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LOI DAN NHAP

Céc ban sinh vién thin mén !

Su khac xa gifra moi truong lam viéc thuc té va moi truong hoc tap dai hoc ¢ Viét
Nam hién nay dang 14 van dé kha nhirc nhdi ctia x4 hoi. Hang nim c6 hang ngan sinh
vién ra trudng va ciing c6 hang ngan ctr nhan that nghiép hoic lam cong viéc khong
dung véi chuyén nganh duoc dao tao. Co rat nhiéu nguyén nhan khién sinh vién
khong tim duge viéc 1am pht hgp, nhung mét trong nhitng nguyén nhan ndi com nhat
1a: sinh vién qua thira kién thirc 1y thuyét nhung lai qua yéu vé nhiing k¥ ning trong
thuc té cong viéc, nén gido duc dai hoc dang dao tao ra nhitng nguoi “hoc gioi” chu
khong phai nhitng “ nguoi giéi” ma cac nganh nghé/ doanh nghiép dang can.

Cai ma cac ban dang thiéu 1a nhiing k¥ ning mém can thiét cho cong viéc nhu:
giao tiép, viét mail, soan thao van ban, thuyét trinh, dam phan, thuong lugng, .... Va

hau hét cac k¥ ning nay déu khg va dao tao bai ban ¢ truong dai

hoc. Bé trau doi nhitng ky nanghs g tu nghién clru, may mo trén

\J

internet hodc tham gia cac khéa higi e @ ' trung tim tu van dao tao. C6 thé

no6i cho dén nay chua cé mot tai #eR nao tong he c!/ du nhimg k¥ nang can thiét cho
sinh vién ma&i di lam. Cling vi 1i do d6 ma tai liéu nay dugc gioi thi¢u dén cac ban.
Lan dau bién soan, tong hop khong sao tranh khoi nhiing thiéu sot, tic gia rat

mong nhan dugc y kién goép y cua tat ca cac ban.

Minh Khai Hoang
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Cac noi dung chinh dwge trinh bay
1. Quan ly su nghiép cua ban
. Ky nang xdc dinh muc tiéu
. Ky nang giao tiép img xir

. Ky nang viét ho so xin viéc

2

3

4

5. Ky nang lam viéc nhom

6. Ky nang soan thdao van ban
7. Ky nang viét email bang tiéng anh
8. Kj nang thuyét trinh

9. Ky nang dam phan

10. Ky nang lanh dao va quan tri

11. Ky nang lam viéc sang tao

12. Ky nang hoa nhdp vao moi truong lam viéc moi

13. Bdng gidi quyét vin dé

“KY NANG MNEM_ 750/ ; ’
Quyet dinh 0 su thanh dat

CAm nang cho nguoi méi di 1am | C4c ngi dung chinh duwroc trinh bay
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1. QUAN LY SU NGHIEP CUA BAN

Phat trién nghé nghiép 1a mot qué trinh 1au dai ma trong thoi gian d6 ban phat
trién ¥ twong cua ban vao cong viée va ban sic sy nghiép cua ban. Néu ching ta cha y
vé su thay ddi cua thé gii cong viéc da dién ra trong sudt gdn ba muoi nim qua,
ching ta co thé khong con phai ¢c6 mot lya chon hoan hao duy nhét cho su nghiép.
Chung c6 thé s& phai thuc hién nhiéu quyét dinh trong sudt cudc doi. Diéu quan trong
1a chung ta phai chiu trach nhiém cho nhitng quyét dinh phat trién sy nghiép cua riéng
minh. Néu ban tich cuc tim hiéu 1am thé nao dé dinh huong sy phat trién c4 nhan cua
minh va quan 1y phat trién nghé nghiép cua ban mot cach sang tao khong cing nhic
va may moéc, ban s& c6 nhiéu kha ning dé phat trién mot sy nghiép thanh cong, phl
hop v6i hoan canh thay dbi ctia chinh ban ban va véi nhiing thay doi trong cong viéc.

Nhitng thay doi vé cong viéc

Hon hai muoi nam trude, khi ndi vé cong viéc nguoi ta nhan manh vao nhiing

diéu sau day: thuc hién mot luay ho mét su nghiép lau dai; quan

tam chi véi mot duy nhit mot ciAiiy @Wu thing tién 14 theo cip bac; co
duy nhat mot sy nghiép va viéc 12 ;.ung thanh vai mot coéng ty; quan
tam nhiéu dén lgi ich, lwong huuva su ghi nhan 1ong trung thanh, cdng hién.

Trong thé ky 21 quan diém vé cong viéc da thay doi rat nhiéu. Vi sy phat trién
nhanh chéng trong cdng nghé théng tin va qué trinh toan cau héa nén kinh té va thi
truong viéc lam, dan dén co su gia tang trong canh tranh vé viéc lam. Nén kinh té toan
cau dang tap trung vao phat trién hé théng tin va cung cip dich vu. Nhiéu ngudi da
chon viéc 1am tam thoi va ban thoi gian 1a sy nghiép cia minh va con sb nay dang
ngdy cang ting, 1y do chinh 1a do ngudn thu nhap cua cong viéc nay mang lai c6 thé
cao hon so Véi viéc lam chinh thiic (quan trong nhat 14 viéc l1am theo dy an). Trong
hau hét cac nganh nghé c6 mot xu hudng thay déi Ion va khong thé tién doan dugc, tu
phat, ludn ddi méi va sang tao. Nhirng ky ning mém cua ngudi lao dong dang duoc
coi trong nhu giao tiép, thuyét trinh, 1ap ké hoach,... so véi viéc xem trong bang cap
nhu trude day.

Nhiéu nganh nghé hién nay cé thé dugc md ta bang vai diéu sau: su khdng chic

chan, khong thé tién doan, bat an, giam kha ning thac ddy, ting cuong lam viéc, ting
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kha nang thay doi (khac han nghé nghiép ban dau), hop dong khong ding tiéu chuan,
lam viéc ban thoi gian va tu tao viéc lam.

Pé thanh cong trong su nghiép ngudi lao dong phai ludn tu hoc va khdng nging
nang cao nang luc cua ban than, c6 thé ndi xa hoi ngay nay 1a x hoi hoc tap, néu ban

khong hoc tap ban sé& bi dao thai ra khoi thé gisi viéc 1am, ban s& that bai.

N
DSONG  FTR
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1.1 Nhirng 10 khuyén dé thz\lﬂ’cmﬁMihiep
1.11 Linh hoat thich trng véi moi trudng cong viée
Suthay d6i tir cudc song ciia mot nguoi di hoc dén cudc séng cia mot ngudi di
lam, sy thay doi tir méi treong 1am viée nay sang moi truong lam viéc khac co thé
khién ban khéng thich &ng kip. Pong thoi ban phai d6i mat véi van dé “chua quen
viéc”, so bi “dé ¥ va phap phong liéu minh cé chinh thiae duoc chap nhan sau thoi
gian thir viéc hay khdng? Vi thé, dé thuan loi trong méi trudng lam viée da dang, doi
hoi sy phdi hop, hop tac cao, viéc nam bat va tng xt phi hop voi cé tinh cua cac
dong nghiép 1a vo cling quan trong (mdi ca tinh khac nhau lai c6 mot 16i ung xu khéac
nhau va can mot cach tiép can riéng). Ban can thau hiéu nhitng nguoi xung quanh (va
ca sép) néu mudn thanh cong trong su nghiép.
1.1.2 Chuén bj cho sw hoc tip sudt doi
Cudc sbéng 1a mot qué trinh hoc tap. Hét hoc ¢ truong hoc rdi dén hoc & truong

doi. “Hoc, hoc nira, hoc méi” (Lénin). Ong bay muoi tudi van phai hoc tap 6ng bay
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mét tudi.Cudc song 1a mot qué trinh hoc tap khong ngimg. Nhu Bryan Tracy da
noi: “Hoc van, kién thirc, ki ndng va kinh nghiém 1a nhing nguon dau tw vao nding
luc cia ban va tao nén gia tri cua ban. Chinh gid tri cua ban sé quyér dinh vi tri &
muzc thu nhdp ma ban sé nhdn dwge.’Dé khong bi tut hau trong thi truong nhan luc
canh tranh khéc liét ngay nay, cac ban can khdng ngirng phét trién ky ning va kién
thire phi hop véi muc tiéu sy nghiép cta minh, dé ludn cé thé nam bat moi co hoi
thing tién. Va cac ban hdy ludn ludn nhé rang — gia ting gia tri ban than, muc luong
va vi tri cua ban s€ tang theo.

1.1.3 Phat trién theo hwéng da ky ning.

Nhu di phan tich & trén, xu hudng phat trién cua thé giéi cong viéc trong thé ky 21
rat kho tién liéu, d& thanh cong ma ciing rat dé thay d6i hay phai nhan that bai. Dé
thanh cong trong su nghiép ban phai phat trién nhiéu ky ning cing luc dé sin sang
g phd véi nhitng thay doi chtr khdng tap trung vao mot sé it k§ nang nhu trude day.

1.14 Xay dung mot mang luwdi quan hé co gia tri

a chia khoa dé tim kiém co hoi
Kéng cac moi quan héva lam thé
nao dé xac dinh mdi quan hé naclif o Qia “\.I ban trong thoi ky khung hoang

a0 duna.q

Cac chuyén gia déu cho ring
()

mai, cong viéc mai. Tuy nhién,
kinh té 12 mot vin d& nan giai. Khong phai méi qu% hé nao khi ban thiét lap va xay
dung ciing mang lai sy hitu ich cho su phat trién sy nghiép cua ban, chi mot phan nho
trong s6 d6 1a thyc sy ¢6 ich cho ban khi can nhitng sy gitip d& hay nhiing loi khuyén
chén thanh nhat.
1.1.5 Chiap nhin thir thach

Cudc song von chia dung nhitng kho khan, thir thach. Khéng c6 mét gisi han cu thé
nao cho biét khi nao va c6 bao nhiéu kho khan, thir thach s& xay dén trong cudc doi
mdi ngudi. Vi thé, hdy chuan bi cho minh ludn trong tu thé sin sang dé chinh phuc
ching. Cudc sdng cling gidng nhu mot cudc chién - néu moi thix bdng tro nén yén ling
thi c6 nghia 1a ban dang thua tran. Di nhién do6 chi la mét cach néi dua, nhung qua
that, khi duong doi ta di qua ém a, tron tru va bang phang thi ban dé ¢6 khuynh huéng
tré nén ty man. Nhu thé, ban s& khong c6 co hoi kham phé nhirng kha ning vén con
tiém an, chua dugc khai pha trong ban than minh; khdng biét rang ban van con c6 thé

lam tét hon, thé hién minh tron ven hon, va cbng hién duoc nhiéu hon.
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Néu nhu moi viéc ludn tién trién thuan loi, khong bao gio ¢ chuyén tranh luan,
khong xay ra bat déng, hay tham chi khdng hé c6 su khac biét vé ¥ tuang, thi ban s&
chang bao gid hoc hoi duoc didu gi méi mé tir nhitng nguoi xung quanh ca. Ban s&
khong thé trang bi cho minh nhitng ki ning va kinh nghiém can thiét dé co thé xu ly
thanh cong nhitng tinh huéng kho khin. Va néu nhu thé, that ra 1 ban d3 bi bai tran
roi. Thir thach gip ban tu minh bat pha ra khoi nhitng khudn khé, nhitng 16i mon sin
co, phat trién c4 tinh riéng cua ban, khai mé nhiing con dudng méi. Qua khé khin, thir
thach, cudc song mang lai cho ban nhitng co hoi that bat ngo, that tuyét voi ma néu
khong cd nd, ¢ 18 ban s& chang bao gio truong thanh va trai nghiem.

1.1.6 Tw lam méi ban than

Néu ban ding im nghia 1a ban dang thut 10i so vai thé gigi, so véi xa hoi dang
thay d6i khong ngung. Cho du ban 1a mot sinh vién hay 1a ngudi dang di lam, chic
han trong qué trinh hoc tap va lam viéc ciing khong it 1an ban lo ling trudc twong lai
cua minh va tu dat ra nhirng cau hoi:

- Lam thé nao dé c6 thé tu tig A su that bai dé thanh cong trong

cudc séng?

- Lam thé nao dé thuc su biéilbgn Qs h ¢ nhimg diém manh nao, dé
thuc su bit dugc minh ¢6 kha nang lim nhiing viécﬁi?

- Lam thé nao dé cd thé ludn tu tao dugce dong luc cho chinh ban than minh hoan
thanh nhitng muc tiéu da dé ra...?

Mdi chiing ta déu ¢ sir ménh dé tré thanh dic biét va vi dai theo nhirng cach khac
nhau. Va giai phap cho nhitng cau hoi trén d6 1a phai ty doi mai ban than tung
ngay. “Ban muon tré thanh nguoi di dau trong linh vuc cia minh va gii vieng thanh
cong qua thoi gian? Vdy ban ciing phdi lién tuc thay d@éi va bdt nhip véi cai méi.
“Néu khong lién tuc tir 1am minh 16i thoi, nguwoi khac sé thay ban lam diéu dé” -
Adam Khoo.

Néu khong ngung trau ddi kién thic, ting cuong Ky niang dé ty 1am mai minh
mdi ndm, chung ta s& tré nén lac hau. Néu ban khing khing giit phong cach lam viéc
cua thé ky 20, ban s& bi doanh nghiép thay thé bang nhirng tai ning méi véi day da

cac k¥ nang can thiét cua thé ky 21. Néu ban la chi doanh nghiép va khong biét lién
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tuc cai tién doanh nghiép, chang may chéc ban s& bi cac doi tha canh tranh qua mat
trong qué trinh nang cap dich vu.

1.1.7 Tim cho minh mét ngudi ¢6 vin thwe thu

Tim cho minh mot ngudi ¢b van 1a mot ngudi nao dé co thé cung cap cho ban
thong tin phan hdi hitu ich vé& cong viéc va cudc sdng, khuyén khich ban va gitp ban
tim co hoi phat trién trong sy nghiép. Nguoi d6 khong nhat thiét phai 1a cac chuyén
gia ma cd thé 1a ngay chinh nhitng nguoi than caa ban trong cudc séng hang ngay, 1a
cha me, hay ngudi yéu va ban be.

1.1.8 Hoc k¥ nang lam viéc cung nguoi khac (1am viéc nhom)

Con ngudi 12 mot sinh vat xa hoi, diéu d6 c6 nghia 1 ching ta khong thé séng va
lam viéc mot minh. Ngay tir khi sinh ra, chung ta da gan minh véi mot nhém co ban
nhat : Gia dinh. Sau dé khi 16n hon, budc vao nha truong ching ta s& ¢ nhitng nguoi
ban va néu phl hop sé tao thanh cac nhém ban.Ban than ching ta véi nang luc va tinh
cach s& c6 nhiing anh huong 1én nhém, dong thoi cling chiu nhimng tac dong caa ban

bé ca vé diéu tot 1an x4u: “ Gan 1y i G thi sang”.

Nho cac hoat dong trong n
thu nap nhiing kién thirc, kinh ngfilisin Gad ddng thoi gop phan vao céc hoat
dong dem lai nhiing gia tri vé& vt chat va tinh thén. cho tap thé, cong dong. Ngay tir
xua, 6ng ba ta ciing c6 cau : “Mot cay 1am chang nén non, ba cay chum lai nén hon
nui cao”

1.1.9 Nhin nhan va ty danh gia ban than

Dé c6 thé phat trién nghé nghiép va dua ra quyét dinh nghé nghiép hiéu qua, ban
can phai nhin nhan va ty danh gia ban than theo thoi gian dé xac dinh cap do va tién
dd hién tai caa ban. Néu ban biét minh va c6 cai nhin sau sic - ban 13 ai, ban s& c6 kha
ning hoach dinh sy nghiép tot hon. Trong khuén kho cta qua trinh nay, hdy tu hoi
nhiing cau hoi nhu:

- Toi tét & diém nao?

- T6i mudn lam gi khi téi da hoan thanh qua trinh hoc cia minh?

- Nhitng gi thuc su quan trong vai toi?

- Ldi séng cua toi phu hop véi cong viéc gi?

- Lam viéc gi dé tdi co thé thuc sy dam mé?

CaAm nang cho nguwoi méi di 1am | Tim cho minh mét nguoi ¢6 van thyc thy
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- Nhiing linh vyc kién thirc, K§ nang ma toi can phai cai thien?

Trong khi c¢b ging dé tra 15i nhirng cau hoi nay, hdy thuc hién mot danh gia trung
thuc vé so thich, nang khiéu / kha ning, dac diém tinh cach, diém manh va diém yéu,
gia tri, thai do, k¥ ning, thanh cong va that bai cua ban. Diéu nay s& khdng chi gidp
ban phat trién nghé nghiép cua ban, va ciing s& gilp ban thanh cdng trong cac budi
phong van xin viéc.

1.2 Chuan bi hanh trang di lam

Diéu quan trong la ban dam bao ring ban cd cac ky ning can thiét va phu hop trong
thi truong viéc 1am hién nay, dac biét 1a su thay doi lién tuc va phét trién trong cac linh
vic ¢ong viéc khac nhau. Thay doi nhanh chéng trong viéc st dung cong nghé tu tao ra
mét nhu cau cho viéc cap nhat lién tuc cac ky nang cua céc ca nhan. Trinh d6 hoc tap cua
ban s& khong thé dam bao cho ban c6 mét cdng viéc nhu trude day.

Mot s6 cach chudn bi cho viéc gia nhdp thi truwong viéc lam:

1.2.1 Phat trién cac k¥ ning can thiét cho cong viéc cho cong viée

Tuy thudc vao linh virc hoate nhu cau tuyén nhan vién cé ky

nang va kinh nghiém khac nhau | o1 dai ngay nay, chi gioi chuyén

mon théi 1 chua du, ban can c6 njil r.nhét dinh. K§ nang mém chi mot
tap hop nhiing phim chat, théi quen, quan diém va sac hat xa hoi cia mot ca nhan,
gitip con nguodi d6 trd thanh mot nhan vién tét va cd kha nang thich nghi vaoi dong
nghiép va cong ty. Cac doanh nghiép dé cao vai tro ciia ky ning mém vi cac nghién
ctru va kinh nghiém thyc té cho thay rang: k§ ning mém ciing quan trong khong kém
gi cac k§ nang cting vé chuyén mon.

Trong béi canh nén kinh té dich vy va vai trd ngay cang Ion cua viéc 1am viéc theo
nhém, c&c cong ty 16n cang coi trong nhitng ngudi ¢d kha nang xay dung cac mdi
quan hé¢, biét thich nghi va sang tao trong giai quyét van de.

Theo lo1 khuyén cua cac chuyén gia, nhirng nguoi dang di tim viéc lam, dac biét la
nhitng ai muén tim kiém vi tri quan ly, nén biét cai thién cac ki ning mém cua ban
than. Duéi ddy 1a 10 k§ ning mém ma cac nha tuyén dung tim kiém nhiéu nhat & cac

ung vién:

Cém nang cho ngwoi méi di lam | Chuan bj hanh trang di lam



Suu tam & Bién tdp ©2014Minh Khai Hoang/ minhkhaihoang@gmail.com

i.  Tinh than lam viéc cao: Ban c6 phai 1a nguoi c6 dong lec va don tam sirc dé
hoan thanh cong viéc, cho du d6 1a viéc khd? Liéu ban c6 tan tdm va ludn muébn lam
viéc mot cach tdt nhat?

ii.  Thai do tich cuc: Ban cé phai la mot nguoi lubn lac quan va tich cuc? Ban co
thé tao ra mot ngudn ning lwong va y chi ddi dao?

iii. Ky nang giao tiép tot: Ban c6 phai 1a mot nguoi néi nang mach lac, khic chiét
va biét ling nghe ngudi khac? Ban c6 thé dién ta tinh hudng va nhitng nhu cau cua
ban theo céch tao ra dwoc cau ndi véi ddng nghiép, khach hang va dbi tac?

iv.  Khd ndng quan ly thoi gian: Ban cd biét 1am thé nao dé sip xép cac nhiém vu
theo thi ty vu tién va cung lac xir Iy nhiéu cdng viéc khac nhau? Ban c6 sir dung thoi
gian lam viéc mot cach khdn ngoan khong?

V. Ky ndng gigi quyét van dé: Ban c6 phai 1a nguoi thao vat va c6 kha nang giai
quyét nhirng van dé phat sinh bat ngd? Ban c6 dam dang ra nhan trach nhiém hay
thich day trach nhiém cho ngudi khac?

vi.  CO tinh than dong ddi:

6t khi & trong d6i/nhém khong?
Ban c6 phai 1a ngudi dé hop tac o lanh dao néu dugc trao?
vii.  Tuy tin: Ban c6 thuc su ti ON0 &AM duoc viéc? Ban co tao duoc
cho nhiing nguoi xung quanh sui tuong? Ban cd sy diing cam dé dua ra nhitng can
hoi can thiét va thoai mai trinh bay cac y tudng ma ban c6?
viii.  Khd nang chdp nhdn va hoc héi tir nhitng loi phé binh: Ban cd biét cach xur ly
nhiing 15i phé binh, chi trich? Ban c6 phai la mot ngudi ¢6 thé duge dio tao va coi mo
VGi su hoc hoi va phét trién, voi tu cach mot ca nhan cling nhu mot ngudi chuyén nghiép?
ix.  Linh hoat, c6 kha ndng thich nghi: Ban c6 thé thich nghi voi nhitng tinh huéng
mai va thach thirc mai? Ban ¢6 chap nhan su thay doi va coi mé véi nhitng ¥ tuong moi.
X.  Lam viéc tér dudi ap luc: Ban c6 chiu dugc nhirng &p luc di kém vai céc thoi
han va cac tinh hudng khing hoang? Ban c6 thé 1am viéc tét nhat trong tinh trang ap
luc khong?
Theo loi kKhuyén cua cc chuyén gia, khi tim viéc, ban nén tap trung vao nhiing ky
ning c6 kha ning thu hat su chd ¥ nhiéu nhat déi véi nha tuyén dung. Ban can hoc

cach dé thé hién nhitng ki ning nay qua ly lich xin viéc (resume), phong van, hoic
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trong bat ky tinh hudng tiép xdc nao véi nha tuyén dung. Chang han, ban c6 thé ké
cau chuyén ban da xur ly mot cuoc khung hoang hoac thach thic cong viéc ra sao &
cdng ty cii. Dé cap t6i sy né trong cua ddng nghiép ma ban nhan dwoc. Tham chi, ban
c6 thé mang theo nhirng 14 thu cam on ma cong ty hoic khach hang gui cho ban vi
nhitng nd luc d6. Hay nhé rang, cho du ban xin mét ¢éng viée trong linh vuc dich vy,
ky thuat hay bat ky mot cong viéc nao khac, su két hop giita cac ki nang ciing va k¥
ning mém s& gilp ban ndi bat giira cac tng vién.

1.2.2 Tham gia hoat dong bén ngoai giing duwong

Bang céach tham gia vao cac hoat dong bén ngoai giang dudng, ban s& khong chi
phat trién k¥ ning ma con tim hiéu thém vé chinh minh. Piéu quan trong la phai tham
gia cang sém cang tét. Tim kiém cac t6 chic nhu cac cau lac bo, cac hoi, cac nhom,
....Ho s& cung cap cho ban co hoi dé thuc hién mot dong gop co ¥ nghia va tao co hoi
cho ban hoc tap va trau ddi ki nang nhu giao tiép, 1anh dao va lam viéc theo nhém.

Bang cach tham gia vao nhiéu vai trd khac nhau, ban sé& tim hiéu vé chinh minh.

Ban s& nhan biét dugc nhiing gilz @:n, niém vui, so thich caa minh.

Ban xem xét nhirng gi lam ban g gi lam cho ban nhiét tinh. Day

chinh 1 nhitng tht dinh huéng bl i cua ban.

1.2.3 Tham gia vao cac hoat dong tinh nguyén

Mot diéu d& nhan théy nhat 1 ban s& c¢6 thém nhiéu ban méi khi tham gia cac hoat
dong tinh nguyén. Boi hau hét cac hoat dong nay, déu 12 do hdi, nhom td chirc va cod
rat nhiéu thanh vién, thé nén 4t han 1a ban c6 diéu kién mé rong 1o

Dic biét, cac thanh vién déu co chung muc dich va sé thich la mudn duoc gitp ich
cho cong dong. Vay nén, ban khong can lo 1a "minh s& noi chuyén vé van dé gi véi
nhiing ngudi ban moi". Hoat dong xa hoi ludn khién cho con nguoi voi con nguodi g?ln
nhau hon, vi thé co hoi dé tim théiy “mot ntra” ctia minh ciing tré nén dé dang hon.

Ngoai nhiing ngudi ban méi, ban con co co hoi tiép xtic voi cac doanh nghiép, to
chire tai tro. Va biét dau, su hang say, nhiét huyét cua ban da duoc mot vai nha tuyén
dung am tham quan sat va lga chon dé tré thanh cong su cua ho.

Chua hét co hoi duoc gip g& va dong hanh cung nhitng nguoi ndi tiéng, cung 1am

viéc voi cac than tugng cua minh... s€ khong con quéa khé khan véi ban. Pac biét, ban
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con c6 co hodi giao lwu voi cac ban tré 13 ngudi nudc ngoai nham: Trao d6i vin hoa,
két ndi qudc té, hoc hoi kinh nghiém va ngédn ngi. ..

Hoat dong tinh nguyén ludn huéng téi muc dich mang dén ny cuoi, chia sé kho
khin véi nhitng ngudi kém may mén, nhitng ngudi c6 hoan canh kho khin trong xa
hoi. Chinh vi thé, khi chung ta cho di mdt nu cudi, chiung ta s€ nhan lai dugc gép
nhiéu lan nhitng ny cudi, nhitng 161 cam on. Chung ta s& cam thay nhe nhang hon, tinh
tam hon, moi cing thang hoc tip va cong viéc bdng nhién tan bién.

Ban s€ duoc hoc k¥ nang séng khi thue hién tit ca cac budc ciia mot chuong trinh
tir thién: 1én y tuong, xdy dung dé an chwong trinh, thyc hién cic cong viéc truyén
thong, thuc hién chuong trinh... Viéc hoc k¥ niang sdng bang nhitng hoat dong thuc
tién chic chin s& co hiéu qua cao hon rat nhiéu lan so véi viéc ban ngdi vé voi y
tudng trén gidy but.

Nhimg chi din va cach xir 1y tinh hudng phét sinh ctia nhitng ngudi di trude s& gitp
ban thém ty tin va khong con bd ngd khi gip phai cac sy c6 bat ngd trong cudc séng. Ban
con duoc 1am quen véi méi trudng 1am viée chuyén nghiép va hoc duoc nhiing kién thirc
thdy ¢ khong day: k¥ ning quan sat, cach tng xir giao tiép, k¥ ning ting qua, cach to
chirc sip xép cong viéc ca nhan... Chac han 1a khi ra doi ban s& “clmg cap” hon, khong

con cam giac bd ngd cua mot ngudi thiéu kinh nghi€ém song niva.

C6 mot didu chic chin sau mdi lan tham gia tinh nguyén cac ban s& cO duoc

nhirng trai nghiém quy gié sau nhirng cdng surc va thoi gian minh bo ra. Cac hoat dong

tinh nguyén gilp thdc day cac ban trong viéc giao tiép va lam quen véi cac thanh vién
i Cém nang cho nguwoi méi di lam | Tham gia vao cac hoar dong tinh nguyén m
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khac. Piéu nay mang lai su ty tin rat 16n, dic biét 1a voi nhitng du hoc sinh xa nha va
khong c6 ngudi than bén canh. Khong ding lai & d6, viée tinh nguyén s& mang dén
cho ban nhiéu niém vui dic biét ban thdy minh séng c6 ich hon va gép phan mang lai
nu cudi cho moi nguoi. Pac biét, vdi nhitng trai nghiém ma ban c6 dugc trong nhitng
bubi tinh nguyén, biét dau ban lai tim thdy cho minh nhitng s& thich va dam mé moi
ngoai nhitng gi san c6?

Qua céc hoat dong tinh nguyén, ban khdng chi mang dén cho ban than doi séng x& hoi
phong pht hon, ma con ting co hoi viéc lam. Theo mot cude diéu tra, trong sé 200 cong
ty hang dau tai Anh, 74% nha tuyén dung s& vu tién nhitng nguoi da timg tham gia tinh
nguyén. Ngoai ra, nhitng kinh nghiém va kién thirc tir cAc chwong trinh nay sé& gidp ich rat
nhiéu véi nhitng cdng viéc trong tuong lai. Tinh nguyén vién da la mot trong nhing thanh
phan quan trong 1am nén thanh céng ciia Olympic London 2012

1.2.4 Lam thém (Lam viéc ban thoi gian)

Pa sb viéc lam thém déu dem lai Y nghia tich cuc: C6 thém thu nhap, hoc hoi
' 6m, kha ning giao tiép, hiéu biét

Kiép thi, phuc vu nha hang, quan

nhiéu k¥ nang "mém" c6 ich: Tightu 1ap, 13

)
Xa hoi... Ngoai nhirng viéc "tru ﬂ '

bar..., Ban ¢6 thé tim cong viéc ki P NGEOHEL oc ban linh va phong cach ning
dong, sang tao, nhirng nguoi nhu thé s& thanh cong Fong su nghiép.

Péi voi da sd SV, "lam" chi la "thém", nhung khong it SV di lam vi ly do: S& khong
duy tri duoc viéc hoc, néu khong di 1am. Cac chuyén gia khuyén: C6 rat nhiéu con
dudng, néu khdng thé di "duong thang", ban c6 thé di duong khac, nhung can xac dinh
"dich" d&én. Nhiéu SV phai tam ding hoc dé di lam mot vai nam rdi hoc tiép, sau do lai
thanh cong hon nhirng ngudi hoc thuan 191, nhung ra truong "loay hoay" vi chua xac dinh
rd "dich" phai téi. Nhiéu SV ban khoan gip "tai nan" khi 1am thém: Bi loi dung khi tim
viéc lam thém, cdng viéc anh huong téi viéc hoc, vudng vao té nan Xa hoi...

Céc chuyén gia cho rang, khong nén chi nhin vao mit tiéu cyc. Néu ban ludn y
thie rén luyén va giit viing ban linh, sé tranh duoc cam bay, cam dé. Con truong hop
"3"... thi sa0? Loi khuyén 1a: Khong chi ddi voi SV di 1am thém, bat ctr ai trong mot
lic nao d6 c6 thé mic sai 1am hoidc gip phai nhitng diéu khdng may méin. Ban c6 thé

vap ngd, nhung quan trong la biét tu dung Ién.

Cém nang cho nguwoi méi di lam | Lam thém (Lam viéc ban thoi gian) 5
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1.2.5 Luwa chon dung c6ng viéc sau khi ra truweong

1.25.1 Chon ding cong viéc ban s€ dwoc gi?

- Gia tang co hoi tring tuyén: V&i cong viéc dung so trudong, ban s& dé dang
thuyét phuc NTD: Ban dap tmg t6t yéu cau ctia ho nhu thé nao vé mit k¥ ning, kién
thire, kinh nghiém trong hd so; va tu tin chimg minh ning luc ban than trong budi
phong van. Cong viéc phii hop sé thich s& gitp ban dé dang truyén tai niém dam mé
vao thu tim viéc, sdn sang dau tu thoi gian cham chut ho so, va chuén bi chu déo cho
budi phong van.

- Thanh cong lau dai: Khong chi v6i muc luong ban nhan dugc mdi cudi thang,
ban thanh cong khi yéu va mubn gin b6 véi cong viéc dang lam, ludn ¢ tu thé sin
sang don nhan thir thach va nd lyc phat trién.

1.2.5.2  Vay lam thé nao dé chon ding cong viéc?

- Budoc 1: Panh gia ban thdn. Trudc khi lya chon cong viéc, ban phai danh gia
vé ban than minh. S& thich, k¥ ning, tinh cach cta ban thich hop voi nhiing cong viée

nao? Ban c6 thé nho nguoi tu®g bai trac nghiém mién phi trén

L /.ch hop. Danh sach nay c6 thé rat
dai, ban nén thu hep lai con khog 5-10 nghé ng&@p. Khoanh tron vao nhiing cong
viéc ban théy thich thu va viét chung ra mot danh sach riéng.

- Budce 3: Tim hiéu nhitng céng viéc trong danh sach riéng. Véi mdi cong viéce,
ban can chu y té61 mo ta cong viée, trinh do hoc van, co hoi thang tién, luong béng va
cac yéu cau khac.

- Budc 4: Tim hiéu thong tin tir nhitng ngwoi di trwée. Lac ndy, ban chi nén dé
lai 2 - 3 cong viéc trong danh sach ctia minh va thu thap thong tin k§ hon vé chung.
Nguon thong tin tot nhat 1a tir nhig ngudi c6 kinh nghiém trong linh vyc ban dang
tim hiéu. Ban nén héi ho vé cac cudc phong van va xin nhing 16i khuyén can thiét.

- Buwoc 5: T ié'p tuc thu hep danh sach cong viéc. Thu hep danh sach cua ban
con mot hoac hai cong viéc dya trén nhirng diéu ban rat ra duoc sau giai doan tim
hiéu. Vi du, véi mot cong vi¢c doi hoi trinh do hoc van khong phu hop hoac muc

lvong khong théa dang, ban nén manh dan bd qua.

Cém nang cho nguwoi méi di 1am | Lya chon diing céng viée sau khi ra triong
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- Budc 6: Thiét ldp muc tiéu. Ban can quyét dinh cong viéc duy nhit ban mudn
theo dudi va 1ap ra nhimg muc tiéu cho ban than nhu vuot qua cudc phong van, 1am
viéc cho mot cong ty ndi tiéng, deal duoc mirc luong cao...

- Budc 7: Ldp ké hoach hanh déng. Mot ké hoach hanh dong cu thé, chi tiét s&
giip ban thuc hién dugc nhiitng muc tiéu ctia minh.

- Budc 8: Trau doi kién thire. Ban can trau ddi thém kién thirc dé phuc vu cho

cong viéc mdi nhu tham gia mot khoa hoc tiéng Anbh, tin hoc, hoc thuyét trinh. ..

Cém nang cho nguwoi méi di lam | Vay 1am thé ndao dé chon diing céng viéc?
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2. KY NANG XAC PINH MUC TIEU

— — e I-I ;-k

2.1 Phwong phap xac dinh muc tiéu

Thiét 1ap muc tiéu 12 mot cong cu rat hitu ich cho viéc 18n ké hoach phét trién ca
nhan. Nam bat duoc quy trinh thiét 1ap muc tiéu s& gilp ban biét dugc muc tiéu that sy
va cudi cung trong mot ké hoach ciing nhu trong cudc séng, théng qua viéc xac dinh
mét cach chinh xac nhitng gi ban mong mudn dat duoc va giai doan nao ban phai tap
trung hét nd lyc caa minh va ¢ dinh dugc nhirng rao can va tro
ngai ma minh c6 thé gap phai. Ll @ohurong phap nay no sé giup ban
cam thay tu tin va giai quyet van g 6 118 . 8213 hon rat nhiéu.

Thiét 1ap muc tiéu 1a mét trong nhitng k¥ thuat ma cac van dong vién nha nghé va
cac doanh nhan thanh dat sir dung rat pho bién. Phuong phép nay gitp ho tim thay
dugc dong luc va phuong huéng dé hoan thanh muc tiéu ma ho da dit ra. T6 chuc
thoi gian, cac budc thuc hién ciing nhu st dung cac ngudn luc gigi han dé dat duoc
muc tiéu mot cach hiéu qua nhat va nhanh chéng nhat.

M6t muc tiéu bao gdm nhitng mtrc d6 khac nhau. DAu tién ban phai xac dinh dugc
muc tiéu ¢t I18i. Ban phai ty vé ra buc tranh tong quat dé hoan thanh muc tiéu d6. Sau
d6, Ban chia nho bic tranh nay ra thanh nhitng budc cu thé rdi lan luot hoan thanh
nhitng budc nay.

2.1.1  Muc tiéu cot 15

Budc dau tién dé xac dinh muc tiéu ca nhan 1a ban phai xem xét cai gi that sy ban
mudn dat dugc trong cude doi ban. Khi ban di xac dinh muc tiéu cudi cung ban s&
nhin thay duoc btc tranh tong thé ban phai lam gi va khi phai ra quyét dinh truéc

viéc gi ban hay dya trén buc tranh tong thé 6. Trén mdi linh vyc trong cudc sdng vi

CAm nang cho nguoi méi di 1am | KY NANG XAC BINH MUC TIEU
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du nhu: Gia dinh, sy nghiép, quan hé ban bg, tai chinh, sitc khoe... ban phai liét ké
ra va phai xac dinh quan diém va thai d6 cua minh ddi voi timg linh vyc. Khi d3 liét
ké va xac lap quan diém cu thé dbi véi linh vie duge xem 14 ¢t 16i ddi véi cude
séng cua ban thi ban phai tng dung ching mét cach nghiém tic ngay trong cudc
séng. Ban ciing phai ludn xem lai ban than minh xem hanh dong cua ban cé phan
anh dugc nhirng gi ban mong mudn khdng va phai ludn ty nha véi minh rang “ Muc
tiéu nay la do ban tu dat ra khéng ai ép buoc ban, khéng phai do ba me, khdng phai
do ban be...”.

