voi nhitng diém chinh sau day:



- Tlhir nhat: Thu ky 1a nhirng ngudi gép phan bao dam
va cung cap thong tun Kip thoi, day du va chinh xac cho
hoat dong quan ly cua co quan va nguoi lanh dao.

Trong hoat dong quan ly noi chung khong thé thiéu
thong tin, néu khong co thong tin nguoi lanh dao, quan ly
khong thé ¢6 co s, can ci dé ban hanh cac quyét dinh
quan ly cua minh da duogc trién khai va thuc hién nhu thé
nao trong thuc té. Thu ky la nhirng ngudi giip co quan lanh
dao thu thap cac thong tin tir nhiéu nguén(thong qua su tiép
nhan va xu ly thong tin tir van ban, dién thoai, fax, telex...).
Viéc thu thap va xu ly thong tin ¢6 duoc day du, kip thoi va
chinh xac hay khong la phu thudéc vao hoat dong cua cac
thu ky. Do vay. nhin ¢ goc dé nay thi hoat dong thu ky ¢6
anh hudng rat dang ké toi cac quyét dinh quan ly cia co
quan.

- Thir hai: Thu Ky van phong la nhirng ngudi1 gop phan
bao dam cho hoat dong cua co quan, don vi va hoat dong
cua nguoi lanh dao duoc déu dan va thong sudt.

Pé hoat dong cua cac to chic, co quan thong suodt
nguoi lanh dao phai tién hanh hang loat cic hoat dong cu
thé: Hoi hop, dam phan, kiém tra, ra quyét dinh, giao tiép...
Nhirng hoat dong nay rat da dang, duogc tién hanh thuong
xuyén, lién tuc. Tham gia vao ciac hoat dong nay khong chi
nha quan Iy ma con ¢6 cac can bdo chuyén mon thudc nhiéu
don vi, nhiéu boé phan khac nhau.

Pé cac hoat dong nay dugc tién hanh thong sudt va déu
dan can phai co su sap xép va td chic diéu hanh moét cach



khoa hoc va hop ly. Do chinh la moét trong nhung chuc
nang ctua van phong do moét hoac nhiéu thu ky van phong
dam nhiém.

- Thir ba: Thu ky van phong (thu ky lanh dao) trong
mot chirng muc nao do, con la nguol tham muu, tu van cho
thu truong nhitng van dé co lién quan dén chirc nang nhiém
vu cua van phong.

Vi du, chdanh van phong théng bao cho thu truong biét
tinh hinh cac don vi trién khai thuc hién mot quyét dinh
nao do6 cua tha truong co quan, phan dnh nhitng vudng mac
ma cac don vi dang gap phai va dé xuit y kién thiao go.
Trén co so do, thu truong s€é nghién ciru va ra ciac quyét
dinh tiép theo cho phu hop. Hoac chanh van phong c¢6 thé
tham muu cho tha trudng trong viéc bo tri sap x€p noi lam
viéc cua cac bo phan trong co quan sao cho hop ly va hiéu
qua.

- Thir ne: Thu ky van phong la mat xich, néi lién va duy
tri cac mo1 quan hé cua co quan cing nhu cua nguoi lanh
dao.

Hoat dong cua co quan, to chiric luon gan lién vdi cdc
moi quan hé da chiéu: quan hé vdi1 cac co quan cap trén,
cap dudi, ngang cap; voi chinh quyén dia phuong; vdi cac
co quan to chiic bén ngoai, va cac ca nhan c6 lién quan...
cac moOi quan hé nay duogc tién hanh theo nhiéu phuong
thuc Khac nhau nhu: qua van ban, dién thoai, gap go truc
ti€p va trao doi, v.v. nhung du la dudi hinh thitc nao thi hau
nhu cic moi1 quan hé nay déu qua khau trung gian la cac
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thu ky van phong. Ho la nhirng nguoi truc tiép nhan va
chuyén giao van ban tir noi khac giri dén cho tha trudng va
cac bo phan trong co quan. Thong qua cong viéc, cac thu
ky van phong da gop phan quan trong vao viéc duy tri cac
mo1 quan hé da chiéu cua co quan. Thai do va phong cach
lam vicéc cua thu ky ¢6 thé gép phan tang cuong, md rong
cac moi quan hé do, nhung dong thoi cung ¢o thé gay anh
hudong theo chiéu nguoc lai.

- Thit nam: Trong mot chung muc nao do, thu ky con
la nguotr than can nhat dugc thu truong co quan tin cay.

3. Phan loai thu ky

3.1. Thu Ky héi nghi

Thu ky hor nghi la nguor duoc giao viéc ghi chép
nhung nd1 dung quan trong trong mot cudéc hop hay hoi
nghi: soan thao van ban. chuan bi nhirng giay to, tai liéu
can thiét phuc vu cho cudc hop, hoi nghi do.

Vi du: Thu ky Ho1 dong khoa hoc, thu ky Ho1 nghi
quoc gia vé chién luoc bao vé va cham soc tré em, thu ky
Hoi nghi cac quoc gia tiéu vung song Mékong v.v...

3.2. Thu ky van phong

Thu ky van phong la nhting nguot duoc giao dam nhéan
mot phan hoac toan bd cac cong viée hén quan td nhitng
linh vuc chuyén mon cua mot van phong nhu:

- Nghiép vu van thu: soan thao van ban, dang ky, quan



ly van ban, luu trir ho so tai liéu va to chic phuc vu viéc st
dung, khai thac van ban.

- Cong tac thong tin: thu thap. xu ly, luu trir va to chic
phuc vu viéc khai thac thong tin. lién lac thu tin.

- Cong tac giao ti€p, sap xép. to chuc cac cong viéc
hang ngay va mot sO thu tuc hanh chinh khiac ¢ van phong
clia co quan, to chiic.

Ngoai ra, nguoi ta ¢6 thé phan loai thu ky dua vao cac
tiéu chi khac nhau:

- Can cit vao cong viéc chuyén mon co thé chia thanh:
thu ky phu trich van thu; thu ky phu trach viéc tong hop
thong tin va soan thao van ban, thu ky ké toan, thu ky phu
trach thong tin lién lac (dién thoai. fax...), thu ky phu trach
vat tu, thiét bi van phong, v.v... Nhitng cong viéc nay co thé
giao cho nhiéu nguoi dam trach (doi voi nhirng co quan, t6
chuc Ion) hoac mot nguor phu trach tat ca (doi1 vér van
phong nho nhu van phong mot khoa cua mot truong dai
hoc).

- Can cit vao chiee trach dwoce giao, diuot goc do quan
[v phan thanh 2 loai:

+ Thu ky diéu hanh (gom chdnh, pho van phong o
nhing co quan I6n hoac truong. pho phong hanh chinh hay
hanh chinh tong hop & nhitng co quan vira va nho).

+ Thu ky chuyén moén (la nhung chuyén vién van
phong duoc giao dam nhian cong viéc cu thé nhu van thu,
ké todn, quan tri...).
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- Can cir vao trinh doé chuyén mon (dua trén bang cap
va nang luc cua ngudi thu Ky), nguodi ta cing ¢6 thé phan
chia thanh thu Ky cao cap, trung cap hay so cap.

Su phan loai nay gidp nguoi lanh dao ¢6 thé phan cong
cong viéc va quy dinh trach nhiém doé1 vdi tirng nguon sao
cho phu hop voéi trinh do va nang luc cua ho, dong thoi
cing co thé kiém tra duoc tién do thuc hién cong viéc ciung
nhu chat luong cong viéc duoc giao khi can thiét.

3.3. Thu ky ldanh dao

Thu ky lanh dao la nhting nguo1 thuc hién hoat dong
tro ly, giap viéc cho mot cap quan ly nao do nhu ngudi lanh
dao cao nhat hoac truong phong trong mot co quan (thu ky
giam doc co quan, thu Ky cua truong mot don vi trong cong
SO ).

Cong viéc cua nguol thu Ky nay la toan bd cac hoat
dong: nhan va chuyén cong van, gidy to lién quan tdi hoat
dong cua co quan, don vi va nguoi thu truong; giao tiép, 1é
tan, lién lac, bo tri, sap xép chuong trinh lam viéc hang
ngay cho thu truong (do1 khi ca chuong trinh lam viéc cho
cac thanh vién khac trong nhirng don vi nho); du thao, soan
thao cac van ban lién quan dén hoat dong quan ly cho thu
truong (Vi du: thu ky riéng cua thu tudng, tro ly vién tr-
uong...).

3.4. Thu ky la nha quan ly
La nhirng nguoil dugc giao nhiém vu quan ly, diéu hanh

hoat dong, cong viéc hang ngay cua mot to chic, doan thé
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xa hoi, trong truong hop nay hoat dong cua ho mang tinh
chat lao dong cua nguoi lanh dao (Vi du: Tong thu ky Lién
hop quoc, Tong thu ky Hoi nha van, Tong thu ky Lién doan
Bong da quoc té...).

Nhing cach phan loai trén day chi mang tinh chat t-
wong doi, trong nhiéu trudng hop vai tro cua thu ky loai
nay ciing dong thoi la vai tro cua thu ky loai kia. Vi du nhu
do1 var van phong khoa cua mot truong dai hoc, thu ky van
phong ciing dong thoi la thu ky cho lanh dao khoa, khi t6
chic hop dong thoi lam luon cong viéc cua thu Ky cudc
hop; hoac trong mot var hoi nghi thu ky gidam doc cling ¢c6
thé 1a thu ky hoi nghi va ban than Téng thu ky Lién Hop
Quoc cung ¢c6 mot thu ky giup viéc riéng v.v... Trong pham
vi cuon sach nay, ching ta dé cap chu yéu téi vai tro, chic
nang, nhiém vu cua nguoi thu ky van phong va thu ky lanh
dao.

[I. CHUC NANG CUA NGUOI THUKY

Hoat dong thu ky bao gom cong tic van ban, giay to,
thong tin, giao ti€p va to chic cong viéc cho cdp quan ly.
Theo cach quan niém nay thi n01 ham thu ky va tro li la
trung nhau. Pé thuan tién cho viéc theo doi, ké tir day, xin
duoc goi tat thuat ngir thu ky lanh dao thanh thu ky.

Trong boi canh cia mot thoi dai bung no thong tin va
tinh canh tranh dang td nén pho bi¢n trong moi khia canh
cua cudc song con nguoi, ca trong Khu vuc cong va khu vuc
tu, ca trong khu vuc chinh tr1 lan khu vuc kinh té.... cac thu
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truong. lanh dao dung truéde nhung thach thac kho khan
hon bao gio hét. Thu ky lanh dao, hon bao gio hét, chiu
trach nhiém lon lao trong vi¢éc ren luyén va phat huy cao
nhat su tan tam va tri luc cua minh dé ho tro tot nhat cho
thu truong.

Trén thuc té, hoat dong thu ky bao trum cac khia canh
cong viéc, lao dong sau:

I'hir nhat, hoat dong thu ky bao gom viéc ghi chép,
soan thao cdac van ban, giay to trong mot cudc hop, cudc
hoi nghi hanh chinh hoac khoa hoc. Khia canh nay gan véi
nghia goc cua tu thu ky trong nghia tr Hin — Viét. Theo
nghia nay, nhung nguor thuc hién cac nghiép vu trén duoc
gol la thu ky hoi nghi, thu ky cuoc hop, thu ky dai hdir hoac
thu ky hoi dong khoa hoc,.. |

I'hir hai, hoat dong thu ky bao gom cdac cong viéc lién
quan dén nghiép vu van thu (soan thao van ban, dang ky,
quan 1y. luu trir va to chiic phuc vu viéc sir dung, khai thac
van ban), thong tin (thu thap, xu ly, luu trir, t0 chic phuc
vu viéc khai thac thong tin), giao ti€p cung nhu thuc hién
mot sO thu tuc hanh chinh van phong khiac. Nguoi ta goi
nhung nguoil thuc hién cac loar nhiém vu nay la thu ky van
phong.

I'hir ba, hoat dong thu ky la hoat dong tro giap, giup
viéce trire tiép cho mot cap quan 1y nao do. nhat la thu
trudng cap cao nhit trong to chic, co quan, cong so. Cong
viéc thu ky, trong truong hop nay, lién quan dén toan bo
nhiing cong viéc ké tir nhan, chuyén cong van, giay to lién
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quan truc tiép dén thu truong: dén thuc hién viéc giao tiép.
lién lac, bo tri, sap xép chuong trinh lam viéc hang ngay
cho thu truong. Hon thé nua, trach nhiém cua thu ky con la
du thao, soan thao cac van ban cho thu truong dé giup ho
quan ly co quan, don vi. Nhirng ngudoi dam nhan cong viéc
nay chinh la cac thu ky riéng hoac thu ky lanh dao. Su khac
biét cua thu ky. theo goc do nay, chinh la & ché doéi tuong
phuc vu truc ti€p cua hoat dong thu ky chinh la ca nhan thu
truong.

