BAO CAO CA NHAN

Ung dung céng cu hop tdc triee tuyén trong dw dn nhém

MO DAU

Trong bdi canh cong viée va hoc tap ngay cang phu thudc vao méi truong s, ky nang su
dung thanh thao cac cong cu hop tac truc tuyén la mot yéu cau khong thé thleu dbi voi sinh
vién ciing nhu nguoi di lam. Bai tip nay dwoc trién khai trong vong mot tuan, trong d6 nhom
gdm 4 thanh vién cung thuc hién mot du 4n nho mang tén “Ché tao xe tranh vét cian PID”.
Tuy nhién, bai ndp nay tap trung hoan toan vao vai tro va trai nghiém ca nhan cua t6i trong
sudt qua trinh d6 — tir khau thiét 1ap cong cu, phan cong nhiém vu, dén quan 1y tép tin va
tuong tac voi cac thanh vién khéc.

T6i da lwa chon va thiét 1ap bdn cong cu hop tac truc tuyén tir bon nhém khac nhau: Trello
(quan 1y du an), Google Docs (soan thao cong tac), Google Drive (luu trir va chia sé tép), va
Discord (giao tiép nhom). Bo cao nay mo ta chi tiét cach t6i da sir dung timg cong cu, phan
tich hiéu qua cta chung, ddng thoi trinh bay ba thach thirc thuc t& ma t6i gap phai va cach toi
da vuot qua.

I. KY NANG THIET LAP VA SU DUNG CONG CU

1.1. Trello — Cong cu quan ly dw an

Trello dugc t61 lya chon vi giao di¢n Kanban tryc quan, dé phan chia nhiém vu theo trang
thai. To1 da tao mot board riéng, thiét lap day du thong tin ho so ca nhan (anh dai dién, tén
that), sau do moi cac thanh vién tham gia.

Dé t6i ru hoa khong gian lam viée, t6i da ap dung cac k¥ thuat nang cao:

* Tao nhan mau (Labels) phan loai nhi¢m vu theo mirc dg wu tién: Do — Khan cép, Vang
— Trung binh, Xanh — Binh thuong.

*  Gin thé (Tags) cho timg thanh vién phy trach dé tranh nhdm 1dn nhiém vu.
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«  Tich hop tu dong v6i Google Drive dé dinh kém tép truc tiép 16n card ma khong can
thoat ung dung.

* St dung Power-Up "Calendar" dé xem toan bo deadline trén mot giao dién lich tryc
quan.

1" Trello
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£ Trinh 1ap ké hoach

1.2. Google Docs — Soan thao tai liéu cong tac
T6i thiét 1ap tai khoan Google voi tén that va anh ho so rd rang dé dam bao lich st chinh stra
cua t61 dugc ghi nhan chinh xac. Trong sudt mot tuan, t61 da dong gop truc tiép vao tai li¢u
chung, bao gom bao céo chinh, bang phan cong va tai liéu hop nhom.
Céc tinh ning t6i str dung thudng xuyén bao gom:

« Comment va Suggest Edit dé phan hdi ndi dung cua thanh vién khac ma khong lam

mat ban goc.
«  Version History dé theo dai toan bo lich st chinh stra, xac nhan dong gdp ca nhan.

«  Heading Outline va Table of Contents dé cau triic tai li¢u chuyén nghiép.
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1.3. Google Drive — Lwru trir va chia sé tép

T6i xdy dung hé thdng thu muc c6 ciu tric nhleu cap dé t6 chuc toan b tai nguyén cua nhom
va ca nhan. T4t ca tép tin dugc dat tén theo quy téc thong nhat: [NGAY]_ [LOAI TAI
LIEU]_[TEN NQI DUNG]_v[SO PHIEN BAN]. Cau trtic thu muc toi thiét lap:

« [Tén Dy An)/ (thu muc gbc)
- 01 _Tai liéu chung/ — bao cdo, bi€n ban, tai liéu hop
- 02_Tai nguyén/ — hinh anh, dit liéu dau vao
- 03_Phéan cdng ca nhan/ — tép tirng ngudi phu trach
- 04 Nop bai/ — ban cudi cung xac nhan nop

Ngoai ra, t6i cai dit phan quyén truy cap phu hop: tép ca nhan chi cho View, tai liéu cong tac
cho Edit, thu muc ndp bai chi GV ¢6 quyén Comment.
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1.4. Discord — Giao tiép nhém

T6i tao workspace Discord cho nhom, thiét 1ap day du hd so bao gdm anh dai dién, tén that va
vai tro trong nhom. Cac kénh (channels) dugc phan loai rd rang: #chung (théng bao chung),
#nhiem-vu (cap nhat tién do), #tai-lieu (chia sé file), va #ho-tro (giai dap thac mac).