Khi di c¢6 dugc muc tiéu cét 16i trong cudc séng thi ban hay lap ké hoach va chia
ra thanh nhitng budc nho dé o thé thyc hién trong 1 thang, 2 thang, 3 thang hay 1
niam... va thuc hién ting budc mot s& gilp ban dé dang dat duoc muc tiéu da dit ra.
Sau d6, ban hdy liét ké ra nhitng viéc can lam trong 1 ngay va phai bao dam rang
nhitng viéc nay phai dua trén muc tiéu cét I18i cua ban.

2.1.2 Theo dudi muc tiéu da dit ra

Mot khi da xac dinh duoc g ¢ hoach thi ban phai thyc hién

DN xem lai va cap nhat chiing moi

“#hu mot hién phép cua mot quéc
gia. Khi mudn thay ddi ching bah phai xem xét that can trong.

2.1.3 Phwong phap thiét 1ap muc tiéu hiéu qua

Nhitng chi din sau day s& gilp ban thiét lap duoc muc tiéu hiéu qua:

- Xéc dinh muc tiéu cua ban mot cach that rd rang: Diéu nay gilp ban tranh duoc
su nham 1an trong khi 1ap ra ké hoach;

- Chinh x4c: Dé xac dinh muc tiéu mot cach chinh xac ban phai liét ké that cu
thé: thoi gian, ciing nhu nhitng gi can dat duoc trong mot ké hoach. Diéu nay sé gilp
cho ban c6 thé kiém tra lai xem ban c6 thé dat duoc muc tiéu & muac do nao;

- Xéc dinh mtc d6 wu tién: Khi ban c6 nhiéu muc tiéu, ban phai xac dinh duoc
thir tw vu tién cho tirng muc tiéu. Piéu nay gidp ban tranh dwoc sy qua tai khi thuc
hién nhiéu muc tiéu ciing mét ldc va danh thoi gian va sic lec cho muc tiéu cao nhat

nhiéu hon;

Cém nang cho nguwoi méi di lam | Theo dudi Muc tiéu da dat ra
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- Viét trng muc tiéu cu thé ra: Viéc nay rat quan trong, vi theo théi quen ban
thudng gitt chung trong ddu nhung néu ban viét ching ra né s& gidp ban c6 thém dong
luc va ludn nhac nha ban phai hoan thanh cac muc tiéu do;

- Chia thanh nhitng budc nho: Néu mot ké hoach qua 16n, ban s& khé thuc hién
va khong thé thiy dugc thanh qua ciing nhu dat dugc ké hoach d6 & muc do nao;

- Thiét 1ap muc tiéu phai thuc té: Ludn quan tm dén nhitng muyc tiéu ban da 1ap ra
phai bao dam rang ban ludn kiém soat dwgc ching. Ban c6 thé khong dat dwoc muc tiéu
bang nhiéu 1y do nhu: thiéu may man, nhitng yéu t6 khéng kiém soat nhu: thoi tiét, mdi
truong, su thiéu cong bang, tai nan... Nhung ban khong thé that bai vai ly do khong tuan
thu theo ké hoach da dat ra, diéu ndy 1am ban chan nan va d& dang buéng xudi.

- Thiét 1ap muc tiéu mot cach thiét thuc: Khi thiét 1ap muc tiéu ban phai bao d¢am
ké hoach nay nam trong kha ning cua ban. Ban dau phai di tir dé dén kho, khong dat
ra nhitng muc tiéu that kho vi nd sé dé lam ban chan nan.

- Pung thiét 1ap nhitng myc tiéu qua dé dang: Muc tiéu qua dé la mot con dao

lam ban mat di dong luc.
uong nhitng két qua ban da dat

hi dat dwoc muc tiéu ban can rit

hai ludi, n6 gitp ban dé dang daggduoc nhupe

ra kinh nghiém va xem lai toan hoach cua minn:

- Néu ban dat dugc cac muc tiéu qua dé& dang, ban phai dit muc tiéu tiép theo
kho hon;

- Néu ban dat duoc muc tiéu qua khé khan, ban phai dit muc tiéu tiép theo dé
dang hon;

- Néu sau khi dat duoc muc tiéu ban dau va ban nhan ra phai thay d6i ké hoach
tiép theo thi ding ngai ngan thay d6i nhung phai can nhéc can than;

- Néu trong khi thuc hién ké hoach ban nhan thay rang: N& luc caa ban thi rat
nhiéu so véi thanh qua ban dat duoc. Ban phai xem lai c6 nén dit ra ké hoach dé khac
phuc viéc do6 hay khong.

- Néu ban that bai diéu d6 khong quan trong. Quan trong 1a ban da c6 dugc kinh
nghiém tir that bai 6. Hay chiém nghiém that k§ bai hoc d6 va bat dau lai.

Hay nhd rang muc tiéu cua ban s& thay d6i song song vai su phat trién cia ca nhan

ban. Néu muc tiéu khdng con kich thich ban thi hdy bo ching di! Va ludén nghi rang
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Suu tam & Bién tdp ©2014Minh Khai Hoang/ minhkhaihoang@gmail.com

ban diéu khién ching chtr ban khéng bi chung diéu khién. Muc dich mang lai cho ban
su kich thich that su, su thoa mén va cam giac thanh céng.

2.2Bay cAu héi dé xac dinh muc tiéu — Brian Tracy

Quyét dinh tro thanh nguoi biét 1ap muc tiéu va thuc hién muc tiéu, huéng téi
turong lai mang lai cho ban cam gidc manh mé& vé sy kiém soat. Ban cam thiy tu hao
vé ban than. Ban cam thay rang minh lam chu sé phan cia minh. Tuy nhién, doi khi
ban van con ling tlng trong viéc thiét 1ap muc tiéu cho minh. Dudi day 1a bay cau hoi
gilp ban xac dinh muc tiéu . Ban nén tu hoi va tra loi nhiéu lan.

2.2.1 Céu héi thir nhat: “Nim gia tri quan trong nhit ciia ban trong cudc
song l1a gi?”

Muc dich cua cau hoi nay 1a dé gilp ban xac dinh céi gi that sy quan trong véi ban,
va m¢ rong ra thi cai gi it quan trong hon hay khong quan trong.

Mot khi ban di xac dinh duoc 5 diéu quan trong nhat trong cudc doi ban, hdy sap

xép chling theo thir tu wu tién, tir myc tiéu quan trong nhat dén myc tiéu tha nam.

i U bac quan trong cua ching nén
r noi tdm ra bén ngoai va cac gia

ac dinh chang rd rang giup ban

Lua chon va xac dinh cac mig

thuc hién truée khi 1ap ra muc tigh
tri ban dit ra la thanh t6 co ban il
chon muc tidu nao pht hop véi dieu tét nhét cho ban.

2.2.2 Céu héi thi hai: “Ngay trong liic niy, ba muc tiéu quan trong nhét
trong cudc doi ban la gi?”

Viét cau tra 10i trong vong 30 gidy. Pay 1a phuong phép liét k& nhanh, khi ban chi
c6 30 gidy dé viét ra 3 muc tiéu quan trong nhat, y thic caa ban s& chon loc cac muc
tiéu cua ban nhanh chong. Ba muc tiéu chinh chi kip vut qua dau ban. Véi chi 30 giay,
ban s& chinh xac nhu thé ban c¢6 30 phuit.

2.2.3 Cau héi thir ba: “ Néu hém nay ban biét dwoc ring ban chi con song
dugc 6 thang, ban sé 1am gi, ban s& gianh thoi gian nhw thé naoe?”

Dbay 1a cau hoi danh gia khac gitip ban xac dinh cai gi la thuc su quan trong voi
ban. Khi thoi gian c6 han, tham chi néu chi trong tuéng twong, ban tro nén rat y thic
ai va céi gi ban thuc su quan tam. Nhu mot bac sy da noi: “T6i chua bao gio gap mot
thuong gia nao trén givdng bénh ma lai noi, “T6i mong c6 thé gianh nhiéu thoi gian

cho cbng viéc hon nira”.
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C6 ai @6 da ndi rang ban s& khdng sin sang dé séng dén khi ban biét phai lam gi
néu ban chi con mot gior sdng trén trai dat. Ban s& 1am gi?

2.2.4 Céu héi thir tw: “ Ban sé Iam gi néu ngay mai ban tring s6 1 triéu
d6 la tién mit, mién thué?”

Ban s& thay d6i cudc séng cua ban nhu thé nao? Ban s& mua gi? Ban s& bit dau
lam gi hay thdi khéng lam gi nira? Tudng twong rang ban chi co hai phat dé viét cau
tra 1o va ban s& chi c6 thé 1am hay dat dwoc nhitng gi ban viét ra.

Pay thuc su 1a cau hoi gitp ban quyét dinh s& 1am gi néu ban c6 du thoi gian va
tién bac ban can, néu ban khoéng phai so su that bai nao. Ban s& dua ra cau tra 10i rd
rang nhat khi ban nhan ra nhiéu thir ban s& lam khac di néu ban cam thay ban c6 du
kha ning dé lva chon.

2.2.5 Céu héi thir nim: “ Piéu gi ban luén muén lam, nhung so' phai ¢
ging?”

Cau hoi nay giup ban biét rd rang hon & thoi diém nao ndi so hai cua ban cé thé

ngan can ban lam nhitng gi ban i

2.2.6 Céu hoéi thir sau: - . -ﬂﬁ-ﬂ hit? Cai gi mang lai cho ban

Pay la cau hoi vé gia tri khac co thé chi ra diém ban nén kham pha dé tim ra “wdc
mudn cua trai tim”. Ban s& ludn cam thay vui nhat khi ban mudn 1am nhat luén 1a hoat
dong 1am ban cam thidy man nguyén va hai 1ong nhat. Nhitng nguoi thanh dat nhat ¢
My ludn l1am nhiing gi ho thich nhat.

2.2.7 Ciu héi thir bay, va c6 1 13 quan trong nhat: “ Néu ban biét ban sé
khong bi that bai, diéu 16n nhat ma ban dam mo 1a gi?”

Gia du c6 mot vi than xuét hién va ban cho ban mét diéu udc. Vi thin dam bao
rang ban chac chan s& thanh cong hoan toan & mot thi ma ban ¢b gang lam cho di n6
I6n hay nho, ngan hay dai han. Néu ban duoc bao dam chic chan thanh céng trong
mot 1inh vuce nao d6 muc tiéu nao ma ban sé xac dinh cho minh?

DU ban viét bat ky cai gi nhu cau tra 1oi cho bat ky cau hoi nao trong sé nay, bao
gom ca cau hoi: “Néu ban biét ban s& khdng that bai, diéu I16n nhit ma ban dam mo 1a

gi?” thi ban c6 thé lam duoc. Su thuc 1a ban c6 thé viét ra nghia 1a ban c6 thé thyuc

CaAm nang cho nguoi méi di lam | Cau hai thit ze: “ Ban sé 1am gi néu ngay mai ban JEY)
tring so 1 triéu do la tien mat, mien thue? ”



Suu tam & Bién tdp ©2014Minh Khai Hoang/ minhkhaihoang@gmail.com

hién duoc. Mot khi ban xac dinh dugc ban mudn gi, cau hoi duy nhét ban phai tra 1oi

1a: “T6i da thuc sy mong mudn né va sin sang tra gia chua?”

BANG MUC TIEU SMART
Ngay trién khai: Han chét hoan thanh:
Bit dau:
Ngay dat:
Muc tiéu:

Khéng dinh muc tiéu ciia ban 1a SMART
Specific: Chinh xac nhizng gi ban sé thuc hién?

Measurable: Lam thé ndo ban sé biét khi ban da dat d@én muc tiéu nay?

Achievable: Ban dat diroc muc tiéu nay thireeid] ét? Ban ¢6 dwoc cac nguon luce dé dat duwoc
muc tiéu nay? Néu khong, 1am thé nao ban s n 0

Relevant: Tai sa0 Muc tiéu nay c6 y nghia véi cugc seng cua ban?

Timely: Khi nao ban sé dat diroc myc tiéu nay?

Muc tiéu quan trong béi

Nhirng lgi ich cha viée dat dwgc muc tiéu nay sé

Cém nang cho nguwoi méi di lam | BANG MUC TIEU SMART
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Hay hanh dong!

Nhirng tré ngai tiém ning Giai phap tiém niing

Ai sé& c6 thé gitp ban?

Cic bwéc hanh dong cu thé: Cac buéc ci

What?

CAm nang cho nguoi méi di lam | JEZ!
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3. KY NANG GIAO TIEP UNG XU

3.1 Tong quan vé giao tiép

3.1.1  Khai niém giao tiép

Vi nhitng goc d6 va muc dich nghién ciru khac nhau, nguoi ta di dua ra nhiéu
quan niém khac nhau vé giao tiép. Mot sé quan niém vé giao tiép nhu sau:

» “Giao tiep la n6i mot dicu gi d6 véi ai do”.

» “Giao tiep la viéc chuyén tai cac y tudng gitra loai nguoi”.
> “Giao tiép 14 su trao doi thong tin”.
» “Giao tiep la su chia sé th@jng tin va
)
» “Giao tiep la viéc truyen ¢ i/_‘i ] n gitra ngudi nay va nguoi khac

c6 dan dén hanh dong.”. ..

Néu hiéu theo nghia rong “ tiép la sy chia s¢ thong tin va tao quan h¢”, hién
tuong nay khong chi c6 ¢ xa hoi loai nguoi, ma con ton tai khach quan, xuat hién &
muén loai trén thé gian. Tuy nhién, & goc do mot Tb che, Cong ty, Doanh nghiép,
“giao tiép” duoc hiéu 1a hanh dong xac 1ap méi quan hé va su tiép xuc gitta con nguoi
véi1 con nguoi, nham théa man nhu ciu nhét dinh vé thong tin. Trén co s& thu nhan
thong tin, hai bén giao tiép s& xay dung, diéu chinh muc tiéu, hanh vi qua sy tuong tac
14n nhau dé cung hiéu biét vé& mot tinh huéng, co cung tiéng noi, thu duoc loi ich
nhiéu nhét c6 thé.

Ngoai ra, giao tiép con 1a giao luu tinh cam, tu twéng dé phat trién va hoan chinh
nhan cach con nguoi. O mot pham vi rong hon, chung ta ciing c6 thé hiéu giao tiép 1a:
“viéc trao d6i thong tin gitta con nguoi va thudng dan téi hanh dong”.

Tom lai, v6i rat nhidu quan niém khac nhau nhung nhiing quan niém nay déu co
chung mét cach hiéu: “Giao tiép la qud trinh chuyén giao, tiép nhdn va xir Iy théng tin

gitta nguoi nay voi nguoi khac de dat dwoc muc tiéu”.

Caim nang cho nguoi méi di 1am | KY NANG GIAO TIEP UNG XU
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3.1.2 Ban chit ciia giao tiép

Du chung ta dimg ¢ goc do nao, muc dich nghién ctru nao, khi dua ra nhirng quan
niém vé “giao tiép”, cic quan niém déu c6 nhitng diém chung nhat thudc vé ban chat
ctia giao tiép. Giao tiép 1a mot qua trinh truyén di mot thong diép, nd bao gdm mot
ngudi giri va mot hay nhiéu ngudi nhin. Thong diép 13 ¥ tudng dd duoc mé hoa dé
ngudi phat tin (giao tiép) va ngudi nhan. Theo quan niém ndy, giao tiép 1a mot qua
trinh dwa trén sy trao doi giita hai hay nhiéu nguoi sit dung mot ma cir chi, tir ngir dé
c6 thé hiéu duoc mot thong tin chinh thirc hay phi chinh thirc duoc chuyén tir ngudi
phat tin dén ngudi nhén tin.

“Giao tiép” la mot tap hop cac hoat dong trude hét nham thuc hién sy két ndi quan
hé giita cac cd nhan v&i nhau. Vi vAy, moi sy giao tiép déu chira thong tin va nod
thuong lam cho thong tin duoc chuyén theo hai chiéu:

o Mot thong diép dugc chuyén tai hodc chia sé giita hai hay nhiéu ngudi.

o S6 lugng ngudi tham gia va chia sé thong tin tiy thudc vao ndi dung, nhu cau

cua nguoi nhan tin. C6 nhitng la@ithong ti @il tiép chira dung thong tin cia 1

ca nhan, c6 nhitng loai thong tig ) hira dung lién quan dén su quan
tAm cua nhiéu nguoi.

o Giao tiép la mot cudc déoai hai chiéu, qua trinh dbi thoai 1am thay doi ca
ngudi giri 14n ngudi nhan (tic 1a ¢ su chia sé thong tin, hai bén diéu chinh myc tiéu,
diéu chinh hanh vi qua su tic dong 1an nhau dé cung hiéu biét vé tinh hudng, c6 clng
tiéng noi, dem lai loi ich nhiéu nhét co thé.

Tom lai Giao tiép 1a mot qua trinh truyén nhan mot thong diép tir mot ngudi gui
dén mot hay nhiéu ngudi nhan trong mot moi trudng nhat dinh.

3.1.3 Qua trinh giao tiép

Qua trinh truyén nhan mot thong diép tir mot ngudi giri dén ngudi nhan ¢ thé md

phong nhu hinh dudi day.

Qua trinh giao tiép

Gri Nhan

Hbi dap

Ngwoi gori Ngwo'i nhan
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3.1.4 Muc tiéu giao tiép va cac yéu té ciu thanh qua trinh giao tiép
Giao tiép c6 4 muc tiéu sau :

Chuyén tai dwoc nhitng théng diép.

- Gilip nguweoi nhdn hiéu nhitng dy dinh cia nguoi phdt tin.

- Nhdn dwoc sy phan hoi tir nguoi nhan.

- Duy tri méi quan hé tot dep véi nguwoi nhdn.

Trong moi nganh nghé, dé thanh cong, mdi ngudi déu can co su hop tac, bd tro,
gitip d3, hay tbi thiéu 1a gop ¥ tir nhiéu phia va dé cac bén phdi hop hiéu qua, dung
lac, ding “liéu luong”, can phai ¢ sy trao d6i thong tin chinh xac. Tuy nhién, qua
trinh chuyén tai nhitng thong diép c6 kha niang bi méc 15i do thong diép thuong duge
hiéu sai di do chinh nhimng yéu td, thanh phan tham gia vao qué trinh nay. Cac yéu t6
nay gom: Nguoi giri thong diép; Thong diép; Kénh truyén thong diép; Ngudi nhan
thong diép; Nhitng phan hoi va Bbi canh.

Dé tré thanh mot nguoi giao tiép tdt, trude tién ban phai tao dugc cho minh su tu

biét cua ban vé chu de, vé nguoi

tin vao ban than, diéu nay thé his
tiép nhan (nhitng c4 nhan hay g , W, ),,5n truyén dat thong diép cua
minh té1) va bdi canh truyén da BRong, s& dan dén viéc thong diép
ctia ban c6 thé bi hiéu sai dan dén viéc truyén dat sai muyc dich.

Céc hinh thire giao tiép qua viét, ndi hay cac hinh thirc khac déu bi chi phbi boi
giong diéu cta nguoi truyén dat thong diép, tinh cin ct cua 1y ludn, nhing gi duoc
giao tiép va nhitng gi khong nén dugc dua vao, ciing nhu phong cach giao tiép riéng
cua ban.

Thong diép ludn ludn co ca yéu t tri tué va tinh cam trong d6, yéu to tri tué dé chung
ta c6 thé xem xét tinh hop 1y ctia né va yéu té tinh cam dé chung ta c6 thé c6 thai do
nhitng cudn hut tinh cam thich hop, qua do thay d6i dugc suy nghi va hanh dong.

Céc thong diép sau khi dugc ma hoa, dugc truyén nhén qua nhiéu kénh, nhu “no6i”
bﬁng cach gap mat ddi mat, goi dién thoai, gap qua video; “viét” béng thu tir, email,
ban ghi nhd hay bao cdo... va nhimng thong diép sau khi dugc giai ma, dugc truyén dat

dén nguoi nhan va ban s¢€ trong chd ¢ ho nhirng phan hoi.
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Hay luén nh¢ 1a ban than nguoil nhan thong diép cling tham gia vao qua trinh nay
v6i nhitng ¥ tuéng va tinh cam c6 thé 1am anh huéng dén cach ho hiéu thong diép cua
ban ciing nhu cach ho phan hoi lai thong diép d6. Nhitng phan hdi nay thé hién 16 rang
nhit viéc ngudi tiép nhan thong diép cua ban c6 dugc hiéu chinh xac hay khong.

Cudi cung 1a Béi canh (Tinh hubng) ma théng diép cua ban dugc truyén di. N6 co
thé bao gom yéu té moi trudng xung quanh hay rong hon 1a nén vin hoa (vin hoa noi
1am viéc, vin hoa qudc té, vv.).

3.1.5 Kénh giao tiép

Thong diép dugc truyén qua cac kénh giao tiép chinh thirc va khong chinh thuc:

3.1.5.1 Kénh chinh thirc 12 nhitng thong diép dwoc truyén:

- Tur cap trén xudng cap dudi nham huéng dan cong viée, quan hé cong viée, quy
trinh, phan hoi,. ..

- Tu cép dudi 1én cép trén: Nhu bao cdo, dé nghi, to trinh...

- Giira cac dong nghiép (ngang cap): hop tac, giai quyét cong viée, chia sé thong
tin, thuc hién bao cao, du an...

3.1.5.2 Kénh giao tiép k

La viéc giao tiép khong chin B0 Cd il b budc gilra nguol gui va nguoi

= =

v

nhan thong di€p, nhung dugc sir ngdé Xac nhafm!\f)ng tin; Mo rong thong tin; lan
truyén thong tin; phil nhan thong tin hodc bod sung thong tin... nhu cic tin don, du
luan, tin “via he”...

Nhu vay, giao tiép 14 mot qué trinh ning dong tao ra thong diép va hoi dap lai
thong diép, thich nghi voi con ngudi va moi trudng va dic biét quan trong dbi voi mdi
c4 nhan, mdi nhom nguoi hodc xa hoi.

3.1.5.3  Cic hinh thirc giao tiép pho bién:

Giao tiép 2 ngudi, giao tiép theo nhom, giao tiép cong dong/dai chiing.

Thdi d6 can thiét trong giao tiép: lac quan, tich cuc, chan tinh, coi ma, thé hién sy
san sang, hop tac va co thé 1am duoc

3.2 K¥ niing giao tiép hiéu qua

3.21 Khai niém k¥ ning giao tiép

Xuat phat tir quan diém ngudn lyc con ngudi 1a quan trong nhat, Ngan hang Thé

gidi dd goi thé ky 21 1a ky nguyén cua kinh té tri thirc va dwa vao k¥ ning cia con
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ngudi, dong thoi cho rang ning luc cia con nguoi duoc danh gia trén ca 3 khia
canh: kién thirc, k¥ ning va thai do (viét tit 1a KSA)

- Kién thirc 14 nhing hiéu biét, nhitng tri thirc ma ban than chung ta thu thap duoc (n6
duogc gitr lai trong ndo ching ta) thong qua qua trinh hoc tap, nghién ctru, trai nghiém.

- Thai d6 lacdch nghi, cach nhin va cach hanh dong theo mot huwong nao do truoc
mét van dé hay mét tinh hudng cu thé. "Cach" & day 1a tir cach trong cum tir: suy nghi
mot cachtich cuc, lam viéc motcachnhiét tinh...

- K¥ nang la kha nang cua mdt nguoi thyc hién mdt cong vige nhét dinh, trong mot
hoan canh, diéu kién nhét dinh, dé dat dugc mot muc tiéu nhét dinh. K¥ nang bao
gom: K¥ ning nghé nghiép (k¥ ning cimg) va K¥ ning co ban (k¥ ning mén).

+ Ky ndng nghé nghiép: La kha niang thuc hién mot quy trinh k¥ thuat, cong nghé
(quy trinh han, tién, danh may, 1ai xe, tham dinh tin dung, qui trinh cho vay, kiém tra,
giam sat st dung von vay...).

+ Ky ndng co ban: 1a nhiing k¥ ning trong giao tiép, Gmg xir, tu duy, hop tac, chia

s¢, lam viéc nhom, 1anh dao, quéay

gy
Moi ngudi hoc nghé khac n ? pg khic nhau nhung cac k¥ ning

song 1a cac k§ ning co ban (k¥ nj ai, lam nghé gi ciing can phai co
nhung murc d6 biéu hién s& khac nhau & nhitng linh vuc va con ngudi khac nhau.

Mot t6 chitc quéc té gdm cac nha khoa hoc thé giéi chuyén nghién ctru, khao sat
vé tri tué ctia con nguoi di cho rang: dé thanh dat trong cudc song thi k¥ ning mém
(tri tué cam xuc) chiém 85%, k¥ niang cung (tri tué 16gic) chi chiém 15%. Piéu nay
cling c6 thé 1y giai 12 gan nhu 100% ty phu trén thé gidi (nhiing ngudi gidu ¢ va
thanh dat) khong phai 13 cdc nha bac hoc hang dau. Vay cau hoi dit ra 1a “K¥ ning
nao 1a can thiét cho mdi con ngudi dé thanh cong trong cong viée va cude sdng”™?

Hiép hoi Pao tao va Phét trién My (ASTD-American Society for Training &
Development) ¢ thanh vién dén tir hon 100 qudc gia, da thuc hién mot nghién ctru vé
cac k¥ ning co ban trong cong viée. Két luan dugc dua ra 13 ¢6 13 k¥ ning co ban cin
thiét dé thanh cong trong cong viéc, mot trong s6 d6 1a K§ nang trong linh vuc giao
tiép tng x.

Nhu vay, Ky ndng giao tiép 1a kha ndng 1ng dung tri thizc khoa hoc vao qué trinh

giao tiép c6 hiéu qud nht.
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O Viét Nam, thoi gian trude day viée dao tao cac k¥ nang, chua dugc chi trong
trong. Nén gido duc cua ching ta dang dya trén mot gia dinh “nguoi ta biét thi nguoi
ta s& lam duoc” hoic ctr hoc nhiéu 1a biét... Nhung thuc té dau co vay, tir biét dén

hiéu 1a mot khoang céch rat

1. K¥ ning hoc va tu hoc (learning to learn) xa, va tr hiéu dén lam viéc
2. K¥ ning lang pqhe (Listening skills) chuyén nghiép véi nang suit
3. K¥ nang thuyeét trinh (Oral communication skills)

4. K¥ nang giai quyét van dé (Problem solving skills) cao la mot khoang cach con
5. K¥ nang tu duy séng tao (Creative thinking skills) Xa nia.

6. Ky nang quan ly ban than va tinh than tu ton (Self esteem) . » _ .

7. Ky nang dat muc tiéu/ tao dong luc lam viéc (Goal setting/ Sinh vién khi ra truong

motivation skills) biét nhiéu kién thic nhung
8. K¥ ning phét trién c& nhan va sy nghiép (Personal and career
development skills) .
9. K§ niing giao tiép tng xir va tao 1ap quan hé (Interpersonal  vViéc cu thé. Mot can bd

lai khong c6 kha nang lam

skills) i duoc dao tao bai ban, nim
10. K¥ nang lam viéc dong doi (Teamwork)

11. Ky nang dam phan (Negotiation skills)
12. Ky ning t6 chiic cong viéc hiéu qua (Organizational
effectiveness) )

13. K¥ nang lanh dao ban than (Leadership skills) u .

Gan déy, cic phuong tién thong tin dai chung da nhac nhiéu dén cum tir “ky ning” va

chic quy trinh nghiép vu (c6

K ky nang nghé nghiép) song

lai khong c6 phuong phap

dé to chuc trién khai cong

viéc khoa hoc vao thuc tién.

“k§ nang mém”.

Ban khong ¢ k¥ ning ddnh may, thi c6 thudc 1ong 10 quyén sach vé Microsoft
Office cling v0 nghia, va tir xa xua 6ng cha ta c6 cau “Tién hoc 18, hau hoc van” da
coi vai tro hang dau cia k¥ nang giao tiép ing xir trong cudc séng xa hoi...

3.2.2 Cic yéu to bao dam giao tiép cé hi¢u qua

Hoat djng giao tiép c6 hiéu qud, can dam bdo nhitng yéu to co ban sau:

- Phai xay dung dugc mot ban thong di€p c6 hi¢u qua, nghia la ndi dung phai rd
rang, trinh bay hop 1y va chuyén di hitu hiéu;

- Béo dam dong chay thong tin, c6 nghia 1a trong giao tiép phai bao dam thong
tin lién tuc, khong bi gian doan, ngit quing dé ngudi phat va nhan thong tin dé chia sé

vO1 nhau;
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- Bao dam cho y nghia cta thong diép phan anh duoc hiéu theo 1 nghia nhat
dinh, tranh duogc hién tugng “6ng noi ga, ba hiéu vit”;

- Nam dugc méi trudong xa hoi khi giao tiép (giao tiép voi ai? nhu thé nao? khi
nao? trong bao lau?...);

- Thuc hién sy dap tng (ttc 1a su hdi dap) can thiét;

- Nguoi phat tin va nhan tin (ddc biét 1a nguoi phat tin) phai c6 ky nang str dung
ngdn ngit, cac kién thirc can thiét.

3.2.3 Cac nguyén tic giao tiép

Mudn hoat dong giao tiép co hiéu qua thi can phai dam bao cic nguyén tic co ban
sau day:

3.2.3.1 Pam bio sw hai hoa vé mit loi ich giira cac bén tham gia giao tiép

Nguyén tac nay dua trén mot thuc té c6 tinh qui luat vé mat tdm 1y cta con ngudi.
Bit ky ai, khi thuc hién cac quan hé giao tiép déu mong mudn, tin tuéng hoic hy vong
rﬁng thong qua viéc giao tiép c6 thé dat duwoc mot 1oi ich nao d6 cho minh hodc cho

chu thé ma minh dai dién. Lo iah g td1 co thé 1a vat chat (tién bac,

ché, mong dugc chia sé va cam
thong, hodc mot dé nghi ghi nhafleK tia ban than cho tap thé, cho x4
hoi...). Co thé noi, hau nhu khg mot ai thuc hien giao tiép lai khong muén, hoic
khong hy vong rang sé dat duoc muc dich da dat ra, ngay ca khi chinh ban than chiing
ta biét rang dé dat duoc loi ich d6 1a hét sirc kho khan. Xuét phat tir tAm 1y nay, ddi tac
khi giao tiép v&i chung ta thudng it chuan bi tim 1y cho nhiing yéu cau, dé nghi cia
ho khi khéng dugc dap tmg, nhitng mong mudn cua ho khong duoc chia sé va cam
thong. Khi khong dat duoc nhitng diéu nhu da du dinh, ddi tac thuong cé nhiing phan
ung & nhitng mic d§ khac nhau (cé thé buc tic, budn bi, chan nan, mat long tin, té
thai do bat hop tac tham chi ling nhyc, chiri bdi...). Nhitng phan tmg nay du ¢ mutc do
nao di ching nira thi déu khong c6 loi cho 2 phia. Chinh vi vay, mdt nguyén tic co
ban trong giao tiép 1a phai ¢ ging dam bao su hai hoa vé loi ich ctia 2 bén tham gia
giao tiép. Nguyén tac nay doi hoi nhitng ngudi truc tiép giao tiép voi doi tac phai chu
¥ nhirng diém co ban nhu sau:

- Hiéu tam 1y cua ddi tac, danh thoi gian dé tim hiéu muc dich cua d6i tuong giao

tiép, ddng thoi trong hoat dong giao tiép ndy, minh can dat dugc muc dich gi;
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- Trong trudng hop loi ich cua ddi tuong giao tiép khong duoc thoa man, can phai
t6 thai do cam thong, chia sé chtr khong thé c6 thai do hiéu thing hoic tho o.

Toém lai: Hoat dong giao tiép dugc thuc hién theo nguyén tc 1a su giao tiép phai
duoc thuc hién trong sy thong cam, thdng nhit véi nhau chir khong phai dudi hinh
thire tranh dua, ddi dich... Sy thanh cong cua giao tiép khong phai 1a ¢ su chién thing
dbi tuong ma 1a sy dem lai loi ich cang nhiéu cang t6t cho ca 2 bén, tic 1a 1am, sao dé
hai bén cung thing.

3.2.3.2 Pam bao nguyén tic binh ding trong giao tiép

Trong hoat dong giao tiép, ngudi 1am dich vu s& gip phai nhiéu ddi twong khac
nhau (gia - tré; nam - nit; lanh dao - nhan vién;...). Van dé dat ra & dy 1a phai bao
dam su binh dang trong giao tiép. Thuc té, nguoi lam dich vu trong hoat dong giao
tiép c6 khi gip phai nhimng tinh hudng rat kho xu. Dé giai quyét tot van dé nay thi
cach thirc t6t nhét 13 thuc hién nguyén tic “moi di tic déu quan trong”, nghia 1a moi
dbi tuong giao tiép déu phai duge ton trong va ddi xir binh dang. Di nhién, nguyén tic

nay giup cho ching ta tranh dyg ong giao tiép khi c6 quan niém

“nguoi nay khong quan trong”, gi dén ban than minh, cong ty

minh thi tho o, tham chi coi thuo

&

Mot diéu ching ta cAn khing dinh 1a: con nguot 1a téng hoa cic mbi quan hé xa

hoi. Mot ca nhan, mot cong ty, mot t6 chirc mudn ton tai va phat trién can phai thiét
1ap va duy tri nhiéu mbi quan h¢ khac nhau. Nhan vién dich vy, thong qua hoat dong
giao tiép truc tiép voi doi tac, giup Cong ty md rong mdi quan hé va ting cuong mbi
quan hé sén c6, ddng thoi phai thiét 1ap cac mdi quan hé méi cht khong phai, khong
thé va khong duoc lam mat di mdi quan hé t6t dep giira ho véi ddi tac, gitta Cong ty
v6i khach hang.

3.2.3.3  Nguyén tic huéng t6i giai phap toi wu

Nguoi nhan vién dich vu khi giao tiép véi khach hang, véi ddi tac can dua ra nhidu
giai phap dé d6i tuong giao tiép c6 thé chon lya va quyét dinh.

Nguyén tic nay dya trén co s& nguyén tic 1. Trong thuc té, dé c6 thé tao ra mot sy
hai hoa vé mit loi ich cta cic bén giao tiép khong phai 1a d& dang va don gian. Diéu
nay, ban dé hiéu bdi mong mudn cua cac bén giao tiép thi nhiéu, nhung dap tng va

thoa man nhiing mong muon do lai c6 han. Vi vay, viéc mot trong cac bén hodc nhiéu
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bén khi tién hanh giao tiép co thé khong dat lgi ich cia minh nhu mong mudn la
chuyén thuong tinh. Van d& & chd 1a nhan vién dich vu phai xtr Iy céng viéc nhu thé
nao dé khong chi théa man mot phén hodc toan b yéu cu cua moi dbi tuong giao
tiép ma con phai 1am cho ddi twong giao tiép hiéu va chip nhan thuc té ngay ca khi
muc dich ctua ho khong dat.

Pé 1am duoc diéu do, trong qua trinh giao tiép, nhan vién dich vu nén dua ra mot
s6 giai phap dé dbi tuong giao tiép c6 thé chon lwa va quyét dinh. Mubn dua ra cac
giai phap thi mot bén tham gia vao qua trinh giao tiép can xac dinh muc dich (loi ich)
can dat duoc, nhung déng thoi cling xac dinh muc dich do6 cé thé dat duoc & nhiing
murc d nao (cao, trung binh hay thép). Vi¢c xac dinh nhitng muc do co thé dat duoc
s& gitip cho cac d6i twong tham gia giao tiép chuan bi sin sang tu tudng nhugng bod
trong diéu kién va gidi han cho phép dé co thé thuong luong voi bén kia khi cac diéu
kién, tiéu chuan 1y tuong khong dat duoc. Néi cach khac, nhitng nguoi nao khi giao
tiép c6 y thirc rd vé loi ich ciia ho va loi ich cta ddi tac trong mot cudce giao tiép ciing
ing cach

, ol
nghi dén mot su lya chon cac gijd ﬂ \]

nhau dé co loi ich va ho s€ suy

s€ rat gioi trong viée du kién n

Khi giao tiép cac bén tuan thufil u.dé dang tim thiy nhirg muc tiéu
va loi ich chung, trén co s¢ d6 c& thé cung nhau tim ra nhitng giai phap c6 thé 1am hai
10ng tat ca cac bén.

3.2.3.4 Ton trong cac gia tri vin hoa

Gia tri van héa la mot pham tru rong 16n; & goc do nguyén tac giao tiép phai ton
trong gia tri vin hoa. Vi vy, Gmg xur trong giao tiép phai mang tinh dan tdc va phan
anh truyén thong tot dep, voi ngudi Viét Nam, nét van héa trong giao tiép thé hién:
Téc phong, thai do coi mo, té nhi va chu dao; Mot su hiéu khach (t6n trong); Mot su
lich su va nghiém tic d6i voi moi dbi twong giao tiép. Boi vi, giao tiép 1a su tuong tac
xa hoi luén ludn chira dung yéu td con nguoi va cac yéu td tinh cam. Can thay rang,
mot thai do niém nd, vui vé, hoa nhi, tinh than hiéu khach, phong céch lich sy va
nghiém tic 1 nhitng chuan myc giao tiép quan trong va can thiét.