Thir tie, hoat dong thu ky la hoat dong quan ly, diéu
hanh cong viéc cua mot to chuc xa hoi nao do, nhu Tong
thu ky Hoi Nha van, Tong thu ky Hoi Nha bao,.. Trong
truong hop nay, hoat dong cua thu ky mang day du tinh
chat lao dong cua thu truong.

CAU HOI ON TAP

. Khai niém vé thu ky? Tai sao can phai co thu ky?

2. Hay trinh bay chirc nang cua nguoi thu ky?

3. Tiéu chuan dé lua chon thu ky van phong. thu ky
lanh dao?

4. Vi tri cua nguoi thu ky trong thor dai main?
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- Giup lanh dao giai phéng khoi
nhung céng viéc mang tinh su
vu, lam tang thém phan lao déng
sang tao trong quy thai gian.

- Tom lai: chuc nang cua thu ky
co thé chia lam hai nhém.

+ Nhom chic nang lién quan dén
viéc t6 chlic cong tac thong tin
nhu: x ly van ban di, dén; dang
ky van ban, giup lanh dao kiém
tra viéc thi hanh cac chi thi,
quyét dinh cua tha truong, thao
cac van ban,...

+ Nhom chilrc nang thuéc quan ly
cong viéc nhu: Té chiac tiép
khach, hop, hoach dinh va té
chuc cac cudéc hop, hoi nghi,
dam thoai dién thoai, cac chuyén
di cong tac cho lanh dao,...

- Cac chuc nang trén mang tinh
chat chung cda moi thu ky, chua
tinh dén vi tri cda thd trudng
trong b6 may quan ly: (Bo6 truong
- giam doc...).
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Chuong II

DAC DIEM LAO DONG VA NHIEM VU CU THE
CUA NGUOI THU KY

I. PAC PIEM LAO PONG CUA NGUOI THU KY

1. La hoat dong mang tinh tro giup lanh dao

Dac trung thu nhat cia nghé thu ky la & vi tri hoat
dong cua thu ky trong bo may t6 chirc. Thu ky luon luon 1a
hoat dong mang tinh phuc vu mot déi tuong cu thé: phuc vu
hoat dong cua thu truong hoac hoat dong chung cua mot
don vi.

I1.1. Xac dinh ro doi tuong phuc vu

Pé lam ré cac moi quan hé cua nguoi thu ky cdn xac
dinh theo doi1 tuong phuc vu: c6 vi tri thu ky phuc vu riéng
cho lanh dao, cho ban lanh dao, cung co6 thu ky tro giiap
cho van phong, mot phong chuyén moén nao do. Puong
nhién, néi dung cua nghiép vu thu ky lanh dao va thu ky
cua don vi ¢6 khiac nhau, nguo thu ky phai tinh tao, can
nhac, dé hudng su quan tdm ctia minh vao déi tuong phuc
vu nao. Thu ky cia mot don vi thi khong chi cham cham
quan tam dén ca nhan tha trudng don vi ma cin diéu tiét, to
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chic hop ly cdac hoat dong thong tin, hau can cua ca don vi
mot cach khach quan, cong bang.

Tuy nhién, du la thu ky lanh dao hay thu ky cua mot
don vi thi viéc phuc vu hoat dong lanh dao van la uu tién
hang dau. Nhiém vu co ban cua thu ky la tro gitip cho hoat
dong quan ly. Nhu vay. nguoi thu ky can c¢o thar do ding
muc, quan tam chu trong, tao quan hé chat ché trong cong
viéc dor var lanh dao, nguor dung dau co quan, don vi, la
cap trén truc ti€p va cung la muc tiéu, doir tuong phuc vu
chinh yéu cua thu ky.

Nhu vay, du thuoc loar thu ky nao, doi tuong trung tam
cua thu ky van la phuc vu hoat dong quan ly, lanh dao.

La nghé nghiép mang tinh phuc vu, dé bao dam thanh
cong, trudc hét, nguoi thu ky can xdac dinh ro chirc nang
nhiém vu cua minh, vi tri lam viéc, doi1 tuong phuc vu. Hoat
dong hang ngay cua thu ky luéon phai do1 mat véi rat nhiéu
su vu Idn nho doi hoi phai linh hoat, sang suoét lua chon, uu
tién giai quyét viéc gi trudc. Xac dinh ding dan moéi1 quan
hé cong tac la yéu cau toi quan trong dé bao dam cho nguoi
thu Ky thuc hién tot chic nang nhiém vu. Nguoir thu Ky
luén can dat cau hoi: minh phai vu tién phuc vu doi tuong
nao, quyén chu dong cua minh dén dau. Tu d6, nguoi thu
Ky mo1 phan chia thor gian cho cac cong viéc mot cach hop
ly va lua chon phuong dan giai quyét cac tinh huéong ding
theo yéu cau dat ra. Néu khong xac dinh ro cac mor quan
hé, nguoi thu ky rat ¢6 thé sé roi vao mot trong hai thai
cuc: hoac la giai quyét cong viéc vuot qua quyén han cua
minh hoac qua thu dong sé lam tang suc €p cong viéc cho
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lanh dao: hoac xay ra truong hop mai thuc hién cac hoat
dong phu ma thi€u thoi gian dé hoan thanh cac nhiém vu

chinh.

1.2. Dé thuc hién tét chitc nang tro giup cho hoat
dong quan ly, lanh dao, thu ky can dam bdo nhitng yéu
cau sau:

— Yéu cau thi nhat: Nguoi thu ky cdn ¢6 nhing hiéu
bi€t nhat dinh vé d6i tuong ma minh phuc vu, cu thé & day
la hoat dong cua thu truong va hoat dong quan ly lanh dao
don vi no1 chung. Chi ¢6 nam ro dac diém cua doi tuong
phuc vu thi nguoi thu Ky mdi ¢o thé thuc hién tot nhiém vu
trg giup.

— Yéu cau tha hai: Ngudi thu ky can xac dinh ro cac
nhiém vu can lam, noi dung cac cong viéc can thuc hién dé
tro giip hoat dong quan ly lanh dao.

— Yéu cau thua ba: Biét cach tao dung moéi quan hé cong
tac, phuong thuc, cach thac phoir hop lam viéc vdi thu
truong va voi cac doi tuong phuc vu khac mot cach an vy.
Co cac ky nang dé diéu hoa méi quan hé, bo trg cho hoat
dong cua lanh dao dé dat hiéu qua tot nhat.

Nhirng yéu cau trén c6 thé dugc cu thé hoa theo cac noi
dung duo day:

— V€ yéu cau thu nhat: Thu Ky can ¢o nhung hiéu biét
nhat dinh vé thu trudéng, cong viéc cua thu trudng:

?
+ Hi€u ro co cdu boé may lanh dao cua co quan don vi.
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viéc phan chia quyén luc, phor hop hoat dong cua cac ca
nhan trong bo may lanh dao.

+ Hiéu biét vé tinh chat, noi dung cong viéc lanh dao,
thau hiéu nhiing khoé khan vudng mac cua lanh dao trong
cong viéc, trong mol truong lam viéc.

+ Hiéu ro doi tuong ma thua truong quan ly.

+ Biét ro phong ciach lam viéc, phuong phap lam viéc
cua thu truong.

+ Hiéu biét vé suc khoé, tam 1y, so thich, thdi quen cua
thu truong.

+ Luon ton trong thu truong, biét ré6 nhirng mat manh
cua thu truong va nhirng mat can bo sung.

+ Xac dinh duoc cac moi1 quan hé cua thu truong trong
cong viéc. va doir khi ca cac quan hé xa hoi, than nhan, gia
dinh dé tranh xU su gay that tho.

— V¢ yéu cau thit hai, thu ky can nam ro cac noi dung
cong viéc can lam dé tro giup hoat dong quan ly lanh dao ¢
cac mat duoi day, va do cung la n61 dung nhiém vu cua thu
Ky:

+ Bao dam thong tin cho hoat dong chi dao diéu hanh:
giup kiém tra theo doi doi tugng quan 1y.

+ Xay dung cu >0 da licu phuc vu quan ly, giap lanh

dao xu ly van ban.

+ Giap lanh dao trong hoat dong giao dich, tiép khach,
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do1 no1, do1 ngoai tién hanh cac cudc hop, cac chuyén di
cong tac .

+ Pam bao cac diéu kién hau can, bo tri phong lam
viéc, trang thiét b1 lam viéc, dich vu hau can cho lanh dao.

Trong cac nhi€ém vu no1 trén, tuy theo tuirng loar thu ky
ma nguoi thu ky ¢6 thé thuc hién mot s6 hoac tat ca cac
nhiém vu, nhung can phai ¢6 tha tu vu tién, xac dinh ro
nhiém vu co ban, thit yéu va nhiém vu b6 trg. Thong
thuong, nhiém vu chinh yéu cua thu ky la cac no1 dung
phuc vu truc ti€p hoat dong quan ly diéu hanh, sau do mai
dén giup do, tao diéu kién vat chat hau can cho thu truong.

Thu ky la nguoi tro giap dac luc cua lanh dao, khong
don thuan la nhan vién phuc vu lanh dao. Thu ky khong chi
biét chay theo tim hiéu y muén cua lanh dao hay chi biét
dap ing cac dich vu hau can cho lanh dao.

Do vay, yéu cau doi vér nguoi thu ky khong don thuan
chi ¢6 nhirng ky nang phuc vu ma phai ¢6 trinh do nhat
dinh vé hanh chinh, vé cong tac quan ly, nghiép vu chuyén
mon.

Vi du, khi lay thie, bao, cong van cho thu truong, can
phai biét phan loai, sap xép thong tin van ban theo cdac
nhom wu tién xie Iy khdac nhau dé thit tricong dé dang nghién
cun, kip thoi giai quvét nhitng yvéu cau khdac nhau cua tirng
VieC.

Hodc khi nhan van ban thie ky phai doc tin, ¢o bién
phap xw ly thong tin can thiét, tranh dé van bdan qua han
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glai quvet hodac thong tin chuwa chinh xac, van ban chua
dung veu cau dé duwoc trinh duvét hodc thiéu vy kién tie van
cua cac bo phan, ca nhan co chirc nang...

Hay tricoc mot cuoce hop thi thie ky khong chi quan tam
dén khau chuan bi hau can ma diéeu quan trong hon la thu
ky phat lap ho so tai liéu chuan bi cho thu truong nghién
ciene trinh bay trong cuoc hop, cung cap thong tin cho dai
biéu dic hop chuan bi, nam bat thong tin phan hoi.

Quan tam dén no1 dung cong viéc khong chi dung lai o
viéc tim hiéu, giai quyét nhirng su vu cu thé. Pé ¢o cai nhin
bao quat, kip thoi xu 1y tinh huong, du liéu duoc vé y dinh
cua lanh dao. thu ky can hiéu ro doi tugng quan ly, hé
thong quan ly, moi truong quan ly, cac moi quan hé trong
ngoal, cap nhat cac thong tin thor su, cac ky nang, ap dung
cong nghé mai...

Pé phuc vu tot cong viéc chinh yéu, thu ky khong chi
gial quyét tot cong viéc lanh dao ma can quan tam dén
cong viéc cua toan co quan, don vi, dén cac moi1 lién hé hop
tic cua co quan, cua lanh dao dé tao hiéu qua dau ra cua
cong viéc. Mat khac. do1 vaor thu ky don vi thi nhat thiét
phai quan tam chu trong dén hoat dong chung cua co quan,
don vi, cac mo1 quan hé trong ngoai...

Neuoc lai, quan tam dén no1 dung cong viéc khong co
nghia 1a thu kv citng nhac chi cham chi vao cong viéc mot
cach don thuan. Thu ky con can hiéu bao quat vé khia canh
nhan van nhu tam ly, muc tiéu. moi1 truong lam viéc cua
lanh dao. nhirng yéu t6 ca nhan cua thu truong nhu phong
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cach lam viéc, sd thich, théi quen... nham dam bao hiéu
qua hoat dong cua lanh dao,

— Vé yéu cau thir ba, mot yéu cau rat quan trong khong
thé bo qua la thu ky can xay dung moi quan hé tuong tac
vol lanh dao that chat ché. Cong viéc duoc tién hanh thuc
su ¢6 hicu qua chi khi c6 su hiéu biét, két hop an y giira cic
ca nhan, dac biét do1 va1 cong viec mang tinh tro giip cua
thu kY.