Dé nang cao hi¢u qua, t6i da tich hop Discord véi Trello (nhan thong béo khi card thay doi)
va Google Drive (preview tép ngay trong chat). Diéu nay gitp ca nhom khong can chuyén doi
gitra nhi€u ng dung trong qua trinh 1am viéc.

o Find or start a conversation Friends  All | Add Friend

@ o Friends Active Now

. B Nitro It's quiet for now...

° * Shop " : . i -I. e
o

£} Quests

L

gx Tanuki
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II. QUAN LY TAC VU VA TUONG TAC CA NHAN

2.1. Quan ly nhiém vu c4 nhan trén Trello

Trong suot mdt tuan dy an, téi dugc phan cong cac nhi¢m vu cu thé sau day (tat ca déu cé mo
ta va deadline ro rang trén Trello):

thai

[Tén nhiém vu 1] [DD/MM] mgzﬂ [DD/MM, HH:MM]
N Hoan .
[Tén nhiém vu 2] [DD/MM] thanh [DD/MM, HH:MM]
N Hoan .
[Tén nhiém vu 3] [DD/MM] thanh [DD/MM, HH:MM]
[Tén nhiém vu 4] [DD/MM] Daﬁigéﬁmc [DD/MM, HH:MM]

T6i cap nhat tién d6 mdi nhiém vy it nhat 3 1An/tudin: vao sang dau ngay dé ghi nhan cong
viéc s& 1am, budi chiéu dé cap nhat tién do, va cudi ngay dé danh dau hoan thanh hoic ghi cht
vuéng mic. Nho théi quen ndy, ca nhom ludn ndm duoc tinh trang thyc té cua timg hang muc
ma khong can hop lién tuc.

2.2. Twong tac va déng gop trén nén tang giao tiép

T6i chii dong tuong tac trén Slack voi tong cong hon 10 lwgt/tudn, bao gom ca viée tra 1oi
thac mac, chia sé tai li¢u hitu ich va ho tro thanh vién gap kho khan. Ngoai ra, trén Google
Docs, t6i d¢€ lai binh ludn (comments) va phan hoi, gop y cua thanh vién khac trong vong 24
gio.

III. QUAN LY TAI NGUYEN VA TEP TIN
Viéc quan ly t€p tin khoa hoc la mot trong nhirng ky nang t61 qéu tu nhiéu cong suc nhét
trong du 4n nay. Toan bd tép tin cd nhan phu trach déu duogc to chirc theo c@u trﬁc’thu muyc
hai qﬁp nhu mo t4 & Muc 1.3, va 100% tép tin dugc dat tén theo quy tac thong nhat da dé ra
tir dau du an.
Quy tac dat tén cu thé toi ap dung:
* Ngaytao & dau (dinh dang YYYYMMDD): gitip tu dong sép xép theo thir tur thoi
gian.
« Loai tai liéu viét tit (BAOCAO, BIENBAN, SLIDE, DATA...): phan loai nhanh ngay
tur tén tep.
« Noi dung ngin gon bang chit khong d4u: dam bao twong thich trén moi hé diéu hanh.
« S6 phién ban (v1, v2, vVFINAL): tranh nham lan giita cac ban thao.
Ngoai ra, toi phin quyén truy cip cu thé cho ting tép: tai liél{ dar}g soan thao cho phep cac
thanh vién trong nhom Edit; tai liéu hoan chinh da nép chuyén vé View Only d€ bao toan noi
dung; thu muc ca nhan khong chia sé véi ngudi ngoai nhém.
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IV. THACH THUC VA GIAI PHAP

4.1. Thach thirc 1: Xung d¢t phién ban tai li¢u cong tac

M ta van dé: Vao ngay [DD/MM], hai thanh vién ciing chinh sira mot muc cta bao cdo
dong thoi ma khong thong bao, dan dén xung dot ndi dung — mot phan van ban bi ghi dé va
phan phan tich cta t6i bi mat gan hoan toan.

Nguyén nhan: Nhom chua c6 quy trinh 16 rang vé ai chinh stra phan nao va thoi diém nao,
dan dén tinh trang "va cham" trong Google Docs.

