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ién ghi am chanh guv rinh cho nhan
S quy
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Ghi am 10 phut ngugi lam gidi nhat ké cach lam — Al viét thanh SOP tung
budc, roi cai thanh trg ly dé nhan vién mai tu hoi.

Phuong Builder - Founder & CEO DOVAPU Group
Tai liéu dung that trong Moc Tram Huang va Moc Hoa Da

Chu doanh nghiép nhd thudng la "cudn sb tay séng": nhan vién gi cting hoi chu. Quy trinh viét
san giup nhan vién mai hoc nhanh va chd bét bi goi. Nhung it ai c6 thai gian ngdi viét — nén hay
néi, dé Al viét.
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n Chon Vi€C can viet quy trmh
(] Viéc nhan vien mai hay lam sai hodc hay hai lai.
(J Viéc dnh hudng truc tiép dén khach: tu van, dén khach, déng gdi, xi ly khiéu nai.
(] Viéc chi mét ngusi lam gidi — ngudi dé nghi la ca bé phan réi.

Ghi am 10 phut

Nh3 ngudi lam gidi nhat tra I8i 1an lugt cadc cau dudi day, ghi am bang dién thoai (hodc go ghi
chu):

1. Viéc nay bat dau khi nao, két thuc khi nao?

2. Anh/chi lam nhing budc nao, theo thu tu?

3.3 madi budc, anh/chi ndi gi v&i khach / kiém tra gi?

4. Ngudi mdi hay sai 3 dau nhat?

5. Khi gap tinh huéng kho (khach kho tinh, hét hang...), anh/chi xi ly thé nao?

6. Lam thé nao dé biét viéc nay da lam tot?

Chuyén ghi am thanh ch: dung tinh nang ghi am cé chép I3i trén dién thoai, Google Docs (nhap bang giong nai),
hodac tai file &m thanh Ién ChatGPT/Gemini va yéu cau chép lai.



Cau lenh chuyén thanh SOP

VIET SOP
Pay 13 10i k& cUa nhan vién giéi nhat vé viéc "[tén viéc]" tai [doanh nghié&pl: [dan ban
chép 1oi].
Viét thanh quy trinh chuan (SOP) gom:
. Myc dich va khi nao ap dung (2 dong)

. Cac budc dang checklist, méi budc 1 dong, bat dau bang dong tu

. Mau cau néi / tin nhan ding & tuUng budc

. 3 16i hay gdp va cach tranh

. Tiéu chi "1am t6t" (do dugc)

Viét ngdn gon dé nhan vién mdi doc 5 phot 1a 1am theo dudc. Chd nao 18i ké chuva rd, ghi
[CAN HOI LAI] thay vi ty doan.

Khung SOP mau

Muc N&i dung

Tén quy trinh Vi du: BDén khach mdi tai quay

Ngudi phu trach Lé tdn ca sdng / ca chiéu

Cac budéc O Chao khach trong 5 gidy dau O Hoi khach da dat lich chua O ...
Mau cau "Da em chao anh/chi, anh/chi da dat lich trudc chua a?"

L6i hay gap Pé khach cha khéng giai thich - quén ghi sé Zalo - ...

Lam tét la khi Khach chd dudi 3 phut - 100% khach mai cé s6 Zalo

Cai tr¢ ly cho nhan vién

Gom cac SOP vao mot nai dé nhan vién tu hoi thay vi hdi chu:

NOTEBOOKLM (MIEN PHI) GPT / GEM / PROJECT

Tao notebook — tai cac file SOP 1én — chia Tao trg ly riéng, tai SOP vao phan kién
sé cho nhan vién. Nhan vién hoi, Al tra IGi thdc, dan: "Chi tra I8i theo tai liéu; khong
dua dung trén SOP. co thi bdo hoi quan Iy".

Moi thang, xem lai nhan vién da hoi gi ma trg ly khéng trd 18i dudc — dé la quy trinh tiép theo
can viét.

Mudn lam diéu nay cho doanh nghiép cta anh chi?
Pat lich trd chuyén 30 phdt mién phi véi Phucng Builder -
phuongbuilder.com/dong-hanh-1-1