1.3. Cach thirc xay dung moi quan hé tuong tac

Moi quan hé tuong tac dé chi ¢6 thé c6 duoc khi dua
trén co sO su hiéu biét, tin tudng vé nang luc, thai do trong
cong viéc va su hoa hop trong giao ti€p. trong phong cach
lam viéc.

Muén vay, thu ky khong chi can hiéu biét ky vé thu
trudng ma can thé hién nhitng mat sau:

- Thé hién thai do quan tam thuc su, vo tu, khach quan
t61 cong viéc cua thu truong, té1 hiéu qua cong viéc trén co
s& long nhiét tinh, yéu nghé, yéu cong viéc.

- Gitr gi61 han pham vi can thiét var thu truong, khong
to ra than mat, x6 bo. Day la diéu kién quan trong dé xay
dung quan hé hop tac lau dai, hiéu qua, huong té1 su phat
trién trong cong viéc, trong nghé nghiép, 1a co so tang
cuong trach nhiém ca nhan giuva har bén nhu mot su cam
két, tao long tin.

- Bay to su quan tdm chu ddo té1 ciac van dé ca nhan
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cua thu truong, nam bat thoi quen. sd thich cua thu truong,
tao su chia s¢ bdot ganh nang, su cam thong, an y trong
cong viéc, giup thu truong chu toan tap trung vao cong
viéc, thao g0 nhirng vudng mac. kho khan khong dang co
do su khong hiéu nhau gitta thu ky va tha truong. Tuy
nhién, tranh bicu hi¢n toc mach, to mo.

- CO su co1 mo can thict, khong qua e ngai, khép kin
ma che dau, khong biéu 10 cai toi, thai do ca nhan, nhing
sO thich, riéng tu...

Han ché to1 da nhing thoi quen. so thich ca nhan
khong phu hop. ¢6 thé can tro cong viéc.

Khong nén e ngai cho rang viéc quan tam tdi ca nhan
lanh dao la biéu hién co hoi, khong can thiét trong giai
quyét cong viéc. Nguoc lai, thuc t¢ cho thay kho ¢6 thé tao
nén su an yv. nhip nhang trong giar quyét cong viéc néu
khong dua trén su hiéu biét lan nhau gitra thu ky va thu
truong.

- Thu ky can chi y tao niém tin bang mot sé cach thic
sau:

+ Can biét lam vua long lanh dao:

Hay to ra hung tha vl cong viée duoc giao, tim duoc
0 do y nghia 1a dem lar loir ich cho cong viéc cua thu
truong. viécce chung cua co quan. Pong thoi, su cham chi s¢€
oiup nguot thu ky ren luyen nang luc, ky nang, bO sung
kKinh nghiém. nang cao hiéu suat lam viéc.

Tinh cham chi cua nguoi thu ky tat yéu sé tao su tin
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tuong tir phia lanh dao, tir do, lanh dao c6 thé yén tam giao
phé nhirng cong viéc phuc tap hon, doi1 hoi chuyén moén cao
hon, tham chi lanh dao gap nhing van dé kho khan cling ¢6
thé nho nguoi thu ky cung tham gia thao g&. Bai vi, lanh
dao da biét rang nguoi thu ky do sé lam nhiing viéc vuot
trén kha nang thuong ngay cua minh ma khong phan nan
diéu gi ca.

+ Nhiém vu tu van va bao vé chinh Ki€n ctia minh trudc
lanh dao:

Lanh dao quan tdm dén nhing van dé vi mo, co khi bo
qua mot soO tiéu ti€t. Nhiém vu cua thu ky la chd y bo sung
nhitng van dé phu nhung quan trong doéi vé1 cong viéc
chinh yéu cua lanh dao. Mat khac, thu ky c6 uu thé vé
thong tin do truc ti€p thuc hién cac quan hé giao tiép, do vi
tri hop tac védi co so. Tu goc do chia minh, thu ky ¢6 thé van
dung kha nang phan doan, nhan xét, bo sung thong tin cho
lanh dao.

Poi1 khi, viéc “cai” lair thu truong can hét sirc khéo 1éo,
phai dat trong hoan canh that coi mo, va cung can than
trong nhung phai to ra thoar mai va khong c¢6 chap. Trong
truong hop néu thu truong biét ro nhung van quyét, khong
nén tham gia y kién ma san sang chap hanh.

2. Tinh khoa hoc, tinh nghiép vu cao
2.1. Tinh khoa hoc

Nhiém vu cua nguoi thu ky la tao moi diéu kién lam



viec tot nhat cho thu truong. o1 vor ngudt thu truong, ap
luc cong vicée la rat 1on. Pac thu hoat dong quan ly lanh
dao la rat phuc tap, khoir luong cong viéc, khor luong thong
tin can xu ly rat Ion, tinh trach nhiém lai rat cao. Ciac quyét
dinh ban hanh phai dam bao yéu cau vé tinh chinh xac, hop
ly. hop phap. kha thi, tinh hé thong, phu hop muc tiéu chién
luoc... dac biét phai chiu sic ép vé thoi gian va luon phai
iing pho vai nhirng bat thuong. nhitng thay doi khong luong
trudc duoc. khong phai bao gio cing déu dan theo ding ké
hoach, du kién.

Nhiém vu cua nguoi thu ky la can gitp do thu trudng t6
chiic sap xép cong viéc mot cach khoa hoc va do vay, cong
viéc cua chinh nguoi thu ky cing phai duoc t6 chiic khoa
hoc, mang tinh nghiép vu cao dé dam bao vai tro la bo nho,
ngan hang dir liéu cho thu trudng c6 thé dap ng nhu cau
thong tin trong cac thoi diém khac nhau.

Ap luc chong chat trong cong viéc hang ngay dé gay su
cang thang cho nguoi thu ky va néu cong viéc khong duoc
t6 chirc sap x&ép mot cach hop 1y thi nhat dinh dén mot lic
nao do sé trd thanh qua tai, dan dén su mét moi vé tam ly
lan thé chat lam giam sit nang luc hoac lam cho nguoi thu
ky khong bao quat duoc cong viéc, mat kha nang ki€ém soat
cong viéc va tu do, khong hoan thanh nhiém vu cua minh.
Day la diéu hét sic nguy hiém.

Vi vay. bat Ky nguoi thu ky nao cung phair hoc duoc
cach sap xép to chic cong viéc phu hop véi tinh chat cong
viéc cua minh, vdi phong cach va tu duy cua minh, lam sao
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dé minh dé dang va thuan loi nhat trong viéc tiép can. theo
do1 cong viéc.

Kha nang va phong ciach cua moéir nguoi thu ky la
khong hoan toan giong nhau. Iinh vuc hoat dong ciing
khong hoan toan giong nhau, vi vay, cach sap xép cong
viec cua moi nguoi thu ky cing khong nhat thiét giong
nhau. Tuy nhién, viéc to6 chuc cong viéc cua ngudi thu Ky
lubn can dam bao tinh khoa hoc, hé thong, cach sap xép
gon gang, hop ly. ngan nap, phu hgp tam sinh ly, loai bo
yéu to thira, tranh trung lap, quanh co, luém thudém baoi diéu
do sé lam nguoi thu ky hao ton tri luc dé suy nghi, tim
kiém, suy doan. Hay dé viéc thuc hién cdc thao tac trong
cong viéc tro thanh ky nang. phan xa dé tri 6¢ duoc giai
phong bat cong viéc.

Noi dung t6 chirc khoa hoc cong viéc biéu hién O nhiéu
mat:

- Trong viéc lén ké hoach, thuc hién cong viéc, xay
dung lich lam viéc:

- Trong cach thuc giar quyét cong viéc hop ly, ding
quy trinh;

- Trong viéc sap xép bo tri cac vat dung, trang thiét bi,
phuong tién lam viéc; bo tri khong gian lam viéc;

- Trong viéc hé thong hoa thong tin, xay dung ciac danh
muc tim Ki€ém (danh sach cac cong viéc can lam, danh muc
hé so dé tra ctu. danh ba dién thoai. dia chi doi tac...).
danh sO cac vat dung can thiét dé dé tim kiém, danh dau.
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chi lai két qua grar quyét cong viec. hé thong thong tin
bang cac hinh thuac trinh bay bang bicu. so do sao cho dé
tim. d¢ quan sat nhat:

- Trong vice ap dung cac phuong tuén ky thuat, cong
ngh¢ hién dar. uén tién vao thuc hién cong viéc hang ngay:

- Luon tinh dén yéu 1o tét kiem. hicu qua:

- Tranh cing nhac. luon to chite cong viéc mot cach hai
hoa. thoar mai. phu hop vai tam sinh 1y, sic khoe. biét lam
chu thoi gian. ..

Tinh khoa hoc cua cong viéc thu kv trong cac mat trén
biéu hién cu thé nhu sau:

Tinh khoa hoc trudge hét duoc thé hién ¢ cach thuce giai
quyét. thuc thi cong viéc. Khi nguor thu ky can giar quyét
mot van dé gi cting phai ¢o cai nhin bao quat, mot su danh
o1a tong thé. tinh dén cac mat. xem xét ¢ nhiéu goc do, du
Kién trude cac kha nang xav ra. can nhac loir hai, thiét hon
doé1 voi cac phuong dan khiac nhau dé lua chon phuong an
thich hop nhat.

Muon 10 chuce cong viée khoa hoc. can sap xép moi thu
theo trat tu, theo thua tu vu tuén lan luot theo muc do quan
trong. thco trinh tu, quy trinh giar quyét cong viéc. Dac
biét, khong bo sot bat cur viée gi. ké ca viée 1on va viéc nho,
tat ca can duuc m’ip ACP ¢O he thong, hup ly.

Vi du: tiu ho so dicoe chia theo cac ngan: ho so dang
tién hanh, ho so thuwong xuvén sie dung, tra ciu dé riéng
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mot ngan va phai thuan tién, dé lay; ho so mat dé ngan
riéng co khoa, con ho so it siw dung, ho so cong viéc da
hoan thanh nhiung chica nop o triv dé riéng mot ngan; c6
danh muc ho so, trong danh muc ¢hi ré sé thie tie ho so, so
cua ngan dung ho so, vi tri liw trong ngan.

Hodce doi voi danh ba dién thoai, can ghi riéng danh
sach cdac so dién thoai “nong’” thuwong xuvén sit dung. Con
cdc so dién thoai khac ciing dicoc sap xép theo cac nhom dé
de tra cuu khi sw dung, vi du: danh sach dién thoai noi bo,
danh sach dién thoai cua khach hang, danh sach dién thoai

cdc co quan triuc thuoc ...

Tinh khoa hoc con dugc biéu hién & viéc sap xép, bo
tri. to chic phong lam viéc:

Vi du: Ban lam viéc cua thie ky nén o vi tri ma khach
dén co thé dé tiép can nhat, va o vi tri an ngit sao cho
ngicon khach khong thé di thang vao gap trice tiép lanh dao
ma khong qua thie ky. Ban giay nén trong trai. Co nguoi da
not rang “Heé ban giay ngon ngang thi dau oc ciing ngon
neang”. Vi vay, hav co gang don dep ban gidy sao cho luon
gon gang bang cach: loai khoi ban gidy nhitng giay to
khong dinh liu dén van dé minh dang gidi quvét; co gang
eiai quyét xong, dirng gac lai nhitng dé an dang lam; nhitng
van kién chuwa co diéu kién giai quvét ciing dirng dé trén
ban. Trén mat ban chi nén co gidy to, ho so cong viéc dang
grar quvet va cac ban muc luc, danh muc cac van de, cac
ho so can giat quyét tiép theo. Ngoai ra, ciing can trang (ri
ban lam viéc cho sinh dong, mau sac nén am dp, cho anh
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sang va khong khi tran vao. Pac biét can cung cap day du
may moc cho not lam viec duwoc thuan lot.

Trong hoat dong nghiép vu, thu ky cung can tinh toan
sao cho tiét kiém cu dong: loar bo dong tac du thua, rut
ngan thoi gian thuc hién moéi thao tac, don gian hoda quy
trinh giai quyét cong viéc. Thu ky can nghién ciru, nam
virng mot so tiéu chuan nghé nghiép., cic quy dinh, hudng
dan vé chuyén mon lam cap nhat thong tin vé cong nghé
mai lam co s dé xay dung phong cach lam viéc khoa hoc.

Vi du: Sap xép do vdat trén ban lam viéc co thé trong
cac ngan dat o truoe mdat theo chiéu thang ditng trong
pham vi gioi han cua tav voi. Lam viéc theo day chuyén
phdan cong cong viéc, di chuvén do vat thuong xuyén phdi
chuvén giao bang cac bang chuyén, tha nr trén xuong theo
chiéu thang ditng, sit dung mau biéu soan thdo van ban,

[Lam viéc khoa hoc phai tinh té1 yéu t6 tiét kiém nhu:
tiét kiém chi phi, tiét kiém thoir gian. Truong hop nay can
biét quan tr1 thoi gian.