Tom lgi, Trén day 1a nhitng nguyén tic trong giao tiép quan trong nham muc dich
nang cao hiéu qua hoat dong giao tiép. Van dé co ban nhat 1a ching ta phai biét van

dung c4c nguyén tic d6 vao trong nhitng trudng hop cu thé mot cach linh hoat va
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chinh xac thi mai hy vong dua lai sy thanh cong. Diéu nay lai phy thudc rat nhiéu vao
thai d6, kién thirc va k¥ niang cua ching ta khi giao tiép.

3.2.4 Mt s6 nguyén tic giao tiép co ban trong co quan, don vi

3.24.1 Gay dung mdi quan hé tot dep véi dong nghiép:

- Bat dau tir thai dg: Thai do van duoc xem 1a sy khai dau nhiing mbi quan h¢, va
tham chi 13 cta nhitng co hoi. Hiy tudng tuong ban 1a mot ngudi méi dén co quan,
thai d§ cu xu ding myuc nhu sy khiém nhuong phu hop, ton trong nhitng nguoi ¢ co
quan va cong viéc ho dang lam, nhirng cau chao va ctr chi than thi¢n s€ dem lai thién
cam cua bao ngudi, du d6 13 nhitng can bd ké toan khé tinh nhat, can bo tin dung hay
bao v¢ hodc nguoi phuc vu.

- Lam thdt tot cong viéc ciia minh: Cach don gian nhat va dé nhat ban c6 thé bat
dau xay dung duoc méi quan hé & noi lam viéc, ciing nhu mé dau nhiing cau chuyén,
hay tham chi sau hon 13 hiéu vé nhitng ngudi xung quanh, chinh 1 tir céng viée cua

ban. Trong mdt co quan lam viéc chuyén nghi¢p, moi ¢4 nhan luon 1a mot mat xich,

!-— hi b6 hep trong mot phong/ban.

khong ké dén vi tri lam viéc ci J cong viéc ban lam la mgt phan

khong thé thiéu, va s& c6 mdi 1ig bhicp khéc, c6 thé 1a cing phong
hay khac phong/ban, thuong m
Néu khoi dau véi mot thai do tot, lai biét cach ling nghe va hoc hoi hop 1y, tich cuc
trong coéng viéc, chic han moi nguoi déu khong ngan ngai hd trg ban lam tot cong
viéc, tham chi chia s& nhiéu hon ca nhiing gi ban mong mudn.

- Té nhi trong giao tiép, chan thanh trong hanh dong: Khi moi nguoi dd mo long
minh véi ban, hiy trin trong va giit gin né. C6 nhiéu cach dé lam dugc viée nay,
nhung ¢6 1€ cach don gian va hi¢u qua nhat chinh 13 sy chan thanh. Chan thanh, khong
sudng sd qua, hay boc truc qua thi lai cang tt, boi khong chi trong méi truong xa hoi
thu nhd, ma ké ca gia dinh, nhiéu lac su té nhi 1a can thiét dé gilr cho mbi quan hé
khong bi nham chan hodc qua sa da.

- Tham gia cac hoat dong tap thé dii ban c6 thich hay khong: Cong viéc ban ron,
thoi gian han ché d6i khi lam cho nhiing nd lyc gin két tap thé trd nén khong hiéu
qua, boi moi ngudi mudn danh chut thoi gian nghi ngoi it 6i cho ban than va gia dinh.

Tuy nhién, tir 10i khuyén cta nhitng tdp doan tu van nhan sy 16n, cling nhu thuc tién
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cudc song, cac hoat dong tap thé lanh manh va tich cuc luén gilp cho céc thanh vién
trong co quan hiéu nhau hon, con déi véi nhitng ngudi méi, d6 1a co hoi giao tiép va
lam quen.

- Giao luu ngodi gio: Ciing gidng nhu cac hoat ddong mang tinh tap thé cua co
quan, nhung giao luu ngoai gid mang mau sic gin két chit ché hon, gitp cho nhiing
ngudi cing chi hudng va muc tiéu, 1y tudng, co co hoi dé két ban, than thiét hon. Néu
ban dang tim kiém thém ban hitu hoic don gian 1a muén ¢ méi quan hé gan giii hon
v6i dong nghiép, day chinh 1a cach 1am hiéu qua. Néu nhu moéi trudng cho thiy céach
g Xt ciia mdi con ngudi trong cong viéc, thi cac hoat dong tap thé cho thay cach ho
xt ly cac méi quan hé x& hoi, con giao luu ngoai gio ¢6 thé gitp cé mot bic tranh
toan dién hon vé nhirg tim tu, nguyén vong va tinh cam cia mdi ca nhan. Chang han,
giao luu cong doan, giao luu thé thao gilp cho ban gan giii hon véi moi nguoi, boc 16
nhitng ca tinh riéng.

3.2.4.2 Hop tac dn y véi dong nghiép

- Xdc dinh myc tiéu chung:
minh thi that kho dé c6 thé hoand

vao cong viéc, ban va ddng nghidligerNGa “‘ ra muyc tiéu chung vé huéng di,

va khang khang thuc hién theo y
Wng han. Do d6, trudc khi bat tay

két qua cin dat duoc. Cac ban nén gap mat truc tiép.dé théng nhat moi viéc. Diéu nay
s& gillp moi nguoi di ding hudng va tranh sy bat dong khdng can thiét trong qua trinh
thuc hién cong viéc.

- Pat ban than vao hoan cdnh cia nguroi khac: Ban c6 thé cai thién méi quan hé
ciia minh véi nhan vién khéc, bang cach nhin nhan van dé tir hoan canh cua ho. (Vi
du, Ban thay byc minh khi d6ng nghiép tra ldi cut lan trong khi ban da gari email trinh
bay chi tiét, cu thé). Nhung néu dit minh vao vi tri caa ho ban s& biét ring ho ban
tram cong nghin viéc dén ndi khong cd thoi gian nghi ngoi, nén khong c6 thoi gian
viét lai cho ban birc thu dai dong nhu ban mong doi. Ho s& cam thay thoai mai va
danh gia cao, néu ban trinh bay ngan gon va di vao trong tm van dé khi n6i chuyén.

- Luén lich sy va chuyén nghiép: Hay lubn chan thanh véi dong nghiép va cb gang
hop tac trén con duong dai. Ké ca khi c6 ai d6 can tré, duy tri su chuyén nghiép va khéo
léo s& gilp ban lam viéc hiéu qua véi tat ca nhitng ngudi ban hop tac. Ban khdng nhat

thiét phai tro thanh nguoi ban tot nhat cuia moi ddng nghiép ma chi can lam viéc hiéu qua
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nhat véi ho. Thuc té, c6 mot sé nguoi it quan tdm dén 1am viéc hiéu qua véi moi ngudi
ma quan tim hon 13 cach tng xir d& moi ngudi vira 10ng, vi vay, ho khong duoc ddng
nghiép ton trong vé mat chuyén mén. Nguoc lai, mot sé nguoi khac quan tam dén hiéu
qua cong viéc cing véi moi ngudi ma quén mat cach wng xu cho vira 1ong moi ngudi
xung quanh, ho thudng bi moi ngudi xung quanh phé binh vé cach xur su.

- Xay dung hinh tirong tot: Can kiém soét 15i n6i va hanh dong cia minh dé xay
dung mot hinh twong tt dep 1a diu rat can thiét ddi véi mdi ching ta. Tién trach ky
hau trach nhan, minh muén duoc moi nguoi quy mén trude tién minh phai chan chinh
minh trudc thi mai c6 thé chinh nguoi khac duoc, phai dung chir Tin 1én hang dau.
Muén duoc ngudi khéc ton trong, trude hét ban hay ton trong chinh minh bang viéc
xay dyng hinh anh tét trong mét nhitng nguoi xung quanh.

Trich doan chuyén cudi: Bira con noi voi cha “Bd, cho con xin it rwou, con can
udng” Ngudi cha bao: “ Sao lai ubng ruou?” Ptra con: “Dé bai nay con giai khong ra”
Nguoi cha: “Ubng rugu roi s& giai duge u” Ptra con: “Chang phai b ting bao gap
van dé gi kho khin b chi can uggg.cht > Kai quyét gon thoi”.

3243 Dugc dong nghiéy ﬂ e

.Qng cua viéc xay dung moi quan

5

hé trong cudc sdng. Khong co a dinh va ban be, cudc séng cua ban khong nhing
budn té ma con gap nhiéu kho khan vi ban phai mot minh dbi mat véi moi viéc.

Trong cdng viéc ciing vy, khong ai di mot minh dén dinh thanh cdng, s& c6 nhiing
lic ban can su giup d& cua dong nghiép dé giai quyét nhitng khé khin trong cong
viéc. Mdi quan hé tét dep véi dong nghiép con 1am cho cudc séng noi cong sé cua ban
can bang. Chinh yéu t nay sé& dem lai hiéu sut lam viéc cao hon, gitip ban tién nhanh
hon trén con duong su nghiép. Ap dung 6 gei ¥ sau, ban c6 thé sé tao nén mgt moi
truong lam vige thoai mai va hiéu qua:

- Than thién véi moi nguwoi : Hinh anh cua ban tai noi 1am viéc khong chi thé hién
qua két qua cong viéc ban dat duoc ma chinh thai do cua ban ciing gdp phan khdng
nho trong viéc xay dung hinh anh nay.

M6t nu cuoi hay 1o chao vui vé khi gap ddng nghiép 1a cach thé hién su than thién

va tich cuc. Ban ciing nén dé y dén nhitng hanh dong nhé nhung cé anh huong 16n
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nhu: giup mé cwa, giit ndt thang may, nhat dd danh roi, nhuong dimg... Ban mubn
lam viéc véi nhirng ngudi ban thich va chéc chin ddng nghiép cua ban ciing vay!

- Giip d& nhiét tinh: Khi xong viéc caa minh, tat nhién ban dwoc phép nghi ngoi
va thu gidn mot chdt. Nhung ban tan dung khoang thoi gian nay dé gilp mét dong
nghiép dang “ngip dau” giai quyét nhitng phan nan cua khach hang, dong nghiép cua
ban khdng nhitng cam kich ma chic chan trong nhitng tinh hudng tuong tu, ho ciing s&
hd tro ban hét minh.

- Chu déng nhdn viéc khd: Chic chin ban s& gip nhiéu thir thach dé giai quyét
nhitng cong viéc phirc tap. Nhung néu ban chu dong nhan phan viéc khd vé minh, ban
da thé hién ban than minh 1a mot nguoi ty tin, tich cuc, khdng ngai kho, ngai kho. Day
cling 1a co hoi dé ban hoan thién Ky nang va nang cao kién thurc, 1anh dao va dong
nghiép chac chan s& danh gia cao tinh than, trach nhiém cua ban.

- Cu xur lich thiép: Noi ban lam viéc 1a mot xa hoi thu nho va ban dang & noi cong
cong, Vi vay, ban can y thic vé hanh dong cua minh dé khong lam dong nghiép kho

chiu. Vi du: tit dén va cac thiétgi ong, bo gidy vao may in khi sir

dung hét giay... Khi céac thiét Wy in, may fax, di¢n thoai... gap

ulor bo di ma hay théng bao ngay

Trong mdi trudng lam viéc cai mé, moi nguoi ngoi rat gan nhau, ban dimg dé nhiing

truc trac ma ban khong giai quycf

dén bo phan lién quan dé duoc htq.

so thich ca nhan anh huong dén ngudi khac. Vi du: néu ban thich nghe nhac, hdy ding tai
nghe; khi ban ndi chuyén dién thoai, hdy ha thap giong hodc tim mét chd vang ngudi dé
ndi chuyén; dirmng an nhimg mon 4n ning mui nhu sau riéng tai ban 1am viéc. ..

- Chao dén dong nghiép méi: An tuong vé ngay dau tién caa ban tai Cong ty nhu
thé nao? Ban khong biét ai, ban bi rdi khdng biét toilet & dau hay sir dung may fax
nhu thé nao? Pung dé diéu nay xay ra véi ddong nghiép moi, dac biét néu ho lam
chung nhom vai ban. Khi thay ho lac 18ng trong méi trudng méi, hdy cha dong bat
chuyén, gigi thiéu ho véi nhitng ddng nghiép khac, giap d& khi can thiét dé ho hoa
nhap nhanh hon véi nhém va Coéng ty. Long tét cia ban chic chan s& dugc ghi nhan
vai s cam kich!

- Ghi nhdn sw gitip dé cia dong nghiép: Trong nhitng tinh huéng ban hoan thanh

Xuat sic cdng viéc cua minh véi phan ndo sy hd tro cua dong nghiép, hdy bay to su
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biét on chan thanh di véi ho, ciing nhu cho 1anh dao cua ban biét vai tro cua ho trong
tinh hudng d6. Ho s& cam thiy tu hao vi giup dwoc ban, méi quan hé giira ban voi
ddng nghiép sé tét dep hon va hai bén sin 1ong gitp d& nhau khi can thiét.

Loi khuyén cudi cung danh cho ban trong viéc xay dung nhitng méi quan hé noi
cdng so: hdy doi Xir Vi moi nguoi theo cach ma ban mudn ho doi xi véi ban. Tim
cach dé moi nguwoi, ai ciing muén 1am viéc, hop tac va hé trg ban, nhdt dinh ban sé
thanh céng.

3.3K¥ niing ling nghe va thau hiéu ngwoi khac

“Ba tu6i du dé hoc ndi nhung ca cudc doi khong du dé biét lang nghe”. C6 miéng
khong c6 nghia 1a biét ndi. C6 mat khong c6 nghia 1a biét doc. C6 tay khong c6 nghia 1a
biét viét. Vay c6 tai dau co nghia 13 biét ling nghe. Chiing ta duoc hoc ndi, hoc doc, hoc
viét rat nhiéu. Vay, ching ta hoc ling nghe ¢ dau va ai day, day nhu thé nao?

3.3.1 Khai niém ling nghe

Dé hiéu rd khai niém ling nghe, ban hay 1am bai tap sau day:

fahe duoc gi? Tiéng coi xe, tiéng

o0i 12 nghe thay. Nghe thay 1a qua
trinh s6ng 4m dap vao mang nhi vEENUYCad 8 Ehe thay la qua trinh hoan toan tu
nhién tir khi ban sinh ra d& nhu vay roi. Lic ban nga tE qua trinh d6 van xay ra.

Bai tdp thuc hanh 2: Tiép tuc nham mat lai 1 phat nira va ¢b nghe xem nguoi &
phong bén canh dang néi gi? Pay chinh 14 qué trinh ling nghe. Qua trinh nay ndi tiép
ngay sau qua trinh nghe thay. N6 bién doi séng &m thanh thanh ngit nghia. Qua trinh
nay doi hoi su tap trung va chi y rat cao. Nhu vy ling nghe 1a qué trinh ngirng/nghi
moi viéc dé tap trung chl y, nham giai m& séng &m thanh thanh ngir nghia.

Tao hoa cho ching ta mdi ngudi 2 cai tai ding dé nghe, nhung chi c6 mot miéng
dé ndi. Phai ching ta nén néi it va nghe nhiéu gap d6i. Khi ta ¢6 k¥ nang lang nghe tot
thi cong viéc s& thuan lgi hon, cudc séng gia dinh vui vé hon, giai quyét xung dot dé
dang hon.

3.3.2 TAm quan trong ciia ling nghe

Ling nghe dong vai trd rat quan trong trong cong viéc. Mudn thanh cong trong bat
ctr nganh nghé nao ciing phai biét lang nghe, dac biét 1a 1am 1anh dao, nghé ban hang,

tu van, thu ky, luat su,... Ling nghe gitp ta hoc hoi kinh nghiém, thiu hiéu tim tu tinh
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cam, tinh cach, so thich, thoi quen cua dong nghiép, khach hang, ddi tac va nhiing
ngudi xung quanh. Tir d6 tao su gan két, hop tac va ting hiéu qua cong viéc.

Trong cudc sdng hang ngay, ling nghe gilp xay dung va phat trién quan hé. Trong
giao tiép, ai ciing thich duoc nguoi khéc ling nghe, dic biét 12 phu nit. Phu nir thuong
séng tinh cam va thich gidi bay. Néu ban biét ling nghe, ung ho va khich 1¢ dang
cach, cudc noi chuyén s& tra nén thoai mai, say swa. Nhu vay, ling nghe gidp ching ta
hiéu nhau dé than thiét, gan bo va tin tudng hon.

Ling nghe gilp ta giai quyét xung dot hiéu qua hon. Khi khdng tic gian, ai ciing
tinh tdo dé nhin nhan su viéc va sang sudt dua ra giai phap. Nhung khi xung dot xay
ra thi chiing ta thuong roi vao tinh trang “ca gian mat khon”. Vi vay, néu ta 1a nguoi
trung gian hoa giai thi hdy tach ho ra va lang nghe ho. Moi viéc s& tré nén dé dang
hon khi ho néi hét ra va binh tinh tro lai.

Theo thdng ké caa cac nha xa hoi hoc, trung binh mot ngay ta danh 53% thoi gian
dé ling nghe nhung hiéu suat chiing ta thu duoc chi c6 25% - 30%. Vay diéu gi lam ta
nghe khong hi¢u qua?

3.3.3 Nguyén nhan ngh :

Thai @3 khdng muon nghe: ‘e ( lfrc la nguwoi khdng muon nghe”.
Véi nguoi diée, néu ho muén nghe, ta co thé viet %éc dung may tro thinh, dung cir
chi, diéu bo dé ra hiéu. Con mot ngudi binh thuong dugc trang bi day du Ky ning
nhung ho khdng mudn nghe thi ¢ gang dén may ciing vo ich.

Nghe khong né luc, tap trung: Nghe thay 1a qué trinh ty nhién, con ling nghe can
su tap trung va chd y. Néu ching ta vira lam viéc riéng hoic nghi sang viéc khac s&
khién ching ta khéng nhiing khong thu nhan duoc théng tin ma con hong viéc. Nguy
hiém hon 13 ngudi n6i s& cam thay bi “bo roi” va khong duoc ton trong. Ho sé& that
vong, chan nan va khéng muén tiép tuc cau chuyén.

Nghe “phuc kich”: Theo thoi quen tu duy, ching ta thuong chi y dén cai xau, céi
nguy hiém nhiéu hon 1a chu ¥ dén céi tét. Cach tu duy nay tao nén kiéu ling nghe
phuc kich. Nghia 1a ngudi nghe chi nghe xem ngudi néi ¢ gi sai dé phan bac lai.
Céch nghe nay khdng giup ta hoc héi diéu hay I& phai ma lai 1am xau di quan hé giita
ngudi nghe va ngudi ndi. Nhitng nguoi thanh céng trong cudc sdng ciing nhu trong

ling nghe ho ludn biét “Pdi cdt tim vang”’, “Gan duc khoi trong”, “Thdy co hi trong
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khé khan”. DU nghe mot bai néi rat do cia mot ngudi rat do, ho van tim duoc diéu
hay, diéu tot dé hoc. D6 chinh 14 bién khé khian thanh co hoi va hoc trén sy thanh cong
va ca sy that bai cia ngudi khac.

Nghe “phong thii”: B6 me, thiy ¢d hoic thu truéng goi ta dén dé néi chuyén. Ta
s& nghi ngay dén 16i cia minh va lo lang vi sip phai nghe méng. Tai sao ching ta lai
c6 thoi quen suy nghi nhu vay? Béi vi rat it khi nguoi khac goi ta dén dé khen ma chi
trach ming. Diéu nay tao nén thoi quen nghe phong thu 1dm anh huéng dén hiéu qua
ling nghe.

V6 dodn ngé nhan: Poi khi méi nghe chu dé chung ta da ngd nhan rang ta biét roi,
nhung thyc té ndi dung trinh bay chua chic di 1a diéu ching ta biét. Hon nita, cing
mot ndi dung nhung nguoi néi khac nhau ta cling c6 cam nhan khac nhau va ¢ moi
lien hé vaéi kién thac vén co cua ta mot cach khéac nhau.

Khong chudn bji: “Noi 1a gieo, nghe 1a gar”. Ngudi nong dan trude khi di gat ho
thuong chuan bi rat K§ vé con nguoi, ky nang, cong cu... VAy, nhimg ngudi chuyén

b3 bao gio chiing ta chuan bi tinh

} bao gio chung ta hoi: HOm nay

mong mudn chia sé diéu gi Véi

o

ching ta? Théong thudng ching ta chi chuin bi noi ma chua chuén bi ling nghe.

“Khéng chuan bi 1a chudn bj cho that bgi”. Néu ching ta khéng chuan bi cho minh
tinh than va thai do t6t, k§ ning 1ang nghe tét thi kho c6 thé lang nghe hiéu qua duoc.

3.3.4 Chu trinh ling nghe

“Néi la bac, im lgng 1a vang, ldng nghe la kim cirong”. iy, dau 13 bi quyét “khai
thac kim cuong”? Chung ta nén lang nghe nhu thé nao dé doi song vat chat va tinh
than cua ching ta ngay cang tét hon.

Trudéc tién ching ta phai néi dén thdi dé lang nghe:

Néu thai do chi biéu hién bang su im ling bén ngoai thi chua du ma sau ling nhat
|a sy tinh 13ng & bén trong. Khong danh gia, khong phan xét ma chi ling nghe thoi,
khi d6 chung ta s& thu nhan duoc rat nhiéu kim cuong. Theo chu trinh ling nghe (hinh
bén) ta thiy trung tdm cua chu trinh 13 thai do. Thai d6 dau tién 1a thé hién su tén

trong va 10ng biét on dbi voi nguoi néi. Nguoi néi nhu khach hang, nhu thugng dé
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dem dén cho ta loi nhuan, tri thic, tinh cam, co hoi...Vi vay, hiy dén nhan bang cach
ling nghe chiam chi. Nho ngudi ndi ban s& giau dep hon vé vat chit va tinh than.
Khi xac dlnh rd vai tro cua Chu trinh |éng nghe

ngudi Nnoi chung ta sé thuc su Tap trung

mong mudn ling nghe va hiéu

dung nhitng diéu nguoi ndi mudn AL v UIED G
Mong mubn

chia s¢. Cao hon nita la thiu hiéu
va dong cam véi nhu ciu, nguyén thau hicu nguoi
vong cua ho. Khong thanh tam, N
khong co thién chi, khéng mudn

ling nghe thi tit ca cac ky ning

déu khong mang lai két qua. Phai
c6 thai do tot roi méi dén ki niang, 80% hiéu qua ling nghe phu thudc vao thai do. Ky
ning ma khong c6 thai do chi la nhitng hanh vi v cam nhu nhitng ¢ may. Chu trinh

lang nghe gom cac budc sau;

Buoc 1: Tap trung - Phai toa‘l PPN B che d6i tac thay vi nhin lo ding
xung quanh. Nén cht y vao nguofilfl, & llng muén ling nghe, khong dugc
tranh tha 1am viéc khac, hoic nghi sang viée khac. ..

Buwéc 2: Tham du - Hoa minh trong cudc giao tiép, bang cir chi, thé hién ré minh
dang 1ing nghe: gat dau, biéu hién ddng cam qua nét mat, thay vi ngdi im ta hay thé
hién cho ngudi noi biét minh dang 1ang nghe ho bang nhitng cau ndi phu hoa hoic cac
tir dém (vang, da, thé a...).

Buéc 3: Hiéu - Bé tin chac va chiing to minh di hiéu dung nhimg gi d6i tac noi
bang viéc nhic lai nhitng tir chinh, tir quan trong ma déi tac trinh bay (vi du: nguoi
no6i: “toi thay can phai ting thém 2 nguoi...”, ngudi nghe: “2 ngudi”).

Buéc 4: Ghi nhg - Chinh tén goi ctia budc 4 da noi 1én cach dé ta nhg tét nhat 1a
ghi chép lai nhitng y chinh, nhitng diéu can ghi nhé hodc chua 8. “Mau bit chi hon
tri nhé tot, tri nhé dam khong bang nét mec mo”. Trong cong viéc va cudc song,
ching ta can nhitng giai phap doi hoi tinh cu thé va chi tiét khong thé dai khai chung
chung, mang mang. Vay cach tt nhat dé ghi nhé chinh xac 1a ghi lai nhiing théng tin

co ban.
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Buéc 5: Hoi dap - Pay 1a mot ky ning ma nguoi Viét ta diac biét yéu, thuong thi ta
chi nghe ma khdng c6 hdi dap. Ta phai tra 16i, giai dap cac ban khoan thic mac cua dbi
tac trong diéu kién c6 thé. Nhiing hdi dap sé 1a nhitng tin hi¢u dan duong gitp nguoi
no6i diéu chinh ndi dung va phong cach néi chuyén cho phu hop va ciing 1a nhitng tin
hiéu gitip ngudi noi tu tin hon khi thdy c6 nguoi thuc su mudn nghe va hiéu minh.

Buwéc 6: Phat trién - bang cach dat cau hoi dé 1am rd cac van dé, hodc phat trién
thém cac y kién khac ma d6i tac chwa dé cap dén hodc khong c6 ¥ dinh dé cap dén.
Bang nhing cau hoi goi mo, ching ta c6 thé mé rong chu dé& hoic khai thac thém
nhitng théng tin can thiét va giup hai bén dinh huéng cudc noi chuyén di dung hudng
mong muén cua minh.

Chu trinh 6 buéc nay lién tuc lap di, 1ap lai trong qua trinh giao tiép dam bao ling
nghe mot cach hiéu qua nhat.

3.3.5 K¥ niing ling nghe hiéu qua

Song song véi chu trinh lang nghe, chdng ta can thuc hanh va sir dung mot s6 ky

nang dé lang nghe hiéu qua hony

Ku noi hoac chi cho nguoi kia két

e duoc y kién cua nhau. Nhiing

- Nghe xong rdi hdy n6i: Khidl
thac d& minh ndi thi két qua 1a c§l
ngudi con lai rt khd chiu vi ho ciing ching nghe dugc gi. Khong khi budi noi chuyén
tré nén rat cang thang. Nguoi thuc su khdn ngoan ho khéng bao gio cai 16n. Ho noi
hoac ho nghe, ho qua quyét hodc ho tim hiéu sau hon. Khi 1ang nghe, ban muébn hoi
hay phét biéu y Kkién thi hiy dé nguoi noi trinh bay xong y d6, roi dé nghi giai thich
hodc trinh bay quan diém cia minh. Néu ban so minh quén mat ¥ d6 thi hay ghi ra
gidy. Vi du: “Xin 13i, anh vira n6i vé ché do tién thuong. Toi chua rd 1am, anh 1am on
noi ky hon”.

- G&c cac viéc khac lgi: Hanh dong nhu vay thé hién minh sin sang lang nghe. Khi
khéng phai chu y dén cac hoat dong khac nira thi ta s& tap trung va cht ¥ hon dén
ngudi N6 va noi dung trinh bay, hiéu qua ling nghe s& cao hon.

- Hoi ddp dé uing hg nguroi noi: Hoi dap tich cuc sé truyén cam himg va gay hung
phan cho ngudi ndi. Ngudi ndi s& dem hét tdm huyét dé truyén dat cho ta. Hoi dap

trong lang nghe can luu y: Hay ding lai mot chat trude khi hdi dap, 1am nhu vay sé
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gilp ching ta khéng phan tng trudc ¥ kién cia nguoi ndi va giup nguoi néi co thoi
gian két thac y kién caa minh.

- Nhin vao nguwoi n6i: Néu ban chua co théi quen nhin vao ngudi néi khi ling
nghe, thi ban hy tap ngay bay gid. C6 nhirng diéu ngon ngit khong thé dién ta, nhung
khi nhin vao mét, khudn mat, cir chi ciia ngudi noi ta c6 thé cam nhan duoc.

Trong giao tiép, nguoi néi nhu cai guong cua ngudi nghe va nguoc lai. Hay nhin
vao su thé hién bén ngoai cia nguoi noi, ta s& biét ta dang nghe nhu thé nao. “Nhin
mat ma bat hinh dong”. Hiy nhin vao nguoi néi dé lang nghe ca nhiing diéu khdng
no6i. Pidu nay dac biét quan trong khi cac ban lang nghe phu nit. Phu nit thuong noi
bong gid xa x0i, tham chi n6i nguoc. Néu chi ghi nhan day du théng tin ho cung cap
ban s& khdng bao gid hiéu hét y ho mudn néi "cai néi ra va cai dinh néi ra". Bé hiéu
duoc ‘ngam y” trong 10i ndi cia ho ban phai nhin vao mat. Nhu vay, dé lang nghe
thuc su, ching ta khéng chi dung tai ma con ding mat. “Mat 1a cita sé cia tam hon”
nhin vao mat cia ngudi noi dé cam nhan duoc cai “fir” siu xa trong 1oi néi cling 1a dé

thau hiéu duoc tam hon ho.

) .
- Khéng nén ngat loi nguoi n ﬂ Vi e iy Kdn thiet: Bac biét, dung voi vang
tranh cdi hay phan xét vé nhirng ofilten NG il ly. “Loi chua ndi ra ta la chii no,

l6i n6i ra roi né 1a chi ta”. Néuban y thic rd vé dgj nay thi ban s& can than hon khi
dua ra y kién hoi dap. C6 ngudi trinh bay theo cach quy nap tir chi tiét dén tong quan,
c6 ngudi trinh bay theo cach dién dich tir tong quan dén chi tiét. Chi ling nghe hét ta
méi hiéu day du y nguoi ndi muén noi.

- Nhdc lgi va dién gidi ngi dung: Toc d6 nghe cua ta gap 4 lan toc do noi. Vi vay,
néu ta khong tap trung thi s& rat hay nghi sang viéc khac. Pé tranh diéu nay ching ta
hay dién giai lai ¥ nguoi néi theo cach hiéu cua ta. Lam nhu vay, giup tu duy cua
ching ta ludn tap trung vao van dé dang lang nghe. Pic biét, ndo cuia ching ta lam
viéc bang hinh anh va khai niém, vi vay khi nghe ching ta hay hinh dung, dién giai
theo khung canh trong dau thi s& gitp ta nhé 1au hon.

- Tim ra y chinh: Sau mdi budi n6i chuyén thuong co rat nhiéu thong tin. Nguoi
thong minh khdng nhé tat ca céc chi tiét ma ho chét loc va tim ra y chinh dé ghi nho.
N&o ching ta 1am viéc bang nhirng lién két cac thong tin, khi ta nhé dugc y chinh thi

nhitng théng tin b trg xung quanh s& theo d6 ma tai hién lai.
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- Hoi dé 1am r6 van dé: Trong giao tiép va lang nghe, néu chiing ta chua hiéu, thay
vi 4m U cho qua chuyén, hiy dat cau hoi dé lam rd. Diéu nay khéng khién nguoi noi
kho chiu ma nguoc lai ho rat vui vi biét rang ta thuc sy muén hiéu va ta dang cho ho
mét co hoi dé thé hién rd hon ¥ twéng ho dang trinh bay.

- NG luc va tdp trung: Do chl y cua ching ta trong mdi cudc giao tiép phu thudc
rat nhiéu yéu té nhu: Théi do, stc khoe, mdi trudong, ngudi néi, ndi dung... Khi ching
ta mét moi, budn chéan 1a nhitng IGc ching ta d& mat tap trung nhat. Trong nhiing
truong hop dé dé tap trung hon chiing ta c6 thé 1am nhu sau: Ngoi 1/3 ghé phia truéc;
khong twa lung vao ghé; nguoi hoi nghiéng vé phia trudc; khdng chong tay hay ty
nguc 1én ban. Véi tu thé nhu vay clng voi cac ki ning khac sé& gilp ching ta tap
trung hon vao lang nghe.

3.3.6 Ling nghe dé giai quyét xung dot

Buwoc 1. Tach hai nguoi ra: Nguyén nhan ta gian nhau la do thai d6. Thai do duoc

biéu hién rd nhat qua nét mat va giong ndi. Nghién ctru cua cac nha xa hoi hoc cho
thay, khi ta giao tiép, ngon ng

sm@bi tac 7%, giong noi: 38%, hinh
anh: 55%. Vay 93% ta gian nh | a hinh anh. Hinh anh ¢ day bao

gom nét mat va anh mit. Khi ta t48m S “loi dé x6a di 93% anh hudng cua

giong ndi va hinh anh. Khdng nhin thiy mit, kh(‘)ng!ghe thdy giong cua dbi tha, ho s&
do tac hon.

Buwéc 2: Cho ho ngdi xudng:Luc cii nhau, ai ciing san s6 xong vao ddi thu, dang
ngdi ciing bat day. Pé gilp ho Iy lai binh tinh, tét nhat ta nén cho ho ngoi dya lung
vao ghé. Trong tu thé tha long, cac co s& gidn ra. Khi d6 ho s& cam thiy thoai mai va
binh tinh hon.

Buéc 3: Cho ho udng 1 cde nuée: Luc tac gian nguoi ta thd rat nhanh. BE binh
tinh phai diéu chinh cho nhip thd cham lai. Tir tir udng tirng ngum nuéc sé gitp ho the
cham lai.

Buéc 4: Lang nghe tich cuc: Sau khi ho binh tinh lai, chung ta hiy dit cu hoi va
ling nghe. Chu y: ta khéng nén td mo, théc mach vao van dé riéng tu. Khi ho noi,
ching ta chi nén tham gia bang céc ct chi nhu: gt dau, tay va co thé phu hoa theo
nhitng dong tac cua ho, nét mat biéu cam theo noi dung. Vé ngdn ngit, ching ta nén

nhic lai nhitng tir chét quan trong, dung tiéng dém, tiéng dé nhu: da, vang a, U, a...
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nhitng than tir nhu: thé 4, that khdng, i gioi oi... Ta ciing c6 thé dat cau hoi dé ho nobi
l&n cam xtic va tuong thuat lai sy viéc. Tranh khuyén bao nhu: “anh nén lam nhu thé
nay, nén 1am nhu thé kia”, tranh thic mac “t6i khong hiéu tai sao anh lai 1am nhu vay”
hodc danh gia “Troi a, ¢ thé thoi ma ciing phai cdi nhau”. Dic biét 1a khong dugc “dd
thém dau vao lira” “T6i ma 1a anh thi t6i cho né v& mat”. Khi ho can giai phap, ta chi
nén dit cau hoi dé dinh hudng gilp ho ty tim ra clu tra 10i. Ta ciing khong thé thay ho
giai quyét van dé, néu can ta chi hd tro va giap d& mot phan.

Buée 5: Dat cau héi dé tw dua gidi phap: Khi ho can giai phép, ta chi nén dit cau
hoi dé dinh huéng gidp ho ty tim ra cau tra 10i. Ta ciing khong thé thay ho giai quyét
van dé, néu can ta chi hd tro va gitp do mot phan.

3.3.7 Lang nghe dong cam

Trong cudc song mdi con ngudi ¢é rat nhiéu tam tu, tinh cam can dugc chia s¢. Co
nhitng diéu chi khi chia sé véi ai d6 méi thay thanh than. Luc nay vai tro ngudi lang
nghe khong phai la thu nhan thong tin hay gi khac ma chinh l1a gitp cho nguoi noi

vuot qua nhitng tric an, lo 4u, ¥ga khoin
)

dong cam, dang tin cdy, ngudi NG

@Eong. V6i mot thai do tén trong,

a nhitng diéu ma ho ap u bay lau.
Qua nhitng tdm su, ban s& dan hidligR Yad uléu hoi dé ngudi néi cé thé tu rit
ra dugc giai phap hay tim dugc 61 thoat cho minh.%é ling nghe d6ng cam, hay ling
nghe ma khong phéan xét, hdy ling nghe ma khdng thanh kién. Piéu do6 s& giup ho dé
dang tam sy va bay té quan diém.

Ling nghe c6 nghia 1a trude khi nghe chung ta hiy dé cho tam minh lang xudng.
M6t hd nuée chi nhin 16 ddy khi nudc trong va miat hd ling séng. Nghé thuat thau
hiéu tam 1y nguoi khac dugc bat du tir viée chung ta dé cho tAm minh tinh lang. Khi
nghe ching ta hdy gat tat ca nhitng thanh kién, su déanh gia phan xét sang mot bén dé
chu tdm vao viéc lang nghe. Kinh Phat day lang nghe nhu sau: "Lay dirc B Tat Quan
Thé Am, chling con xin hoc theo hgnh Bé Tat, biét lang tai nghe cho cugée doi bét khé.
Ngai 1a trai tim biét nghe, biét hiéu. Ching con xin tdp ngoi nghe véi tat ca sw chi
tam va thanh khdn cia ching con. Ching con xin tdp ngoi nghe véi tam khéng thanh
kien. Ching con xin tdp ngoi nghe ma khong phan xét, khong phdn i#ng. Ching con

nguyén tap ngoi nghe dé hiéu. Chlng con xin nguyén ngoi nghe cham chii dé c6 thé
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hiéu dwoc nhitng diéu dang nghe va ca nhitng diéu khdng néi. Ching con biét chi can

lang nghe théi, chiing con ciing da lam voi bét rat nhiéu khé dau ciia ké khac roi.

