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THONG BAO
CHINH SACH LAM VIEC TU XA (WORK FROM HOME)

Can ci theo khuyén cdo ciia Ban chi dao phong chong dich Covid-19

Théng bdo theo quyét dinh sé.....ciia Ban Tong gidm doc... ...

PIEU 1: POI TUQONG &PHAM VI AP DUNG

Lam vi€c tr xa d0i1 vO1 CAC phONg ban: .........o.oiiiiiiiiii e,

PIEU 2: THOI GIAN VA PIA PIEM AP DUNG

Thoi gian ap dung: .../.../.....— .../.../..... hodc dén khi c6 thong bao khac.
Dia diém/ Chi nhanh:

PIEU 3: HUONG DAN TIEU CHUAN LAM VIEC TU XA

1.

Piéu kién lam viéc tiéu chuén:

Thiét bi lam viéc phai c6 camera & speaker dé tham gia hop truc tuyén theo lich trinh.

Thoi gian lam viéc 8h00-17h30/ngay.

Bio cao ké hoach cong viée va két qua hoan thanh cong viéc: Hop nhanh dau gio mdi ngay
8h15 & 13h45 hang ngdy. Va bao cdo két qua cong viée trude 22h30 qua Email, Cc Trudng
bo phan/ Team Leader.

Tii Ebook 12 Bi quyét ciia Nha qudn Iy dé Gin két nhén vién khi lam viéc tir xa



https://hrd.com.vn/12-yeu-to-gan-ket-nhan-vien

Cac quy dinh khac

Hang tuan trudng bd phan td chirc review cai tién lién tuc cach thuc lap ké hoach & béo céo
dam bao két qua dau ra cong viéc theo muc tiéu ctia bo phan.

Trudc 22h00 thtr 7 hang tuan, Trudng bd phén bao cao két qua so voi ké hoach cho B phéan
van hanh/ Nhan sy

Chinh sach lwong & dai ngé (tiy theo chinh sdch cong ty)

PIEU 4: HUONG DAN THIET LAP KHONG GIAN LAM VIEC TU XA

1.

2.

Khong gian lam viéc phu hgp

Khong gian 1am viéc phai gon gang, sach s&, ddy du anh sang va thiét bi can thiét

Khong gian (twong ddi) riéng biét, yén tinh va it bi lam phién, dam bao gia dinh nim duoc
lich lam viéc

Khong lam vi¢c trén sofa, givdng ngu va tranh xa céc thiét bi dién ti, tivi,...

Quaén ly thoi gian thong minh

80% két qua dat duoc téi tr 20% cong viéc quan trong nhét

MJi tuan mdi ngay, chon ra 3 viéc quan trong nhat vu tién thuc hién trudce
Khi 1én ké hoach, sap xép cong viéc theo thi ty wu tién

bong khoang thoi gian cho tirng cong viée

Hoan thanh cong vi¢c trong khoang thoi gian da dat ra

Checklist cac cong viéc can lam hang ngay

Sép xép thuc hién cong viéc wu tién

Quan 1y cong vi¢c phat sinh

Tinh thin Ownership

Chiu toan bd trach nhiém vé két qua cong viéc

Khong d6 15i do cac yéu té khach quan

Tuan thu nghiém tuc tat ca cac deadline dugc giao

Trong truong hop bat kha khang, anh huéng dén viéc hoan thanh deadline, can thong béo
cang som cang tot

Chu dong thyc hién, xuc day, dé nghi gitp d& tir bén ngoai hodc cap trén

Néu khong dé nghi, cdp trén s&é mic dinh 1 ban khong gip bat ky tré ngai gi



- Khi c6 van dé phat sinh, chii dong dua ra giai phap

- Chu dong tim hi€u va am tudong vé mang dugc giao ngoai pham vi cong viéc.

(Nang cao tinh thin Ownership khi lam viéc tir xa: https:/bit.ly/36RERKh)
PIEU 7: BAO VE SUC KHOE CA NHAN

Thuc hién triét d& Nguyén tic 5K cua Bo Y Té & Ban chi dao qudc gia Phong chéng dich

Covid-19

Thong bdo cho b phan Nhan Sy va Trudng bd phan/ Team Leader trong truong hop bi cach
ly hodc gép rui ro vé dich bénh (FO/F1/F2/F3....)

Giit vitng tinh than & phat huy tinh than hoc tap lién tuc ctia Cong ty

PIEU 8: THI HANH

Tat ca cac ca nhan va phong ban lién quan c6 trach nhiém thuc thi theo thong béo nay.

Noi nhdn:

- Nhu trén

CONG TY

Giam DPoc

MOT SO CHUONG TRINH BAO TAO LIVELEARNING TRONG BOI CANH LAM VIEC TU XA '

"M
VietinBank™

Ky nang quan Iy tir xa
hiéu qua

e

SUGAR

TRAIN THE TRAINER
ONLINE

Ky nang giang day
truc tuyén hiéu qua

U CAU CUA KHACH HANG CA NiiK?
e

Vietcombank

Ky ndng ban hang &

cham sdc khach hang

trong boi canh mai

G50

Ky ning giao tiép hiéu qua
trong béi canh lam vigc tirxa ==

Tham khdo ngay cach FPT, TTC, VietinBank, Vietcombank dao tao doi ngii trong béi canh lam

viéc tir xa
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https://bit.ly/36RERkh)
https://livelearning.hrd.com.vn/
https://livelearning.hrd.com.vn/