Vi du tiér kiéem thoi gian hoi hop cua lanh dao: can
xac dinh muc dich, muc tiéu cuoc hop mot cach ro réet.
Khau chuan bi, dac biét la chuan bi vé tai liéu, trao doi
thong tin can chu dao, day du, can phai diwa tricoc ra duoc
cac phicong an die kién cho két luan cuéc hop thi mot dam
bao cuoc hop dat dicoc muc tiéu.

Hodc trong cac buoi noi chuyén, trao doi thong tin,
tiép khach, thie ky can hét siee lhew v lam chu viée tiép
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khach, tham chi co thé quy dinh thoi gian tiép khach ro
rang, lww vy rut ngan thot gian trinh bav, di vao trony tam,
biét cach két thic cuoc noi chuyen sao cho hop Iy nhat.

Tom lai, nguor lam viéc kKhoa hoc la nguor luén luén
tim cach giai phong minh, lam cho nhiing cong viéc phic
tap tro nén don gian, dua nhung yéu t6 bat thuong vao quy
trinh, quy luat, du liéu trudc nhitng van dé c6 thé xay ra dé
khong b1 dong.

Nguoi lam viéc mot cach khoa hoc luon quan tam téi
yéu to cong nghé, ap dung khoa hoc ky thuat hién dai dé
gial quyét cong viéc, nghia la khong don thuan cham cham
theo duoi viéc giai quyét triét dé mot viéc cu thé ma la
nguoi dat cau hoi vi sao va lam thé nao dé nhirng khé khan
loar d6 khong lap lai.

Yéu cau lam viéc khoa hoc do1 vair nghé thu ky khong
c6 nghia la lam viéc mot cach ciing nhac ma la su két hop
hai hoa cdc yéu to6 ky thuat, cong nghé voi yéu to tam sinh
ly, tinh nghé thuat cao dé tang nhiét tinh, sang tao, tao hiéu
qua thuc su cho cong viéc.

2.2. Tinh nghiép vu cao, co nang luc chuyén mon

Theo tir dién tiéng Viét, nang luc dugc hiéu la nhing
kha nang ma con nguoi ¢6 thé ¢6 dugc do tu nhién ma co
hoac do duoc dao tao. mot phan do ren luyén duoc gor la
nang luc chuyen mon.

Thu ky van phong khong phai la nhirng nguoi chi ¢o
nhiém vu thuc hién nhung cong viéc su vu theo nghia den
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cua tur nay nhu nhicu ngudr quan niem. Ngoar mot sO cong
viee ¢o tinh chat su vu, mor nguor thu Ky van phong déu
phai dam nhiém mot hoac nhiéu nhiém vu doi hoi ho phai
co nhung kién thic chuyén mon thuéc vé mot linh vuc, mot
nganh khoa hoc ky thuat nhat dinh. Chang han: Nhing kién
thuc v¢ van ban. vé quan ly. vé luu trir, ké toan hoac veé
trang thi¢t bir van phong...

I'hie nhat, nguoi thu ky can hiéu sau sac vé nghé nghiép
cua minh hoac vé nhiém vu ma minh duoc giao phu trach.

Dé hoan thanh nhiém vu duoc giao. nguoi thu Ky van
phong phai hiéu biét vé nghé nghiép cua minh ca vé 1y luan
va thuc tien. dong thoi biét so sanh doi chiéu gitra ly luan
va thuc tién & co quan. don vi minh dé tim ra bién phap giai
quyét cho phu hop.

Vidu: Mot can bo dicoc giao phu trach cong tac heu trir
va lam viéc trong van phong cua co quan. N guwoi thie Ky nay
chi ¢o thé lam tor cong viée cua ho néu nam vieng nhitng
van dé Iv luan co ban vé cong tac hae trie nhae: Nguyén tac
(o chite cong tac hew triw, v nghia tai lieu hae trie, cdce yéu
cau veé nehiép vu hew trie... Nhitng kién thiee nay sé giup ho
van dung vao thuc té to chice cac loai hinh tai liéu cu thé
cla co quan.

Hié¢u biét vé 1y luan con doi hoi nguoi thu ky phai nam
virng trinh do phat trién trong linh vuc chuyén mon cua co
quan. quoc gia Khac ucn the gion.

u
-

Ihir hai. thu ky can thao tac thanh thao nghiép vu
chuyén moén dung yéu cau.
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Pay cing la mot yéu cau vé mat chuyén mon. Nguoi
thu ky van phong khong chi hiéu nghé ma con phai thao
nghé. Yéu cau nay doi hot nguoi thu ky phai thao tac thanh
thao va ding yéu cau cac nghiép vu chuyén mon thuodc
nhiém vu ma minh dugc giao dam nhan. Moi1 nhiém vu lai
co nhung nghiép vu chuyén mon riéng.

Vidu: Thie ky lam viéc o trung tam may tinh khong chi
hiéu vé mady va kha nang wng dung may tinh ma con pha
thanh thao trong thao tac:

- Soan thao van ban voi toc do danh may tic 60-70
chit/phut (Tiéng Anh).

- Trinh bay van ban dep, diing yéu cdu.
- Biét sic dung cac chwong trinh tin hoc va wng dung.

Thit ba, thu ky can c¢6 kha nang hoc hoi, trao doi,
truyén dat, hudng dan nghiép vu chuyén moén cho nguoi
khac.

Pay la yéu cau cao hon vé nang luc chuyén mon.
Thong thudng, trong mot co quan, van phong khong chi ¢6
mot Ip (mo6t thé hé) nhan vién lam viéc, luén ¢6 nhan vién
lau nam va nhan vién tré mdi vao nghé. Pac diém nay doi
hoi gitra cac thé hé nhan vién can co su trao doi, truyén
nghé nham muc dich bao dam cho hoat dong co quan.
doanh nghiép duoc thong suot.

Mat khac, co nhung co quan, doanh nghi€p do pham vi
quan ly rong (trong ca nudc, trong Khu vuc...) nén coé rat
nhiéu don vi, chi nhanh truc thudéc. Hoat dong quan ly diéu
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hanh dor hor ¢o su thong nhat tur trén xuong dudi. Quan ly
van phong dor hoi ¢6 su thong nhat cao. Vi vay thu ky 0 co
quan chu quan, ngoar vi¢c thao tic cac nghiép vu chuyén
mon, ho con ¢6 kha nang va biét huong dan cac don vi cap
dudn thuc hién nhing nghi¢p vu chuyén mon do theo dung
yéu cau.

Nguoc lai, nguor thu kv luon can tiép tuc trau doi, hoc
hoi. trao doi kinh nghiém v&i dong nghiép. Nguoi thu Ky
can hoc hoi kinh nghiém tir cac 1op di trude, can bo lau
nam, nhirng nguoi dong nghiép tir ciac co quan cO truyén
thong. uy tin hoat dong. ¢c6 quy mo va hién dai; ludn trao
do1 thong tin vé chuyén mon vdi thu kv ¢ quan don vi chu
quan, cap cao hon. Nhiéu khi, thu kv cling can hoc hoi ¢
cac dong nghiép trée hon ¢ su nhanh nhay, sing tao, trinh do
cong ngh¢ maoir do cac dong nghiép nay duogc dao tao theo
chuong trinh md1 hon hoac ¢ nhing chuyén nganh Khac
nhau. Thu ky cling can nam sau sat van dé thuc hién nghiép
vu O co sO ¢dp dudi dé bam sat thuc tién hon nira.

bé lam duoc diéu nay, thu ky can ¢6 moi quan hé
tuong tro giip do dong nghiép. co trinh do giao tiép tot.
quang giao, cdi md, cau thi. doi khi can hiéu biét tam tu.
hoan canh, tinh ciach ca nhan cia dong nghiép dé dicu
chinh cach thuc giao tiép. tao su tin cay, hoa hop. Thu ky
rat can nam bat thong tin thoi su. trau doi. tim hiéu cdc van
dé chuyén moén, cong viée va cudce song d¢ chia s¢é thong

tin, Kinh nghi¢m vo1 ngudr khac va hoc hoi lai ho.

D¢ trau doi nghiép vu, thu ky cing can danh quy thoi
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gian tim biét, doc sach bao chuyén mon. tham gia cic khoa
nghiép vu, chuyén nganh dé khong ngung nang cao trinh
do. cap nhat thong tin, k¥ nang lam viéc hién dai. Co thé
dat mot so tap chi chuyén nganh phuc vu cho cong viéc cua
minh.

Ngoal nhung nghi¢p vu chuyén mon dac thu tung linh
vuc, nguoi thu ky can nam bat nhitng nghiép vu co ban noi
chung nhu:

- Nam virng mot s6 ngoai ngir thong dung dung trong
giao tiép, thu tin, cong viéc van phong, chuyén mon, dac
biét 1a Anh ngu:

- Co trinh do6 tin hoc, vi1 tinh;

- Co kién thic vé soan thao van ban, kha nang trinh
bay, ngon ngu.

Can co su trao doi thong tin nghiép vu vaéi tha trudng
qua d6 danh gia nang luc, trinh do cta chinh minh dé
khong ngung hoan thién minh, dap ung y¢éu cau thuc té.

3. Chinh xac, than trong, chu dao

Neguoi thu ky ¢6 nhiém vu tao moi diéu kién can thiét
cho hoat dong cua lanh dao duoc hiéu qua. Nguoi thu ky la
bo nhd cua lanh dao, do vay can bao quat, chuan bi tir viéc
nho dén viéc Ion, quan tam dén nhing chi ti€t nho nhat
trong hoat dong hang ngay tu cac hoat dong cung cap
thong tin dén chuan bi co s& vat chat. hau can cho hoat
dong cua lanh dao.
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Can phai thay rang, cong viéc nao cua lanh dao cung
rat quan trong va phuc tap, lién quan dén nhiéu nguoi.
nhi¢u mat; moi chi tiét nho déu ¢o y nghia nhat dinh. tac
dong dén hicu qua hoat dong quan ly. Do vay, khong duoc
bo sot nhung thao tac. thu tuc. Nhu vay, nguoi thu ky can
nam ro no1 dung moi loai ¢cong viée can nhirng thu tuc nao.
Tuy nhién. di¢u quan trong hon ca la can thay ro y nghia
cta ting thao tac. tha tuc. Chi ¢6 hiéu ro y nghia cta chung
thi md1 luon cha tam, kKhong bo quén. bo sot va dac biét
con biét van dung linh hoat. sing tao trong nhirng hoan
canh. tinh huong vuéng mac. Cic vudng mac du nho. néu
khong duogc phat hién va xu 1y kip thoi, triét dé thi nhat
dinh dén mot luc nao do sé gay ton that trong cong viéc.

Ngoai viéc quan tam. can than., chu dao trong giai
quyét cong viéc chinh. nguor thu ky con can thay ro vy
nghia cua cac mat do1 thuong khac dor vér hiéu qua cong
viéc, vi du nhu tinh ngan nap, sach sé, quan tam dén tinh
than. suc khoe. so thich, thor quen cua thu truong, quan
tam dén yéu cau, mong muon cua Khach hang hay nhing
nguol phuc vu khac... Chinh nhung yéu t6 phu do lai tao
diéu kién lam tang hiéu qua, nang suat lao dong, su sang
tao, phat huy sdang Kién, nhirng yéu t6 can thiét lam tang
sic canh tranh. Chi khi ta quan tam mot cach hoan hao dén
moi chi ti€t, ta madi ¢o theé yén tam rang da loai bot nhiung
rui ro trong cong viéc chinh.

Tom lai nguoi thu ky can ¢6 pham chat chu dao, khéo
léo, quan tam dén nhiéu mat dé phuc vu lanh dao dugc chu
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toan. Viéc nay doi1 hoi thu ky phai ¢6 von kién thirc phong
phu, hiéu biét, tam 1y, bao quat, tién liéu ddy di moi tinh
huong phat sinh dé chuan bi cho tha truéng moi diéu kién.,
phuong tién dé ing pho.

Pé c6 tinh can than, nguoi thu ky van phong cin ¢6
thai do nghiém tuc khi thuc hién cong viéc, tranh chu quan,
dai khai, qua loa. Cong viéc xong, nguoi thu ky phai tu
kiém tra, d6i chiéu dé phat hién cac sai s6t, nham lan, kip
thoi stra chira. Tu viéc dang ky van ban cho dén viéc ghi
chép, tinh todn cac so liéu hoac tong hop thong tin... tat ca
cac cong viéc do déu phai dugc thuc hién theo diung nghiép
vu chuyén mon, khong tu tién bo qua cac khau can thiét.
Tinh c4n than con di lién véi su gon gang, ngan nap, khong
dé mat mat, that lac, nham lan gidy to tai liéu, 1am 16 bi
mat cua co quan, gady kho khan cho khach dén lam viéc
hoac ling ting, cham tré khi phuc vu cac yéu cau cua lanh
dao co quan.