Chir Thinh cua nguoi Trung Québc (xem hinh) thé hién rat sau sic k§ niang ling

] Nhat
Y ®

nghe, n6 gém céc bd vuong, nhi,
nhan, nhat, tdm. Ta cung nghién
ctru dé rat bai hoc nang cao hiéu
Nhi
qua cbng Viéc:

- Vwong: Ton trong nguoi

n6i. Coi ngudi ndi 1a thuong dé. Vuong

- Nhi: Liac nao ciing phai
vénh tai Ién ma lang nghe.
- Nhian: Bé thau hiéu duoc Ché Thinh
suy nghi va cam xUc cua d6i tac, dé lang nghe ca nhimg diéu ma di tic chua biét
cach dién ta, khi nghe nén nhin vao mat va mat doi tac.
7 vao cau chuyén, hét long lang
Ka sé va thau hiéu.

- Tam: Phai dé tam déy
nghe. Tam la sy thanh tam, long E

- Nhat: T4t ca nhitng diclilge rNGad it két hop.

Léng nghe 1a mot k§f nang co ban trong giao tiéE Van dung tot k¥ nang lang nghe
s& gilp chung ta rat ngan khoang cach dén thanh cong.

3.4K¥ niing giao tiép phi ngdn ngir

Cha 6ng ta da day: “Hoc #n, hoc noi, hoc goi, hoc ma”. Cac chinh tri gia, cac dién
gia ludn tim cho minh mot cach thuyét phuc hiéu qua nhat khi dng néi trude cong
ching bang nhitng 1oi 18 ciu tir sic bén, chat ché, méi la va rat logic. Tuy nhién trong
thuc té nhiéu khi két qua giao tiép lai khong duge nhu mong doi. Vay thuc su dau 1a
yéu té tao nén giao tiép hiéu qua hay dé c6 dugc mot bai thuyét trinh thanh cong (vi
thuyét trinh cling 1a mot hinh thic cta giao tiép)? C6 rat nhiéu con duong, nhiéu
phuong phap nhung khi giao tiép hay thuyét trinh phan 16n nguoi ta thuong tap trung
vao chuan bi noi dung ma it khi chuan bi cho viéc thé hién nhu thé nao, str dung giong
noi ra sao, ngirng cau ngat y ¢ diém nao, mit s& di dau khi dang trao doi ¢ y do... Hay

no6i cach khac d6 1a st dung cac ky nang phi ngdn ngir trong giao tiép.
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3.4.1 Khai niém, tim quan trong va diic diém phi ngdn ngir
3.4.1.1 Khainiém va tAm quan trong ciia phi ngén ngir

Hiru thanh Vo6 thanh

Giong noi (chat giong, am| Diéu bo, dang veé, trang
Phi ngdn ngir [lugng, do cao...), tiéng the daiphuc, nét mat, &nh mat, di lai,

kéu la mui...

Ngon ngir T noi T viét

Pé lam rd khai niém Phi ngdn ngit, ching ta hdy phan biét véi Ngdn ngir. Ngon
ngit 1a ndi dung thong diép hodc bai thuyét trinh dwoc céc dién gia néi ra hoic viét ra.
Phi ngon ngir 1a giong ndi (bao gom cac yéu té nhu: ngir diéu, chat giong, do cao...)
va hinh anh (bao gém nhiing gi ngudi nhan thong diép/ thinh gia nhin thay: nét mat,
dang vé, trang phuc, di chuyén...) khi ta thuyét trinh.

Céac nghién ctu cta cac nha xa hoi hoc cho thay, dé giao tiép hay thuyét trinh
thanh céng ngoai yéu té nodi dung, nguoi chuyén thong diép hay dién gia can quan tam

dén viéc thuyét phuc ngudoi ngHbs g dicu, cir chi, trang phuc, mat

quan sat hoi truong...
8gon ngt, giong ndi va hinh anh

dugc thé hién nhu sau:

Hinh anh
55%

Giong noi
38% Ngon tir

o)
o

Ty I¢ gitra ngbn ngtt va phi ngdn ngir 1a 7/93 - tuc la sirc anh hudng cua phi ngon
ngit ti nguoi nghe gap 13,285 (93/7) lan noi dung.

Chic han 1a trude khi budc vao mot cudc hop hay hoi thao quan trong, ai ciing déu
phai chuan bi bai thuyét trinh rat ky ludng. Chang ta danh hang tuan, hang thang,

tham chi hang ndm hay nhiéu nim dé chuan bi noi dung thuyét trinh. Bao nhiéu tam
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huyét nhu vay, tai sao dén khi ta néi lai khdng may ai chi y ling nghe? Tai sao ciing
cling mot noi dung, ngudi nay néi thi duoc ca hoi truong chil y, vo tay tan thuong,
ngudi khac ndi lai khdng thuyét phuc tham chi khién ca hoi truong nga gat?

- Van dé khéng phdi la cdi gi ma la néi nhiw thé nao?

- Vdn d@é khéng phdi néi nhie thé ndo ma la ngueoi nghe cam nhdn nhuw thé nao?

- Vdn dé quan trong nhdt khéng phdi la ngiroi nghe cam nhdn nhw thé nao ma la

nguoi nghe sé thay doéi nhw thé nao?.

Alphabet Manuel LSF

A NZXX A

y @ f
FFD
bdd
v ¥

Dessin : Albert TABAOT ( Sourd )

X,
v F
4 ¢
|

3.4.1.2 Pic diém phi ngon ngir

- Lubn ton tgi: Khi ta giao tiép voi mot dam dong, du ta noi hay khong néi thi phi
ngdn ngir van ludn thé hién va dugc nguoi khac ghi nhan. Vi du: nét mat, dang dang,
trang phuc, di chuyén...

- C6 gié trj thdng tin cao: Hai nguoi khac biét vé van hoa, ngon ngir gap nhau ho
van c6 thé hiéu nhau qua hanh vi, cir chi. Tré con chua biét noi, chwa biét doc, chua
biét viét van c6 thé cam nhan duoc nhitng gi ngudi khac noi théng qua phi ngdn ngit.
Phi ngdn ngir gidp thay thé, b tro hodc nhan manh thong diép mudn truyén tai. Vi du:

Khi muén mot nguoi lai gan, ta chi can vay tay, khdng nhat thiét phai noi “lai day”.
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- Mang tinh quan hé: Qua hanh vi ctr chi khi giao tiép/ thuyét trinh thé hién sy gan
giii, than thién gitra ngudi nOi va nguoi nghe.

- Khé hiéu: Cung mat cir chi nhung dugc hiéu theo nhiéu y nghia khac nhau. Diéu
nay gay nén sy lam 1an trong giao tiép hoic thuyét trinh.

- Chju anh hwong cia van hod: Phi ngdn ngit chiu anh huéng nhiéu cua van hoéa.
Mot s6 hanh vi, cir chi phi hop véi dia phuong nay nhung lai khéng phi hop dia
phuong khac. Vi du: Hanh dong gio ngoén tay cai 1én cao, voi Chau Au, voi Bic My
duoc coi la nhat, 12 khen ngoi, dong ¥ nhung véi Uc thi bi coi la chui tuc.

3.4.2 Chirc nang cia phi ngon ngir

Phi ngén ngir c6 mot chire nang dic biét quan trong dé 1a chic nang diéu tiét. Ca
co thé ta la mot thé thong nhat, dang chitng chac thi giong néi ciing chitng chac, dang
long I¢o thi giong cling 16ng léo. Tay vung manh mé thi giong néi cling manh mé va
nguoc lai.

Hay thir thuc hanh: ta gio ca hai tay 1én trén cao quéa dau, tir tir nam dam that chat,
¢ gniiElo, tinh cam cau: “Minh yéu ban

Kco thé, tha long tay ma thua ho

gong cung tay va nguoi. RO, tig

lim” xem ¢ noéi duoc khéng?
“Quyét tam, quyét tim” xem ta cill

Tir xua t6i nay ta cir twong chi ¢ diu 6c anh huong t6i co thé. Thuc té, co thé 1a mot
thé thong nhat, tay chan ta co linh hoat, thoai mai thi dau 6c méi minh man nhiéu y dep
161 hay. Khi dau ta cam thiy cing thang, co bap sé tu dong cing lai. Néu ta biét cach thu
gidin co bap, diéu hoa hoi thd, sy cang thang hodc ndi so hai s& tu dong bién mét.

3.4.3 Mot s6 k§ ning giao tiép phi ngén ngir

Tat ca cac hanh vi ctr chi duoc thé hién trén co thé con nguoi khi giao tiép déu
duoc goi 1a phi ngdn ngit, tuy nhién trong giao tiép hay trong thuyét trinh ta cé thé
tam chia lam 10 loai chinh:

3.4.3.1 Giong noi

Giong n6i thé hién nhiéu dic diém cua ngudi chuyén thong diép/ nguoi thuyét
trinh. Qua giong noi ta cé thé nhan biét duoc gidi tinh, tudi tc, qué quan. Giong noi
cling thé hién trinh d6 hoc van cta nguoi thuyét trinh. TAm trang quan hé véi thinh gia

cling duogc thé hién rat rd qua giong noi.
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- Am lwong: Giong noi can phai rd rang, di nghe. Giong néi di to hay nho déu
phai c6 sinh luc, c6 khi luc méi c¢é suc thuyét phuc. Phat trién kinh té toan cau, khi
choi thé thao thi can tong luc, va thuyét trinh ciing vay, phai ding ca tong luc néi chi
khong chi cai miéng noi. C6 nhu vay giong noi ta méi co sinh lre dé thuyét phuc duoc
thinh gia. Thém vao d6 1a do cao thap, trim béng trong khi néi. Giong néi cua ta ciing
gidng nhu mot nhac cu va bai thuyét trinh 1a mot ban nhac. Ta choi ban nhac d6 hay,
thinh gia s& cham cha 1ing nghe, vo tay tan thuéng. Néu ban nhac cua ta déu déu, ho
s& ngu gat, bat luan 1a van dé ta ndi quan trong dén dau.

- Phat &m: Am vuc phai chuan, tron vanh rd chit, khdng méo tiéng hay nuét chit,
khong nham I4n gitra cac am.

- D6 cao: Giong ndi phai cd ltc cao, lc thap, lac day, ldc kéo. Vay mudn noi to,
noi vang, noi ca ngay khong biét mét, ta phai phat 4am nhu thé nao? Néu phéat am trong
co hong, ta d& bj bénh nghé nghiép do ludng hoi di qua c6 hong 1am ton thwong hong
va day thanh quan. Néu phéat am & ctra miéng (ma cac cu van goi 1a ndi & dau méi chot

woc. Ving phat am dung nhat 13
K c6 cau tric gidng nhu cai vom

ludi) giéng nhu hat chéo, thi khépg thé noitq
)

O trong “vom cdng minh”- vUngEy]

hang dong.

- Chdt lwong: Theo nguyén Iy phat 4m, ludng hot tir trong phéi di ra cham vao day
thanh quan phét ra cac nguyén &m. Cac nguyén am nay két hop voi cac phy am do
hinh dang cta ludi, moi, rang...tao ra thanh &m ndi. Am nay cong huang trong khoang
miéng roi ban ra ngoai. Nhu vay, muén phéat &m to, rd rang thi &m phai n6 trong
khoang miéng, trong vom cong minh. Ciing giéng nhu khi chung ta hét trong hang
dong, ta thay tiéng vong am, vang, rén. Mudn néi to, rd, &m manh mé, tiéng phai duoc
phat ra tir gitra khoang miéng.

- Téc dé: Trong khi giao tiép, téc d6 ndi hoan toan phu thudc vao nguoi nghe. Véi
dbi twong cao tudi can ndi cham, nhe nhang nhung khi thuyét trinh hay giao tiép voi
mot dam dong truéc hoi truong toan thanh nién can néi hao hung, hoanh trang méi
thuyét phuc. Vi vay khi giao tiép hay khi thuyét trinh phai luén quan sat va do duoc
phan ¢ng cta nguoi nghe vai cach trinh bay cua ta dé diéu chinh cho phi hop. Tém
lai, toc do noi bi diéu chinh boi tdm cua ngudi néi hay chinh 1 sy trao d6i, chia sé va

biéu hién, phan ng cia ngudi nghe. Ciing nhu khi rot nudc, véi cai coc to, ta rot
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khéc, véi coc nho, ta rét khac. Quan trong nhat caa ngudi néi khi giao tiép hay khi
thuyét trinh 1a phai pht hop vai ndi dung, hoan canh va déi tuong.

- biém ding: Vian noi khac van viét, véi van viét, ching ta cé thé doc doan trén,
doan dudi, xem diu phay, diu chdm cau dé hiéu ngudi viét dinh noi gi. Nhung voi
vdn noi, cung mot cau nhung cach noi khac nhau dan dén céch hiéu khac nhau.
Chang han, cau: “Ong gia di nhanh qua”, néu ta c6 diém ding “Ong gia di... nhanh
qua” thi c6 nghia 1a mot ngudi gia di nhanh chéng. Con néu ta co diém dung “Ong
gia... di nhanh qua” vdi vé ngac nhién c6 nghia la mot 6ng gia di bd nhanh hon muc
binh thuong. Van diém ding d6 nhung két hop véi sy xudng giong luyén tiéc thi do
lai o nghia 1a mot 6ng gia chét rat dot ngot.

- biém nhdn: C6 hai loai nhan manh. Loai thir nhat 13 truong do nghia 1a kéo dai
am luong ra. Loai tht hai 1a cuong do nghia la tap trung
nang luong vao mot tr ngr nao d6 mot cdch manh mé dat
khodt. Vi du: Cau “Ai bao anh mua cam cho t6i?” dugc hiéu

theo nhiéu cach. Va cach hiéu gohoan tog Jilioc vao

- Phan nhjp: Trong mot barilieaSged .hi phai
lai C(HUC nhip

nhang khoan thai. Quan trong nhat la khi néi ta phai nhan

dirng lai mot nhip, ¢6 nhiing khi phai dén dap,

manh vao nhitng tir chdt nhat trong mot cau, hoic nhitng cau

chét nhét trong mot doan. Piéu dé s& giap nguoi nghe dé
dang hinh dung va bt y hon.

3.4.3.2 Dang di€éu va cir chi

- “Nhat dang, nhi da, tha ba nét mat”. Hai muoi gidy dau tién khi gap mat, ta gay
an tuong voi ngudi nghe bang hinh anh ta xuat hién. Ping tir xa thi chi nhin thay
dang, do d6 dang diéu, cir chi 1a cai thu hat dau tién va 1a yéu té dau tién dé thinh gia
danh gia vé ta. Dang diéu chitng chac dang hoang thi gy su kinh trong tu nhién, con
nguoc lai s€ gay ac cam.

- Thong thuong ban niang con ngudi khi sg hii sé tim chd dua. Ta cling vay, dong

tac thuong xuyén hay gap nhat cia ngudi thuyét trinh 13 twa vao ban. Nhung xuong
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séng mai 1a cai do co thé. Ta tya vao ban, twong thoai mai nhung thuc ra rait moi va
con 1am go ép cac co quan phat am khién giong ndi khéng manh mé&, vang xa.

- Dang dung la mot loai ngdn ngit cia co thé, N mang tinh minh hoa va diéu tiét.
Khi ta n6i hao hung, thuyét phuc nguoi khéc thi dang phai virg chii, ning dong. Biéu
quan trong nhat cua dang dung trong thuyét trinh d6 1a qua d6 thé hién duoc sy ning
dong va nhiét tinh cia ngudi thuyét trinh. Co thé con ngudi 13 mot thé thdng nhat.
Néu ta coi co thé 1a mot khéi théng nhit thi trong ngdi nha co thé dé, dang 1a bd
khung, 1a ciu tric caa ngdi nha. Mudn ca co thé déo dai thi dau tién 1a dang phai déo.
Néu céi khung di cting thi tong thé khéng thé mém mai uyén chuyén dugc.

- Théong thuong khi giao tiép vai mot dam dong hay khi thuyét trinh ta thuong hay
mét binh tinh, khi cing thang nhu vay thi cic co bap déu cing lai, lac d6 nguoi thuyét
trinh ding “nhu troi trong”, ding nhu chén chan mot chd. Tai sao nhu vay? Vi ta ding
tru trén ca hai chan. Bang tru hai chan thi d& moi va kho di chuyén dugc. Bi quyét caa
dang diéu uyén chuyén, nang dong 1a dung tru trén chan trudc va don 80% trong luong

co thé vao chan tru, va phai doi f uyén chuyén 1a do héng va chan

ay khi giao tiép 1a: néu ta khdng
1. Néu dimng yén mét chd, ta khong

H_; trén mot chan thi méat né méi co

ta linh hoat. Nguyén tic co ban
quan tam t6i ngudi nghe, ho s& khill
thé quan sat bao quat hoi truong duoc. Khi ta ding
thé “dat ca nguoi”, ta nhin theo hudng ndo, chan méi xoay theo hudng d6 thi ta s& dé
dang quan sat hon. Luon nhé rang: “Nhat dang, nhi da, thtr ba nét mat”, “van su khoi
dau nan”. An tugng ban dau ciia nguoi thuyét trinh d6 1a dang.

3.4.3.3 Trang phuc

- Khi ta ding xa thinh gia thi cai dau tién ho thay 1a dang dung. Khi lai gan, thinh
gia s& thdy trang phuc ta mic. “Gan né bung né da, la né 4o né quan”, thinh gia s& c6
ngay an tuong ban dau vé ta thong qua dang dung va trang phuc. Théng qua trang
phuc, ching ta biét duoc dia vi xa hoi, kha nang kinh té, va chuan myc dao duc ciing
nhu thAm m§ ¢ nhan cua timg nguoi. Néu trang phuc khoéng phu hop thi s& tao su kho
chiu va mat tu tin cho chinh nguoi noi.

- Tt nhat khi thuyét trinh ta nén chon 18 phuc. Véi nam thi I& phuc 1a Comple; véi
nir 12 Ao dai, Vest hoic Vay ngan. Ngay nay xu hudng chung cua trang phuc 1a don

gian nhung c6 mot s6 luu y ta phai biét khi chon trang phuc. Nam gigi khi mic
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Comple phai ¢ Caravat, nit gioi khi miac Ao dai phai co d¢6 Trang sic. Néu thiéu
nhitng thir d6 thi bo trang phuc cua ching ta du dep hay dit tién dén dau van chua
duoc goi 12 I€ phuc.

- biéu quan trong khi chon trang phuc Ia chiing ta phai mic sang hon thinh gia mot
bac. Tai sao lai nhu vay? Tha nhit, d6 1a bay to sy ton trong thinh gia va ciing 1a dé
tao su tén trong cho chinh minh. Thi hai, néu ta dén mot hoi trudng ma thinh gia mac
thoai méi thi ta c6 thé bo bét d6 ra nhung néu hoi trudng méc toan 18 phuc thi ta lay gi
ma mic thém vao? Chi nén mic sang hon mot bac. Néu sang qua so véi thinh gia thi
s& tao khoang cach giita ngudi thuyét trinh véi thinh gia, khé 16i kéo duoc su dong
cam cua thinh gia.

- M6t nguyén tac nita vo cling quan trong ma ching ta khéng thé bo qua, dé 1a: kiém
tra trang phuc. Trudc khi gap g giao tiép vai ddi tac hay truéc khi thuyét trinh ta nén
xem lai dau téc, chinh trang tir trén xudng dudi, ding truée dang sau. Can than khéng
bao gid thira, khong ai dam chac 1a mot bé ngoai hoan hao khi ta budc ra khoi nha lai

duogc gitr nguyén cho t6i gio giagytié . So xuat c6 thé xay ra bat ctr Iic

N o d¢ gay lai dn twong ban dau.
UI gay an twong tot nht.
3434  Nét mit O

Khi giao tiép véi mot dam dong, nguoi thuyét trinh ciing nhu nguoi dién vién, déu
1a ngudi xuat hién truge cong chdng. Tat nhién khi giao tiép hay trong thuyét trinh
khong yéu cau ta phai xinh dep hoic ngoai hinh hoan hao nhu dién vién, nhung bé
ngoai nhin vao phai gay duoc thién cam. Ta nén gitr cho minh khudn mat thoai mai,
than thién va tuoi cuoi. Nhung quan trong nhat caa khudn mat 1a biéu cam. May do
duoc trén khudn mit cua ching ta thé hién 250.000 cam xdc. Trong mot cudc giao
tiép hay trong ciing maot bai néi khi thuyét trinh, ta khéng chi thé hién mot chat giong
hay mot nét mat, voi noi dung dién dat khac nhau su biéu cam cua khudn mit ciing
phai khac nhau. Khuon mit ta phai thay ddi duoc theo noi dung thong diép can
chuyén tai. Thuong trong cac hoi nghi, hoi thao hay cac budi hop, khuén mit s& kha
nghiém tdc, tuy nhién s& chang vin dé gi néu ta thém mot chat hai hude, thoai mai.
Mt cang thiang, giong ndi sé cang thang, mat thoai mai tu nhién, giong noi s& vui tuoi

thoai mai.
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3.4.35 Mit

- Mit biéu hién rat nhiéu cam xuc, suy nghi khac nhau. Trong giao tiép hay thuyét

trinh thi mat lai cang vé cing quan trong. Theo théng k&, mét ta thu nhan dén 75%
Nhin

luong thong tin hang ngay.

Ném

3%

Ngiri Cham Nghe
- Quan sat ddi tac khi giao tiép voi motdam d¥fig hay trong hoi truong khi thuyét

trinh s& gitp dién gia diéu tiét bai noi. Vi ngudi nghe gidng nhu cai guong ciia nguoi

no6i. Néu ta noi cing thang, nguoi nghe s& cam thiy cing thang theo ta, va nguoc lai.

Anh mat ctua nguoi chuyén thong diép hay nguoi thuyét trinh ¢6 anh huang Ion téi

tdm trang, thai d6 thinh gia. Khich 1& ngudi khac biang anh mit, trin ap ngudi khac

cling bang anh mat, tao niém tin cho nguoi nghe ciing bang anh mit.

&1 khi dung truéc thinh gia gap rat
Knh dén chiéu 1én san khau, hoi

- Nguoi chuyén thong diép
nhiéu khé khan trong viéc qua
truong, mic du doi luc khong quiliieht W@ lvan phai nhin. Ta khdng nhin r
thinh gia nhung moi hanh vi, that do, biéu hién Cﬂa!a déu duoc thinh gia dé y. Ngudi
chuyén thong diép hay ngudi thuyét trinh ludn phai nhé mot nguyén tic “Ta khong
quan tim dén thinh gia, thinh gia s& khong quan tim dén viéc ta dang néi cai gi”

- Lién tuc quan sét gitp dién gia diéu chinh dyoc 16i n6i/ bai n6i caa minh. Khi
giao tiép hay thuyét trinh, nhin biéu hién cuaa thinh gia ta c6 thé biét duogc duoc su chi
tam caa thinh gia cling nhu do ludng duoc mire d6 thanh cong cua cudc giao tiép hay
ctia bai noi dé kip thoi diéu chinh. Thdy mét thinh gia chim cha ling nghe, ta biét
duoc noi dung giao tiép/ bai ndi cua ta dang cudn hut ngudi nghe. Trong trudng hop
nay, néu thinh gia that su cham chu va tham gia dat cau hoi, ta ¢ thé néi ki hon, sau
hon mac du day chi la nhitng y phu trong bai noi cua minh. Nguoc lai, mac du ta dang
noi nhitng noi dung cdt 18i cua bai ndi nhung quan sat thay thinh gia khéng chd tam,
mét nhin di chd khéc hoic bat dau néi chuyén riéng thi néu can ta diéu chinh ngay noi

dung bai noi vi cd thé van dé ta dang dé cap thinh gia khdng hang tha hoic da biét.
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Bai thuyét trinh thanh cong khi dam bao nguyén tic “Néi cai thinh gia can chi khong
phai n6i cai minh c6”.

- Khi giao tiép trong hoi truong, mot cach quan sat hiéu qua do 1a chia hoi trudng
thanh cac nhom, gitip nguoi néi quan tam dugc toi tung thinh gia trong hoi truong va
thinh gia ciing c6 cam giac dang duoc quan tam. Moi mot y ta ding trén mot nhom,
hoac mot ca nhan nao do.

- Thong thuong véi nhitng hoi trudng rét 1on, khong thé nhin hét moi ngudi duoc,
ta phai chia hoi trudng thanh nhitng khu vuc nho hon. Trong mdi khu vuc nhé, ta nhin
mot ngudi. Sau khi n6i hét mot v ta chuyén sang nhom tiép theo. Khi quét lai mdi
nhom, ta nhin sang nguoi bén canh, nhu vay Ia s& nhin hét duoc ca hoi truong. Dé

nhin hét cac goc khong bo sot, ta nhin theo hinh chit M va chit W nhu dudi day:

- bac biét cha y 13, mac du, pHllg “.(_)i nguoi trong hoi truong, nhung
mat khong dugc dao nhanh. Cﬁngng nhu giong not, dang diéu, mat ciing phai co diém
dirng. Vi mdi y ta phai dirng mat mot lan giéng nhu khi tam sy vay.

3436 Tay

- O phan trén ta di biét, lugng thong tin dugc thu nhan qua mat 1a 75%, va qua tai
chi 1a 12%, luogng day than kinh tir mat 1én nfo nhiéu gap 25 lan lugng day than kinh
tir tai 18n ndo.Vi vay, thinh gia s& dé thuyét phuc va cham cht hon téi bai noi cua ta
khi ¢6 nhiéu hinh anh, dan ching cu thé.

- Con ngudi thuong bi thu hit boi hinh anh, su chuyén dong nhiéu hon 1a 10i n6i,
day cling chinh la tap tinh dong vat cua con nguoi la phan xa véi hanh vi nhanh hon
Vi 101 noi. Khi di sang duong, néu ta kéu 1én “xe oi, dirng dam nhé” thi xe van cir lao
véo véo qua mat. Nhung khi ta gio tay 1én thoi 1a 1ai xe s& biét ma nhuong duong cho
ta. Do d6, muén thu hat duoc su chi y cua thinh gia, chuyén dong co thé cua ta phai
cang linh hoat, nang dong. Ma trén co thé nguoi, doi tay la noi linh hoat nhat. Hai dan

toc khéc biét ngbn ngir, nhirng nguoi khiém thinh khong néi duoc van cé thé trao doi
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thong tin bang ctr dong tay. Thé mai biét ban tay c6 thé dién dat nhiéu dong tac dén
thé nao.

- Tuc ngir xua c6 cau: “Giau hai con mat, khd hai ban tay”. Ban tay quan trong la
thé nhung khi thuyét trinh, ta thuong hay thiy “tay chan thira thii”, nhiéu nguoi
khong biét gidu tay vao dau. D6 1a do ta chua biét cach vung tay thé nao cho hop ly.
Thuc té néu ta biét cach vung tay, ban tay s& 1a “vii khi” loi hai trong thuyét trinh vi
nd gilp bd tro 161 ndi. Hon nira khi ban tay vung, trong tim co thé s& hudng vé phia
trudc, dang cua ta sé ¢ xu thé hudng vé phia thinh gia bay to su than thién.

- Nguyén tac trong ca khi thuyét trinh va giao tiép 1a phai luén dé tay trong khoang tur
trén that lung t6i dudi cam. Néu ta vung tay cao qua, tay s& che mat mat, 1am cho am
thanh ta phat ra khong rd. Néu tay vung thip qua, nhitng nguoi ngdi xa s& khdng nhin
thay tay ta. D¢ tay trong khoang tir that lung t6i dudi cam ta s& vung thoai mai nhat, thuan
loi nhat trong giao tiép va trong ciing ty nhién nhat. Khi tay vung, ludn nhé rang vung
“trong ra, dudi 1én” - ¢6 nghia la dua tay hudng tir trong ra ngoai, va hudng tir dudi 1én.

Tuodng twong giéng hét nhu ta dag g2y khi di ban hang vay, luén nang

niu tén trong khach hang. Ta cig jq q r ptra tay va cac ngon tay khép lai.
Long ban tay ngtra bay to sy mondii, Wad I nguoc lai thi ham ¥ dé nén, don
ép thinh gia. Cac ngdn tay khép f to su nghiém '[l!, ngon tay mo mang lai cam giac
thiéu sinh lyc, thiéu nhiét tinh, cam giac ta dang vo vét, cao ciu céi gi do tir bén ngoai
va0. Trong quéa trinh thuyét trinh, ta ciing nén cha y lién tuc doi tay tao su khac biét.
Vung tay thi tot, nhung vung mai mot tay thi chang khac nao chéo thuyén mot mai. Noi
hai y 14 phai vung hai tay khac nhau dé nguoi nghe du khong chu ¥ ciing ¢6 thé cam nhan
10 rang day la hai ngi dung hoan toan khac nhau.

Mgt so diéu nén tranh khi siz dung tay trong giao tiép:

+ Khoanh tay: tao su xa céach, phong thi. Tam ly hoc phén tich rang con ngudi
ludn ¢6 xu hudéng tu bao vé minh véi cac tac dong xau bén ngoai. Tré con thuong
xuyén nap sau vady me mdi khi so hai. Lén 1én, hanh dong “nap” d6 cua nd bién doi
thanh dong tdc khoanh tay: tu tao rao can mot cach vo hinh cho minh. Mot nguoi
khoanh tay nghia la ho chua coi mo, dang do xét.

+ Cho tay vao tdi quan: Mang lai cam giac kénh kiéu, thiéu hoa nhap (dan 6ng hay

méc phai).
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+ Tré tay: Khong ai thich bi tro tay vao mat vi vay khi thuyét trinh ching ta ciing
khong nén chi tay vao thinh gia.

+ Cam bat hay que ch7: Tranh vi khi cam bt trén tay, ban tay cua ta s& khong thé
vung linh hoat tu nhién duoc. Hon nita, cAm dd vat trén tay ta ciing s& rat d& vung no
theo da tay vung.

- Tay 1a bo phan linh hoat nhat, thé hién nhiéu thong diép vo hinh nhét, do do, cac
dong tac vé tay phai dwoc tap rat ky. Trong nén vin hoa A déng ching ta, khi néi it
vung tay. Néu vung tay nhiéu thuong bi coi 1a khdng khiém tén, khong I& phép. Tuy
nhién, ngay nay khi hoi nhap quéc té, chung ta ciing phai thay doi cho phi hop.

- Str dung phi ngdn ngir, tay con gidp dién gia dién ta cam xdc noi tim mot cach dé
dang, gitip diéu tiét giong noi duoc sac nét rd dang, gay y. Vai nhiing doan vian can
nhan cau, dirng y ta vung tay dut khoat. Tay chac chin giong chac chan, tay long 1éo
giong long Iéo.

3.4.3.7 Dong cham

- Pong cham trong thuyét trgy

P gitra nguoi ndi va nguoi nghe
in thién, nong nhiét, qua d6 mdi
. khi bat tay, hai long ban tay nén
r’gmh va c6 thé lac nhe. Bit tay la

5

ap vao nhau, hai ngén cai dan , bop vura du
phép lich su t6i thiéu, nhung trén thuc té nguoi thuyét trinh d6i khi vi qua cha ¥ t6i
chuan bi ndi dung ndi ma quén mat bude co ban nay. C6 ba thoi diém phai bat tay 1am
quen vai thinh gia:

- Trudce khi giao tiép hay thuyét trinh: Chao, don tiép thinh gia, lam quen, tranh thu sy
ung ho tir ho - ddc biét véi trudng hop ta thuyét trinh voi cac ddi twong lan dau gap.

- Trong khi giao tiép hay thuyét trinh: Tiép tuc giao luu that chit mdi quan hé, hoi
cam nhan cua thinh gia dé co diéu chinh thich hop cho bai noi.

- Sau khi ddi thoai trong giao tiép hay sau khi thuyét trinh: Cam on thinh gia da
ling nghe, tao 4n twong tét cho ho trudc khi ra vé.

3.4.3.8 Dichuyén

- Trong khi nghe thuyét trinh, tai sao nghe nhiéu khi khéng chi y tham chi con
cam giac budn ngu. C6 phai do ta mét moi, vi nghe quéa nhiéu kién thirc khdng. xin

thwa rang khong phai. Pa s trudng hop mét mai 1a do mat moi chir khong phai do cai
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dau 1am viéc qua nhiéu. Hay thir tap trung nhin vao mét diém trong vong 5 phut, ta sé
thdy moi mét. Nhidu khi thinh gia mét moi tham chi budn ngi khong phai vi bai noi
kém hap din ma mot phan thinh gia ca budi chi nhin ¢ mot diém khién mat moi. Vay
thi ngudi thuyét trinh truée hoi trudng khong nén ding mot chd. Trong thuyét trinh,
ki nhat 1a don diéu, nham chan. Hay lién tuc di chuyén tao nhitng géc nhin, goc nghe
mai cho thinh gia. Néu ta ding im mot chd (nhat 1a dang sau cai buc), co thé tat s&
ctring nhic, giong néi déu déu.

- Cach di chuyén: Pon gian nhét 14 ta nén di chuyén theo hinh tam giac: dao sang
hai canh cua hoi truong, quan tdm téi goc phai, goc tréi, 1i lai noi vai ca hoi truong,
hit ca hoi trudng vé phia minh, tién 18n tao khoang cach gan giii vai thinh gia.

Khi di chuyén, téc do budc cua ta cling giéng nhu giong néi. Néu budc chan manh
mé thi giong ndi nhanh va manh meg, nguoc lai, budc chan nhe nhang, giong noéi ciing
nhe nhang, khoan thai.\Vay khi thuyét trinh, toc d6 di chuyén khéng chi phu thudc vao
noi dung cau tir hay tinh chat cua doan van d6 ma nhanh hay cham phu thudc vao

thinh gia. Néu giao tiép trong héy anh nién, dién gia can di chuyén

B8Ng. Néu giao tiép trong bai noi
ok ® l khién thinh gia khong bét nhip
Kip vai bai n6i. Di chuyén tronghoi truong khong Eﬁ duoc tinh tir khi ta bat dau noi
trén hoi truong ma bat dau tir khi ta duoc gisi thiéu, khi d6 hoi truong da bat dau
chuyén sy chli y téi dién gia. Nguoi thuyét trinh ¢d thé tinh trong khoang 7 budc trude
khi ta 1én dén hoi truong. Pay 1a khoang céch thinh gia bat dau tap trung chi ¥ dén
dién gia, do d6 da phai chuan bi phong thai, bé ngoai dé tao 4n twong roi. Nguoi
thuyét trinh ciing giéng dién vién trén san khau: 16 cai miii giay ra khoi canh ga 1a bat
dau phai dién, con mot cai got gidy sau canh ga van tiép tuc phai dién. Thinh gia con
chi y nghia la ta con phai chinh phuc.

3.4.3.9 Mui

- Mui huong c6 thé tac dong téi hiéu qua lam viéc cua ndo. G Nhat c6 mot cong ty
thir nghiém vao nhitng gid nhat dinh cho nhan vién cua ho ngiri nhitng mui nhat dinh,
két qua cho thay hiéu qua cong viéc da ting dang ké. Mui huong yéu thich c6 thé 1am
cho ndo chiing ta hung phan, 1am viéc tét hon. Nguoc lai, moét mui kho chiu néu toa ra

tir mot nguoi s& khién nhitng nhimg ddi twong giao tiép danh gia khong tét, tham chi
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la xa lanh ta. Mui kho chiu trong hoi truong c6 thé gay mat tap trung, tao nén tam ly
khong thoai mai cho thinh gia va gay su mit tu tin cho chinh dién gia khi xuat hién
trudc céng chdng.

- Vi thoi tiét néng nuc nhu mua hé ¢ nudce ta, mo hdi dé 1am phat sinh nhitng mui
kho chiu trén co thé. Thong thudng ta khong thé nhan biét mai cua chinh minh; hay
ngan ngua truong hop do. Voi nir gidi thuong dung nudce hoa ciling phai luu y chon
mui hwong phu hop. Khi giao tiép hay thuyét trinh, duoc ngai mot mui huong yéu
thich s& 1am ta rat phan khich.