Giai phap: To6i dé xuat va dugc nhom dong ¥ 4p dung quy tic "Claim before Edit" — trudc
khi chinh stra mot phan, thanh vién phai dé lai comment bao hi¢u. Ngoai ra, t6i tan dung tinh
ning Version History dé khoi phuc ndi dung bi mét trong vong 10 phut. Ké tir 6, nhém
khong con xay ra xung dot phién ban nao.

Bai hoc: Cong cu hi¢n dai c6 thé hd tro cong tac thoi gian thyc, nhung quy trinh lam viéc 1o
rang (workflow agreement) mai la y€u to quyét dinh hiéu qua thuc su ciia nhom.

4.2. Thach thirc 2: Thong tin nhém bi phén tin trén nhiéu nén tang

M@ ta vn dé: Céc thanh vién ban dau st dung hdn hop nhiéu kénh lién lac (Zalo, Gmail,
Google Docs comments, Discord) ma khong c6 sy thong nhat, khién thong tin quan trong bi
phan manh va dé bi bo sot.

Nguyén nhan: Khéng c6 kénh giao tiép chinh thirc duwgc chi dinh tir dau du an; mdi nguoi
quen st dung mot nén tang khac nhau.

Giai phap: T6i thiét 1ap Discordlam kénh giao tiép chinh thirc duy nhat, dong thdi ciu hinh
tich hop voi Trello dé moi cap nhat nhiém vu déu tu dong gui thong bao vao kénh #nhiem-vu.
T6i cing tao mot ghim (pinned message) & dau mbi kénh chira duong link dén tai lidu va quy
tic giao tiép nhom.

Bai hoc: Viéc chon mot "ngudn sy thit duy nhat" (single source of truth) va thiét 1ap quy tic
tir ngay dau tién sé tiét kiém dang ké thoi gian phoi hop vé sau.

4.3. Thach thitc 3: Khé khiin trong viéc theo doi tién d6 c4 nhan so véi ké
hoach

Mo ta van dé: Dén gitra tudn, t6i nhan ra minh dang cham hon ké hoach & nhiém vu [tén
nhiém vu] do danh gia thap do phuc tap. Néu khong phat hién sém, deadline chung cia nhém
c6 thé bi 4nh hudng.

Nguyén nhan: Ké hoach ban dau khong c6 buffer time (thoi gian du phong) va khong chia
nho nhiém vy 16n thanh céac sub-task c6 thé do luong hang ngay.

Giai phap: Toi 1ap tuc chia nhiém vu dang bi cham thanh 4 sub-task nho hon trén Trello, cap
nht lai deadline thyc té va chii dong thong béo VO‘i nhém trén Slack dé diéu chinh ké hoach
chung. T6i ciing bat dau ap dung "daily check-in" — cap nhat mot dong tién do vao dau moi
sang — gitip phat hién sém cac nguy co tré han.

Bai hoc: Minh bach va chu dong thong tin khi gap kho khan quan trong hon la "tu xu 1y"
trong im ling. Cong cu Trello h trg rét tot cho viée chia nho va theo ddi cong viée chi tiét,
nhung doi hdi ngudi dung phai cé ky ludt cap nhat thuong xuyén.
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V.KET LUAN

Qua mot tuan lam viéc thuc té vai bén cong cu hop tac truc tuyén, to1 da tich [y dugc nhitng
k¥ ning thyc tién quan trong ma khong thé hoc dugc chi qua Iy thuyét. Toi nhan ra rang hiéu
qua 1am viéc nhém khong chi phu thudc vao chit luong cong cu, ma con vao quy trinh van
hanh, ky ludt ci nhin va kha ning giao tiép chii dong.

Diém manh 16n nhét t6i phat trién duoc 13 ki nang t6 chtrc thong tin c6 hé thdng — tir cau
tric thu muc dén cach dit tén tép va phan quyén — cing vai thoi quen cap nhat tién do déu
dan. Nhitng k¥ nang nay khong chi hitu ich cho méi trudng hoc tip ma con hoan toan ¢ thé
ap dung ngay trong moi truong lam vi¢c chuyén nghiép.

Trong tuong lai, t61 du dinh khdm pha thém céc tinh nang ty dong hoa (automation) trén
Trello va tich hgp API gitta cac cong cu d€ giam thi€u cong viéc thu cong lap lai, tir do tang
nang suat cd nhan trong cac dy 4n quy mod 16n hon.
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