Tinh can than con duoc thé hién qua cac cong viéc don
gian nhu viéc khoa cua, ta, hop dau, kiém tra, dong mad hé
thong dién trude gio lam viéc va sau gio nghi, moi gidy to
dé vao noi quy dinh; sap x€p tai liéu, h6 so; chuyén cong
van, tai liéu dén ding dia chi...

Cung vai tinh can than, thu ky van phong con phai 1a
nguol chu ddo, du héu tat ca cac tinh huéng xay ra khi
duogc giao nhiém vu va chuan bi cac bién phap, phuong an
do1 phd, giar quyét khi can thiét.

Vi du: Khi lanh dao co6 ké hoach di hop, di cong tac,
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thie Ky can xem ky noi dung giay mot, chuan bi moi gidy to
tai licu, bao cao, ho chiéu (néu di cong tdc niwoc ngoai),
Kinh phi, phuong tién di lai, diwa don, vé tau xe, goi dién
dén not tiép nhan, xem lai tie trang hanh ly lanh dao co day
du nhitng do dung thiét véu, thu xép nhitng cong viéc lanh
dao dang trién khai, dé nghi lanh dao xem xét ky van ban
hodac cho y kién chi dao tricoc. ..

4. Lich thiép va hiéu biét

Nguoi thu ky duoc coi la cau noi thong tin lién lac, duy
tri mo1 quan hé gitra thu truong vl cdc thanh phan khac
bén trong va bén ngoai t6 chic. Thu trudng lai 1a nguoi dai
dién cua co quan, don vi trong hoat dong doi ngoai. Vi vay
vO hinh chung, ngudi thu ky phai ganh vac mot sir ménh rat
|6n la thay mat thu truong, hoac hon nua, 1a hinh anh dai
dién cho co quan, don vi thuc hién cac hoat dong giao tiép.
Nguoir thu ky khong don thuan la car may truyén tin cua
thu truong ma phai la nguoi lam song dong cac moi quan
hé, thé hién su nhiét thanh, chan thanh trong giao tiép, su
cau thi, su quan tam cua thu truong do1 v cac doi tuong
g1a0 tiép. Diéu do c¢o tac dung truyén dat hinh anh mét thu
trurong c¢o tam trong cong viéc, mot ngudt dang tin cay, co
trinh do va luon cor trong doi tac. Chinh phong cach giao
uép lich thiép cua nguor thu ky s€ tao uy tin cho thu
truong, cho co quan don vi, lam tang do tin cay tu phia cac
doi tuong girao uep, that chat them nhtng moi quan hé caa
thu truong.

O binh dién nay, nguodi thu ky khong don thuan la
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ngudi giup viéc cua thu truong. Khi giao tiép, dé dat duoc
do tin tuong tur phia doi tuong giao uép, nguoi thu ky can
thé hién 1a nguoi dai dién, nguoi duge uy quyén xung dang
cia thu truong trong quan hé giao tiép dé giup thu truong
giai quyét cong viéc voi doi turong mot cach hiéu qua bang
hinh thirc trao doi gian tiép qua thu ky.

Mait khac nguoi thu Ky con can thé hién duoc su nhiét
tinh cta cd nhan do1 vai cac doi1 tuong giao ti€p, giup thao
¢d nhitng cang thang, léch pha trong giao tiép, lam cho doi
tuong giao tiép c¢6 cam tuong dugc ho tro, hiéu qua tang
hon so véi cach giao u€p truc tuyén voi thu truong, vi
thong qua thu ky, cong viéc s€ nhan dugc su héd tro cin
thiét cua thu kv, dugc sap xép dung “form™ va sé duoc theo
doi sat sao, chac chan khong bi bo sot.

Khi giao tiép, nguoi thur ky khong chi don thuan ding
trén goc do loi ich cua phia thu truong, phia co quan, don
vi minh ma can “nhin tir hai phia”, thau hiéu va chia sé loi
ich cua phia doi1 tuong giao tiép, do la yéu to khong thé
thiéu dugc cua bat ky hoat dong hop tac nao.

Mat khac. du duogc uy quyén. dai dién cua tha trudng,
cach thirc giao tié€p cua nguoi thu Ky ciing khong thé lén
giong, quyén uy nhu cua thu truéng ma vai tu cach la nguoi
truyén dat, thu ky can ¢6 thai do nhin nhuong, mém mong.
ton trong. lich su doi vér dor tuong giao tuép, giar dung vi tri
cua minh.

Cach thuc giao tiép cua nguoi thu ky duoc cor nhu mot
trong nhitng van dé mau chot thé hién trinh do, ban linh

38



chuyén nghiep, “co ngh¢” cua nguor thu Ky, la yéu té bao
dam cho vi tri ton tar lau dar cua nguor thu ky. Khong co
mot cach thuc giao u¢p ung xu phu hop. hicu qua va linh
hoat thi nguoi thu ky kho ¢o thé duy tri vi tri ¢ong tac cua
minh. Chang nhung thé. ¢6 thé gay nhing ton hai to 16n
cho co quan. 1o chic. nhat la trong xu thé hién nav, quan hé
hop tac la mau chot cua thanh cong va phat trién.

Van phong la dau moi. trung tam giao tép cua co
quan, vi vay nguoil thu Ky can ¢o tinh quang giao, cor mo:
Luon luon hoa nha va vur ve, chu dong trong giao tiép, biét
tan dung cac ¢o hoi co thé dé mo rong giao tiép., md rong
cac mo1 quan hé cua minh.

bé ¢6 duogc pham chat do. trude hét nguoi thu ky van
phong phai chu dong trong giao ti¢p. san sang giao tiép khi
can thiét. Muon vay, nguor thu ky van phong phai rén
luvén die tinh tu tin. Hién nay nhi¢u can bo lam viéc trong
cac van phong. do trinh do han ché. mac cam vé nghé
nghiép. nén rat ngai giao ticp. Biéu nay anh huong khong
nho dén ciac moir quan hé cua co quan.

Neuoi thu ky ¢6 thé tién hanh hoat dong giao tiép voi
lanh dao. vor co quan. var dong nghicp. Giao tiép giip cho
ngudi thu ky ¢o thém nhi¢u thong tin, hoc hoi thém nhiéu
Kinh nghiém. tu diéu chinh minh cho phu hop véir cac moi
quan hé o trong va ngoai co quan. Tinh co1 mo. vur ve. té
nht va ding muc cua nguor thu Kv van phong trong giao
LiEp con gop phan gay thién cam, d¢ lar nhung an tuong ot
dep cho khach dén co quan. gop phan mo rong va giu vung
cac mo1 quan hé cua co quan vol bén ngoat.
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Pé thuc hién giao tiép thanh cong, ngoai hiéu biét vé
chuyén mon. nghé nghiép, thu ky can hiéu biét rong nhiéu
mat chuyén mon khac lién quan dén cong viéc, dén t6 chic
cong viéc chung cua co quan, tim hiéu cac kién thic doi
song...

5. Kha nang kiem cheé

Kha nang kiém ché la mot yéu cau khong nho. thim
chi 12 16i quan trong d6i voi nguoi thu ky. O day khong
duoc phép to thar do phan ing ca nhan doi véil nhing véan
dé nay sinh khong mong mudn. Trudc hét, nhu da trinh bay
O trén, hoat dong cua lanh dao luon l1a giai quyét nhirng van
dé, mau thuan nay sinh, nhing kho khan. vudng mac. Vi
vay. nhiém vu cua nguoi lanh dao ma trong dé ¢6 phan hé
tro cua thu Ky 1a hoa giai caic mau thuan, cung nhau thao go
kho khan, vudng mac. Su noi nong chi thé hién rang nguoi
thu ky do thiéu tam nhin, thiéu kinh nghiém va kha nang,
khong du liéu truée duoc tinh huong va bat luc trong viéc
g1al quyeét.

Trude hét, can tap thoir quen tam ly san sang doi mat
vl kho khan, luén tin rang kho khan la mot mat tat yéu
cua cudc song, va luon tim trong dé nhung diéu tot giip ich
cho su phat trién cta co quan. Tu dé luon ¢6 su hop tac,
chia sé. cung giai quyét. Qua trinh dé luon doi hoi su thoa
hiép. nhuong bo tir ca hai phia. Do vay, nhin nhuong. kiém
ché la rat can thiét, dé cung nhau binh tinh xem xét loi ich
hai bén dé giai quyét cong viéc.
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Diéu tha hai can luu v 1a nguoi thu ky khong duoc lam
dung vi tri, su tin tudéng cua lanh dao dé tu v quyét dinh.
Can diung muc, biét dirng ding lic, ding cho dé nguoi lanh
dao thuc hién tham quyén cua minh.

Vé ciach giao tiép can on hoa. Luu y, khi no1 chuyén
can thong tha, chu y do cao cua 161 no1, phai tiét ché tuy
luc. Khi chua no1 hét ma b1 nguor khac chan ngang, nghia
la trong long ngudi d6 dang cang thang. hay cir dé cho ho
noi, sau do hay nén tiép tuc. Cat ngang nguoi khac la biéu
hién mot théi quen khong tot tao nén boi thai do khan
truong cua nguoi hién dai, du c6 161 dé noi1 hay khong thi
cing mo miéng chen ngang nguol khiac. Noi1 chuyén mot
cach thong tha sé dem dén cho ngud1 khiac mot cam giac
yén On.

Kién quyét sua chira tinh kiéu ngao, tu ty la nhing tinh
cach khong phu hop vdi nghé thu ky, cing nhu thay doi
cach lam viéc gap rat, mu quang, tat yéu dua ta dén that
bai, hong viéc. Hay vut bo y nght khong ché nguon khac.

Tinh kiém ché phan nhiéu phu thudc vao tam ly, su ren
luyén, tu diéu chinh minh. C6 gang tao dung cho minh mot
thar do ung dung tich cuc, cach nhin nhan van dé thong
thodang, coi mo, xac dinh muc tiéu lam viéc ding dan. nhan
thuc khach quan, tim hiéu cach thuc lam viéc nhom, lam
viéc trong tap thé; biét nhan nhuong. chia sé, c¢o6 long vi
tha, nhan ai. biet hy sinh mot phan quyen loi, tiinh 1ch Ky ca
nhan vi loi ich chung. vi muc tiéu, muc dich xa hon: biét
chap nhan hoan canh. binh tinh thao g& khoé khan hoac
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ding cam dor mat voi kho khan that bai, cor nhirng that bai.
nhung sai lam la nhung bai hoc kKinh nghi¢m quy gia, nhu
ngudi ta van noir “Hay mim cuoi vai trac trd cuoc doi”.
That bai la buoi dau tién cia thanh cong. thanh cong la
diém cuoi cua that bai. so lan that bar cang nhiéu, co hoi
thanh cong cang gan. Thanh cong chi dén sau muén ngan
lan that bai.

bac biét, ren luyén cho minh phong cich séong lanh
manh, diéu do. Nhiéu khi tinh nong nay, thiéu kiém ché
cua ca nhan lai phu thudc vao tinh trang siuc khoé, gap
vudng mac trong cudc song riéng tu. Nhu vay, nguoi thu ky
can ren luyén suc khoe, biét tu cham so6c cho ban than,
quan tam dén hinh thé, vé dep bén ngoai cua minh, luon
tim thay cai dep trong cudc song. Pong thor can hoc cach
thao g& nhing rac roi trong cudc song. ¢ thé bang su tro
giip cua nhirng nguor than, ban b¢ xung quanh, biét két
ban. chan hoa, than a1 va nhat la phai ¢6 nghi luc song, tim
niém vui trong cong viéc. can bang gira cong viéc va cudc
song rieng dé mat nay ¢o thé la cho dua cia mat kia.

Can co cach song phu hop vai tam sinh ly, dirng lang
phi thoi gian dé tranh bi tut lai phia sau ngudi khac. Nhiéu
ngudi, trai qua nhirng cang thang trong cong viéc, trong
cuoc doi, da biét tim dén gid tri huong thién, giai toa cang
thang bang nhiéu cach rén luyén ban than nhu: hoc mot
mon nghé thuat, tim hiéu triét hoc. luvén thé thao. yoga.
lam tur thién... Dac biét, dé loai bo moi uu phién 1a nhing
tht can tro hoat dong tinh than. dé ngan khong cho suc
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manh tinh than b1 tan mat. nén chu trong g1ac ngu. an uoéng
day du. biét cach nghi ngoi. thu gian: nghe nhac. doc sich
bao. di da ngoai. hoa nhap vor thien nhien.