3.4.3.10 Khoang cach

Trong giao tiép néi chung va trong thuyét trinh néi riéng, khoang cach gitra ta va thinh
gia thé hién méi quan tam, quan hé. Véi mdi méi quan hé khac nhau, nguoi ta c6 xu
huéng chon khoang cach khac nhau. Trén Iy thuyét, khoang cach duoc quy dinh nhu sau:

- Thanthién<1m

- Riéngtu<1,5m

- Xagiao <4m

- Cobngcong > 4m

Nhung trén thuc té, khoang (MY (GAMLMEhg chi yéu dua trén cai bt tay.
Trong quan h¢ xa giao, hai nguirng cach xa nﬁu
vira da mot tam tay bat. Khoang cach d¢6 mang lai mot
khong gian vira di cho mdi ngudi dirng thoai mai, khi
vung tay khéng cham phai nhau, va mot nguoi tha ba
c6 thé di qua gitra hai ngudi. Con khi ta ding ndi & noi
cong cong, tuy thudc vao dam dong ma ta chon cho

minh khoang cach phu hop. Bam dong cang 16n, ta

cang phai ding cach ’xa dé co th% bao quat hét ca hoi chaTr
truong. Mot nguyén tac chung nhat 1a ta phai ding & trung tdm cua 1191 wuong, noi ma
tat ca moi ngudi déu c6 thé nhin thdy ban, ddng thoi 13 noi gan giii nhat véi thinh gia
ma ta ¢ thé. Hay ludn cé gang rut ngan khoang cach gitra ta va thinh gia. Trong
nhitng trudng hop véi nhitng hoi truong rat dai, néu co thé, trong qué trinh thuyét
trinh nén di chuyén sau vao trong hoéi trudng, quan tam toi nhimg ngudi ¢ diang sau.

Cang dtng gan thinh gia, ta cang c6 kha nang anh huong téi ho nhiéu hon. Tuy nhién
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khoang cach gan nhat ma ta c6 thé tao nén trong trudng hop thinh gia dang ngdi va ta
dang ding 1a khoang tir 1,2 mét cho t6i 1,5 mét. Khoang cach nay cho phép tam mat
cua ta va ngudi dbi dién ngang nhau; ho s& khong phai ngudc 1én nhin ban. Néu ta
thap, c6 thé di chuyén lai gan hon va nguoc lai.

T6m lai, co thé ching ta gidng nhu mét nhac cyu. Bé chiéc nhac cu phét ra nhitng am
thanh hay, tung bo phan trén cay dan do phai rung Ién, phai ngan nga hoa cung mot
nhip. Mudn néi hay thi phai néi bang ca ngudi, néi bang tong hrc: nét mit néi, dang di
noi, trang phuc noi, tay ndi, timg duong gan thé thit déu noi. Trong triét tu tiéng Trung
Hoa, chir “Tri” duoc cau thanh tir chit “Tam” & dudi, va chir “Sy” ¢ trén. Co nghia la,
khi thuyét trinh, muén thay doi y chi ngudi nghe thi cai “Tam” 1a nén tang, trén co s
d6 méi thay d6i dén cai “Tri” nguoi nghe. N6i bang ca ngudi, luc no ciing nhiét tinh,
lac ndo ciing t6ng luc, dam mé, d6 1a bi quyét thanh cong cua thuyét trinh.

3.5Bi quyét thanh cong trong giao tiép

Dudi day 1a 20 1oi khuyén rut ra tr cuoc khao sat trén Wall Street Jounal cua hon

2000 nha tuyén dung.

1/ Pung phan nan: 80% nhi ~ lban phan nan sé khdng quan tam

ban noi gi. Nhu vay, phan nan chii% i li. Pung phan ang tiéu cuc trudc
mdi kho khin, t6t nhat hdy tim cACh giai quyét van de.

2/ Cwoi that nhiéu: Ludn tuoi cuoi trong giao tiép s& tao duoc niém tin voi doi tac
va ban ciing s& nhan duoc thai do tuoi cudi dap lai cua doi tac.

3/ Hay lang nghe thdt s va chan tinh: Trong giao tiép, néu doi tac phat hién ban
dang gia v 1ang nghe ho, moi nd luc cua ban trong trao d6i véi nguoi do sé that bai.

4/ Hay khién ho nghi ho quan trong: Néu ban té ra quy ho, cho ho thay ho dang
quy biét chirng nao thi ho sé rat thich hop tac véi ban.

5/ Thé hién long biér on ciia ban: C6 mot cach rat d& dé lam cho ddi tac, sép va
ddng nghiép vui vé, d6 1a thé hién 1ong biét on cua ban d6i véi ho. Hay cho ho thiy
rang, néu khdng cd ho, ban kho c6 duoc thanh cdng ndy. Hay biét cam on ca nhing
nguoi lam cong tac phuc vu van phong, cam on ca nhirng nguoi lam don dep vé sinh
trong cong so cua ban.

6/ Hay noi vé so thich cua he: Cai TOI khién moi nguai thich néi vé ban than

minh. Vi vay, dé tao su than thién véi doi tac trong giao tiép, hdy hiéu va noi dén so
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thich cua ho. Tuy nhién, ngay ca khi n6i vé sé thich cua ho, phai quan sat thai do cua
dbi tac dé cd cach ang xtr cho phu hop. Néu thiy ho huéng ting nghia 13 ban da tao
duoc su than thién. Néu ho khong phan tng thi c6 thé ho dang dé ching hoic ho kho
tinh, chi mudn noéi dén cong viéc, d6 1a lac ban nén ding viéc ndi vé sé thich cua ho.

7/ Hay ghi nhé tirng cai tén: Cai tén cua ddi tac 12 tir ngit ngot ngao nhit ma ngudi ta
muédn nghe khi ban néi chuyén véi ho. Néu ban trét quén no, hdy thay bang nhiing tir
ngot ngao khac: “Chao anh, may ma c6 anh da giap t6i hoan thanh cong viéc do,...”.

8/ Hy sinh vi nguroi khac: Hy sinh lgi ich caa minh vi lgi ich ctia nguoi khac la cach
dé ho nha dén ban va sin sang gitp d& ban khi ban gap kho khan. Hay tét bung va nhiét
tinh v&i ngudi khac trude, dimg che doi ngusi khac 1am diéu tot véi minh trudc.

9/ Dung nhitng cau bong dua lam giam gia tri ban than: Bung ngai tu choc qué
minh. Trong mot thé gi¢i moi ngudi ludn nghi minh quan trong thi nhitng cau bong
dua ty 1am giam gié tri caa ban ngay tic khic cé thé khién ban trd nén thu hat. Ché
nhao nhitng khuyét diém caa minh 1a cach thira nhan n6 nhe nhang nhat, nhung lai
khong 1am ngudi khac bi sdc. Sép.cil Kuan tam toi nhitng 10i ty trao do

cua nhan vién.

10/ Tao su twong dong: Néu BERYv G “ .1&ng diém tuong dong nhu cing

qué, cling c6 con nhé, cuing s& thich, cung quan téﬂ ti chinh tri,... Trong giao tiép
néu ban biét sir dung su tuong dong do, tu khic mdi quan hé gitta hai nguoi tro nén
khang khit hon, cudc giao tiép ciing nho thé s& tro 18n tt dep hon.

11/ Tao “sw thw gian than mat”: Khi cudc ndi chuyén c6 vé cang thang, c6 thé
moi ho mét ly tra ndng, hoic khéo 1éo goi nhirng cau chuyén vui vé, dé 1a cach dé “ha
hoa” dbi tac, gitp ho nhin nhan ban gan giii hon.

12/ Hay ndi vé 16i cia chinh minh trude khi dé cdp den 11 cia nguoi khac: Nhan
16i vé minh trudc 1a hanh vi van minh, d& lam cho ngudi khéc tha thi nhat.

13/ Birng bdo thi: Hau hét moi ngudi hay moi déi tac trong giao tiép déu ghét 1am
viéc/ trao ddi v6i ngudi ludn cho rang y kién cua minh 1a “t6i cao”.

14/ Xin 16i: “Tbi sai roi; Toi xin 16i” hodc “Hiy bo qua cho toi nhé” 1a nhitng cau
khong qua kho noi. Khdng nén no ai mot 1oi xin 161, nguoi ta sé danh gia ban la khong

biét cach cu xu va khdng mudn hop tac véi ban.
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15/ Khdng néi chuyén phiém khi ban céng viéc: D6 1a cach dé ban ngam khang
dinh rang: Toi 1a mot nguoi chuyén nghiép, 1am ra lam, choi ra choi.

16/ Bing ngat 1oi nguoi khdc va ciing khéng bao gio cdt dirt suy nghi cia ho:
Ngit 10 hodc cit dut suy nghi ciia ngudi khac trong giao tiép s& 1am ho tuc gian. Néu
ban da ting c6 hanh vi do, hay doc lai loi khuyén thir 3 ¢ trén nhé.

/‘))

17/ Khdng bao gio ndi “Ban sai roi”: CO nhiéu cach dé ndi vé 15i cua mot ngudi,
nhung mdt cu pha nhan thing thimg nhu vay c6 thé s& 1am hong ca cudc giao tiép.

18/ Pirng trd chuyén/ trao doi khi dang gign: LUc gian, hau hét ching ta kho 1am
chu duoc 11 néi va khoé trinh bay dugce quan diém cta minh. Tuong ty nhu vay, dung
dén gap g& va lam phién nguoi khéc khi ho dang khéng vui.

19/ Hay tu kiém tra thoi quen: Ciing nhu bat ctr qua trinh tu trau doi nao khéac, ban
can thuong xuyén ty kiém tra vé cach ban dbi xir véi nguoi khéc va tim cach cai thién
nhitng diém yéu cua ban. D6 1a mot cach dé ban ngay cang nang cao hiéu qua giao
tiép ctia minh.

20/ Tap luyén lam tot nhirng Lo fiy: S& khong c6 con dudng tat,

khong co cach nao dé nhiing m¢ R dén v6i ban. Chi co tap luyén dé

“'n hao trong giao tiép./.
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4. KY NANG VIET HO SO XIN VIEC

KY NANG PHONGUAN ¢
& VIETDON XINVIEC

5 C4c ban sinh vién ndm cudi hodc mdi t6t nghiép
¥ C4 nhan cd nhu cAu tim kiém cong viéc t6t hon

A

Noi dung dudi day s& hudng dan cac ban cach viét va trinh bay CV va thu xin
viéc sao cho hiéu qua nhat. Tuy nhién moi thong tin chi mang tinh chat tham khéo,
kha nang thanh cong ctua hd so xin viéc phu thudc hoan toan vao nang lyc ¢4 nhan cua
céc ban, doi khi con kém theo mot chut “ duyén” va yéu t6” may mén nira.

4.1 Ky niing viét ho so xin viéc

HS xin viéc thuong bao g&m

- Pon xin viéc (Cover Letter) @?
- So yéu 1y lich (Curriculum v‘i-* !

- Bang cap - Thu gi6i thidu; &= |

- Céc tai liéu chirng minh thanh tich.

Qua that, hd so tim viéc ludn 1a mot loai “vii khi” toi quan trong khi nguoi ta
mudn tiép can cac co hoi nghé nghiép . Tham chi mot s6 nha tuyén dung (NTD) chi
can xem mot hd so tim viéc trong 30 gidy 1a dd c6 thé nhan tGng vién d6 vao vong
phong van ngay. Tuy nhién, dang tiéc 13 hién nay khd nhiéu tng vién lai gip kho khin
trong viéc viét ho so. Piéu trd tréu ¢ day 1a du ¢ kha nhiéu thong tin dic sic vé ban
than dé gidi thiéu véi NTD nhung ho lai khong biét thé hién chung nhu thé nao! Van
dé nay that ra khong kho giai quyét. Chi can nghién ctru k¥ cach viét ho so chuin ma
chung t6i hudng din va chiu kho rén luyén thi viéc viét ho so s& khong con 1 trd ngai

vO1 cac ban nira.
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Pé gitip cdc ban dé hiéu, ching t6i sé hirdng dan theo tirng muc mot:

41.1 Piu tién 13 muc Thong tin c4 nhan

Muc nay dé viét nhat. Tuy nhién, ban luu ¥ 1a phai ghi rd sé dién thoai va dia chi
e-mail ban thuong dung nhat. Néu NTD khong biét 1am cach nao dé lién lac v6i ban
thi du hd so cua ban 4n twong dén may ciing vo ich!

4.1.2 Thit hai 13 Muc tiéu nghé nghiép

Chung ta thuong thay cac ban viét “Téi mudn tng tuyén vao vi tri Nhan vién kinh
doanh trong nganh CNTT”. Viét nhu vay thi rat khé thu hit dugc sy chi ¥ caa NTD.
Thay vao d6, ban nén viét nhu sau:

Véi kha ndng giao tiép & thuyét phuc khdch hang chuyén nghiép cing véi nhing
kién thire & sw am hiéu sau rong trong nganh CNTT, t6i mong muon tré thanh mét
nhan vién kinh doanh trong linh vuc nay.

4.1.3 Thir ba 1a Hoc van.

Trong muc nay, ban cé thé tham khao vi du sau:

# Cu nhan Quan trj kinh dog i - (2008-2012)

Cac khoa hoc ngén han:
< Nghé thuat lanh dao - Braillitg ign Languages and Management
Studies Training Center (2009) <

< Gidm sat ban hang chuyén nghi¢p — Truong doanh nhan Pace (2010)

<+ K¥ ning giai quyét van dé - Trudng doanh nhan Pace (2010)

Ban luu ¥ 14 chi nén chon nhitng bang cap méi nhat va phi hop nhat véi vi tri
minh tng tuyén dé giéi thiéu trong hd so. Khong NTD nao mudn phi thoi gian dé doc
nhitng thong tin “thtra”, dui ching c6 an twong dén dau.

414 K¢ tiép 12 muc quan trong vao bac nhat: Kinh nghiém lam viéc.

Trong muyc ndy, ban khong nén viét don gian 1a: “T6i ting lam Nhan vién kinh
doanh du 4n trong hon 3 niam tai cong ty ABC”. Néu viét nhu vay, ho so clia ban s&
“chim nghim” trong nui hd so ma NTD nhan duge vi ho khong ndm duoc ban d3 lam
gi va dat dugc thanh tich gi trong cong viéc cil. Cach tdi wu & day 1a ban néu 16 nhing
cong vi¢c minh tung ddm nhi€ém & vi tri nhan vién kinh doanh dy d4n ¢ cong ty cii va

dic biét nhan manh vao nhimgthanh tich da dat duoc:

Cém nang cho nguwoi méi di lam | Aau tién 14 myc Thdng tin c& nhan
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Théng 10/2010 — Thang 12/2012: Céng ty ABC
Vi tri : Nhan vién kinh doanh du an
ABC la mét cong ty chuyén nhdp khdu va phdn phoi hang dién tir - dién lanh.
Nhiém vu chinh:

Tim kiém va mo rong mang ludi khach hang doanh nghiép;

Gidi thidu san pham, tu van va thuyét phuc khach hang st dung san pham;

Lam hd so thau, bang bao gia va hop dong;

Cham soc khach hang hién tai;

Tim hiéu va cap nhat cac thong tin vé thi truong & cac d4i thu canh tranh;

Lap béao cao dinh ky ;

HO tro viée trién khai cac ké hoach marketing, xay dung thuong hiéu cho cong ty.
Thanh tich dat duoc:

Pat va vuot chi tiéu doanh sd trong lién tuc 10 thang dau nam 2011;

Poat giai Best Saler (Nhan vién kinh doanh xuit sic nhat) trong 6 thang lién

tiép ctia ndm 2011; @ ‘
Mo rong mdi quan hé voi ﬁ VYile
Thing giai Singapore Cogl o (T
danh cho nhén vién kinh doanh t 00% chi tiéu doanh sb.
4.1.5 Cudi cung, chiing ta dén muc ciing rat quan trong la Piém manh.
Thay vi viét chung chung*“Trinh d6 tin hoc vin phong va tiéng Anh cia toi kha
t6t”, ban nén mo ta cu thé nhiing k¥ nang minh di tich liiy duoc theo cach nhu sau:
- St dung thanh thao Microsoft Word, Excel, Power Point;
- Giao tiép bang tiéng Anh luu loat;
- K¥ ning dam phan, thuong luong va thuyét phuc khach hang tot;
- K¥ nang cham soc khach hang chuyén nghiép;
- K¥ ning lam viéc nhém kha tot;
- Pam mé tim hiéu, kham pha san pham CNTT c6ng nghé cao;
Ban théy khong nao? Vige viét mot hd so tim viée 4n tuong khong khoé nhu ban nghi.
Chi can chiu khé tim kiém, chit loc nhitng chi tiét dang chu y nhit vé ban than va qua

trinh 1am vi¢c cling nhu trau chudt cau chit mot chit, ban s& ¢6 trong tay mot hd so 100

Cém nang cho nguwoi méi di 1am | Cudi cing, chiing ta dén muc ciing rdt quan trong la
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diém. Pung vi sy bé tic trong cach dién dat ¥ tuong lic ddu ma bo 1§ nhitng co hoi nghé
nghiép hap dan. Chuc cac ban nhanh chong tim duge cong viée mo wdc!.

Nguyén vong dbi véi vi tri tmg tuyén

Phan nay bao gdm céc ndi dung chinh 1a: nguyén vong vé moéi truong lam viéc,
mirc luong mong mudn, cac ché do khac, ... chung ta nén ghi nhu sau

- Nguyén vong méi trudng lam viée: Ning dong, than thién, hoa dong

- Muc lvong mong mubn: Thoa thuin

- Céc ché d6 khac: Theo quy dinh ctia cong ty

4.2 K§ ning viét thw xin viéc

4.2.1 Thuw xin viéc la gi?

Trong tiéng Anh c¢6 cum tir cover letter hay motivation letter, thudng hay giri kém
v6i CV khi ndp mot ho so ung cir. C6 thé dich van ban nay 1a thu xin viéc/thu bay to
nguyén vong trong tiéng Viét.

Néu CV gitip nguoi doc biét duge nhimng cot mbc ban da ting trai qua thi cover

letter gitp ho hiéu rd hon vé cfg ki nd @l cm cling nhu nguyén vong lam

viéc ctia ban. Tém lai thi day 1a 4 :
phu hop véi vi tri dang Gng ctr nfiligFhe “\l, rat nhiéu nha tuyén dung quan
tam dén thu nguyén vong hon 13 5

Mot 14 thu nguyén vong dat ti€u chuan phai nhéc lai va 1am rd diém manh cua
minh d6i véi nhitng ndi dung ban di dé cap trong CV. Khi do, ban s& khong chi liét ké
thoi gian kinh nghi€ém, vi tri d@ dam nhiém, phong ban da cong tdc, ma con nhiing
thanh tyu ma ban da tung dat duoc.

4.2.2 Pé cap Iy do trng tuyén

C6 hai cach bat diu mot 14 thu xin viéc nhiéu ngudi st dung nhit, d6 13 néi vé
thong tin tuyén dung hodc viét vé ban than minh.

Céch di thang vao thong tin tuyén dung:

- "Sau khi doc dugc thong bao tuyén dung ctia quy cong ty tai trang web/bdo. ..
cho vi tri..., toi viét thu nay dé giri dén 6ng/ba hd so Gng cir ctia minh".

Céch noi vé chinh minh:

- "T4t nghiép nganh... tai truong..., tdi c6 mong mudn tim duoc mdt cong viéc

trong linh vuc... va ddy 1a 1i do toi giri dén 6ng/ba 14 thu xin viéc nay".
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4.2.3 Bit dau va két thiic thw xin viéc

Néu biét ho tén va chirc danh ngudi s& doc hod so Gmg tuyén thi ban hiy viét han
tén ngudi d6 ra. Diéu nay thé hién rang ban rat luu y dén nhiing chi tiét nho nhit trong
tin tuyén dung.

- "Kinh gui ong Nguyén Vian A,"

Con trong truong hop ban khong biét dich xac ai 1a nguoi doc thu tuyén dung thi
c6 thé viét:

- "Kinh gtri b phan nhén sy, cong ty..."

Luu ¥ 12 & cudi thu ban ciing phai dé cau kinh ngi:

- "Tran trong cam on"

- "Xin chan thanh cdm on"

Pé khang dinh tinh than sin sang va nguyén vong lam viéc ctia ban than, ban nén
st dung nhirng mau cau chu dong, cu thé nhu:

- "Toi rat trong doi phan hoi cua quy cong ty"

- "Tbi rat san 10ng cung cap fa h thiét trong budi phong van"

ac ki nang va kinh nghiém cua
minh trong budi phong van véi quEGo " '

Khéng phai khi nao ban cﬁ c6 thé dap tng Et ca nhimg yéu ciu tuyén dung.
Trong trudng hop chi thiéu 1, 2 ki nang yéu cau, ban van hoan toan co thé Gmg tuyén,
v6i diéu kién thanh that chia sé vé diém cong/diém trir ciia minh. Viée che gidu, 1ap
liém s& khién ban gap khong it rac réi sau nay, cho nén tot nhat van 1a néi thang noi
that.Dudi ddy 13 mot sé cach "phan bién" néu kha ning tiéng Anh cta ban khong dat
s6 diém yéu cau:

- "Tuy diém IELTS cua toi khong dap ung duoc yéu cau cua quy cong ty, nhung
t6i van mong c6 duoc co hoi phong van truc tiép dé c6 thé thé hién kha ning ngoai
nglt n6i cua minh."

- "Tuy khéng dat dung s6 diém IELTS ma quy cong ty yéu cau, nhung, ciing voi
kinh nghiém lam viéc trong méi trudng tiéng Anh sudt ... nam qua, t6i van rat ty tin
vao kha ning tiéng ctia minh."

Tat nhién nhimng cau trén ddy chi mang tinh tham khao. Dé mot 1a thu xin viéc

thuc su thu hat, cach tot nhat van 1a "thdi" vao do6 that nhiéu tinh ¢4 nhan.

CaAm nang cho nguwoi méi di 1am | Bdr dau va két thiic thie xin viéc
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4.3Nhirng diém nhén trong hé so xin viéc

43.1 Tao su khac biét v4i nhirng thanh tich

Trong H6 so xin viéc cta ban, Kinh nghiém 1am viéc s& 1a phan ban phai trinh bay
nhiéu ndi dung nhat. Do vdy, ddy ciing 1 noi ban c6 nhiéu “dat” nhat dé thuyét phuc
nha tuyén dung (NTD) bang phong cach viét ciia ban, nhitng tir ngit ban ding va cach
ban tiép thi ban than minh. Thuong thi trong ph?m Kinh nghi¢m lam viéc, ban nén liét
ké nhirng coéng viéc co lién quan hodc gin tuwong tu véi vi tri dang tmg tuyén trude,
sau d6 dén cac cong viéc da trai qua. Voi mdi cong viée, ban nén liét ké nhitng thong
tin sau: thoi gian dugc tuyén dung, chirc vy, tén ciia NTD, trach nhiém va céac thanh
tich ban dat duoc.

Tuy nhién, chi mé ta vé cong viéc thi chua dii. Néu c6 nhiéu ngudi Gng tuyén cd
kinh nghiém giéng nhau thi NTD s& thay phat ngan va tham chi chang budn doc Ho so
ctia ban. Piéu khién cho ban trd nén khac biét, dong thoi gia ting co hoi trang tuyén
chinh 14 cac thanh tich, hiy chuyén céc trach nhiém thanh cac thanh qua cu thé.

Vi du: Ban thuong viét hd soggién hinh g
)

- Chiju trach nhiém chung vl X “. va khuyén mdi ciia hé thong cdc
ctra hang trén ca nuoc D

- Chiju tréch nhiém vé nguon cung cap ciia san pham

- Quan Iy tai chinh d6i véi ngdn sach ban hang

- Quan Iy dji ngii thu mua va san xudt gom 30 nguoi

- Qudn Iy va chiu trdch nhiém vé cdc nhu cau qudng cdo va tiép thi ciia cdc cirka hang

- Lién hé voi co quan chirc nang cua Nha nuoc

Nhirng thong tin mo ta trén co thé duoc lam ndi bat hon bﬁng cach ban truc tiép
dua ra thanh tich cta ting trach nhiém. Ban ciing dimg quén, muc dich ctia Ho so 1a
gitp tra 10i chir khong phai khién cac nha tuyén dung dat ra cau hoi ‘ban di 1am dugc
gi & vi tri d6°. Vay hay bd sung thém phan thanh tich dat duoc cho nhig mé ta trach
nhiém phia trén nhu vi du sau:

Thanh tich chinh dat duoc

- Tai co cdu lai bé phdan thu mua, thiét Igp hé thong quan 1y chat lwong givp

nang sudt dwoc nang cao 20% va giam chi phi 10%
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- Thay doéi day chuyén cung cdp, loi nhudn cdn bién ting 4%

- Tham gia xdy dung cac cwa hang moi va tan trang lai ciea hang cii

Ban ciing ¢6 thé dya vao nhiing tiéu chi sau ddy dé ghi ra thanh tich ctia ban than:

- Két qua nhing coéng viéc ban hoan thanh;

- Nhirng thanh qué cta dy 4n ma ban dd gop phan vao do;

- Nhiing théng tin c6 thé do dém dugc (lgi nhuan, kim ngach, luong tién tiét
kiém, ning suat);

- Mot su kién nao d6 ban co thé chirmg minh n6 da xay ra hoac co6 thé x4c nhan duoc;

- Nhiing sy thay ddi dugc tao ra;

Va tham khao thém nhitng vi du sau vé thanh tich:

- Gianh duoc giai thuong “Nhan vién xuét sic cia naim 2010” trong phuc vu
khach hang;

- Tang doanh s6 nhoém trong nam 2011 1n 15%;

- La thanh vién trong Ban to chtrc Hoi nghi cac nha cung cdp — Hoi nghi da rat

n nira t6i nha tuyén dung. Va gio
4ch nhdn manh céac thanh tich ban
da dat duoc. Tuy nhién, mot khia a khac ciing khong kém phan quan trong trong hd so
xin viéc d6 chinh 14 viéc str dung ngdn ngir. Hiy doc phan tiép theo “Sitc manh ctiangdn
ngit” dé co6 thé tan dung hét sitc manh cua ngdn ngir trong hd so ctia ban.

4.3.2 Strc manh cia ngon ngir

Phan nay chiing ta sé cing khdm phd sirc manh ciiagon ngit trong mét ho so xin viéc.
Nhitng twr ngit ban lya chon va trinh bay trong hé so sé tao mot an tuong rat lém doi véi
nha tuyén dung (NTD). Hau hét cic NTD sé ddnh gid truec tiép vé cdch giao tiép ciia ban
qua b hé so nay, vi thé viéc chon diing tir ngit dién dat 1a vé ciing quan trong.

4.3.2.1 Nhirng tir ngir tiép thi tot ban than

Khi mé ta vé nhitng gi minh dé thuc hién, ban hiy str dung nhirng tir ngir tiép thi
t6t vé ban than minh, hay chon va viét nhitng tir ngir mang tinh tich cuc vi nhiing tir
d6 thé hién thai do cua ban trong cong viéc, vi du nhu hodn thanh, thic ddy, sdng tao,
phét trién, khuyéch trwong, chi dao, chuyén déi... hoic nhiing tir c6 stic tac dong 16n

hon nhu quyét doan, kién dinh, linh hoat, co trach nhiém, sang tao.... Déng thoi, ban
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can tranh céac tir tao ra cam giac tiéu cuc nhu khéng thanh cong, chwa hoan tat, mdu
thuan, cham tién trinh, dwa vao, ngung tam thoi. ..

4.3.2.2  Nhirng tir ngir thé hién ning luc

Hay trinh bay that ngin gon va stc tich vé kién thuc, k¥ ning, thai d6 va kha ning
cua ban béng nhitng cum tur thé hién nang luc. Ban nén st dung nhiing cum tur lién
quan dén k¥ ning can co6 ciia cong viéc ban dang chuan bi tng tuyén. Ching s& gitp
ban thé hién truéc NTD réng ban di nhan biét duoc nhiing yéu td can thiét cua cong
viéc nay sau mot qué trinh nghién ctru k§ vé thong tin dang tuyén. Mot sb vi du vé
nhitng cum tir nén dung nhu ¢é chi cdu tién, kién thirc sau réng vé nganh hang tiéu
diing nhanh, cdc ky ndng té chirc tot, kj ndng giao tiép xudt scc, hoat bat, ¢é tinh than
trach nhiém cao. Viéc sit dung nhitng cum tir nhu trén s& giup nha tuyén dung nhén rd
“su phu hop” giita ban va vi tri ho can tuyén. Piéu nay déi khi c6 tac dung 16n hon ca
viéc liét ké nhirng kinh nghiém lam viéc cta ban trong qua kht.

4.3.2.3 Nhirng tir ngir chuyén nganh
ganh. Va thuong thi rat kho dé

Mbi cong viéc déu c6 nhiing
biét khi nao va & phﬁn nao nén dg . Vi vay, dé an toan nhét ban nén
s dung tur hodc cum tur da co trd tuyén dung hay mo ta cong viéc
ciia NTD. Néu NTD dung nhitng tir hodc cum tur do! gian dé dién ta mot khia canh ky
thuat cua cong viéc, thi ban cling nén st dung lai nhitng cum tir nay. Vi du, néu thong
bao tuyén dung viét “yéu cau cé kién thirc vé thong ké cao cdp” thi ban co thé viét
“T6i ¢6 kién thirc vé thong ké cao cdp, bao gom kha nang sir dung cdc phép da hoi
quy, phan tich s6 lwong va cdc kj nang vé mé hinh cdan bang theo mau”. Phan dau,
ban sir dung ctng nhitng tir ngit nhu mau dang tuyén va dén phan thir hai ban liét ké
chi tiét hon. Tuy nhién, ban ciing luu ¥ dimg chi dung mot phan tha hai vi c6 nhiéu
kha ning ngudi doc hd so cta ban ¢ nhimg vong dau sé khong du kién thirc chuyén
nganh dé hiéu “khd ndng sir dung cdc phép da hoi quy, phdn tich sé lwong va cdc kj
ndng vé mé hinh can bang theo mau” 13 cac “kj nang thong ké cao cdap” va hd so cia
ban s€ c6 nguy co bi loai.

Gi0 day, sau khi thuc hi¢n cac budc trén, hd so cta ban da trd nén rat thuyét phuc
ca vé ndi dung va ngon ngit. Nhung ban van tu hoi hd so ciia minh di c6 thé goi dén

NTD dugc hay chua? Con mdt cong cu nao khac dé hoan thién ho so nay hon nira va
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bién hd so thanh mot cong cu tiép thi dac luc cho ban than hay khong? Cau tra 10i cua
chung t6i 13 “c6”. Va chung ta s& cing di sau hon vé chu dé nay trong phan tiép theo
“Cong cu tiép thi ban than”.

4.3.3 Cong cu tiép thi ban than

Phan nay ching ta sé di dén nhitng diém nhdn can leu ¥ dé cé thé bién Ho so ciia
ban tro thanh mot cong cu tié:D thi ban than hiéu qua. Voi hang tram ho so nhdn dwoc
tir phia g vién, Nha tuyén dung (NTD) sé khéng cé nhiéu thoi gian dé doc kj tirng
hé so mot va ho sé “ludt’ qua hé so cua ban. Nhiém vu ciia ban ld phdi tao nhitng
diém nhdn trong hé so, téi da héa nhitng co héi dit la nhé nhdt dé tw qudang bd
“thwong hiéu” cua ban than minh.

4.3.3.1 Thé hién muc tiéu trong sw nghiép

Mot xu huéng gan day ciia Ho so 1a thém cac muc tiéu su nghiép vao ngay phan dau
ctia H) so. Pay 14 phan stc tich mo ta diéu ban mudn c6 tir cong viée twong lai. Cau ndi
nay cho phép NTD c6 thé nhanh chong thay duoc sy phi hop ctia ban véi cong viée dong
thoi gitup ban thé hién duoc co v @i ghiép cua minh.
Ko nhitng ing vién tré c6 dudi 5

rlpng. Chung ciing rat hiru ich doi

Mat khac, nhitng cau ndi nay
nam kinh nghiém hodc céac ban s

v6i nhitng tng vién mudn chuy udng va thay d!l nghé nghiép. Ngoai ra, mot Ho
s0 ¢6 cac thong tin vé muc tiéu su nghiép sé giup tac dong tét hon dbi véi NTD; NTD
s& nhanh chong nhén thay rang tng vién nay chinh 1a ddi twong ma ho dang tim kiém.

Mot cau n6i thé hién muc tiéu su nghiép tdt co thé 1a:

Gidm doc kinh doanh ¢ mét t6 chirc dang phdt trién, noi t6i ¢6 thé sir dung céc kinh
nghiém va moi quan hé véi nhitng khdch hang thudc da dang cdc linh vuee khdc nhau.

bay 1a mdt cau ndi trén mang tinh tich cuc, chu dong vi n6 khong to ra qua 1€
thudc kiéu nhur cdu noi sau ‘lam viéc cho t6 chirc ciia dng/ba”, dong thoi cau nédi nay
cling khong qua gidi han vé sy lya chon ciia ban.

Ngoai ra, mot cau noi thé hién muc tiéu su nghiép s€ tré nén tdi t& néu nod duoc bat
dau v6i “Tat ca nhing gi t6i mudn 1a...” vi diéu ndy s& tao an tugng khong t6t vé tinh

cau tién vo cung han ché va cai nhin han hep cuia ban.
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4.3.3.2  Tinh cach va phidm chét

Mot vai nét vé tinh cach va phém chét cia ban duogc néu ra s& thuyét phuc hon nita
cac NTD vé sy phu hop cta ban ddi véi cong viéc. Chéc chin 1a NTD s& khong thé tin
100% vao nhitng 151 hay ¥ dep ban dang viét vé ban than va phai kiém chimg thém
trong budi phong van. Tuy nhién theo nhirng thong ké cua ching t6i, NTD s& gianh wu
4i nhiéu hon cho nhitng H6 so néu bat dugc nhitng cé tinh phu hop véi cong viée. Vi
du: tinh can thén, ti mi cho vi tri ké todn vién; kha nang sang tao cho vi tri thiét ké,
tam nhin chién hege cho vi tri trieong phong...

Chung t6i hy vong cac ban s& duc két dugc it nhiéu nhitng thong tin hitu ich cho
ban than va tao dugc ban HO so an tugng gitip “tiép thi’ toi da ban than dén cac NTD.

4.3.4 NTD danh gia cao wng vién trén tiéu chi nao?

“Ky ndng mém ngay cang dong vai tro quan trong doi véi su thanh céng ciia nhan
vién. Va trong sé cdc kj nang mém, NTD danh gid cao nhdt kj nding giao tiép

(communications skills) ciia vng vién. Dya vao dé NTD sé quyét dinh iing vién c6 phit

hop hay khong.” Vi sao ky nang@i b quan trong nhu vay?

Ky nang giao tiép 1 kha nang | tuong mach lac va dé hiéu. Piéu
l thé trinh bay rd rang, d& hiéu va
troi chay y tuong cia minh, lam sao ho ¢6 thé diér!é dé dong nghiép co thé hiéu va
cung thuc hién cong viéc chung?

K7 nang giao tiép duge danh gia qua cach tmg vién trinh bay v6i ngudi phong van vé
qué trinh 1am viéc va thanh tich ctia minh. C6 2 15i 16n ma tng vién thuong mic phai:

% Khong néu dwoc birc tranh tong thé vé qud trinh lam viéc

Pay 14 15 rat thuong gap & nhiing tmg vién chi lo trinh bay vé mot kinh nghiém
hay thanh tich nao d6 ma ho “tdm dit” nhat, khién cho NTD khong nam duoc birc
tranh tong thé vé qué trinh lam viéc cta ho. Piéu ndy s& cang bat lgi néu nguoi phong
van khong dat thém cau hoi nao dé khoi goi ing vién néi ré hon vé thanh tich va kinh
nghiém cua ho.

Loi khuyén danh cho ban: hiy néu 1én burc tranh tong thé vé qua trinh lam viéc cia
ban trudce khi di vao mé téa chi tiét tung kinh nghiém hodc thanh tich ctia minh.

* Trinh bay dai dong va lan man, hodc trinh bay khéng dau khéng dudi
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Cach trinh bay dai dong 1& thé s& khién cho nguoi phong van bi “lac 16i” va
khong hiéu tng vién mudn noéi gi. Té hon, néu tng vién trinh bay khong dau khong
dudi, d6 1a diu hiéu cho thdy tng vién khong c6 6c to chie va kha niang dién dat, diéu
ma bat ky NTD nao ciing e de.

Loi khuyén danh cho ban: Hiy di thing vao van dé chinh can trinh bay, néu khong
NTD s& khong con kién nhin dé ngdi nghe ban trinh bay, hoic ban s& 1am cho NTD
hiéu sai n6i dung ban mudn trinh bay. Néu ban mic tit ndi “vong vo tam qudc” nay,
van c6 phuong thude chita tri: trudce khi di phong van, hiy viét ra cac ¥ chinh can trinh
bay theo kiéu gach dau dong, trudc khi ban di sau mé ta chi tiét cho tirng muc chinh.

Ngoai ra, cac ing vién sau s& dugc NTD danh gia cao vi ho thé hién dugc ban linh
va su quan tam thuc su dén vi tri tuyén dung:

& Ung vién thiéu tw tin, khong c6 chinh kién va lgp truong viing chdc

NTD déanh gia rat thdp cac tung vién khong c6 1ap truong viing chic, khong co
chinh kién va san sang bang long vo diéu kién véi moi y kién cua sép. “NTD thudng

danh rét cac ing vién ‘Yes-mar§j ong c6 sang kién hay kha nang

giai quyét van dé mot cach hiéu gl
.n. Hay ling nghe NTD va khong

ngirng phan tich dé dua ra nhitng nhan xét xac dang nhat. Hiy néu 1én quan diém cua

Loi khuyén cho ban: Hay thé 18

riéng ban, quan diém d6 c6 thé khac véi quan diém cia NTD. Ban ding so diéu d6 sé
1am cho ngudi phong van phat 1ong.

