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Cam nang 10 chir d€ lam quan ly tét
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Tac gid: Admin

Hém nay dang la phéng vién, bong ngay mai ban tré thanh hiéu dinh (bién tap), thdm
chi nam chic vu diéu hanh nhitng déng nghiép ma chi 24 gié truéc ban van dang lam
viéc cung. Ban duogc dao tao nhiing gi d€ dugc bé nhiém nhu vay? Hau nhu trong cac
truong hop, cau tra 16i l1a: KHONG CO Gi.

Anh minh hoa. (Nguén Internet)

Can nhac lai rang khai niém "quan ly" ¢ day nham goi chung nhirng ngudi c6 tham quyén chi dao
cac phong vién, bién tap vién vé cong tdc chuyén mon. Tiéng Anh thi nguoi ta goi tuot luodt la
"editor" nhung cach phan dinh trong cac to bdo & Viét Nam hoi khac, muon chi dao dugc thi lai phai
c6 chirc danh hanh chinh - phé phong, trudng phong chang han. Va néu dich céi chir tiéng Anh
thanh "bién tap vién" thi nhiéu ngudi nghi |a loai cling... "léng méng". Vi chang c6 cach nao dé goi
chung cd, dudi day danh phai tam dung cai ch "quan ly" tuy vé tir vung thi né khong bao ham

cbng viéc chuyén mon.

Tai mot hdi thdo chia Poynter, co quan cé tiéng cla My vé dao tao bao chi, Simon K.C. Li, mot tro ly
managing editor (tuang tu chidc danh Thu ky tda soan cla ta nhung tham quyén diéu hanh con cao

han) cla td Los Angeles Times phat biéu: "Théng thudng quan ly tai cac td bdo chang qua khéa dao



tao nao va cling chang dugc ai chi dan. C& nhu thé ho vira dugc cham vao cay dia than hoac ludi
ki€m cla Vua Arthur vay. Va duong nhu dé lam dugc cong tac quan ly thi cr theo khau hiéu cla

hang Nike: 'C& lam di (Just do it)"."

Nhung bién tap ro rang la céng viéc khéng hé don gidn, quan ly mot to bdo, hodc chi moét chuyén
muc cling hét strc phic tap. Phdng vién thi thuong khéng phai lam nhiing céng viéc nhu thu xép dé
hoan tat cong viéc nay thong qua cac cong viéc kia, dat dugc mic dd hgp tdc hoan toan khéc gilra
cac dong nghiép, hiéu ré tam tu tinh cam clda déng nghiép. Va diéu khac biét nhat la phai chay doén
chay ddo lo 101 c6ng viéc khac nhau cung mét lUc, viéc nao cling can lién tuc luu tdm chd y, can

nhiing quyét dinh tinh t&, cé khi nhay cdm.

Nhi{tng nha quan ly cé kinh nghiém déu théng nhat mot quan di€m rang dé tré thanh mot bién tap
gidi, mot nha quan ly gidi, mét Ianh dao gidi thi bai hoc quan trong nhat la trudc hét phai chl y dén

yéu to con ngudi - tic la chinh nhitng nhan vién cda minh.

Cé thé téng két 10 chir danh cho nhimng nguoi sé hoac dang nam gilr trong trach quan ly cac to bédo

nhu sau:

1. Chinh truc: Phai la mét ngudi ngay thang. Moi ngudi can phai tin tudng vao ban cling nhu nhimng
|Gi n6i cda ban. Ban phai la ngudi dling cam, day nhué khi. Phai luén néi su thuc du diing trudc bat

ky quyén lyc nao.

2. Nang luc: Can phai biét cach thic ti€n hanh céng viéc clia ban than va cla cd cac nhan vién dudi
quyén. Ban phai phan tich dugc cac van dé rac roi va dua ra dugc giadi phap. Ty 1é dua ra cac quyét
dinh va danh gid ding dan clia ban phai cao. Va ban phai chiing té dugc nang luc cia minh ma

khoéng lam phuong hai niém tin clia nhirng ngudi khac.

3. T6 chic: Ban khéng chi la ngudi c6 dau 6c t6 chdc ma con phai hiéu rd tai sao diéu dé lai quan

trong. Quyét doan la két quad cla kha nang té chirec.

4. Thanh théat: Ban phai ndi Ién quan diém cta minh mét cach ré rang va binh tinh, ludn trung thuc
trong danh giad vé ban than, vé cadc dong nghiép va cad nhirng nguoi cap cao hon. Phai hiéu ré chinh

ban than minh.



5. Tam nhin: Phai lam cho moi nguoi thay ré ho duogc tréng dgi dat dugc diéu gi. Dat ra cdc muc

tiéu roé rang va lap moét ké hoach chi tiét dé thuc hién.

6. Chia sé: Théng tin la sic manh. Hay chia sé sirc manh bang cach chia sé théng tin. Pam bao
rang moi ngudi déu biét ho can phai biét nhitng gi dé€ dat dugc nhitng muc tiéu chung cling nhu cac

muc tiéu cd nhan, va cé thé dua ra nhirng quyét dinh khon ngoan trong hoan cadnh ctdia minh.

7. Nhan ai: Nhirng nguoi lam viéc dudi quyén ban khong chi la cdc nhan vién luon lam viéc theo chi
dao. Hay ching to véi ho rang ban nhin nhdn ho nhu nhimg ca nhan vaéi sé thich riéng, hy vong
riéng, nhirng ndi sg hay niém hanh phtc riéng, va déu cé nhirng gia dinh riéng. Hay cé gang nhé
tén vg/chong, con céi ho, ngay sinh cta ho cling nhu céc dip ky niém khac. Hay c6 gang hiéu tinh

tinh cla ho. Hay néi chuyén truc dién véi ho.

8. HO6 trg: Hay luén bao vé cac nhan vién cdia minh. Hady danh nhiing 16i khen dlng lac cho ho. Lam
tang niém tin cta ho, lam cho ho cdm nhan dugc gid tri cila minh va thudng xuyén nhac nhé ho vé

diéu d6. Tao cho ho co hdi dé dugc dao tao. Hay hudng dan cho ho, gilp ho phéat trién.

9. Thoi gian: Thoi gian la thr quy gid nhat. Hay lam viéc cé ké hoach, ding hen.

10. Tin tudng: Uy quyén cho cap dudi. Tao cho ho co hdi d€ thanh cdng, va ca that bai. Hay ching
té ban tin tudng vao ho./.

Theo: vja.org.vn

Link bai viét: https://nguoilambao.vn/bien-tap-vien
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