Khi cam thay cang thang. néu ¢o thé thi hav xin nghi
phép. Hay cat dong ho cua ban di va xay dung cuoc song
cua minh tren mot dao nho vén binh. tap cach thu gian cho
minh. N¢u ban khong theé bo duoc kiéu song khan truong.
hay hoc cach noir “Xin cho mot chut™. Ciu no1 nay s¢ mang
dén su an binh cho tam hon. Dung hoan thanh muc tiéu
mot cach vor va, phai co ké hoach rut lui, phai sap xép thoi
gian day da dé hoan thanh muc tiéu. Nhu vay. ap luc bén
ngoai s¢é khong th¢ nao anh huong dén ban than.

6. Chu dong va thich ung cao

6.1. Tinh chu dong

Chi nhirng a1 xac dinh duoc chinh xac vi tri cua minh
thi mo1 thanh cong trong cong viéc, thuc hi¢n (ot var tro
cua minh cung nhu giip cho to chic cta minh hoat dong
hiéu qua.

Khi phar dung trudgc mot viée gi do dor hor phar suy
tinh, quyc¢t dinh, hay nhin lai, xac dinh lar vi tri cua minh,
va tu do suy luan xem: nguor ta muon minh phar lam gi va
ban thin minh c¢an thuc hién cong viéc thé nao cho tot.

Xét & poe do 16 chire co quan, thie ky 13 nguai tro giap
thu truong. co var tro phu. luon lién quan dén mot vi tri
kKhac. vi tri cua nguor thu truong: la bd nhd cua thu truong.
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la nguoi sap xép. truyén dat, theo doi thong tin, cac quyét
dinh cta tha truong, la ngudi cham lo nhitng van dé hau
can cho thu truong...

Tuy nhién. trong phan l6n cdc truong hop, hoat dong
ctua nguoi thu truong mang tinh ca nhan, va dac biét la luén
luon co cac bién dong dot xuat, vi vay nguoi thu ky cua thu
truong luon phai 1am viéc trong moi trudng cang thang,
traich nhiém cao, bi suic ép vé thoi gian, tién do, luong
thong tin qua nhiéu... va luén doi hoi nguoi thu ky phai xur
Iy tinh huéng, ma nhiéu khi lai khong cé thong tin day du.
Co6 thé néi, nghé cua thu Ky l1a nghé xir ly tinh huéng, luén
luén phai lua chon va c¢6 thé thém rang, mot nghé ddy may
rai, mot nghé nhay cam.

Nghé thu ky khong don thuan la mot nghé mang tinh
phu thuéc nhu ngudi ta thuong quan niém ma lar dam nét
ca tinh, va thé hién ban linh cao.

Vi vay, mot khau hiéu nhan nha déi voi nguoi thu ky 1a
hay rén luyén ban linh va hay xac dinh vi tri cua minh, tur
do s€ tu biét minh can phai lam gi va lam nhu thé nao trong
mol truong hop.

Van dé ca tinh cua nguoi thu ky: ban linh cia nguoi
thu ky lai khong don thuan la thé hién r6 va bao vé ca tinh
cua minh. lai cang khong phai la tim moi cach l1am lu mo.
co thay doi minh dé danh mat ca tinh. D61 véi mot loai tinh
huong, nhirng thu truong khac nhau va thu ky khac nhau sé
xu 1y khac nhau. Khong ¢é quy tac san cho tit ca moi chu
thé, moi truong hop.
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Xac dinh diang vi tri cua minh con la cach thuac giap
cho nguoi thu Ky xdac dinh cac gidgi han ¢6 thé trong khi
thuc hién cong viéc bén canh cac mat tich cuc, chu dong.

Nghiép vu xu ly tinh huong:

Muon xu ly duoc tot cac tinh huong. nguoi thu ky phai
lam thé nao:

- Luén tim hiéu cach thuc lam viéc, ca tinh ngudi thu
trudng dé khi vang mat thu truong, thu Ky ¢6 thé suy doan
nguol thu truong muodn gi, giar quyét thé nao trong trudng
hop do. Tu do thu ky lua chon cach thu xép cong viéc theo
huong ma thu truong mong muon.

- Trong nhirng tinh huéng dot xuat, kho giar quyét, can
xét doan: Lam thé nao dé giai quyét tinh huéng ¢6 loi cho
co quan, to chuc, dong nghia vai loi ich cua thu truong. Doi
khi ¢6 nhitng diéu trai vé thor quen cua thu trudng. hoac
thu truong khong dong y ngay, nhung néu lam theo y thu
truong lai gay bat loi cho co quan, t6 chiic, cing ¢6 nghia
la bat lo1 cho tha truong thi ta phai can nhac. dua ra v kién
cua minh trong truong hop nay. Khong nén chi biét lam
vua long thu truong nhung lai thuc hién cong viéc mot cach
vO ich, khong ¢o loi cho thu truong vé lau dai.

- Can dong thoi tinh dén bao dam vi tri, lo1 ich cua
chinh nguoi thu ky . Khong thé dua ra nhung 101 dé xuat,
can gian doi vdi tht tudng ma ton hai dén vi ti cha nguoi
thu ky. gay bat lo1 cho viéc duy tr1 phuc vu lau dai tar vi tri
nay, bat loi cho mo1 quan hé thu truong, thu ky. Nghia la
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luon tinh dén su an y. moi1 quan hé gira thu truong va thu
Ky trong mot truong hop vi day cung la mot trong nhiing
diéu kién tién quyét dé lam viéc.

- Can xem x¢ét dén thar do cua phia doi tac can giai
quyét cong viéc. Lot ich cua doi tac phan nhiéu sé dem lai
hiéu qua tot doi vl cong viéc cua thu truong.

- Binh tinh trong mo1 truong hop.

- Nén xdc dinh mot 161 thoat mo trong moi trudong hop,
vi day la ching ta giai quyét cong viéc theo cach tinh the,
tam thoi. Xac dinh gio1 han chic nang nhiém vu cua minh.
Trong truong hop dac biét nhay cam can tri hoan tam thoi,
hen lai dé xin y kién, cho lanh dao giai quyét.

- Trong mot chirng muc nao do, thu ky duoc iy quyén
thay mat lanh dao (vi du tié€p khach...). Cach thuc thé hién
cua thu ky lic do can ¢6 thai do chu dong, co vi thé, giir uy
tin cho thu truong vi thu ky khong hanh dong vor tu cach
ca nhan ma thay mat thu truong. Pong thor véi vi thé nhu
vay, thu ky madi lay duoc su tin cdy cua doi tuong dé chu
dong trong thuc hién nhiém vu.

Dong thoi. thu ky khong nén don thuan chi quan tam
phuc vu loi ich thu truong. Dé phat huy to6t nhiém vu, thu
ky con ¢6 nghia vu duy tri, phat trién t6t moi quan hé gitra
thu truong vai cac doi tuong, cac thanh phan khac trong va
ngoal co quan. nang cao vi thé cua nguoi lanh dao, tao moi
truong lam viéc tot.

Nguoi thu ky can tao cam giac thoar mai. su chia se
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trong cong viéc, doi khi, ca nhirng van dé xa hoi vor thu
truong, dé tha truong khong co cam giac xa la, cang thang,
oay uc ché trong quan hé cong viéc.

6.2. Tinh thich ung cao

Thoi dar cong nghé cao, ao luc cong viéc cung rat 1on,
dé lam cho ngudr ta mét moi. Muon tang hiéu suat lam
viéc. can biét nghi ngoi ding lic. Mét moi lam giam suc dé
khang cua co thé, cho nén, muon phong chong no. hay nghi
ngoi thuong xuyén, nghi ngoi trudc khi mét moi. “Nghi
ngoi khong phai 1a khong lam bat cu chuyén gi, nghi ngoi
chinh 1a tu b6” (xem thém phan tinh than trong, kiém ché
trong muc nay). Co thé ren luyén thoi quen ngu trua tir 10
phut dén 1 tiéng dong ho. Néu khong thé ngu trua, thi trudc
bira to1 nén nam nghi 1 ti€ng dong ho. gitta cac budi lam
viéc, hay biét cach tha long cho co thé duoc nghi ngoi.

Khi giai quyét cong viéc, can tap nhitng thér quen tot:
nén giar quyét mot cach co trat tu, khoa hoc, can cu vao
muc do quan trong cua cong viéc; khi gap chuyén, néu can
gial quyét, co gang giai quyét ngay. khong nén dé kéo dai.

Can tim ra y nghia cua cong viéc dé tap trung hoan
thanh cong viéc trong thor gian som nhat. Cung khong nén
cho doi dé chi lam nhiing cong viéc ma ching ta cho la ¢é
v nghia. Ngoai y nghia xa hoi1 cua cong viéc, doi v ban
than nguor thu ky, viéc hoan thanh nhiém vu duoc giao
ciing co vy nghia dang ké, gitp nguoi dé ¢o diéu kién khang
dinh dugc minh, rén luyén ky nang. trau doi long yéu nghé.
Dan dan, niém say mé hoan thanh cong viéc sé tao cho ta
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thoi quen, gidp ta nang cao ky nang, toc do lam viéc. Su
nhan roi chi lam cun nhut kha nang va y chi, ching to
nguol do thi€éu nang luc, khong ai can dén. Dac biét, su
cham chi lam viéc con lam cho nguon ta ¢6 diéu Kién tim
hiéu, cai tién phuong phdp lam viéc khong ngung. Nhu vay,
ké ca doi voi nhitng cong viéc ma ta cho rang té nhat, néu
lam viéc chu tam va cham chi, s€ khong bao gio cam thay
nham chan.

Mot van dé nira 1a khong 6m dom, suy tinh qua nhiéu
viéc hay tat ca cong viéc mot lic, diéu do sé tao su cang
thang. Can phai thuc hién cong viéc mot cach tudn tu, tu
ton ma1 hoan thanh tung khau, trng cong doan véi su chud y
cao, tranh lam au.

7. Tam huyét voi nghe

Pay la mot trong nhitng diém mau chot, chia khéa dé
dam bao cho m6i nguoi lao dong gan bo va phat trién trong
nghé nghiép, la yéu t6 dé dam bao tinh chuyén nghiép hda
do1 ngu can bo.

Pé dam bao chat luong cho hoat dong san xuat, hoat
dong quan ly, viéc chuyén nghiép hda lao dong la rat can
thiét. Tinh chuyén nghiép héa chi duoc bao dam khi con
nguol thuc su tam huyét, hét long hét siic voi1 nghé, 1a tién
dé cho su chu dong, phat huy sdang tao, phat trién nghé
nghi¢cp. Nghé thu ky la nghé doi hoi 10 ¢chat ¢a nhan rat
cao, lai phai hiéu biét duoc d6i tuong phuc vu, moi trudng
xung quanh. Mot nguoi thu ky khong tam huyét véi nghé
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chac chan s¢ khong thé hoan thanh tot nhiém vu, chic phan
nghé¢ nghicp. khong thé duy tri cong viéc lau dai va sé
Khong thé¢ trau doi duoce Kinh nghiém. to chat nghé nghicp
phuc vu cho su phan dau cua ban than, tao tam ly lam viéc
thu dong. thicu nhi¢t tinh, sing tao, thiéu trach nhiém.
Khong san sang hy sinh nhing quyén loi vat chat nho cho
su phat trién xa hon trong ngh¢ nghiép. Can hoc théi quen
tu tim hi¢u. danh gia va chon hudéng phat trién cho phu hop
volr Kha nang cua minh.

Long yéu nghé cing khong hoan toan mang tinh chat
tr nhién. Long yéu nghé xuat phat tir nhu cau khang dinh.
hoan thién, phat huy kha nang cua minh, cong vair thai do
trach nhiém var xa hoi. Long yéu nghé chi dugc hun duc
khi trai qua nhung thor gian luén tim cach vuot Ién nhing
kho khan thu thach, cor do la phan thuong cho minh, qua
qua trinh gan bo, hi¢u biét nhirng cai hay. cai dep. nhing
buon vui nghé nghiép. khi ta ren luyén duogc nhirng ky nang
phu hop var doir hoi cia nghé nghiép.

Tam huvét vor nghé khong ¢6 nghia la s€ mar mai
khong thay dor vi tri lam viéc. Tam huyét voi nghé sé giup
ta 1€n xa hon trén con duong su nghiép, dong gop xung
dang cho xa hor.