* Ung vién khéng hiéu ré vé cong ty tuyén dung

Céc trng vién di phong van véi hanh trang kién thirc vé cong ty tuyén dung s& dugc
NTD danh gia cao. Hiéu biét thdu dao vé cong ty tuyén dung 13 biéu hién vé su
nghiém tlc cua tng vién ddi véi cong vi¢e, cho théy ung vién thuc sy mudn 1am viéc
v6i cong ty. Hiéu biét thau ddo vé cong ty ciling la tién dé dé tmg vién c6 thé thich
nghi v&i méi trudng méi khi duge tuyén dung.

Loi khuyén danh cho ban: hiy truy cip trang web ctia cong ty dé tim hiéu vé linh
vuc hoat dong cta cong ty, cac san pham va/hay dich vu chinh ciia cong ty trén thi
truong, thi phan cua cong ty, nha may san xudt (néu cd), cac van phong chinh cua
cong ty... Ban ciing c6 thé hoi nhimg ngudi than quen dang 1am viéc trong cong ty dé

tim hi€u vé€ co cau té chic cong ty, dac biét 1a van hoa cong ty, d€ biét minh c6 phu
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hop voi méi trudng lam viée dé hay khong. Ngoai ra, cac tap chi, ban tin, hd so gidi
thiéu vé cong ty (brochure) ciing 13 ngudn thong tin quy bau dé ban tim hiéu vé cong
ty ma minh mong mudn duoc 1am viéc va gan bo lau dai.

4.3.5 NTD “ky” diéu gi nhat & ing vién?

Khi di phong van, ban can tranh tat cda nhimng 16i khién cho NTD “mdt cam tinh”
v6i ban nhé. Sau day la nhitng diéu khién NTD “ky” nhat khi phong vin iing vién:

4351  “Nhic khéo” NTD vé s quen biét v6i mdt nhan vién cip cao trong
cbng ty

Pay 1a diéu ma NTD “ky” nhat. Mot s6 ung vién di cd tinh gdy an tuong bang
cach “nhac khéo” ngudi phong van vé mbi quan hé than thiét cia minh v6i mot nhan
vat “dinh” ndo do trong cong ty, nhu “Anh A truong phong nhén su 1a anh ré ciia toi”
v6i hy vong nguoi phong van sé “né mat” minh. Thé nhung, cach tiép can nay sé cuc
ky gay phan cam ddi véi NTD. Théi dua dim vao uy tin ciia ngudi khac sé khién cho
g vién do to ra kém coi va thiéu ban linh trude mat NTD.

4.35.2 Lién tuc héi vé vi

Luong bong 1a van dé quan @ W@ WCn. Tuy nhién, néu Ung vién qua

an vé dé tai nay, ung vién d6 da

v

tu kéo tay nguoi phong van danh diém thap cho minh. Thuc té van ¢ nhiéu tng vién

chi quan tdm dén luong bong khi phong van, ho c6 thé hoi diéu nay rat nhiéu lan dén
mirc NTD nghi rang ho di 1am chi vi tién luong, va sin sang nhay viéc ngay khi mot
cong ty khac “chao moi” mot mic lwong cao hon.

4.3.5.3 Qua “rong rai” trong viéc ban tang 161 khen

Ban hay nhé diéu nay, NTD rat ky nhiing (mg vién qua “rong rai” trong viéc ban
tang 151 khen vi ho. Nhiéu tng vién vi vo tinh hay hitu ¥ da dwa ra nhiing 1i nhan
xét vé NTD dai loai nhu “Ao ciia anh/chi dep ghé. Chac 1a hang hi¢u va dat lam!” hay
“Q, toi rat an tuong voi mau son mdi/kep toc/mat kinh... cia anh/chi.” Tham chi mot
giam dbc nhan su da nguong “chin nguoi” vi 161 khen cia mot Gng vién “O, trong anh
that 1a tré va dep trai!” Ban hay nhd, NTD sé khong danh gid cao nhitng ing vién co
nhimng 161 khen kiéu “lay 1ong” nay dau. Tét nhat tng vién di thing vao dé tai phong

van v&i NTD, dung bao gio d€ cap dén nhiing van dé “bén 1€~ do.
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4.3.5.4  Phuyc trang khong chuyén nghiép

Mot s6 tmg vién mic quan jeans va 4o pull di phong van, hay t& hon nira 13 quan
jeans rach loe toe. Di nhién, Gng vién c6 thé dn mic kha thoai mai (casual) khi di
phong van & mét sd nganh nghé dic biét (nhu nganh Quang co). Nhiéu NTD cho biét
“Trang phuc cta tng vién khong can phai cau ky sic s&, diéu mong doi & Gng vién
chinh 13 phuyc trang chuyén nghiép, sach s& va phang phiu. Nam gi6i c6 thé mic quan
tay va 4o so mi. Nir gidi c6 thé mic 4o kiéu va vay, hodc quan tdy. Phyc trang chuyén
nghiép s& khién cho tng vién tu tin trong budi phong van, ton vinh su nghiém tac va
chuyén nghiép cua ho.”

4355 Pén phéng van tré

Piéu quan trong ma mdi tng vién can nhd 1a dén dy phong van dung gio. Ban
ding bao gio dé NTD phai doi ban. Di phong van sém trude 5-10 phut 1a mot cach
don gian gitp ban khong bi tré phong van. Pi sém mot chit ciing s& gitap ban khong
phai thé hao hén khi vao phong phong van vi vira thoat ra khoi mot vu ket xe “kinh

hoang” & ngoai phé. Con néu bg ¢, hay lich su goi di¢n ngay cho

D phai cho doi ban moi mon.

/s

Nhiéu NTD dong y rang néu ung vién khong nhin vao mat nguoi phong van, dé 1a

biéu hién ciia sy khong tu tin ctia tng vién. Néu chi c6 mot nguoi phong van ban, hay
tir tin nhin vao mat ngudi phong van nay. Néu c6 nhiéu hon mot nguoi phong vén,
ban hdy chia sé anh nhin déu nhau cho ca nhom phong véan, dimg chi tap trung dnh
nhin vao ngudi phong van chinh ctia nhém. Trong moi trudng hop, hiy tranh nhiing
biéu hién tiéu cuc sau: nhin dau d6 1én tran nha khi ngudi phong van trao d6i voi ban
(chic ban ddu mudn do tim cha thach sing nao trén d6 phai khong), hodc anh mit
khong thé hién sy nhiét huyét, trong vo hon xa xam con giong noi thi déu déu nhu
mudn ru ngu NTD. BPéc biét, du ban cam théiy tu tin va hing chi dén muc nao, ban
ding lac lu ngudi qua nhiéu nhé, vi ban s& 1am cho NTD “chong miat” do.

4357 Ung vién “qua xic dong”

Mot s6 Gmg vién tré nén qua xtc dong khi di phong van, ho tham chi khoc 16c va
ké 1é voi ngudi phong van vé nhimg khé khin c4 nhdn ma minh phai ganh vac. C6 thé

nhiing Ung vién nay chi muon thé 106 tdm sy cua ho dé voi nhe nhiitng n6éi kho cua
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minh. Tuy nhién cach hanh xtr nay s& khién cho nguoi phong van cam thay khé xir vi
ho khong c6 trach nhiém voi nhitng kho khan cua ing vién nay.

Piéu quan trong ban can nh¢ khi di phong van: chimg minh dwgc diéu ban co thé
lam cho cong ty, thay vi trong chd vao su trg gitip cua NTD.

4.3.6 NTD suy nghi nhu thé nao vé ngudi hay nhay viée?

4.3.6.1 Bitlgi clia ing vién hay nhay viéc

C6 hai dang ung vién nhay viéc: dang “nhay coc” (tiéng Anh 1a “leap frog”) va
g vién thay d6i cong viéc qua nhiéu linh vyc khac nhau. Ung vién “nhay coc” la
g vién doi viéc “xoanh xoach” trong mot thoi gian ngan & cung linh vuc, con tng
vién dang thir hai thich “thtr sirc” minh qua qua nhiéu linh vuc khac nhau.

Pbi voi dang tng vién “nhdy coc”, NTD khong danh gia cao sy gan bo va trung
thanh cta ing vién ddi v4i cong ty. Mot ing vién nhay viéc qua nhicu 1am sao thuyét
phuc duoc v6i NTD rang ho sé trung thanh v6i cong ty sau khi duoc tuyén dung? Tuy
nhién, theo chi Trang, “Néu ung vién dang “leap frog” ndp don ng tuyén, chiing toi

van danh cho ho co hdi nhu cae®y i chiing t61 quan tam nhat van la

liéu trng vién c6 du kha nang hog ‘ J hay khong. D1 nhién, ching t6i
van quan ngai su trung thanh cuaflll§ ¢ Tuy nhién, t6i cho rang néu tng
vién gdp diung cong viéc ma ho o udc, cam thay hoan toan hai long véi cong viée
nay thi c6 1€ tu tuong “nhdy viéc” cua ho s€ khong con nira.”

Dbi voi dang tmg vién nhay viée thtr hai, diéu khién NTD ban khodn nhat van 1a
“Ung vién nay chuyén vé linh vuc nao day?” D¢ la truong hop cia Gng vién A. Ung
vién nay chuyén viéc qua nhiéu linh vuc hoan toan khéng cé “day mo r& ma” gi voi
nhau: 5 nam trude lam trong linh vuc Tai chinh, 2 ndm sau 1am Nhan sy, va thoi gian
gan day lam Sales. Ung vién nay s& gip bét loi vi NTD sé& dat ddu chidm hoi 16n vé
kién thirc va kinh nghiém chuyén sau ctia ting vién, cling nhu sy trung thanh gan b6
ctia ho ddi v&i cong ty.

43.6.2  Ban c6 nén che gidu nhimg khoang trong thoi gian trong hd so tim vi¢c?

Thong thuong cic ng vién tim moi cach dé khong thé hién nhiing khoang tréng
thoi gian lam viéc, vi ho khong muén NTD dit ddu chdm héi vé khoang tréng do. Tuy
nhién, ban dimg ngai noi that véi NTD, hiy thang thin trinh bay 1y do: d6 1a khoang

thoi gian ban khong tim dugc viéc [am mong muon, cong ty cii cua ban giam bién ché
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rat nhiéu nhan vién, va ban khong may nam trong s6 d6... Thong thuong NTD khong
bét tng vién néi ra nguyén nhan vi sao ho c6 nhirng khoang tréng nay, nhung nhiéu
mg vién van tim cach che diu nguyén nhan cta nhitng khoang tréng nay. Theo nhiéu
NTD “Ung vién khong nén 1am thé vi ngudi phong van s& co cach dé biét dugc su
that dang sau nhitng khoang trong thdi gian nay. Ho danh gia cao nhirng Gng vién noi
that. Piéu quan trong van 14 img vién c6 di kha ning dé hoan thanh tot cong viéc hay
khong ma thoi.”

4.3.7 Nhirng 161 n6i doi phd bién nhat trong ho so xin viéc

Khao khat tim dugc mdt cong viéc nhu v co thé tro thanh dong luc khién nhiéu
ngudi néi ddi trong hd so xin viée.

Xu huéng dua ra nhiing thong tin thiéu chinh xéac trong hd so xin viéc da trd nén
rat pho bién. Cong ty nghién ctru va quan 1y ngudn nhan lyc ADP ctia My cho biét, c6
to1 46%, tuc la gén mét nira, sO ung vién xin viéc noi ddi dudi mot dang nao do trong
ho so cua ho.

Trén thuc té, chu dé nay da tig [61, khi g& cum tir “lying on” (ndi

doi) vao cong cu tim kiém Gog n ra dau tién la “lying on your

: \
| -7 i‘ l . u.

resume” (n6i dbi trong hd so xin
“Chém gié” trong hd so xin viee ¢6 nhidu cap ,(_) khac nhau, tir nhitng 101 n6i dbi

v6 hai cho nhitng 10i néi dbi tring tron nhu bang cap gia. Hang tu van Marquet

International mé&i ddy da dua ra danh sach 10 16i n6i ddi pho bién nhat trong ho so xin

viéc:

Kéo dai quang thoi gian da tung lam viéc.

“Thoi phong” cac thanh tyu va k§ nang di dat duoc.

N6i khodc vé chirc danh cong viéc va trach nhiém.

Noi qua vé trinh d6 hoc van.

Dung cum tur “tu kinh doanh” dé che day viéc bi that nghiép

Phét 16 thong tin vé cong viée timg lam.

Bang cap gia mao.

“Boc phét” ve ly do bo cong vige trudc.

© © N o g~ wDdPE

Cung cip thong tin vé ngudi tham khao (references) sai 1éch.

10.“Xuyén tac” ve€ viéc phuc vu trong quan ngil.
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Trong bi canh thi truong viée lam day khé khan nhu hién nay, liéu c6 dang dé
dua nhirng 101 no6i dbi nay vao hd so xin viéc? Liéu ban c6 thé dat duoc diéu ban
mong mudn bang cach néi dbi nhu vay?

Kinh nghiém cho thay, cau tra 16i cho nhitng cAu héi nay 1a “khéng”. Trude khi
ba Marissa Mayer 1én nim vai trd Giam doc diéu hanh (CEO) & Yahoo, ngudi tién
nhiém Scott Thompson d mat chirc vao nim ngoai khi bai 16 théng tin 6ng khong hé
c6 bang khoa hoc may tinh nhu 6ng tu khai trudce do.

Ciing vi khan man bang cip ma George O'Leary mat chic huin luyén vién doi
bong Notre Dame, Dave Edmonson khong giit duge ghé CEO cua hang ban 1é hang
dién tir Radio Shack.

Céc chuyén gia luu y rang, nhitng tién bd vé cong nghé k¥ thuat sd da cho phép ra
soat k¥ cang hon cac bo ho so xin viée, dat nhimng Gng vién noéi déi vao thé rai ro 16n
hon. “Khach hang yéu cau ching t6i kiém tra nhiéu thir hon trudc kia. Piéu nay cho
théy ho quan tdm hon dbi véi chuyén that, gida”, 6ng Ben Allen, Chu tich kiém CEO

ctia cong ty an ninh Kroll, cho b

Kement, & My, viéc kiém soat ho
]laap ky tré lai day. 10 nam trudc,

Theo t6 chirc Society for Hug b
so nhan vién ngay cang duoc thati
chi c6 khoang 2/3 s cong ty th ién ra soat tinh trung thuc trong hd so nhan vién.
Pén nay, ty 1 nay 13 96%.

Chuyén gia nghé nghiép Miriam Salpeter cho rang, kich ban xau nhét cua viéc ban
néi dbi trong ho so xin viée chinh 14 khi ban nhan dugc cong viéc do. R6t cuc, ban sé
bi phat giac. Va d6 1y do vi sao cic chuyén gia khuyén cao ngudi tim viée tuyét doi
khong “di dudng tat” bang cach néi doi.

DPéanh gi4d vé vu xi-cing-dan gian dbi bang cdp cua cuu CEO Yahoo Scott
Thompson, giéi phan tich cho rang, ich lgi cia viéc ong Thompson duoc ngdi vao ghé
CEO la khong thé “lai” dugc so v6i nhitng mat mat qua 16n vé do kha tin va uy tin cua
ong. Cai tén Thompson di bi nhiéu nguoi danh dong véi “ké dbi tra”.

4.3.8 Sau van dé “dang ngo™ trong CV

Trude khi ban nhan dugc 16 moi phong van, phong nhan sy s& “phan tich” ky
ludng hd so va lich sir nghé nghiép cia ban. Dudi diy 1a 6 van dé s& khién ho nghi

ngd kha ning ciia ban va 1o khuyén gitp ban giai toa méi hoai nghi do:

Cém nang cho ngwoi méi di 1am | Sau van dé “ding ngo” trong CV
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4.3.8.1 Banlam nhiéu cong viéc trong mét thoi gian ngin

Néu ban thuong xuyén “nhay viéc” trong mot thoi gian ngin, nha tuyén dung s&
thac méc liéu co phai ban 1a ngudi dé chan viéc, hodc khong du nang luc dé lam viéc,
hodc ban thuc su khong biét minh thich hop vai cong viée nao. Vi vay, khi dua ra 1y
do cho nhing lan thay d6i cong viéc, hiy cb ging giai thich hop 1y trong budi phong
van dé cac nha tuyén dung khong nhan dinh sai vé ban.

4.3.8.2 Ban bé cong viéc trudc

Hau hét moi nguoi déu c6 mot cong viéc mai trude khi quyét dinh nghi viéc & mdt
cong ty cil. Nhung néu ban khong nam trong sb nay, chic chan nha tuyén dung mudén
biét cau chuyén thuc sy cua ban 1a gi: Ban c6 mot ngay tdi té va quyét dinh ra di trong
gian dir? Ban cam thdy budn chéan trong cong viéc va ra quyét dinh mot cach bdc
déng? Hay ban thuc sy bi cho théi viéc nhung lai ) khéng dinh ban tu cho minh nghi
viéc? Hay ké mot cau chuyén phu hop dé thuyét phuc nha tuyén dung.

4.3.8.3  Ban bi sa thai

Trong khi rat nhi€éu nhan viégy cat gidm nhan vién hoac tai co

cau lai to chire, cac nha tuyén du cong ty st dung né nhu mot cai
¢ dé sa thai nhitng nhan vién yéllIn QM .éc mic trén, hiy nhdn manh viéc
cd nhém hodc cad mdt phong bi Cat giam khi giai tEch 1y do bi sa thai. Con néu chi
mot minh ban bi cat giam, cac nha tuyén dung sé& nghi ngo nhiéu hon.

4.3.84 Ban da that nghiép trong mét thoi gian dai

Véi tinh hinh kinh té khé khan hién nay, cac nha tuyén dung biét rang viéc bi that
nghiép trong mot thoi gian dai cling 1 diéu dé hiéu va Gmg vién can thoi gian dé tim
duoc cong viée tt. Tuy nhién, mdt vai nha tuyén dung van khéong khoi thac mic tai
sao cac cong ty khac khong tuyén dung ban. Do viy, ban can chi cho ho thay du
khong tim dugc viéc nhung ban da hoc dugc rat nhiéu diéu bo ich qua thoi gian tinh
nguyén, xay dung cac ki nang hay tham gia cac khoa hoc ngan han, di du lich.

4.3.8.5 Ban khong ghi tén nguoi quan ly trong hd so

Néu ban chi dé tén cac dong nghiép trong danh sach nguoi ching nhan, hodc dé
tén nhitng nguoi khong tryc tiép quan 1y ban, nha tuyén dung s& thic mic nguyén

nhan tai sao ban khong lam vay: Phai ching ban c¢6 mdi quan hé khong tét v4i sép?

CaAm nang cho nguwoi méi di lam | Bgn 1am nhiéu cong viéc trong mét thoi gian ngan m
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Hiéu qua cong viéc cua ban khong cao? Ai ciing biét quan 1y 12 ngudi nim rd chat
lwong cong viée, diém yéu cling nhu diém manh cua nhan vién.

439 Sau chiéu gitip ban c¢6 dwoc b hd so Iy twéng

4.39.1 Thai dp ding din

Tai sao nha tuyén dung co6 thé loai trir 50% ho so chi trong 2 giay? Diéu d6 dugc
quyét dinh boi thai d6 nghiém tic cua ban. Chi can nhin qua hd so ho biét dugc thai do
mong mudn phin cong viée ndy ciia ban dén mirc ndo. Néu ho so thiéu thong tin hay
thong tin so sai, sir dung ngdn nglt mang, giong van hoan toan la van noéi, cong thém birc
anh khong dung qui cach hay sy thiéu 16gic giita cac thong tin, tham chi ban bay to y
mudn lam bat cr viée gi mién 1a duogc lam viéc thi 1ap ttic hd so caa ban s& bi bo qua.

Chuyén gia kién nghi: Khi viét mot ho so, ban nén chon noi yén tinh va tao bd
khung cho hd so ctia minh. Ban mudn 1am cong vi¢c nhu thé nao? Loi thé cua ban 1a
gi? Ban c6 ké hoach phat trién ra sao? Khong nén bat dau bang viéc dién diy céc
thong tin kinh nghiém kin ho so. Hay dé nha tuyén dung phan doan ban thich hop véi
a téng két, dua ra mot su khéng

Kung cam nhan duogc thai do can

cong viéc nao. Diéu ban cén la
dinh va dap an c6 tinh két luan A
trong va nghiém tuc. :

4.3.9.2 Tap trung nhin h ky nang

Hau hét sinh vién méi tot nghiép con thiéu kinh nghiém thyc té, trong truong hop nay
ban can nhin manh chuyén mon hay nhiing k¥ ning pham cht ma ban cho 13 thé manh.

Néu ban dang (mg tuyén vao vi tri diéu dudng vién, hiy cho thiy thé manh noi bat
trong chuyén mon, ban st dung thanh thao cac loai may moéc nao, k¥ ndng cham soc
va diéu dudng ra sao, di timg nhan dugc giai thuéong hay ching chi chuyén
mon...Ngudi tuyén dung thong qua su mé ta s& hiéu duoc tinh hinh hoc tap 1y thuyét
chuyén nghiép cua ban. Néu ban chi dwa ra cic mén trong khéa hoc hodc gidi thich su
hiéu biét ctia ban vé nghé nghiép c6 nghia ban chua truyén tai dugc bat cir thong tin gi
hitu dung cho nha tuyén dung.

4.3.9.3  Giau kinh nghiém thye tién

Néu ban d3 c6 kinh nghi¢m thyc tap va cac hoat dong xa hoi khéc thi ban dang co
loi thé rat 16n, nhung vin chua du. Nhidu nguoi viét ra don vi thuc tdp va mé ta viéc

quan sat lam viéc khi thuc tap diéu nay khong gitip ich cho nha tuyén dung biét duoc
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rot cudc ban di lam va hoc duoc nhitng gi, ban c6 thu hoach hay kinh nghiém nao
khong? Chi viét ra sy mé ta vo hinh chung sy s& giam bét gid tri nghiém tac va thai do
thanh that cua ban.

Ban khong c6 co héi thuc tap, nhung ban tirng tham gia lam tinh nguyén hay tham
gia cac hoat dong tai truong hoc, kinh nghiém day kém...hdy cho doé la kinh nghiém
ma ban co.

4.3.9.4 C6 dinh huwéng nghé nghiép rd rang

Nhiéu nguoi tim viéc dd dua ra nhitng viéc khong hé lién quan dén cong viéc nha
tuyén dung dua ra. Chuyén gia s& ngay 1ap tic loai bé cac ho so chua xac dinh rd rang
cong viéc minh mubn lam, ho tin rﬁng mot ung ctr vién khong biét minh dang mudn
g tuyén cong viée gi hodc khong biét thé manh ban than & dau thi kho c6 thé phan
cong cong viéc. Ho ciing sé dé ching véi tng vién cho rang minh ¢6 thé lam moi viéc
nhung thyc té thi lam viéc gi ciing khong tot.

4.3.95 Kinh nghiém dwgc dao tao

Nhiéu g ctr vién da bd qugy dung khong quan tdm viéc ban

thuc su tham gia bao nhiéu khoa ’ po kinh nghiém, céi ho mudn biét
1a liéu ban c6 tich cuc theo dudi lng. Pua ra bat clr chting chi dao
tao nao ma ban c6 két hop cung tiéu nghé nghiep, mot 16p bdi dudng cé tinh muyc
tiéu voi nghé nghiép rat co thé sé tao co hdi cho ban phat trién cong viéc vé sau.

43.9.6 Tuw danh gia ban than véi nghé nghiép lwa chon

Mot ban tu danh gia ban than tuwong tuy nhu: tén toi la...dén tir...tr nho co thoi
quen...tinh cach huéng ndi, k§ ning giao tiép than thién, nhiét tinh, cé trach
nhiém...cho thdy su danh gia qua cht quan va khong thuyét phuc, hon nita méi tuong
quan v&i vi tri myc tiéu khong cao.

Nha tuyén dung hy vong thong qua viéc ty danh gia c6 thé biét duoc sy nam bat
ctia ban vé nghé nghiép, mic do hiéu biét vé ban than va liéu ban c¢6 nhitng pham chat
thich hop. Viéc tu danh gia kha ning phu hop véi cong viée, cho thiy ning luc

chuyén mon, thé hién sy tu tin s€ gitp ban nang cao diém s6 voi nguoi tuyeén dung.

Cém nang cho ngwoi méi di lam | C6 dinh hiréng nghé nghiép rd rang
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4310 8 nguyén tic cho tim viéc online

4.3.10.1 Ghé thim nhitng website 16n va thong dung vé viéc lam

Khi bat dau st dung internet dé tim kiém viéc lam hdy wu tién st dung nhiing
website 16n va thong dung nhu Vietnamwork.com, careerbuilder.com...Ly do 1a hau
hét nhitng nha tuyén dung déu tim nhirg nha cung cap dich vu 16n, uy tin dé dang tai
thdng tin tuyén dung. Ban van c6 thé sir dung nhiing trang thong tin tim kiém viéc lam
nho hon, tuy nhién mdt trang thong tin 16n gitp ban c6 tim nhin rong 16n hon, c6 diéu
kién so sanh va nhiéu su lya chon hon.

4.3.10.2 Mé rong vang tim kiém

Khi ghé tham cac trang thong tin tuyén dung, kha nhiéu nguoi gip phai mot sai lam
1a gi6i han su tim kiém cta minh trong nhiing cong viéc duoc dang tai trong vong vai
ngdy gan diy ma quén mat nhimg cong viéc duoc dang tai mot tuan tham chi 1 thang
trude d6. Thuc t& 12 mot vi tri tuyén dung c6 thé ding tai cach diy mot thang van c6 thé
con han ndp ho so, dic biét 1a nhitng cong viéc doi hoi nhidu k¥ nang kho. Hon nita khi
Q] K han ché su canh tranh, boi phén

t

ai. Luu y rang han ndp ho so dai

dé y dén nhiing vi tri dang tai k

g cong ty do.
4.3.10.3 Ghé thim website cua nha tuyén dung
Ngoai viéc tim kiém thong tin trén cac trang tuyén dung 16n, ban nén ghé tham cac

website ctia nhitng cong ty phi hop véi kha ning ctia minh dé xem thong tin tuyén

dung riéng ctia ho. Cac yéu cau va thong tin vé vi tri tuyén dung tai day thuong dugc
liét ké chi tiét hon. Ban c6 thé tim kiém thong tin lién lac ctia nguoi phu trach tuyén
dung dén duy tri méi lién lac thuong xuyén véi ho.
4.3.10.4 M6 rong co hoi

Ban ciing c6 thé sir dung cic trang thong tin tuyén dung nhu 1a mot bé phong
cho cac co hoi khac. Vi du khi ban nhin thay mét vi tri tuyén dung vuot qua nang luc
cua ban c6 hién tai nhung ban co thé dat duoc nod trong tuong lai, ban cé thé gui CV
cho nha tuyén dung, no6i rd mong muén duge lam viée tai cong ty va dé nghi ho xem

xét trong cac dot tuyén dung tiép theo.
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4.3.10.5 BDirng “rai” CV mot cach bira bai

Rét nhiéu website vé tim kiém viéc 1am hién nay cho phép nguoi lao dong giri hd
s0 t61 nha tuyén dung rat don gian - chi bang mot vai cai nhap chudt. Tuy nhién dimg
vi thé ma “rai” CV mét cach thiéu than trong theo quan diém: “duoc thi duge ch'fmg
dugc thi tho1”. Hay chin chu ban CV cta minh va lga chon mot vai vi tri va nha tuyén
dung phu hop v6i ning lyc cua ban. Ly do 1a ban CV cia ban s& khong thé duoc
“cham chit” mot cach tot nhat néu nhu ban “rai” né di nhu kiéu “rai truyén don”. Hiy
nhé rang giri mot ban CV chét luong dat hiéu qua hon nhiéu so véi viéc ban gui di chi
vi lay s6 lugng.

4.3.10.6 Dé y 16i chinh ta

Hoan thanh CV trén may tinh s& rat thuan tién nhung d6i khi thuong gip phai
nhitng 16i khong dang c6. Can than véi nhimng 15i chinh ta cling nhu ngir phap khi ban
g6 thong tin truc tiép trén cac mau CV online. Trong mot cudc khao sat nim 2007 tai
Anh, c6 d&én 63% nha tuyén dung noi voi website thong tin viéc 1am 16n nhat nudc

Anh CareerBuilder.co.uk rang i phap 1a mot trong nhiing 16i ho

thuong gap nhat d6i voi cac ung Wy than trong va kiém tra k§ cang

nhiing gi ban viét trugc khi gui di u.& thé mat diém vi nhiing sai 1am
khong dang co.

4.3.10.7 Can trong véi sép hién tai

Str dung may tinh va internet tai co quan hién tai dé tim kiém va lién lac v6i nha
tuyén dung méi 1a mot ¥ tuong kha mao hiém. Sép cta ban c¢6 thé sir dung cac phan
mém va k¥ thuat hién dai dé kiém soat nhitng website ban ghé thim va nhiing 14 thu
ban gui di. Néu ban mudn & lai lam viéc cho dén khi ban tim dugc cong viéc mai thi
hay cAn than véi nhitng hanh dong kiéu nay. T6t nhét ban nén thyuc hi¢n nhitng vi¢c
nay bang chiéc mdy tinh ca nhan tai nha.

4.3.10.8 Duy tri lién lac

Mot trong nhitng nguyén tic khi ban giri hd so online 13 ludn duy tri lién lac véi
nha tuyén dung. Tuy nhién phan 16n g vién lai quén mat diéu nay, ho chi giri CV di
va cho trong bi dong. Viét thu hodc goi dién dén nha tuyén dung khong chi 1a dé
khéng dinh ho di nhan duoc hd so ctia ban hay chua, ma quan trong hon doé 1a cach

ban tai khang dinh véi nha tuyén dung ring ban rat quan tim dén vi tri ma ho dang
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can. Pung lo ling rang ban dang lam phién nha tuyén dung. Thuc té khéng c6 miy

nha tuyén dung nghi rang d6 1a mot lam phién phirc.
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5. KY NANG LAM VIEC NHOM

5.1 Tong quan vé nhém

5.1.1 Khai niém nhom

Trong x& hoi loai nguoi nhdm hinh thanh rat sém. Tir thoi tién sa, con nguoi
muén ton tai can hinh thanh cac nhom. Nhém dé chéng thi dit, nhom dé cung san ban,

xay dung chd & chéng choi véi thién nhién. ..

Tir nho chung ta di song trofis.gingil ban bé cling xém, cung lép hoc,
cuing lta tudi...cho dén khi trudg am viéc chung ta da vo tinh hay
c6 y thirc tham gia vao rat nhiéu B8O hung ta chua tu hoi vay thi ta s&
hoa minh vao nhém nhu thé nao dé lam viéc hiéu qua nhat. Va nhom ciing da 1am gi
gilip cho ching ta va gidp nhém hoat dong hiéu qua. Do dé nghién ctu, hoc tap veé
dong thai nhom rat quan trong. Tir dau thé ky 20 di c6 nhiéu nghién ciu vé nhém
trong san xuat cong nghiép, anh huong cua né téi nang suat lao dong cua ting nguoi
va nhom nguoi ciing nhu tac dong thay d6i hanh vi, ang xtr ciia ca nhan. Nhiing phét
hién caa cac nha x& hoi hoc Au-My cho thay nhom c6 tac dong tich cuc va ca tiéu cuc
dén moi mat hoat dong xa hoi: giéo duc, san xuat, nghién ctu ... Do d6 moi ngudi can
duoc trang bi nhitng kién thizc va ki nang vé nhom va lam viéc nhom.

Ngay nay, séng trong xa hoi cong nghiép, mdi ca nhan hoat dong trong mot sb
nhém. Céc td chire cling tim cach huy dong téi da kha ning lam viéc va sang tao cua
cac nhom trong to chirc caa ho. Cac nhdm du an duoc thanh 1ap nham phat huy téi da
nang luc canh tranh trong san xuat, sng tao san pham méi, mau ma moi. Ngudi ta coi
cac nhom lam viéc 1a nhan té co ban 1am nén vén nhan lyc trong mot t6 chic. Nghién

ctru V& nhom 1am viéc cang tro nén quan trong va buc thiét.

Cém nang cho nguwoi méi di lam | KY NANG LAM VIEC NHOM



Suu tam & Bién tdp ©2014Minh Khai Hoang/ minhkhaihoang@gmail.com

Nhitng kién thtc va hiéu biét vé hoat dong nhoém do d6 khong nhitng can cho cac
nha hoat déng x& hoi, vin héa, cong tac thanh thiéu nién, cac nha gido duc, nhan vién
cac dy an phat trién ma con rat can cho moi nguoi trong cac linh vuc cong ndng
nghiép san xuat ra cua cai vat cht.

Vay nhom 1a gi? Nhém 1a tdp hop nhiéu nguroi cling c6 chung muc tiéu, thuirong
xuyén twong tdc véi nhau, méi thanh vién cé vai trd nhiém vu rd rang va co cac quy
tic chung chi phéi lan nhau.

C6 thé chia ra thanh nhom chinh thic va nhdm khéng chinh thirc. Nhém chinh
thizc 1a nhom dugc hinh thanh xuat phat tir nhu cau ctia mot to chuec, trén co sé quyét
dinh cua t6 chirc 6. Nhoém khong chinh thtc 1a nhdm hinh thanh ty nhién tir nhu cau
ctia mdi thanh vién cia nhdm , thi du nhu nhém ban bé ¢6 cling sé thich, nhom nguoi
c6 cung mdi quan tdm...Trong mot to chic thudng ton tai ca nhom chinh thic va
nhoém khong chinh thic. Thoi gian ton tai cia nhém ciing 1a mét yéu té quan trong.

C6 nhém ton tai sudt thoi gian ton tai cua té chic. CO nhdm ton tai theo ting du an.

Nhom 1a tdp hop nhiéu ngueoi ¢ f“?
e

nhau, méi thanh vién c6 vai tro j§ T QUIIE E c6 cac quy tac chung chi phoi

C6 nhém lai chi hoat dong trong thoi gian ngan tinh bang phut nhu cac nhém thuc

‘éu, thuong xuyén tuong tdac voi

lan nhau.

hién cac bai tap , tro choi trong cac budi tap huan...Cac nhom du &n I1a cac nhém 1am
viéc, n6 1a tap hop nhitng thanh vién c6 nang luc 1am viéc b tro cho nhau, cing cam
két thuc hién muc tiéu chung, gin véi muc dich cua té chac .

Mot trong nhitng yéu té quan trong nhat ciia nhém 1a phai ¢6 muyc tiéu nhém. Muc
tiéu chung (hay muc dich) ctia nhém phai cu thé, rd rang. Muc tiéu nay phai duoc cac
thanh vién nhdm hiéu rd va cing cam két thyc hién. Muc tiéu xuyén subt qua trinh
hoat dong cua nhom , nhung ciing ¢6 thé diéu chinh thay d6i dé phu hop mai truong
ma nhom ton tai. Tuy nhién myc tiéu ting thanh vién, myc tiéu cia nhém phai pha
hop v&i muc tiéu cua td chic.

Yéu té thu hai cia mot nhém 1a cac thanh vién phai tuong tac, lién hé, giao tiép
v6i nhau thuong xuyén. Tiép xtc va tuong tac s& lam anh huong 13n nhau giira cac

thanh vién va tac dong anh huong nay lam nén dong luc phat trién nhom: co thé tich

CAm nang cho nguoi méi di lam | Khai nigm nhom m



Suu tam & Bién tdp ©2014Minh Khai Hoang/ minhkhaihoang@gmail.com

cuc hoac tiéu cuc.

Yéu té thir ba 1a cac quy tic nhém. Nhom phai xay dung duoc quy tic, quy dinh,
noi quy ctia nhom dé sao cho nhdém hoat dong hiéu qua. Pay 1a nhitng quy tac chinh
thirc. Trong nhém con ¢6 nhirng quy tic ngam khong cong bd nhung ciing ¢ hiéu lec
khong kém phan quan trong. Quy tic ngam cé mat tich cuc va mat tiéu cuc.

Yéu t6 cudi cung la vai tro, trach nhiém rd rang cua cac thanh vién trong nhom.
Nhom chi hoat dong hiéu qua khi cac thanh vién duoc biét rd nhiém vy, phi hop ning
lyc cuia minh, khdng chong chéo, giam dap Ién nhau.

Nhom 1am viéc duoc thanh lap dé giai quyét va thuc hién cong viéc nao dé co
muc tiéu rd rang ma mot ca nhan khong thé hoan thanh . Néu nhitng cong viéc don
gian, c6 thé giai quyét boi 1 ca nhan, khong doi hoi phai phdi hop, khéng can phdi
hop nhiéu k§ nang thi khong can thiét tgi thanh 1ap nhom.