Thuc té cho thay ngh¢ thu ky la nghé tao diéu Kién
nhat giiap cho nguor réen luyén da nang. nhiéu mat, tang
thém hicu bic¢t, ban linh. tu¢p can nhi¢u tri thac. Tu do ta
dugc trang bi nhing kha nang can thiét dé c¢o thé thuc hién
nhing trong trach quan trong o nhiéu vi tri khac nhau trong
bo mav quan ly.
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[I. NHIEM VU CUA THU KY

Chuc nang co ban cua thu ky van la trg giip lanh dao,
don vi, dam bao cac diéu kién can thiét cho hoat dong cua
lanh dao hoac cua don vi. Theo dac thu tinh chat cong viéc,
chic nang do duoc phan chia thanh moét s6 cac nhiém vu cu
thé. Tuy nhién, tuy tirng co quan, tung vi tri, tung loai thu
ky ma nhiém vu cta nguoi thu ky ¢o thé khac nhau, ¢6 thé
mo rong, hay nguoc lai, tap trung vao mot s6 nhiém vu.
Tuy theo tinh chat, quy moé, pham vi hoat dong cua co quan
hoac nguol lanh dao ma viéc dam nhan cac cong viéc van
phong c6 thé giao cho mot hay nhiéu thu ky khac nhau. O
nhiing co quan co quy mo lon, pham vi hoat dong réng, cac
thu ky van phong thuong duoc giao dam nhan mot phan
hoac mot nhiém vu c¢o tinh chat chuyén mon héa, tham chi
mot cong viéc cing co thé duoc giao cho mot vai thu ky
cung dam nhan.

Trong khi d6, ¢ nhing co quan nho, toan bd cdc cong
viéc cua van phong co thé chi duoc giao cho mot thu ky
phu trach.

Nhiém vu cta nguoi thu ky luén gan lién véi hoat dong
cua nha lanh dao. Tinh chat cong viéc lanh dao do1 hoi hoat
dong tri tué cao nham dua ra quyét dinh kip thoi, ding dan
trong tirng tinh hudng cu thé va quan ly tdm chién luoc
chung. Pong thoi, nguor lanh dao con dong vai tro dai dién
cia co quan trong cac mat hoat dong doi nodi, d6i ngoai.
Hoat dong cua lanh dao vira mang tinh cd nhan rat cao, lai
vira doi hoi duy tri quan hé thuong xuyén véi cac bo phan,
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co quan. to chic, ca nhan trong va ngoai co quan.

Girup viec lanh dao thuong co mot dor ngu cac phong
ban tham muu. Tuy nhién, cong viéc cua thu truong rat can
thict mot dau mo1 tro giip thu truong trong viéc quan
xuvén chung. Nguoi thu ky s€ dam nhan vai tro la dau moi
nay.

Thu ky thuc hién ciac nhiém vu co ban sau day:

1) Gitr lién lac cho lanh dao trong co quan, t6 chirc va
vdl cdac to chuc, ca nhan ¢o6 lién quan;

2) Xu ly va cung cap cac thong tin can thiét phuc vu
lanh dao;

3) To chirc cong tac van ban theo yéu cau lanh dao:

4) Lap va theo doi chuong trinh cong tac cua lanh dao;

5) Giap bao dam an toan cho lanh dao trong cong viéc.

Nhiém vu cua nguoi thu Ky ¢6 thé duoc phan nhom
theo cac tiéu chi:

- V& vai tro, tam quan trong cua cong viéc: Cac nhiém
vu thuoc vé 16 chiic cong viéc nhu cong tac thong tin, lap
va theo dor chuong trinh ké hoach, xu ly van ban... va cac
nhiém vu phu tro nhu bao dam phuc vu co so vat chat hau
can cho lanh dao, bao dam an toan cho lanh dao...

- V¢ tinh chat thuong xuyén cua cong viéc: Cac nhiém
vu phai thuc hién thuong xuyén, hang ngay nhu xu ly thong
tin, xu Iy van ban... va cac nhiém vu phuc vu mang tinh
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khong thuong xuyén, dot xuat nhu chuan bi chuyén di cong
tac cho lanh dao...

1. Gitr lien lac cho lanh dao trong co quan, to chirc
va voi cac to chuc, ca nhan co lién quan

Pay la mot trong nhung nhiém vu chinh yéu cua thu ky
lanh dao. Tinh chat cong viéc cua nguoi lanh dao la hoach
dinh va t6 chirc di¢u hanh hoat dong cta cic ca nhan, don
vi nham thuc hién muc tiéu dat ra. Vi vay, c6 thé nhan thay
hoat dong cua nguoi lanh dao luon ¢6 mor lién quan chat
ché tdn tat ca cac bo phan trong co quan.

Ngoai ra, nguor lanh dao lar 1a dai1 dién chinh thic, la
ngudil ¢6 tham quyén trong viéc quyét dinh cac noi dung
hop tac, doi ngoai cua co quan, don vi. Vi vay. nguoi lanh
dao cin tao moi quan hé chat ché vai cac co quan, td chic
bén ngoai.

Do tinh chat ¢cong viéc rat ban ron, nguoi lanh dao kho
cO thé truc tiép tién hanh. theo doi duy tri cac moi quan hé.
Pac biét do1 voi cac moi quan hé bén trong noi bo 1o chic.
néu khong c¢o cach thuc giai quyét tot, khong thudong xuyén
xay dung quan hé chat ché. nguoir lanh dao dé sa vao quan
liéu, khong nam duoc thong tin xac thuc hoac dé bi coi 1a
“quan cach™. cor thuong cap dudi, thiéu su dong vién can
thiét von dong vai tro hét sic quan trong tao dong luc thuc
day cong vicc. |

Nguoi thu ky khong thé hoan toan thay thé lanh dao
thuc hién cac hanh vi giao ti€p, nhung nguoi thu ky co vai
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tro ho tro dac luc cho lanh dao trong vice duy tri. phat trien
cac mo1 quan he.

Thu ky lanh dao can t6 chuc tot cac mor hién lac gitra
thu truong 161 tung loar doi tuong.

Co thé phan loar dor twong grao uép cua lanh dao theo
cac nhom chu yéu sau:

- Theo kenh hien lac nd1 bo ta co:
+ Va1 cac cap pho:

+ Vo1 cac thu truong don vi cap duoi, vor thu Ky cua
don vi cap duoi:

+ Va1 cac can bo. nhan vién:
+ Vo1 cac can bo, nhan vién phuc vu truc tép:
+ Voi cac dor tuong quan ly.

(Vi du: Quan h¢ hicu truong var cac sinh vién trong
truong dar hoc).

- Theo keénh lién lac bén ngoai:
+ VOI1 cap trén:

+ V@i cac co quan. 1o chuace ngang cap hoac khong cung
h¢ thong, var cac dor tac:

+ VoI cac ¢o quan cap duor:
+ Voi cong dan, vor Khach hang.

o1 var mor nhom dor tuong. thu ky can ¢o nhing cach
thuae thich hop dé 10 chuc va duy tri kénh licn lac.



Do thuong xuyén duoc ti€p xuc truc tiép, lai co loi thé
vé vi tri cong tac, dé tao dugc su gan gii, col md vol cac
nhan vién cap dudi, thu Ky co6 diéu kién giip thu truong
kiém tra, nam bat thong tin thuc té.

o1 var kénh lién lac bén ngoai, thu ky can dac biét
chu trong td1 moi1 quan hé v cap trén, dam bao lién lac
luon duoc kip thoi, thong suot.

Nham phat huy tinh dan chu cing nhu dam bao hiéu
qua hoat dong co quan theo yéu cau cua co ché thi truong
hién nay, can dac biét quan tam xay dung kénh thong tin
lién lac cong dan, khach hang, quan hé véi cac doi tuong bi
quan ly...

Pé thuc hién tot nhiém vu gitr lién lac gitra lanh dao va
cac co quan, to chiec..., thu Ky can quan tdm cac noi dung
sau:

- Thir nhat, rén luyén ky nang va to chic 1ot cac hoat
dong gap gd, tiép xuc, cu thé la:

+ Chuan bi cac diéu Kién co so, vat chat, bo tri noi Uép
kKhach; bay bién. trang tri, tao khong khi lich su, thoar mai.
gon gang, tién nghi, ¢6 phong cach thAm my.

+ Trang bi va trau doi ky nang su dung cac phuong tién
Ky thuat thong tin hién dai.

+ Chuan bi cac phuong tién ghi chép. theo doi hoat
dong uép khach.

+ Trau doi1 ky nang giao tiép. ky nang phuc vu. don
tiép khach.
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- Il hat, bao dam thuc hien giar quy¢t cong viéc:

+ Qua cac cuoc ucp xuc theo tinh chat cong viéc, chu
dong. thuong xuyén nam viung thong tin. cap nhat thong tin
vé hoat dong cua cac don vi. ca nhan trong va ngoai co
quan, nam duoc yeu cau cua ho doir vor viee diéu hanh chi
dao. v¢ dicu Kien lam viee, vé cac v wong mdi clua cap
dudt. Tu nhang thong tin thu duoc. thu Ky can tinh v, nhan
x¢ét vé nhirng vudng mac nay sinh.

+ Kip thot bao cao lar thu truong vé két qua thuc hién
cong viéc, nhung van dé nay sinh can giar quyét. Thu Ky ¢o
thé giup cac don vi. ¢ca nhan cap dudi truyén dat nhing
nguyén vong ma ho khong ¢o dicu kién trinh bay truc tiép
vol thu truong.

+ Pua cac no1 dung da lam viéc var cac bén va y Kién
chi dao cua thu truong vao chuong trinh cong tac. Theo doi.
chu dong nhac thu trudng va chuan bi diéu Kién can thiét
giup thu truong thuc hién ciac cam két da hiaa. thuc hién cac
cudc tiép xuc, phoi hop theo ding ké hoach da dinh.

+ Truyen dat dav du. chinh xac. Kip thot. ro rang, mach
lac cac v kién cua thu truong to1 dor tuong. Giar thich
nhing diem chua ro va nam bat y kién phan hot.

+ Thuc hién tot cac nguyén tac bao mat. bao dam can
bang loi ich cac ben.

2. Xir lv. cung cap cac thong tin can thiet phuc vu
lanh dao

Day cung la mot trong nhing nhi¢m vu trong tam cua
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thu ky. Thong tin la yéu t6 khong thé thiéu doi véi hoat
dong quan ly. Vai tro cua thong tin quan ly ngay cang tang
lén trong thoit dai hién nay. Thong tin tro thanh mot trong
nhing nguon luc quan trong nhat cua co quan, cong so.

“Thong tin tir no Khong co gia tri- gia tri cua no la do
viee sie dung no nhuw thé nao’ (Philip Kotler).

RO rang cac co quan cong so can biét khai thac, su
dung thong tin tot dé thuc hién nhiém vu trong moi trudong
phuc tap hién nay.

Cic co quan, cong s phai doi mat vai con sot bung no
thong tin. Chi ¢o thé dp dung cong nghé hién dai. xay dung
phuong phap quan tri thong tin tot thi maéi giar quyét duoc
bai toan kho khan nay.

Cong tac thong tin duoc tién hanh cu thé qua cac hoat

dong vat chat, cac phuong ti¢n nhu:

- Cong tac soan thao. xu lv van ban, st dung so6 sach
theo doi, ghi chép.

- Sir dung cac phuong tén thong tin lién lac khac nhu
dicn thoar, mang may tinh.

- Thong qua trao doi truc tuép, giao tiép, cac hoat dong
tiep khach.

- Cic hoat dong Kiém tra truc tiép nam bat tinh hinh.

NO1 dung nhiém vu dat ra dor vor thu ky trong hoat
dong nay la:
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- Nam bat v nghia cua thong tin, yéu cau doir vor thong
tin trong quan lv.

- Xayv dung cac kénh thong tin. duy tr1 thuong xuyeén.,
lién tuc. mo rong cac kénh thong tin.

- Tién hanh cong vicéce thu thap. uép nhan, xu ly thong
tin hang ngay.

- Xay dung hé thong co so dir iéu pha hop var véu cau
quan ly.

- Ap dung cong nghé. trang thi¢t bi hién dai vao viéc
xu 1y, luu tro thong tin.

- Cung cap thong un theo yc¢u cau quan ly (cung cap
thong tin cho lanh dao va truyén dat Kip thoi cac quyét dinh
quan ly t&i cac dia chi can thiét).

- Phor hop vai cac don vi, thuc hién cong tiac Kiém tra.
bao cao va d¢ xuat phuong hudng hoan thién vé 10 chic
cong tac thong tin.