5.1.2 Loi ich ctiia lam viéc nhom

Lam viéc theo nhom 1a xu huéng chung cua cac t6 chuc, doanh nghiép, cong ty

trén thé gioi. Tai sao vay? Mot c diém g2 b thé ly giai xu hudng nay.
@
4

- Lam viéc theo nhom tao suat va hiéu qua cua cong Viéc.

Nhiéu nghién ctru da chitng minh riigy | SGAeHaL lém nang suat va hiéu qua caa moi
c4 nhan cao hon hin nang suét va ficu qua trung binh!ﬁa mdi c& nhan khi lam viéc riéng
l&. Vi trong nhém, khi 1am viéc cac k§ nang va kinh nghiém b trg 1an nhau.

- Lam viéc theo nhdm cé thé giam dugc mot sé nhan sy, khau trung gian nén
linh hoat hon. Vi linh hoat nén to chirc dé thay d6i dé doi pho véi thay doi ciia moi
truong, ndm bit co hoi va giam thiéu nguy co.

- Nhoém c6 thé tao ra méi trudng l1am viéc ma céc kién thirc va kinh nghiém cua
cac ca nhan bo tro cho nhau, cac quyét dinh dwa ra toan dién va phd hop hon.

- Nhom lam viéc c6 da kha niang hoan thanh mot dy an hoan chinh trong khi moi
ca nhan chi c6 thé hoan thanh mét phan viéc. Nhom c6 thé tan dung nhitng gi tot nhat
ctia mdi ca nhan trong cong tac chuyén moén va ca ngoai chuyén mén. Cac thanh vién
tu r(t ra nhitng gi tot nhat dé hoc hoi 13n nhau, cai thién thai do va ang xu caa minh.

Nhom 1am viéc hiéu qua 1a nhdm hoi tu mot sé dic diém co ban nhu cac thanh
vién hiéu rd ly do ton tai cua nhém; cac nguyén tic va quy ché duoc thao luan, dong

thuan; thong tin trong nhoém thong dat; cac thanh vién hd trg nhau; c6 nhitng quy tic
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kiém tra, danh gia, khen thuong 16 rang. Dé ¢ nhitng dac diém trén nhom phai giir
gia tri can ban cua nhém, lay d6 lam dinh huéng hoat dong cia minh chir khdng phai
1a thi hanh theo chi thi cap trén. CAc nhiém vu cta ca nhan va nhom duoc néu rd bang
cac muc tiéu (SMART). Nhém phai phdi hop 13n nhau, sang tao. Tuy nhién nhitng dic
diém trén khong phai 1a ¢6 ngay ma phai hinh thanh xay dung dan dan trong cac giai
doan phét trién cua nhom.
Tac dong t6i sy 1am viéc hiéu qua cua nhém 1a cac yéu té bdi canh, quy md

nhom, su da dang cua thanh vién nhém, cac chuan muc nhém, lanh dao. ..

513 Phan loai nhom

5.1.3.1 Cac nhém chinh thirc

Céac nhom chinh thac 1a nhitng nhdm ¢ t6 chitc. Chung thuong ¢b dinh, thuc hién
cong Viéc co tinh thi dua, va ¢ phan cong rd rang. Ho ¢d cling chung tay nghé chuyén
mon dé giai quyét cac van dé va diéu hanh cac dé an. Cac nhém & moi cap do duoc to
chuc theo chuyén mdn va mang tinh chat lau dai dé dam duong cac muc tiéu chuyén
[ nhitng y kién chuyén mén theo

biét. Cac nhdm chirc nang chinigthire thugng

)

cac linh vuc riéng cua ho.

5.1.3.2 Cac nhom khong

Nhitng nhém ngudi nhom lai Vi nhau thét thuong dé 1am viéc theo vu viéc c6 tinh
chat dac biét nham giai quyét nhiéu nhu cau, nhu: cac nhém thuc hién theo du &n theo
thoi vu, cac nhom linh dong ban thao chién lugc hay can dan xép tirng vu viéc, cac nhom
néng can van dung tri tu¢ cho nhitng dé &n can nhiéu sang tao, nhitng luc luong dac
nhiém tam thoi giai quyét gap rit nhiing van dé dic biét trong thoi gian ngén.

5.1.3.3  So sanh cac nhom chinh thirc va khong chinh thirc

Nhom cang chinh thirc cang can duoc huan luyén vé kha ning lanh dao cua n6 vé
cac mat nhu: cac quy tic cua cong ty va cac quy trinh phai tuan theo, thuc hién cac
bo céo, ghi chép tién do, va cac két qua dat duoc trén co sé thong Ié. Ciing thé, cac
nhom khong chinh thic tuan theo nhitng quy trinh that thuong. Nhitng y kién va
nhitng giai phap c6 thé dugc phat sinh trén co so tly thoi va cac quy trinh ly nghiém
ngat hon. Tuy nhién, can nhé 13, du chinh thac hay khéng chinh thtc, viéc 1anh dao

nhom ludn phai huéng vé cac thanh qua va cé sy phdi hop giita cac nhdm véi nhau.

CaAm nang cho nguoi méi di lam | Phan logi nhém m



Suu tam & Bién tdp ©2014Minh Khai Hoang/ minhkhaihoang@gmail.com

5.1.3.4  Viéc lya chon cac thanh vién cho nhom

M6t trong nhitng bi quyét dé 1anh ddo nhom thanh cong 1 cin trong can dbi cac
k§ ning cta cac thanh vién caa nhom theo loai nhiém vu dugc yéu cau thuc hién.
Chang han, néu viéc tiép thi san pham doi hoi nhitng y kién mai, thi moi ngudi ¢ lién
déi chirc ning vai nhau, s& phai cing nhau dé cung nghién ctru dé an tir cac goc canh
khac nhau. Nhung néu can kién thirc chuyén mén, ltc 4y phai tuyén chon nhan vién
thém cho nhom, va cé khi phai thay thé nhitng vai trd khong con can thiét nira.

Nhitng diém can ghi nho-

- M@t thanh vién caa nhdm ludn 1a mot ca nhan, lubn can duoc dbi xir thong nhat;

- Céc nhém c6 lién d6i chirc niang can mang lai co hoi dé nguoi trong nhém hoc
hoi vé cac vai tro va cdng viéc cua cdc nhdm khac;

- Céc nhdm lién vu can pha bo nhirng rao can vo ich, co hai;

- Péi khi cac nhom chinh thic can céc yéu té khong chinh thic (bat thuong) dé

kich thich va tai tao sinh luc cho hoat dong cua ho;
: ke thong tri;
huéng vé cling muc tiéu.

phat trién cﬁa!}@t nhom cé 5 giai doan: Hinh

- Nhém sé& vo nghia néu még thanh viég

, )
- Tat ca cac thanh vién cua {1 1

5.1.4  Phat trién nhém

Thong thuong, nguoi ta coi
thanh, Xung dot, Binh thudng hda, Van hanh va Két thic

- Hinh thanh 14 giai doan nhom duogc tap hop lai. Moi ngudi déu rat gitr gin va
rut ré. Su xung dot hiém khi dugc phat ngdn maot cach truc tiép, chu yéu 1a mang tinh
chit c4 nhan va hoan toan la tiéu cuc. Do nhédm con méi nén cac ca nhan sé& bj han ché
boi nhitng y kién riéng cua minh va nhin chung 1a khép kin. Piéu nay dac biét dung
d6i voi mot thanh vién kém quan trong va lo au qua. Nhém phan 16n ¢ xu huéng can
tré nhitng ngudi noi troi 1én nhu mot nguoi 1anh dao.

- Xung dot 1a giai doan tiép theo. Khi d6, cac bé phai duoc hinh thanh, cac tinh
cach va cham nhau, khéng ai chiu l0i mét bude trude khi gio nanh mua vudt. Diéu
quan trong nhat la rat it sy giao tiép vi khong c6 ai lang nghe va mot sé ngudi van
khong san sang noi chuyén coi mo. Su that 13, sy xung dot nay duong nhu 1a mot thai
cuc dbi voi nhoém 1am viéc cia ban nhung néu ban nhin xuyén qua cai bé ngoi tir té va

thiy dwoc nhitng 161 mia mai, cdng kich, &m chi, c6 thé birc tranh s& rd hon.
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- Giai doan binh thuong hda: O giai doan nay, nhém bat dau nhan thay nhiing lgi
ich cua viéc cong tac cung véi nhau va su giam bét xung dot noi bo. Do mét tinh than
hop tac mai hién hitu, moi thanh vién bit dau cam thay an toan trong viéc bay to quan
diém cua minh va nhitng van dé nay dugc thao luan cai mo bén vai toan b nhém. Sy
tién bo 16n nhat 1a moi ngudi ¢ thé bat dau lang nghe nhau. Nhitng phuong phap lam
viéc dugc hinh thanh va toan b nhom déu nhan biét dugc didu do.

- Giai doan hoat dong trdi chay: Day la diém cao trao, khi nhém lam viéc da on
dinh trong mot hé théng cho phép trao ddi nhirng quan diém ty do va thoai mai va co
su hd tro cao d6 ciia ca nhom ddi véi mdi thanh vién va vai cac quyét dinh cua nhom.

- Giai doan Két thuc: Giai doan nay cic thanh vién dd hoan thanh muc tiéu
chung (hoac khdng hoan thanh muc tiéu nao ca). Cac thanh vién it phu thuéc vao
nhau. Nhiém vu hoan thanh thi nhdm sé& két thdc vai trd (cac nhém nghién ciu, nhém
du an thuong két thiic nhu vay), xay dung hoac tap hop thanh cac nhdm méi véi muc
tiéu mai. Hoat dong ciia nhom thuong duoc giam sat va danh gia dé rat kinh nghiém

va bai hoc cho cac nhém khac,

Theo khia canh hoat dong, @Muc do hoat dong nho hon murc

hoat dong cia moi ca nhan congll .1th giam xudng diém thap nhat
trudc khi chuyén sang giai doan Binh thuong hoa va sau do la mot mirc do hoat dong
cao hon nhiéu so véi lGc méi bat dau. Chinh mac do hoat dong duoc nang 18n nay Ia
ly do chinh giai thich cho viéc sir dung nhom lam viéc chir khong phai don thuan Ia
nhitng tap hop cac nhan vién.

5.2Hoat dong nhém

5.2.1 Cac hoat dong trong nhom

Nhom 1a tap hop nhiéu nguoi do d6 ludn c6 nhirng thanh vién méi véi thanh vién
cil, c6 quen nhau tir trudc hodc hoan toan chua quen nhau. Nguoi trudng nhoém ludn
phai giai quyét nhiéu van dé vé doan két, tranh chap, xung dot, ra quyét dinh, hai hoa
cac chirc nang cua nhoém. Céc thanh vién ciing can hiéu rd ca dong thai cia nhom dé
xay dung nhom lam viéc. Nhém mudn van hanh hiéu qua thi can lam tét céc hoat
dong sau:

- Hgi nhdgp thanh vién mgi vao nhém. Kho khan ludn xay ra khi nhdm mai thanh

lap hoac co thém thanh vién mai nhap vao nhom. Thanh vién méi cling phai tu minh
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giai quyét van dé hoi nhap. Cac thanh vién méi cé thé thuoc mot trong ba dang chinh
nhu nguoi thich tranh cii, ngudi tét bung hoic ngudi c6 Iy, ba dang nay déu gay kho
khan cho qua trinh hoi nhap. Nguoi thich tranh ci hay phan ang lai moi van dé&, mudn
khing dinh sy ndi troi cia minh trong nhém. Ngudi tét bung thi c6 thai d6 phu thudc
ngudi khéc, ludn mudn tim phe nhém dé dya, so hdi nhitng diéu bat ngo, nhu cau an
toan cao. Nguoi ¢ Iy thi lo 1ang vé nhu cau cd nhan cia minh trong nhoém, budng
binh khi hda hop nhu cau c4 nhan va dinh huéng cia nhom.

- Lanh dao nhém lién quan dén nhiém vy va cac maéi quan hé. Bé dat duoc ning
suat trong 1am viéc nhom thi phai théa man hai nhu cau: nhu cau lién quan dén nhiém
vu va nhu ciu lién quan dén cac méi quan hé. Hai nhu cau nay toan thé thanh vién
nhom va lanh dao nhdm phai ciing phan dau dé théa man. Cac cong viéc gom néu ra
tat ca cac y kién, tim kiém théng tin, 1am sang to cac nhiém vu, 1am rd va tém tat noi
dung céac cudc hop nhdm, thao luan nhém, khuyén khich cac thanh vién, dung hoa su
khéc biét, taing cuong giao tiép, khuyén khich tham gia, tranh cac thai do gay réi. ..

- Vai tro trong nhom va su iz

lam viéc cac thanh vién lubn cé
Mot vai tro va muén ngudi khac cil Néu vai tro khong ro thi sé dé gay
hiéu 1am, mat doan két anh huong [l 8l Cic thanh vién ciing mong mudn
duoc biét ngusi khic chd doi gi & ca nhan d6. Khong nen dé vai trd cia ngudi ndy qua
nhiéu (qué tai) va nguoi khac thi qua it. Xung dot vé vai tro ¢d the xay ra boi ca nhan véi ca
nhan , bai ca nhan vai tap the, boi chinh ca nhan véi vai trd cua anh ta.

- Cé&c chuan mye, quy dinh cia nhom. Pay 1a cac quy ché, quy taic ma nhom ty
dé ra dé cac thanh vién theo d6 ma thuc hién. Cac chuan muc cua nhom rat quan
trong, n6 cho phép cac thanh vién trong nhém nhan cac thdng tin phan héi tich cyc.
Céc chuan muc duoc xay dung cd sy tham gia, sao cho muc tiéu caa nhoém duogc thyuc
hién mot cach tot nhat.

- Sw gan két trong nhom. Su gan két trong nhoém lam cho nhém hoat dong hiéu
qua va bén vitng. Cac thanh vién cang tu hao vé minh duoc tham gia nhém thi sy gan
két trong nhom cang cao. Nhu vay cac thanh vién ciing nhu trudng nhém phai l1am sao
cho nhom dang tu hdo vé cac cong viéc 1am. Truéng nhém va céc thanh vién can phan
dau dé co sy gan két trong nhom cao va sy tuan theo chuan muc cia nhom ciing cao,

dé hinh thanh nhom 1y tuéng, ¢6 hiéu suat 1am viéc cao.
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522 Théng tin trong nhém

Théng tin trong nhdm rat quan trong , né nhu 13 cac mach mau nuéi dudng co thé
nhém. Théng tin rd rang, chinh xac thi moi nguoi s& hiéu nhau va hiéu nhiém vu dé
hop tac v6i nhau. Thong tin ¢6 nguon phat ra va cé noi tiép nhan qua mot kénh truyén
nao dé, rdi lai phan hdi lai noi phat thong tin. Co ché nay phai théng sudt trong nhom.
Qua trinh thong tin ludn tiép dién khong ngung.

Trong nhém thi thong tin xay ra giira c& nhan méi thanh vién véi nhom truong va
nguoc lai, cac thanh vién vdi nhau va nguoc lai.

Thong tin dugc truyén boi cac kénh truyén théng tin. Cac kénh nay nhu néi, viét,
ngdn ngit co thé (dong tac tay, chan, nét mit...)

Khi thong tin thi c6 nhitng rao can cua thong tin. CAc rao can nay lam han ché
hoac triét tiéu thong tin ma moi thanh vién muédn giri cho nhau va muén nhan dugc.
Do d6 mudn nha thong tin tét thi ching ta phai rén cac ky niang truyén théng tin va

nhan thong tin. Cac k¥ nang nay s& dé cap dén trong phan k¥ nang giao tiép”.

523 Thao luan va ra q@
fu. Rat nhiéu cbng viéc can phai
g: dinh. Cho nén di t6i quyét dinh
0

. Qué trinh ra quyét dinh co su

Nhom 1a mot tap thé 1am vied
duoc cung ban bac, thao luan va ¢l
dinh cudi cung Ia nhiém vy rét quan trong cia nh
tham gia c6 nhiing dic trung riéng ma mdi ca nhan trong nhdm can phai hiéu dé lam.
Dé ra quyét dinh c6 thé theo mot sb cach sau:

- Ra quyér dinh theo kiéu tho o mot ngudi nao d6 dua ra y tuéng, cac thanh vién
khac khong quan tim va do d6 quyét dinh dugc nhanh chong théng qua. Theo kiéu
nay mot so y twong hay khac khong dugc phan tich va bi bé qua.

- Ra quyét dinh tir trén xuong: Theo kiéu nay nguoi 1anh dao nhdm hay cip cao hon
chi can phé bién, théng bao, nhan danh ca nhdm théng qua ma khong qua thao luan. Ra
quyét dinh kiéu nay nhanh chong, nhung ciing nhu kiéu trén c6 thé nhiéu y kién hay khéac
bi bo qua. N6 tré nén xau néu ngudi ra quyét dinh c6 qué it théng tin, chu quan va doc
doan. Khi thuc hién quyét dinh s& xay ra van dé khac khong ludng trudc.

- Ra quyét dinh theo kiéu thiéu sé: Cach nay mot hoic mot vai ca nhan goi y roi

thiic giuc, ép moi ngudi theo y kién minh. Khuyét diém cia cach nay ciing nhu trén.
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- Raquyér dinh theo nguyén tdc da so: Theo cach nady mang danh dan chu qua bo
phiéu hoic gio tay tan thanh 13y sé dong. Quyét dinh s& thong qua nhung khéng phai
tat ca cac thanh vién déu hai 10ng. Mot s6 khong hai long s& 1am anh huéng dén chat
lwong, hiéu suat céng viéc. Nguy co trong nhoém s& kéo bé canh dé ldy phiéu ap dao
cho quyén loi caa mot nhém nao do.

- Ra quyét dinh theo nguyén tdc dong thudn: cach nay chi ra quyét dinh khi da
thao luan ky moi y tuang, khéng bo qua v kién nao ké ca céc y kién trai nguoc. Quyét
dinh duoc ra khi c6 da s tan thanh nhung thiéu s6 khac ciing dugc nghe, dugc phan
tich va co y kién cua minh. Kiéu ra quyét dinh ndy mat nhiéu thoi gian nhung sé& tién
ti dan s dong thuan hoan toan — 1a Iy tuong ddi véi tién trinh ra quyét dinh.

Dé ra quyét dinh cac thanh vién can duoc biét nhitng kho khin va thuan loi khi ra
quyét dinh, nhat la quyét dinh c6 su dong thuan, co sy tham gia. Nhiing thuan lgi &
day c6 thé 1a nhdm c6 nhiéu hiéu biét, cd nhiéu lya chon hon mot nguoi. Nhém mot
khi déng thuan thi c¢6 dong luc cing thuc hién quyét dinh. Kho khan 1a ¢6 mot sb

thanh vién nhu bi bat phai dong § bing, c6 thé c6 bé phai va ap daty

quyét dinh va c6 thé mat co hoi.
o ® |7 lhia 1a doan két qua thiéu dan tu

o

duy phé phan. Tham gia trong n 0m 1au nén cac t&nh vién gan két , khong con san
sang phé phan y twong cua thanh vién khac. Can phat hién som tu duy nhom va co
bién phap phong trur.

Pé ra quyét dinh cac thanh vién va nhat 1a nhom truéng can c6 cac ky nang phat
huy ¥ tuéng cac thanh vién khi thao luan, ban bac va ra quyét dinh. Cac ky ning nay
nhu phuong phap dong ndo, cy van dé, phuwong phap Delphi (dung bang hoi gui
trrdc), thao luan nhom, dong vai chau ca...

524 Cac vai tro trong nhom

5.24.1 Nguwoilanh dao nhom

(Tim kiém céc thanh vién méi va nang cao tinh than lam viéc)

- Kha nang phan doan tuyét voi nhitng nang luyc va cd tinh cua céc thanh vién
trong nhom.

- Gioi tim ra cac cach vuot qua nhitng diém yéu.

- CO kha ning thong tri hai chiéu.
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- Biét tao bau khong khi hung phéan va lac quan trong nhom.

5242 Nguoigopy

(Giam sét va phan tich su hiéu qua lau dai cza nhoém)

- Khéng bao gio thoa mén véi phuong sach kém hiéu qua.

- Chuyeén vién phan tich c4c giai phap dé thiy duoc cac mat yéu trong do.
- Luén doi hoi su chinh Iy céc khuyét diém.

- Tao phuong sach chinh ly kha thi.

5.2.4.3 Nguoibo sung

(Pdam bao nhdém hoat déng troi chay)

- Suy nghi ¢6 phuong phap nham thiét 1ap biéu thoi gian.

- Ludng trudc nhitng tri tré nguy hai trong lich trinh [am viéc nham tranh ching di.
- CO tri luc va mong mudn viéc chinh dbn cac su viéc.

- CO kha nang hd tro va thang vuot tinh chi bai.

5.24.4 Nguoi giao dich

(Tao mai quan hé bén ngoai

- Ngudi c6 ngoai giao va phil yu cau cia ngudi Khac.
- Gay duoc sy an tam va amiigl. G '

- Ném bt dang muc toan canh hoat dong cua Hém.

- Chin chan khi xu 1y thong tin, dang tin cay.

5.2.45 Nguoi diéu phoi

(Ldi kéo moi nguoi lam viéc chung Véi nhau theo phwong dn lién két)

- Hiéu nhitng nhiém vu kho khén lién quan t6i noi bo.

- Cam nhan duoc nhitng uu tién.

- Co6 kha nang nam bét cac van dé clng luc.

- CO tai giai quyét nhitng rac rbi.

5.2.46 Nguoitham gia y kién

(Giir vieng va khich 1¢ sinh lwc @i méi cua toan nhém):

- Luén c6 nhitng y kién lac quan, sinh dong, tha vi.

- Mong muén duoc ling nghe y kién cua nhitng nguoi khéc.

- Nhin cé4c van d& nhu nhitng co hoi cach tan day trién vong chir khong Ia nhiing

tai hoa.
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5.2.4.7 Nguwoi giam sat

(Bdo dam giit vitng va theo dudi cac tiéu chudn cao)

- Luén hy vong vao nhiing goi y day hta hen.

- Nghiém tuc, d6i khi con can to ra mé pham, chuan muc.

- Phan doan tot vé két qua cdng viéc cia moi ngudi.

- Khéng chan chir dua véan dé ra.

- CO kha nang khen lao va tim ra sai sot.

5.3 K¥ ning lam viéc nhém

53.1 Giao tiép trong nhém theo quy tic Hourensou ( Nhit Bin)

5.3.1.1  Quy tic HourenSou la gi?

Truéc hét, c6 thé hieu Hourensou la quy tic giao tiép co ban giira cac thanh vién
trong nhom.

- Hou (¥R) 1a viét tat cia Houkoku (¥8%5): co nghia 14 bao céo.

- Ren (&) la viét tat cia Renraku (ZE#&): c6 nghia 1 lién lac.

- Sou (#8) la viét tat cua S a 1a ban bac.

Hiéu don gian theo ngén ng g0 cao — Lién Lac — Ban Bac.
5.3.1.2 Hourensou nhu thé2

a. Bao cao (Houkoku — #F&):

Thuong 6 mot sy khac biét nho gitra ky su nguoi Viét va nguoi Nhat (noi rong la
ngudi nudc ngoai) trong 1am viéc nhom. D6 13 khi duoc nhém truong giao cho mot phan
viéc trong toan bo cong viéc ciia ca nhom. Pon gian 1a mot module trong nhiéu module
ma nhom phai ciing nhau hoan thanh trong maot thoi han nhat dinh. Thuong thi khi 1am
phan viéc cua minh, khi gap van dé kho khin, nhat 1a nhitng vin dé mang tinh ki thuat, k§
s nguoi Viét thuong cd gang giai quyét van dé do mot minh. Cach lam viéc d6 hoan
toan khdng x4u, nhung néu vain dé kho do, khi khong thé giai quyét duoc, dén séat han
dinh giao san pham cho khach hang, mot module chua duoc hoan thanh, thi ca nhém bi
dinh tré hoan toan, trong tinh hudng d6, cac thanh vién khac trong nhom cing giup d&
thao g& kho khin, thi c6 thé 1a da qua mudn dé cau van tinh thé. Vay nén, thuong khi gap

van dé kho giai quyét, thi quen caa mot ki su phan mém 1a:
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- Ngay lap tic bao cao cho nguoi lanh dao ¢ quan hé gan nhat (trong nhom thi
tryc tiép lanh dao 1a nhém truéng).

- BA&o c4o ngan gon tinh hudng dang gap phai, tinh trang cua van dé.

- Huoéng giai quyét van dé dang gip phai: dang xir Iy nhu thé nao, xu 1y dén
dau.... Néu c6 nhiéu huéng giai quyét thi bao céo lai dé cap trén lua chon hudng giai
quyét tét nhat, va ca nhom sé theo hudng giai quyét do.

b. Lién lgc (Renraku — Z#%):

Van tiép tuc tinh hudng trén. Thuong thi khi ban gip phai van d¢, dong thoi véi
viéc béo cao vai cap trén, ban ciing phai lién lac véi cac bén lién quan dé ho co thé
nam duoc tinh hinh cdng viéc ban dang lam. O day, ngoai viéc bdo cao véi nhom
treong, nguoi k§ su thuong lién lac véi cac thanh vién khac trong nhom dang xay
dung cac module khéc lién quan téi module dang gap van dé, dé ho c6 thé nam duoc
tinh hinh, va gop y giai quyét van dé d6. Thuong viéc lién lac ¢ day c6 ndi dung tuwong

tu véi viéc bao cdo. Néu trong qua trinh giai quyét van dé, viéc lién lac ca nhan giita 2

nguoi (lién lac 1-1) va gitra ca nf khéc trong nhém (1-n), c6 thé la
nhitng trao doi véi nhirng noi dug q

c. Ban bgc (Soudan — #7:): |i§

Khi di bao c4o tinh hudng, lién lac v&i cac bén lién quan, van dé chua duoc giai
quyét, hay chua c6 cach giai quyét on thoa, ca nhom ldc nay sé hop nhau lai, tryc tiép
ban bac va dua ra phuong an tét nhat dé giai quyét van dé, va tiép tuc hoan thanh céng
viéc chung. Chi tiét vé viéc ban bac hay giai quyét van dé thi c6 I trong bai viét nay
khong thé néi hét. Céac ky thuat, kinh nghiém ban bac, giai quyét van dé theo nhém co
thé duoc linh hoat p dung trong nhiéu tinh hudng khac nhau (ti s& cé gang tim hiéu
va trao ddi voi cac ban & cac bai viét trén blog).

Sau mot thoi gian duoc dan dat 1am viéc trong nhom (mot sé project nho vé IT, va
cac hoat dong khac), tiép xdc vai quy tic nay, gitra Bdo cao — Lién lac — Ban bac
khéng phai luc nao ciing phai hoan thanh tat ca cac budc, hay theo trinh tu ciing nhic,
ma c6 thé linh hoat ap dung. C6 thé don gian, khi gap van d¢, ban béo cao ngay cho
nhom trudng, dua cach giai quyét, néu hop ly, nhém truong dong y, ban giai quyét
van dé d6 ludn. Hay chinh trong khi bao céo, ban va nhom truéng trao doi, d6 ciing

chinh 1a ban bac. Va c6 thé ngay trong khi bao cao, ban da dong thai cho céc bén lién
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quan biét qua bao cdo cua ban voi nhoém treong, vo hinh chung ban di lién lac véi
nhitng nguoi ddng do6i cua ban trong nhom.

5.3.1.3 M@t s6 diéu lwu y vé Hourensou

Diéu lam nén tinh hiéu qua cua quy tic Hourensou, chinh 1a viéc ban béo céo van
dé mot cach nhanh chong, va ca nhém biét dugc cong viéc ban dang lam. Vay nén,
khi 1am viéc nhém clng nhau, c6 1& diéu tién quyét d6 1a viéc ban théng bao cho
nhom truéng, ciing nhu cac thanh vién khac vé van dé ban gap phai trong thoi gian
sém nhat. Giir lai van dé dé giai quyét mot minh khéng phai 12 y kién hay trong xu thé
hién nay (y kién chi mang tinh ca nhan).

Chinh viéc ca nhom déu biét tién trinh cong viéc dang 1am, dan toi viéc ca nhom
c6 thé cung nhau d6i huéng, dua ra nhitng phuwong phéap giai quyét van dé tét hon mot
cach dé dang va an khop.

Viéc béo c4o, lién lac trong nhém nén ngan gon, va tuan theo quy tic SW1H d6 la:
What, where, when, why, who va How. Nhu thé cac thanh vién ctia nhom sé& dé dang
bao quat vin dé va hudng di mobgach nhan

Trong nhom co thé thong nh ﬂ '

ép chung, hay cdng cu ghi chép
chung (vi du so @6 tu duy — Mind it WQa l c6 thé thuan tién trong trao doi.

Hourensou ¢ 18 1 quy tic cin ban va hay nhat d! lién lac trong nhdm ma minh biét
(cho dén thoi diém hién tai), va ciing tim hiéu nhung chua thay quy tic giao tiép twong
dwong nao tir cac ludng van hoa khac (co thé do hiéu biét con han hep). Hi vong véi
nhiing chia sé trén, ban s& c6 dugc nhitng quy tac lién lac hiéu qua trong nhom caa minh.

5.3.2 Giai quyét xung dot

K§ nang quan ly nhom quan trong nhat 1a k§ nang quéan 1y xung d6t, mau thuan do
nhom dugc tao nén bai nhidu nguoi ¢ tu twong, quan diém, van hoa, ngudn gbc xa
hoi, cach 1am viéc... khac nhau. Xung dot 12 sy bat dong xay ra gitra ca nhan voéi ca
nhan trong nhom, giita cac nhdm trong maét t6 chirc do khac biét vé nhu cau, gia tri,
muc dich hay canh tranh vé& quyén loi, tai nguyén, quyén luc hay bat dong vé vai tro,
nhiém vy, trach nhiém.

Xung dot c6 thé 1a yéu té pha hoai nhung ciing c6 thé 1a yéu té xay dung ddi voi
hiéu qua 1am viéc cua nhom. Xung dot néu 16i kéo moi nguoi tham gia vao giai quyét

van dé va dua toi giai phép cho van dé thi mang tinh tich cuc. Néu xung dot 1am chéch
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hudng muc tiéu, pha hong hoat dong nhdm, chia ré thanh vién thi mang tinh tiéu cuc,
can phat hién va loai bo sém. Hiéu biét vé xung dot dé cac nhom, cac thanh vién c6
thé quan ly va giai quyét xung dot sao cho c¢6 loi cho hoat dong ciia nhoém. Dé lam
duoc viéc quan Iy xung dot mot sb 101 khuyén sau day can dugc ap dung. Nhom can
giai quyét xung dot nho trude khi trg thanh 16n. Tang cuong giao tiép trong nhom,
nhoém can tim ra nhitng nguyén nhan thyc sy trude khi di kiém tim giai phap. Linh
hoat tim nhitng giai phap khac nhau cho cling mot nguyén nhan. Céng bang va minh
bach trong giai phap. Tim giai phap giai quyét van dé xung dot chir khong tim giai
phap chdng lai nhau. Moi thanh vién can ¢ thai do ton trong nhau, théng cam thyc sy
vé6i nhau. Mudn nguoi khac xem xét van dé caa minh thi minh can xem xét van dé cua
ngudi khac trudc ho. Nhin thang vao van dé, noi ra, tranh im lang ngam ngam.

Quan ly xung dot chir khong dan ap xung dot hay tiéu diét xung dot, la mot nghé
thuat dé cang cb hop tac giira cac thanh vién trong nhom. Nguoi ta chia ra nim cach

ung pho véi xung dot.

dp). Cach nay mot bén ludn ap
W truoc quyén loi cia nhom khéac.
Nhom nay phai thang trong tranhiighp “lat mbi quan hé cac bén vao tinh
trang nguy hiém, tao thu dich, cd ke thing, nguoi thia. N6 ciing c6 mit tich cuc 1a ¢6
thé tao thay do6i hay dan dén tién bo.

- Céch thit hai la né tranh (kiéu con rua). Pay l1a cach khi gap xung dot thi né
tranh sy va cham, so d6i dau véi mau thuan, khong quan tim dén nhu cau cua cac bén,
thua ciing khong sao. Cach nay dé& tao ra két qua cac bén cung thua.

- Céch thiz ba la nhwong nhin, xoa diu (gdu bong). Cach nay quan tim dén gita
cac mdi quan hé chir khdng can quan tim dén két qua quyén loi. Vi vay loai nguoi
giai quyét xung dot theo kiéu nay cé thé hy sinh quyén loi ciia minh nhung giita duoc
mdi quan hé than thién vai moi ngudi khac nhom khac 1a dugc.

- Céch thit tur la cdch thoa hiép (con chon). Mai bén co thé phai hy sinh mot chut
quyén loi dé dat dugc mot sé quyén loi khac. Ho cuing nhau tim nhitng giai phap trung
hoa dé doi bén cuing c6 mot phan loi ich. Cé thé tao ra két qua cung thing hoic clng
thua thiét.
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- Céch cudi cung 1a hop tac (chim cd). Cach nay coi trong ca muc dich va moi
quan hé. Cac bén hop tac vai nhau tim ra giai phap tét nhat cho ca déi bén, chu trong
su dong thuan. T4t ca cac bén phai cung theo dudi tim kiém giai phap tot cho cac bén
cht khong chi cho mot bén. Cach nay tao ra duoc két qua ca hai bén déu thang.

Nén nhé ring trong nhém bao gid ciing c¢6 cac thanh vién mudn giai quyét xung
dot theo mot trong 5 cach noi trén. Mudn quan Iy tot xung dot ngudi ta thuong di theo
4 budc sau:

1. Nhin nhdn ra xung dét , coi n6 la van dé can duoc giai quyét, xac dinh rd noi
dung chi tiét ciia xung dot, khong quy két, dan nhan, t6 cao.

2. Moi nguoi lang nghe nhau, sin sang thay d6i quan diém cuaa chinh minh, phat
hién nhitng khac biét giira hai bén. San sang hop tac, xay dung vi muc dich chung.

3. Tim hiéu hoan canh va diéu kién cia nguoi c6 xung dot véi minh dé hiéu quan
diém cua ho

4. Cé gang tién dan téi sy théa thudn giiza hai bén.

n). can kha cong bang, vi muc dich chung.

Nhom truong (I&nh dao nhagn,
@

Céch giai quyét phai linh hoat, bén, dya vao cac thanh vién tich
cuc dé quan ly va giai quyét mau Jl

5.3.3 Hop nhom

Dic diém cua sinh hoat loai ngudi 1a nhém hop, tap trung lai 1am viéc gi do, ban
bac, hoi han, hoi hé, vui choi , hoc tap...Nhiéu khi nguoi ta lam dung hoi hop dé lang
phi biét bao thoi gian, tién bac. Nhung con ngudi van phai hop nhém cho di ngay nay
c6 thé c6 cac cudc hop 4o (thdng qua cac phan mém hoi hop), nhung hop gip mit
nhau van 1 hinh thicc phd bién va ¢ nhiéu mat tich cyc. Véan dé 12 hop dé 1am gi, tién
hanh nhu thé nao. Dé tranh lang phi thi can co to chic cudc hop sao cho hiéu qua.
Trudc khi triéu tap hop can xem xét hop ¢6 phai 1a hinh thic tét nhét trong truong hop
nay khdng hay c6 thé c6 hinh thizc ndo tét hon. C6 thé thay thé mot cudc hop bang gui
tai liéu phat tay, viét thong bao trén bang, gui Email, goi dién thoai...hay khong? K
nang to chiic mot cudc hop phi hop ciing 1a mot yéu té quyét dinh dén su thanh bai
ctia cudc hop vi céc cudc hop c6 muc tiéu khac nhau: dé thong tin, dé thuyét phuc, dé

thu thap y kién, dé ra quyét dinh. ..
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Thong thudng mot cudc hop nhdm, di quy mé Ion nho thé nao, nguoi truong
nhom diéu hanh (hoic ngudi thay thé trudng nhom dé diéu hanh) ciing phai van dung
cac ky nang diéu hanh cudc hop. Dudi ddy s& trinh by vé mot s ki ning do.

- Trudc tién 1a budc chuan bi hop nhom. Budc ndy ngudi diéu hanh xem xét
truéc xem chu dé cudc hop, muc tiéu va noi dung cudc hop cé rd rang khong, thanh
vién can tham gia 12 ai. Lap ké hoach diéu hanh cudc hop, cac ké hoach sir dung cong
cu truc quan ( bang biéu, tai liéu, may chiéu...). Cac ké hoach vé thoi gian, dia diém,
phong 4c, hau can, gidy moi, thong béo...ai chuan bi va chuan bj dén dau. Truéc ngay
hop nén chuan bi sirc khoe, tinh than, 1am quen phuong tién, phong hop...

- Budc tiép theo 1a bit dau cudc hop. Budc ndy can lam nhiing viéc nhu 1am
quen cac thanh vién, tao khéng khi than thién, théng nhat khung chwong trinh lam
viéc, chinh stra muc tiéu cudc hop néu can, thong nhat cach lam viéc.