Van dé ma thu Ky can hét sic quan tam la lam sao dé
cong tac thong tin thuc su hiéu qua, giap ich cho hoat dong
quan ly: ap dung phuong phap. cong nghé. thuc hién cac ky
nang xu ly thong tin can linh hoat. don gian. gon nhe. Cong
tac thong tin can xac dinh muc t¢u. dinh hudng ro rang.
Tranh truong hop ap dung cac bien phap, su dung phuong
ticn cau ky ma kha nang ung dung kém hoac nguoc lai, cau
tha. luom thuom. cung cap thong tin kém chat luong,.
khong kiém soat duoc thong tin.



Pac biét, tién hanh cong tac thong tin can cd su can
than, ti mi, ding nguyén tac, di doi vai tinh nhay cam, bao
quat. Can nam bat duoc dau la thong tin, nguodn tin ¢d gia
tri. Bai vi gia tri cua thong tin ciing rat mong manh, dé thay
d3i theo thai gian. hoan canh, mic do phé bién, thoi diém
ap dung...

3. To chic cong tac van ban theo yéu cau cua lanh
dao

Van ban la phuong tién thong tin co ban cua quan ly.
Van ban bao dam tinh chinh xac, day du, dam bao tinh
phap Iy cho thong tin, thuan tién cho su dung. Nguoil lanh
dao chu yéu tién hanh ciac no1 dung coéng viéc quan ly
thong qua phuong tién van ban. Nhiém vu cua thu ky la
gitip lanh dao t6 chic hoat dong vdi van ban, soan thao.
bién tap, xu ly, quan ly van ban ding chuyén moén nghiép
vu sao cho van ban thuc su la phuong tién htu hiéu lam
tang hiéu qua quan ly.

Hoat dong quan ly ¢ moi noi, mor cap khong giong
nhau. Pé dam bao hiéu qua sir dung van ban, nguoi thu Ky
can hiéu rdo mo hinh t6 chuc, tinh chat hoat dong cua don
vi, co quan minh d¢é lua chon mo hinh to chic cong tac voi
van ban sao cho phu hop.

NoO1 dung chinh trong hoat dong xu ly van ban hang
ngay cua ngudoi lanh dao gom:

- Phan cong. 10 chuc soan thao. duyét, ky, ban hanh
van ban.
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- Xu lv. phan cong. theo dor giar quyét van ban cua co
quan, to chice bén ngoair gui dén co quan, don vi.

- Cho vy kién chi dao vao to trinh. van ban xin y Kién

cua cap duoi.

- Ngoai ra. trong qua trinh di¢u hanh giai quyét cong
vice. ban hanh quyét dinh. nguoi lanh dao can nghién cuiu
rat nhiéu van ban tur nhiéu nguon khac nhau. ké ca tur khoi
tar liéu luu tru.

Nhi¢m vu cua thu Ky trong cong tac dor vor van ban
phuc vu hoat dong quan ly. lanh dao gom:

- Po1 vor cong tac ban hanh van ban: Soan thao. danh
may, bién tap van ban theo yéu cau cua lanh dao. Do1 voi
cac du thao do cac don vi trinh lanh dao ky, duyét. thu ky
can kiém tra ho so trinh ky. hinh thuc. thé thuc, kiém tra
tham quyén ban hanh, quy trinh ban hanh van ban: don
doc. theo dor viée ban hanh. thuc hi¢cn van ban. Dac biét
soan san mau mot so loair van ban thong dung.

- Do1 vor hoat dong xu ly, giar quyét van ban: thu ky
nhac lanh dao Kip thoi giar quyét, ghi lar v Kién phan cong
o1al quyét, chuyén giao. theo doi giai quyét. bao cao Két
qua gial quyet.

- Do1 vor viee luu git, cung cap thong tin van ban cho
hoat dong quan ly: Thu ky lap ho so. luu van ban. lap muc
luc ho s>u, sap xep cac ho su. xay dung cac cong cu lra cuu.

- Trong cong tac vor van ban. thu kv dam bao thuc hién
1ot cac quy dinh vé cong tic bao mat thong tin. cac quy
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dinh vé nop luu tai liéu vao luu tru...

- Thu ky thuc hién theo doi. kiém tra, hudng dan
nghiép vu van thu, dé xuat cach thuc to6 chirc, hoan thién
cong tac van thu, phoi hop vér cac bo phan thuc hién tot
cac quy dinh vé cong tac van thu: Kip thoi bao cdo két qua
thuc hién Ién lanh dao.

- Thu ky con ¢6 nhiém vu thuc hién cac cong viéc nhu
in danh thiép, gidy moi, lién hé in cac an pham cua co
quan...

bé thuc hién 16t nhiém vu nay, thu ky can nam virng ky
nang nghiép vu:

- Nghiép vu soan thao ban hanh van ban; nghiép vu van
thu: t6 chic giai quyét theo doi, quan 1y van ban., 1ap hé so.

- Nam virng quy dinh ctia nha nudc vé cac loai van ban.
nguyén tac ban hanh. giai quyét, quan ly van ban.

- Nam ving quy dinh nha nudc vé cong tac bao mat,
nhitng van dé co ban vé cong tac luu trir, cic nguyén tac vé
lap ho so. nop luu van ban vao luu trir.

- Nam virng mot hoac mot s6 ngoai ngir thong dung.
biét cach thao thu tin theo thong 1€ cua mot s6 nudce, thong
¢ quoc té.

4. Lap va theo doi chuong trinh cong tac cua lanh
dao

Xay dung ké hoach, chuong trinh cong tic hop ly la
bién phap lam chu thoi gian, tao su chu dong trong cong
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viee. dam bao phot hop tot cac nguon luc. gir duoc chir tin
vl Khach hang. N¢éu khong. nguor lanh dao s¢ luon bi
dong. chay theo cong vicée, sa da vao viéc giar quyét su vu.

Thu ky can nam thong tin vé cong viéc can giar quycet.
dua tat ca noi1 dung hoat dong vao bang chuong trinh k¢
hoach lam viéc. Tim hi¢u tam quan trong. sap x¢ép chiing
theo thir tu wu tién va trong khuon kho thoi gian. nguon luc
cho phep.

Can xay dung chuong trinh ké hoach tong thé va ké
hoach chi uét. Do la ké hoach cong tac thang, quy. nam:
lich cong tac tuan. hang ngay.

K¢ hoach dat ra can hop ly, kha thi, va ¢o quy thot gian
du phong.

Thu ky luon nhac nhd va chuan bi cac diéu kién dé
lanh dao va cac bo phan thuc hién dung chuong trinh ké
hoach da dinh.

Quan |y chuong trinh ké hoach cung can mém déo vi
co hor bén ngoar mang tinh kKhiach quan. Thu ky can luon
theo doi nhung thay doi dé ¢o nhing dé xuat diéu chinh ké
hoach cho phu hop. Pac bict chu y cac co hoi, khi xuat
hién thot co, cac dicu kien Khach quan thuan lo1 kip thoi
bao cao lanh dao trien khai chuong trinh da du kién.

Ngoai ra. thu Ky can ¢o ban k¢ hoach. lich lam viéc cho
ricng minh sao cho phu hop. an khop var lich lam vi¢éc cua
lanh dao. cua don vi: dam bao phuc vu kip thor cac hoat
dong cua lanh dao. cua don vi.
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Thu ky can luon tim kiém cach thiuc, phuong phap lam
vicc khoa hoc, tuét kiém thor gian, rat bét nhitng viéc
khong quan trong, khong can thiét, cac thao tac thira, mang
tinh hinh thuec.

Can su dung cac phuong tién trinh bay nhu: Chuong
trinh k&€ hoach, lich 1am viéc, nhat ky ¢o thé duoc ghi thanh
van ban c6 thé dat trén ban lam viéc, dinh trén tuong, ghi
trén bang, st dung cac cuon lich. s6 nhat ky, thé hé so nhat
ky. hay cic phan mém quan tri thoi gian trén may tinh...

5. Giap dam bao an toan cho lanh dao trong cong
viec

PDay la mot ndé1 dung nhi€ém vu quan trong ma thu ky
can tinh dén dé phong tranh moi rui ro, bat trac. Nhat 1a
trong diéu kién kinh té thi truong hién nay trong moi
truong canh tranh rat gay gat, ngoai nhirng rui ro vo tinh,
con ¢cO su ¢O y ganh dua, canh tranh khong lanh manh trong
viec chiém doat thong tin, va gay hai cho doi phuong bang
nhiéu cach khac nhau. Nguoi thu ky lai phai ganh vac trach
nhiém nang né, lam “vé sy’ cho thu truong, trong d6 ¢6 van
dé bao mat thong tin, van dé bao dam suc khoé, tam 1y an
toan, tham chi trong truong hop la nhirng yéu nhéan thi ca
tinh mang cua thu truong.

Nguoi thu ky con ¢6 nhiém vu thap tung thu truong o
nhicu cudc hop. ban ticc, cac cuoce gap go. uép khach. Bén
canh nhiém vu theo doi, ghi chép. ghi nhé n61 dung, két
qua, xac dinh cdc yéu cau cua thu truong. Nguoi thu ky con
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can quan sat thar do. tam ly. tinh trang suac khoe cua thu
trudng. Do su cang thang trong cong viéc, lai nhiéu viéc
dot xuat phar giar quyét, thu truong kho duy tri duoc su
dicu do trong sinh hoat, dicu nay anh huong 16n td1 suc
khoe, tam sinh ly cua thu truong va tac dong khong nho toi
hi¢u qua. hic¢u suat lam viéc cua thu truong. La nguoi hiéu
'0 ¢cong vicce, hoat dong cua thu truong, luén gan can thu
truong, nguol thu ky can quan tam dén viéc dam bao suc
khoe cho thu truong cor nhu moét nhiém vu quan trong.
Nguoi thu Ky can c¢o kién thirc can thiét vé y hoc, chira cac
chiing bénh thong thuong, chitng bénh cap, vé so ciru cac
truong hop khan cap. Thu Ky can nam so qua tinh trang suc
khoe cua thu truong, chuan bi mot so loai thuoc can thiét
tai no1 lam viéc hoac mang theo trong cac chuyén di.
Chuan bi cho thu truong nhirng thi d6 uéng, do6 an co tac
dung tot cho suc khoe, giar cam, giai nhiét. Po1 vér chiing
huyét ap cao, nén tranh cac tha do uong co chat kich thich
nhu ca phé. bia, rugu, do6 ngot, cay, nong, hoac vdi chiung
huyét ap thap nén tranh tha do uong giar khat ha nhiét
nhanh... Trong cic buoi hop, bira tiéc... can chu y quan sat
sac thai bicu hién cua tha truong dé Kip thoi ¢6 nhing bién
phap can thiét bao vé tha truong, khéo léo tranh dé thu
truong uong qua nhiéu ruou bia trong bira tiéc, can chu vy
khi tha truong vang mat qua lau. Trén duong di cung voi
doan khach. khi tha truong tap trung vao noi dung trao doi
vOol Khach, can chu y quan sat duong di, quan sat cac
phuong tien giao thong chon 161 di thuian tén, nhac thu
truong nhing cho kho di. Khi di bang phuong tién thi chon
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cac phuong tién chac chan, nhanh chong. lua chon vi tri
thuan loi va an toan cho thu truong.

Can dam bao gir gin bi mat thong tin. Thong tin luu
phuc vu tha truong déu la thong tin hét sic quan trong, can
co ché do bao mat tot, dung quy dinh do1 véir van ban mat.
Poi var cac loai thong tin khac thi can can nhac khi su
dung, cung cap thong tin cho cac doéi tuong. Can xin y kién
tha truong vé pham vi pho bién cua cac thong tin. Nhirng
thong tin vé ca nhan thu truong thi tuyét doi khong tiét 10.
T61 cac not hot hop, phong tro, can chu y cho cat tai liéu an
toan tuyét doi. Huy tai liéu khong can thiét bang may huy.
Chi vy tranh cac truong hop c6 thé bi nghe trom. theo doi.
bi gai thiét b1 ghi1 am, ghi hinh hoac cac phong nghi khong
duoc kin ddo. Khi ti€p khach, trao doi thong tin vdi cac doi
tuong khac trong giai quyét cong viéc cho thu truong, can
tiép tai noi lam viéc. tranh tiép nhiéu nguoi can giai quyét
nhiéu cong viéc khac nhau mot luc hoac vura ti€p viua trao
doi qua dién thoai vi ¢6 thé vo v lam 10 thong tin.

Can chu y quan sat nhirng doi tuong dugc thu truong
ti€p, dé v nhirng diéu bat binh thudong, phong ngira bat trac
cO thé xay ra do co vy do xau. Coé thé khéo 1éo tir chor khach
khi thay nghi ngo biéu hién xau hoac bi mat cap bao cho
cac luc luong an ninh bao vé ho tro. Trong trudong hop dac
biét ¢6 thé lién he thue vé sy chuyén nghiép thap tung.
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