- Budc tha ba 1a dua ra tiing cha d&, phan tich ting chu dé. Pay 1a budc quan

trong nhat ctia mot cudc hop. Cac thanh vién duoc thao luan, tham gia y kién dé cudi

hop v&i muc tiéu cude hop.

- Budc tha tu 1a 1ap ké hoadii i MGc nay toan nhom lap ra mot ké
hoach sau cudc hop duoc cac tharliieRGg thuan. Ké hoach nay thuong bao
gdm : cong viéc gi cAn lam, ai 1am, lam nhu thé nao, két qua mong muén, thai gian,
can diéu kién, hd tro gi...Néu cudc hop ma khong co ké hoach hanh dong, hay noi
cach khac néu sau cudc hop ma cac thanh vién thay khdng phai 1am gi thi 1a cudc hop
khong hiéu qua hay khéng nén hop.

- Budc cudi cung 1a bé mac cudc hop. Cac cudc hop nhdm nén danh thoi gian
danh gia, suy ngdm vé tién trinh hop, két qua cudc hop, cac van dé con bo sot, cac van
dé géc lai dé cuoc hop sau, két qua cudc hop da tai liéu hoa chua, cac thanh vién s&
nhan két qua nay nhu thé ndo, cudc hop thanh cong dén mirc nao qua danh gia nhanh.

Pé tién hanh tot nim budc nay nguoi diéu hanh thuong s dung cac cong cu nhu:
thao luan nhém nho, cay van dé, 1ap ké hoach theo khung logic, dong ndo, ban do tu duy,
chau ca, dong vai, tranh luan... ma mot s6 ky ning nay sé& trinh bay ngan gon sau day.

534 M@t s6 cong cu diéu hanh hop nhém

5.3.4.1 Ky thuat dong néo:
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Pong ndo 1a ki thuat nhan y tweong cua cac thanh vién. Nguyén tic 1a cang nhiéu y
twéng nhan dugc cang tét, do d6 nguoi diéu hanh can tao ra moi trudng dé nhan y
tuong. Dé 1am tdt ky thuat nay c6 cac thé mau (kich thude 1/3 kich thudc to gidy Ad)
dé viét cac y tuong. Phét cac to gidy mau cho tung thanh vién dé& nghi ho viét ngan
gon mdi ¥ twdng cua ho vao mot thé mau dé rdi dung bang dinh (loai gidy x€) dan cac
thé nay 1én. Sau d6 c6 thé cho cac thanh vién gom nhoém, phan loai cac y tuong, roi
thao luan lya chon uu tién y twong. Néu khong cé thé mau cé thé dung gidy A0 cir
thanh vién viét ¥ tuong trén d6 mdi khi c¢d thanh vién phat biéu. Cha y ki thuat nay
coi trong s luong cac ¥ tudng hon chat lwong , khdng phé phan, binh luan, chap nhan
moi ¥ tudng co thé la l0ng, trai chiéu.

5.3.4.2 Sirdung cay vin dé

Tir van dé chinh can thao luan nguoi diéu hanh vé nd nhu than caa mot cay. Sau
d6 dat cac cau hoi tai sao dé tim cac nguyén nhan chinh dit vao phia duéi nhu cac ré

chinh cua cay, c6 thé dit thém cau hoi tai sao vao cac nguyén nhan chinh tao ra céc ré

Phan canh_c3 nhanh chinh tra loi cho cau hoi

cay cap hai... va co thé tiép tucg
@

§nh cuia cay ciing cé canh bac hai
’qué chinh. Ca nhdm sé xay dung

,’é cay la cac nguyén nhan va canh

két qua thé nao. Ciing nhu cac “
khi dat cau hoi tiép két qua ra sadile

duoc mot hinh tuong cai cdy ma than cay 1a van dé
cay la cac két qua.

5.3.4.3  Sirdung ban do tw duy (mind map)

Cong cu nay xuat phét tir mot van dé chinh coi nhu mot nhanh, di phan tich tiép
mdi lién hé vai cac van dé khac chi tiét hon, rdi lai phan tich tiép cac van dé chi tiét
hon, c&t nhu vay cho dén y kién chi tiét, cu thé. Hinh vé& thé hién nhu mot day than
kinh tir nhanh 16n d&én nhanh nho va téi cc nhanh nhé nhat.

5.3.4.4 S dung khung logic

Khung nay 1a mot ma tran dang bang gém 4 cot va 4 hang. Bén cot tir trai sang
phai gdm c6 cot cac noi dung, chi bao, ngudn chimg minh, diéu kién (hay gia dinh).
Bbn hang tir trén xudng dudi gom muc dich, muc tiéu, két qua mong doi, cac hoat
dong. Dua trén ma tran ndy ma nhém thao luan va két qua dugc dua vao ting 6 cua

ma tran.
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5.3.4.5 Ky thuat sir dung chau ca

Chau c4 la dang thao luan nhom c6 déng vai. Mot nhom 4 dén 5 thanh vién ngdi &
gitra thao luan vé mot van dé nao d6. Co mot thanh vién dong vai ngudi thuc dy cudc
hop nhém. C6 dé mot ghé trong dé ngudi ngodi khi muén tham gia tranh luan thi ngdi
vao d6, phat biéu xong thi phai di ra & ghé trong cho co hdi tham gia cta nguoi khéc.
Céc thanh vién con lai ngdi xung quanh dé nghe nhdm trong thao luan va khi muén
tham gia thi phai ngdi vao ghé trong phia trong. Nguoi thic dy cudi budi thao luan
phai tong két va tom tit nhitng diéu da thao luan va nhat tri caa nhom.

5.3.4.6  Cai thién ban than trong nhom lam viéc

Trong mot nhém, nhu da trinh bay ¢ trén, thuong la tip hop nhirng thanh vién cé
khac biét trong cach giao tiép, ngdn ngir, quan diém, suy nghi, cach ra quyét dinh,
khac cap bac, nhiém vu va quyén han..., néi tom lai 1a khac biét vé van hoa. Moi
nguoi c6 kho khan lam viée trong nhom nhu vay.

Pé cai thién ban than trong nhom da van héa, mdi nguoi can ndm phuong cham:

cach m3

6n ngudi khac dbi xir vai minh.
@

hay d6i xtr véi thanh vién khac 1
pn can hoc hoi cac nén van hoa
' cac thanh vién khéac nghi gi va
hanh dong nhu thé nao qua giao Tiep c& nhan — ca rﬁén. Pé hoc hoi cn doc sach bao
Vé C4c nén vin hoa, tim hiéu vé lich str, ton gido, gia tri, phong tuc cia noi cic thanh
vién khac xuat x.

- Thu hai, moi ngudi phai cai thién ki nang viét, mot kénh giao tiép quan trong.
Viét sao cho rd rang, ngan gon, tranh sir dung thanh ngir, tiéng 16ng... Lam sao cho
ngudi doc hiéu thong diép minh mudn gui dén ho nhu minh hiéu.

- Thur ba cai thién k§ nang néi. Vi hop va gap nhau mat giap mat la hoat dong
thuodng xuyén cta nhém nén Ky nang néi véi nhau 1a rat quan trong. Luyén sao cho
truong do,cao do, am lugng va am vuc tiéng ndi cua ban 1a rd rang, dé hiéu véi nguoi
nghe. Ngoai ra khi ndi, két hop véi ngbn ngit khdng 1oi (dong tac tay, chan, nét
mat...) pht hop Véi ngit canh gay an tuong vai ngudi nghe.

- Tha tu 1a phai cai thién ki ning nghe. Ling nghe nguoi khéc 1a biéu thi ton
trong ho. Cac k¥ nang nay s& dugc trinh bay ki hon trong phan ky niang giao tiép.
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C6 thé tom tat nhitng phuong cham xay dung ban than dé hoat dong trong nhom

nhu trong bang sau

Doi vai ban than Poi voi nguoi khéac

- Noi 1én diéu minh nghi

Hay khoan dung

- C6 thai do coi mo

Pirng doi hoi sy hoan hao

- Co tu duy tich cuc Hay cb gang hiéu ho

- Lubn sin sang giup dd nguoi Hay cb tim céi tét noi ho

khéc - Hay phé phan hanh vi, khéng
- Hay la chinh minh phé phan vao con nguoi
- Biét ngung dung luc - Hay tap thwong yéu nguoi kho

- Giir bi mat nhiing diéu riéng tu | gan
- Hay lubn dua trén su kién khach
quan

- Biét cam théng

chu thai @6 cua ban

1a nguoi hiéu biét
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6. KY NANG SOAN THAO VAN BAN

PN E 2SS ST E S B9 @ 8% 3] EdRead
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1.\ Cach danh =0 thif tu'trong wan ban:
Chon mdt hoic nhigu doan van ban mudn danh sd thir ty va nhan vao nt
Murnbering, Cac doan da chon s&dugc danh s theo thorty lign tuc vdi nhau,
Cac doan duic danh s8 thir tu s8 dugc by dong thut 18 vao trong, od thé chinh
lai bang cich s0f dung cac ndt Indent,

2, JCach danh dau gach dau dong trong van ban:
Chon madt hoac nhigudoan van ban mudn danh dau gach dau dong va nhan
wao nut Bullets, Cac doan da chon s& duioc danh dau gach dau dang.
Cac doan dugc danh d3u gach dau dong s& duac ty ddng thut 1B vao trong, co
thé chinh lai bing cach si7 dung cdc nut Indent

T I - AR SR A I B

<, T i S

6.1 Cac loai van ban thuwong dugc sir dung

6.1.1 Cac van ban co6 tinh phap quy

6.1.1.1  Nghi quyét:

La van ban ghi lai céac quyét dinh dugc thong qua tai dai hoi, hoi nghi vé duong
161, chu truong, chinh sach, ké hoach hoidc cac van dé cu thé. Nghi quyét la loai van
ban c6 tinh lanh dao, chi dao, khi viét khong chia thanh céc diéu khoan.

6.1.1.2  Quyét dinh:

Quyét dinh c6 tinh 1anh dao,

&t nhung thé hién thanh cac diéu
khoan cu thé va cé khi duge d lc béi bo cac quy ché, quy dinh,
quyét dinh cu thé vé chu truong \ed bd may, nhan sy thugc pham vi
quyén han cua to chirc; ban hanh cac ché do, diéu 1¢, quy ché... kém theo.

6.1.1.3  Chi thi:

La van ban nham truyén dat cac chu truong, bién phap quan 1y, chi dao chung hoic
lénh ciia cap trén truyén cho cap dudi. Thuong dugc thé hién ngan gon danh cho céac
hoat dong tap trung.

6.1.1.4  Thong tri:

La vin ban thuong dung dé dé ra cac bién phap thuc hién Nghi quyét hodc triéu
tap hoi nghi, dai hoi...

6.1.1.5 Quy dinh:

La van ban xac dinh cac nguyén tac, tiéu chuin, thu tuc va ché do cu thé vé mot
linh vyc cong tac nhét dinh ca cép b6 Hoi, to chire, co quan lanh dao Hi hoac trong

hé thong cac co quan chuyén mon ¢6 chirc nang, nhiém vu.

6.1.1.6  Quy ché:
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La van ban xac dinh cac nguyén tac, trach nhiém, quyén han, ché do va 1& 16i 1am
viéc cua td chuc co quan lanh dao Hoi hodc mdt by phan trong td chic Poan, Hoi
(Ouy ché lam viéc ciia Ban Chap hanh Trung wong Héi Sinh vién Viét Nam khéa VII,
Quy ché t6 chire, hoat dong ciia Céu lac b Sinh vién...).

6.1.1.7  Thélé:

La van ban quy dinh vé ché d6, quyén han, nghia vy, phuong thiic t6 chtic cia mot
bd phan trong t6 chirc Poan, Hoi (Thé Ié cudc thi tim hiéu...) thudng duoc ban hanh
doc 1ap hodc kem theo sau mat quyét dinh sau khi da duoc thoa thuan, théng nhat.

6.1.2 Cac van ban hanh chinh thong thwong

6.1.2.1 Thong bao:

La van ban truyén dat kip thoi mot quyét dinh hoac két qua su viéc da dugc tién
hanh.

6.1.2.2 Béo céo:

La van ban phan anh toan bo hoat dong va nhiing kién nghi ciia minh hoic tudng
trinh vé mot van dé, mot cong vig xin y kién chi dao.

6.1.2.3  Chuong trinh:

La van ban dé xac dinh trong Y, N Alphap trong mot khoang thoi gian
nhét dinh va cong tac t6 chirc thuc hién vé& mot chu Euo‘ng cong tac.

6.1.2.4 Huwéng din:

La van ban giai quyét chi din cu thé viéc to chtc thuc hién van ban hodc chu
trrong cua co quan lanh dao cap trén.

6.1.25 K& hoach:

La van ban dung dé xac dinh muc dich yéu cau, chi tiéu ciia nhiém vu can hoan
thanh trong khoang thoi gian nhat dinh va cac bién phap vé td chitc, nhén sy, co s& vat
chit can thiét dé thuc hién nhiém vy do.

6.1.2.6  To trinh:

La van ban dung dé thuyét trinh téng quat vé mot dé an, mot van dé, mot du thao
vin ban dé cap trén xem xét, quyét dinh.

6.1.2.7  Loi kéu goi:

La van ban dung dé yéu cau hoac dong vién can by, nhan vién thyc hién mdt

nhiém vu hodc hudong ing mdt chu truong c6 y nghia.
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6.1.2.8 D& an:

La vin ban dung dé trinh bay c6 hé théng vé mot ké hoach, giai phap, giai quyét
mot nhiém vy, mot van dé nhéat dinh dé cap c6 tham quyén phé duyét.

6.1.2.9 Cong van:

La van ban dung dé giao dich, nhic nhd, tra 161, dé nghi, moi hop...

6.1.2.10 Bién ban:

La van ban ghi cac y kién trong cudc hop hodc lap bién ban vé mot su kién dic
biét xay ra.

6.1.3 Cic loai gidy to hanh chinh:

6.1.3.1  Giay gi6i thiéu:

Cap cho dai dién dugc uy quyén dé lién hé, giao dich, giai quyét cong viéc.
Thuong dung mau in sin.

6.1.3.2  Gidy chirng nhén (hoic xac nhin, thé chitng nhin):

Cép cho ngudi di hoan thanh chuong trinh, 16p tap hudn hodc dat giai thuong...

6.1.3.3  Giay di dwong (C§

Ki quyét cong viéc, chi dao kiém

nhan nguoi d6 da dén dia diém

CAp cho dai dién dugc di codl
tra chuong trinh cong tac nham X
cong tic... Thuong ding mau in san,

6.2 Phwong phap soan thiao mdt sé viin ban thwong ding

6.2.1 Soan thao bao cao:

6.2.1.1  Nhirng yéu cau khi soan thao bio cdo:

a) Pam bao trung thuc, chinh x4c.

b) Noi dung bao cdo phai cu thé, co trong tam, trong diém.

c¢) Béo cdo phai kip thoi.

6.2.1.2 Cac loai bao cao:

a) Bao cdo tuan, thang, quy.

Bao céo 6 thang, 1 nam hodc 1 nam hoc, nhi€m ky.

b) Béo cdo bat thuong, dot xuét.

¢) Béo cao chuyén dé.

d) Bao cao hoi nghi.
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6.2.1.3  Phwong phap viét mét ban bzo cao:

a) Cong tac chuén bi:

- X4c dinh myc dich yéu cau cia bao céo.

- Xay dung dé cuong khai quat, dé& cuong chi tiét.

- Phan noi dung thudng c6 3 phan sau:

+ Phan 1: Néu thuc trang tinh hinh hodc mo ta su viéc, hién tugng xay ra.

+ Phan 2: Phan tich nguyén nhan, diéu kién cua sy viéc, hién tuong, danh gia tinh
hinh, xac dinh nhiing cong viéc can tiép tuc giai quyét.

+ Phan 3: Néu phuong huéng nhiém vu, bién phap chinh dé tiép tuc giai quyét,
cach t6 chuc thuc hién.

- Thu thap thong tin, tu liéu dé dua vao bao cao.

- Chon loc tai liéu, téng hop su ki¢én va s6 liéu phuc vu céac yéu cau trong tam cua
bao céo.

- Panh gia tinh hinh qua tai liéu, s6 liéu mot cach khai quat.
‘ ’ ’;é; hi voi
b) Xay dung dé cuong chi tici
- Mé dau: 1

- Dy kién nhiing dé xuat kiégy

Néu nhitng diém chinh vé nhiém vy, chtrc niing cua to6 chirc minh, vé chu truong

cong tac do cdp trén huéng din hoic viéc thuc hién ké hoach cong tac cta don vi
minh. Déng tho1 néu nhitng diéu kién, hoan canh c6 anh huong 16n dén viéc thuc hién
chu truong cong tac néu trén.

- No1 dung chinh:

+ Kiém diém nhtrng viéc da l[am, nhitng viéc chua hoan thanh.

+ Nhitng uu, khuyét diém trong qué trinh thyc hién.

+ Xéac dinh nguyén nhan chu quan, khach quan.

+ Panh gia két qua, rit ra bai hoc kinh nghiém.

- Két luan bao c4o:

+ Phuong hudng nhiém vu trong thoi gian toi.

+ Céc giai phap chinh dé khic phuc cac khuyét, nhugc diém.

+ Céc bién phap to chure thyc hién.

+ Nhing kién nghi véi cap trén.
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+ Nhéan dinh nhiitng trién vong.

¢) Viét du thao bao céo:

- B4o c4o nén viét bang ngdn ngir phd cap, néu cac su kién, nhan dinh, danh gia,
c6 thé dung cac sb liéu dé minh hoa, trinh bay theo 16i biéu mau, theo so d6 va cac
ban ddi chiéu néu xét thay d& hiéu va ngin gon.

- Khéng van dung 161 hanh vin cau ky.

- Nhitng bao cdo chuyén dé c6 thé dung bang phu luc dé téng hop cac sb liéu lién
quan dén ndi dung béo cdo, c6 thé 1ap bang théng ké cac biéu mau so sanh, cac tai liéu
tham khao...

d) DB6i v6i bao cao quan trong:

Can t6 chtic cudc hop hodc hoi nghi dé lay ¥ kién dong gop bd sung, stra doi
ban du thao béo céo cho théng nhat va khach quan hon.

e) Trinh 1anh dao duyét:

Doi voi bao céo guri 1én cap trén, bao cdo trong hdi nghi, bao cdo chuyén dé can

phai c6 su xét duyét cua lanh dagy hm thong nhét voi cac quyét dinh

quan ly va cac thong tin khac U chdt di cung cap cho cip trén
hodc hoi nghi.

6.2.2 Soan thio cong vin:

6.2.2.1  Nhirng yéu cau khi soan thao cong vin:

- Mbi cong van chi chtra dung mot chu dé, néu 1o rang va théng nhét su vu dé tao
diéu kién cho viéc nghién ctru giai quyét.

- Viét ngan gon, xuc tich, rd rang, y tudng sat voi chu dé.

- Cong van 1a tiéng néi cta co quan chir khong bao gio 14 tiéng néi cua riéng ca
nhan nao, du 1a thu trudng. Vi vay, ndi dung chi ndi dén cong vy, ngdn ngit chuan
xéac, nghiém tac, cé stc thuyét phuc cao, khong dung ngén ngir mang mau sic ci
nhan, hoic trao d6i nhitng viéc mang tinh riéng trong cong van.

6.2.2.2 Xay dung bd cuc mdt cong vin:

Cong vin thudng c6 cac yéu tb sau:
+ Dia danh va thoi gian gui cong van.
+ Tén co quan chu quan va co quan ban hanh cong van.

+ Chu thé nhan cong vin.
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+ 86 va ky hiéu cong van.

+ Trich yéu ndi dung cong vin.

+ Chir ky, dong dau.

+ No1 nhan.

6.2.2.3 Phuwong phap soan thao n¢i dung cong van:

Noi dung cong van gom 3 phan:

+ Pat van dé

+ Giai quyét van dé.

+ Két luan van deé.

- Céach viét phan vién dan: Phan nay phai néu rd 1y do tai sao, dua trén co s& nao
dé viét cong van. C6 thé gidi thiéu tong quat ndi dung van dé dua ra lam rd myc dich,
yéu cau.

- Céch viét phan ndi dung, chinh 1a nhim néu ra cac phuong an giai quyét van dé
da néu:

+ Xin lanh dao cap trén vé h

+ Sdp x€p ¥y nao can viet du poi bat chu dé can giai quyét.

ong van, c6 lap luan chat ché bao

vé cac quan diém dua ra. D6i véi ting loai cong van co nhitng cach thé hién dac thu.

+ Cong vin dé xuat thi phai néu Iy do xac dang, 10i van chit ché, cau thi.

+ Coéng van tiép thu phé binh dung sai ciing phai mém déo, khiém t6n, néu can
thanh minh phai c6 dan ching bang su kién that khach quan, c6 sy dé nghi xac minh
kiém tra qua chu thé khac.

+ Cong vian tir chdi thi phai dung ngon ngit lich sy va ¢6 sy dong vién can thiét.

+ Cong vin don dbc thi phai dung 101 18 nghiém khéc néu 1y do kich thich sy nhiét
tinh, c6 thé néu kha nang xay ra nhitng hau qua néu cong viéc khong hoan thanh kip thoi.

+ Cong van tham hoi thi trong ngdn ngir phai thé hién sy quan tim chan thanh,
khong chiéu 18, sao rong.

- Cach viét phan két thiic cong vin:

+ Céch viét ng.’fm, gon, chu yéu nhan manh chu dé va xac dinh trach nhiém thuc
hién cac yéu cau (néu c¢d) va luu y viét 16i chao chan thanh, lich sy trude khi két thac

(c6 thé 1a 101 cam on néu thiy can thiét).
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6.2.3 Soan thao T¢ trinh:

6.2.3.1  Nhirng yéu ciu khi soan thio to trinh:

- Phan tich can ctr thuc té 1am ndi bat duoc cic nhu cau birc thiét ctia van dé can
trinh duy¢t.

- Néu céac nodi dung xin phé chuan phai rd rang, cu thé.

- Cac y kién phai hop 1y, du doan, phén tich duoc nhitng phan tmg c6 thé xay ra
xoay quanh dé nghi méi.

- Phén tich cac kha ning va trinh bay khai quat cic phuong an phat trién thé
manh, khic phuc kho khan.

6.2.3.2  Xay dung bd cuc to trinh:

Thiét ké bd cuc thanh 3 phan:

- Phan I: Néu 1y do dua ra ndi dung trinh duyét.

- Phan 2: Noi dung cac van dé can dé& xuat (trong dé c6 trinh cdc phwong dn,
phan tich va chirng minh cac phwong an kha thi).
lic diéu kién vat chat, tinh than).

- Phdn 3: Kién nghi cap tré@ko tro, bdq

g cac phuong an xin cap trén phé
duyét mot vai phuong an xép thi il ' : lay d6i c6 thé chuyén phuong 4an
tur chinh thure sang dy phong.

- Trong phan néu 1y do, cin ctr dung cach hanh vin dé thé hién dugc nhu cau
khach quan do hoan canh thuc té doi hoi.

- Phdn dé xudt: Ding ngon ngit va cach hanh vin co stic thuyét phuc cao nhung
rat cu thé, rd rang, tranh phan tich chung chung, khé hiéu. Céc luan cr phai lira chon
dién hinh tir cac tai liéu c6 do tin cay cao, khi can phai x4c minh dé dam bao su kién
va sb liéu chinh xac.

Néu rd cac thuan 1gi, cac kho khan trong viéc thuc thi cdc phuong &n, tranh nhan
x€t chu quan, thién vi, phién dién...

- Céc kién nghi: Phai xac dang, van phong phai lich sy, nha nhdn, 1y 1€ phai chat
ché, noi dung dé xuét phai bao dam tinh kha thi méi tao ra niém tin cho cip phé duyét.
T& trinh phai dinh kém céac phy luc dé minh hoa thém cho cac phuong an dugce dé xuit

kién nghi trong t trinh.
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6.2.4 Soan thao thong bao:
6.2.4.1 Xay dung b cuc théng bao:
Ban thong bao can c6 cac yéu to:

- bia danh va ngay thdng nam ra thong béo.

- Tén co quan thong bao.

- S6 va ky hiéu thong béo.

- Tén théng bao va trich yéu ndi dung thanh cac muc, cac diéu cho dé nhé.

6.2.4.2  Trong théng bao:

Can dé cap ngay vao nodi dung can thong tin va khong can néu 1y do, cin ci, hodc
néu tinh hinh chung nhu cac vin ban khac. Loai théng bao can gidi thiéu cac chu
truong, chinh sach thi phai néu rd tén, s6 va ngay thang ban hanh vin ban d6 trudc khi
néu nhirng ndi dung khai quat.

Trong thong bao, dung cach hanh vin phai 16 rang, dé hiéu va mang tinh dai ching
cao, can viét rat ngan gon, du thong tin, khong bat budc phai lap luan hay biéu 19 tinh
ét thuc_cha

cam nhu trong cac cong van, phy bm tat lai muyc dich va doéi tugng

1)
)

can duogc thong bao.
Ngoai ra, phan két thuc khongg ¥iao nhu cong van hoac xac dinh
trach nhiém thi hanh nhu van ban phap quy.

Phan dai dién ky thong bao: Khong bat budc phai 1 thu trudng co quan, ma 1a
nhitng ngudi gitp viéc c¢6 trach nhiém vé cac linh vuc dugc phan cong hay duoc uy
quyén ky va truc tiép thong bao dudi danh nghia thira 1énh tha trudng co quan.

6.2.5 Soan thio bién ban:

6.2.5.1  Yéu chu ciia mét bién ban:

- S6 liéu, su kién chinh xéc, cu thé.

- Ghi chép trung thuc, day du, khong suy dién chi quan.

- No6i dung phai co trong tim, trong diém.

- Thu tuc chit chg, thong tin c¢6 do tin ciy cao (néu cé tang vdt, chirng ci, cdc phu
luc dién gidi giti kém bién ban). Doi héi trach nhiém cao & ngudi 1ap va nhiing nguoi
c6 trach nhiém ky ching thue bién ban. Thong tin mudn chinh xé4c, c6 d6 tin cay cao
phai dugc doc lai cho moi nguoi c6 mat cung nghe, stra chira lai cho khach quan, dung

dédn va ty giac (khong dwoc cudng birc) ky vao bién ban dé cung chiu trach nhiém.
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6.2.5.2  Cach xay dung b cuc:

Trong bién ban phai c6 cac yéu td nhu sau:

- Qudc hiéu va tiéu ngi.

- Tén bién ban va trich yéu ndi dung.

- Ngay, thang, nam, gid (ghi rdt cu thé thoi gian ldp bién ban).

- Thanh phén tham du (kiém tra, xéc nhan su kién thuc té, dw hop hoi, v.v...).

- Dién bién sy kién thuc t& (phan néi dung).

- Phan két thtc (ghi thoi gian va Iy do).

- Thu tuc ky xac nhan.

6.2.5.3 Phuwong phap ghi chép bién ban:

Cac su kién thuc té co tam quan trong xay ra nhu: Dai héi, viéc xdc nhan mdt su
kién phap 1y, viéc kiém tra hanh chinh, kham xét, kham nghiém, ghi 10 khai bao, 15
t6 c4o khiéu nai, bién ban ban giao cong tac, ban giao tai san,v.v... thi phai ghi day du,

chinh xac va chi tiét moi ndi dung va tinh tiét nhung phai chu y vao cac van dé trong

1 nghi quan trong, 1061 cung, 101
ghe lai va x4c nhan tung trang.

Trong céc su ki¢n thong thuo i ® u)l cudc hop dinh ky, hop thao luan

tam cua sy kién. Néu 1a 101 né@gtrong cud

@

khai... phai ghi nguyén van, dﬁy

nhiéu phuong an, bién phap dé lu()n, hop tong ke!, binh xét v.v... ¢6 thé ap dung loai
bién ban tong hop, ttc 1a chi can ghi nhitng ndi dung quan trong mot cach day du, nguyén
van, con nhitng ndi dung thong thuong khac c6 thé ghi tom tat nhitng y chinh, nhung
ludn ludn phai quan triét nguyén tic trung thuc, khong suy dién chu quan.

Phan két thuc bién ban: Phai ghi thoi gian chidm dat su kién thue té nhu: Ban giao
xong, hoi nghi két thiic, kiém tra, khdm nghiém két thuc lac may gid... ngay... bién
ban di doc lai cho moi ngudi cung nghe (cé bé sung sira chita néu c6 yéu cau) Va Xac
nhan 1a bién ban phan anh dung sy viéc va cliing ky xac nhan. Trong bién ban can hét
strc luu v viée ky xac nhan (phdi cé toi thiéu hai nguoi ky) thi cac théng tin trong bién
ban moi c6 do tin cdy cao. Thong thudng trong cac cudc hop, hoi nghi bién ban phai
c6 thu ky va chu toa ky xac nhan.

6.2.6  Thé thircmdt viin ban:

Thé thirc van ban la tdp hop cdc thanh phdn cdu thanh van ban, bao gom nhitng

thanh phan chung dp dung déi véi cdc loai van bdan va cdc thanh phan bé sung trong
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nhitng truong hop cu thé hodc doi véi cdc loai van ban nhdt dinh theo quy dinh cua
phap lugt.

MB&i vin ban thong thudng bao gém cac yéu td sau:

6.2.6.1  Qudc higu va tiéu ngit:

Biéu hién ché d6 chinh tri va muc tiéu ctia Nha nudc.

CONG HOA XA HOI CHU NGHIA VIET NAM

DPoc lap - Tu do - Hanh phuc

Trinh bay bang 2 dong nam & trén cung chinh gitra trang gidy hodc chéch vé phia
phai, cé gach chan.

Thong thuong, cic van ban cia Poan, Hoi luu hanh trong hé thong thi khong can
viét Qudc hiéu va tiéu ngit.

6.2.6.2 Tén co quan ra van ban:

Néu rd mdi quan hé trong hé théng. Vi du:

HOI SINH VIEN VIET NAM

THANH PHO HA NOI

BCH TRUONG DAI HOC

6.2.6.3 S6va ky hiéu ciia Van ban:

Vi du:

Sb........ [overeene. (S6...../TB - HSV)

S6 cua van ban dugc danh theo thtr tu cia mot nhiém ky, dugc ghi lién tuc tir s6 01
cho mdi loai vin ban. S6 van ban viét bang chit sé A rap (1,2,3...). Ky hiéu cta vin
ban bao gém tén viét tit thé loai van ban va to chtrc ban hanh van ban. Ky hi¢u van
ban duoc viét bang chit in hoa.

6.2.6.4  Dia danh va ngay thang:

Vi du:

Ha Noi, ngay 16 thang 5 nam 2005.

Dia danh va ngdy thang dugc trinh bay ¢ duéi Qudc hiéu va tiéu ngir. Thong
thudng, cac vin ban cua Poan, Hoi do khong phai trinh bay Qudc hiéu va tiéu ngir
nén dia danh va ngay thang cta vin ban thudng dugc viét & dong thtr ba phia bén phai

cua van ban.
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6.2.6.5  Tén loai viin ban va trich yéu ngi dung viin ban:

- Tén loai van ban la tén goi cua thé loai van ban, dugc trinh bay & chinh gira
bang chir in hoa dung.

- Trich yéu noi dung vin ban 13 phan tém tit ngan gon, chinh xac chu dé& noi
dung vin ban, dugc trinh bay dudi tén loai vin ban bang chit thuong ding, dam.

Vi du:

QUYET DPINH

V/v trao tang Gidi thuong "Sao Thang Giéng"

nam hoc 2004 - 2005

Thong thuong, dbi vai cac cong van chi dé:

KNI UL oo

(Phan trich yéu ctia cong van dat dudi sé va ky hiéu bang chit in thuong nghiéng,
cO chir 12).

6.2.6.6  NOi dung van ban:

a) Noi dung van ban:

Noi dung van ban 1a thanh p ’ van ban, trong do, cac quy pham

phap luat (d6i véi vin ban quy p lluy dinh duogc dit ra; cac van dé,
cac sy viéc dugc trinh bay. o

Noi dung van ban phai bao dam nhiing yéu cau co ban sau:

- Phu hop v6i hinh thirc van ban dugc stir dung.

- Phu hop véi dudng 16i, chu treong, chinh sach ctia Pang; phu hop quy dinh cta
phép luat.

- Cac quy pham phat luat, cac quy dinh hay céc van d¢, sy viéc phai duoc trinh
bay ngan gon, rd rang, chinh xéc.

- Sir dung ngon ngir viét, cach dién dat don gian, dé hiéu.

- Dung tir ngit pho thong; khong dung tir ngit dia phuong va tir ngit nudc ngoai
néu khong thuc su can thiét. D6i v6i thuat ngir chuyén mén can xac dinh rd nodi dung
thi phai dugc giai thich trong van ban.

- Khéng viét tit nhitng tir, cum tir khong thong dung. Dbi voi nhirng tir, cum tir
duogc sir dung nhiéu lan trong van ban thi c6 thé viét tit nhung cac chir viét tit lan dau

cua tur, cum tr phai dugc dat trong ngodc don ngay sau tur, cum tir do.
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- Viéc viét hoa duogc thuc hién theo quy tac chinh ta tiéng Viét.

- Khi vién dan lan du vin ban c6 lién quan, phai ghi day du tén loai, trich yéu noi
dung van ban; $0, ky hi¢u van ban; ngay, thang, ndm ban hanh van ban va tén co quan,
t6 chtrc ban hanh vin ban (trir truong hop dbi voi luat va phap 1énh); trong cac lan
vién dan tiép theo, co thé ghi tén loai va sd, ky hiéu cua van ban do.

b) Bé cuc ciia vin ban:

Tuy theo thé loai va ndi dung, vin ban c6 phan cin c& phap 1y dé ban hanh, phan
mé dau va co thé dugce bd cuc theo phén, chuong, muyc, diéu, khoan, diém hoic duoc
phan chia thanh céc phﬁn, muc tr 16n dén nhoé theo mat trinh ty nhat dinh.

Vin ban quy pham phdp ludt c6 thé dwoc bé cuc nhw sau:

- Nghi quyét: Theo diéu, khoan, diém hoic theo khoan, diém;

- Quyét dinh: Theo diéu, khoan, diém; cac quy ché (quy dinh) ban hanh kém theo
quyét dinh: Theo chuong, muc, diéu, khoan, diém;

- Chi thi: Theo khoan, diém;

Vin ban hanh chinh cé thé a

- Quyét dinh (ca biét): Theo i Kéc quy ché (quy dinh) ban hanh

kém theo quyét dinh: Theo chuonfilly diém;
- Chi thi (cd biét): Theo khoan, diém;
Cac hinh thirc van ban hanh chinh khac: Theo phén, muc, khoan, diém.

6.2.6.7  Phan ching nhan vin ban:

Pay 1a phan thé hién tinh phap quy, hiéu luc vin ban thong qua con dau cua t6
chire va chit ky cta nguoi c6 trach nhiém ra van ban. Phan nay duoc trinh bay ¢ bén
gdc phai cubi van ban.

Vi du:

TM (TL) i

Chtrc vu
Chir ky

Ho va tén nguoi ky

a) Viéc ghi quyén han ciia nguoi ky:
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- Truong hop ky thay mit tap thé thi phai ghi chir viét tit "TM" (Thay mit) vao
trudce tén tap thé 1anh dao hodc tén co quan, td chuc.

- Trudng hop ky thay nguoi ding dau co quan, to chirc thi phai ghi chit viét tat
"KT" (Ky thay) vao trude chire vu ciia ngudi ding dau.

- Trudng hop ky thira 1énh thi phai ghi chir viét tit "TL" (Thira 1énh) vao trudce
chtrc vu ctia nguoi ding dau co quan, t6 chic.

- Truong hop ky thira uy quyén thi phai ghi chit viét tit "TUQ" (Thira uy quyén)
vao trudc chirc vu ctia nguoi ding dau co quan, to chic.

b) Chirc vu cia nguoi ky:

Chtrc vu ghi trén van ban la chic danh lanh dao chinh thtrc cua nguoi ky van ban
trong co quan, t6 chuc; chi ghi chic danh nhu Chu tich, Pho Chu tich, Chanh Van
phong... Khong ghi lai tén co quan, to chirc, trir cac vin ban lién tich, vin ban do hai
hay nhiéu co quan, t6 chirc ban hanh.

c) Chi ky:

(]
) .
Nguoi ky khong dung but chi, by E Ty | @hiai nhat dé ky van ban chinh thuic

Thé hién trach nhiém va thang ddi v6i van ban dugce ban hanh.
(ky thay mat (TM) hodc thtra [¢nhi)

d) Tén nguoi ky van ban:

Ghi 10 ho, tén, tén dém, khong ghi hoc ham, hoc vi va cac danh hi¢u danh du khac,
trir vin ban cua cac to chire su nghiép gido duc, y té, nghién ctru khoa hoc. C& chir 14
Time new roman dam.

e) Ddu ciia co quan ban hanh:

Xac nhan tinh phap quy, thim quyén ciia co quan ban hanh vin ban. Dau déong
trén vin ban phai ding chiéu, ngay ngin, rd rang va trum 1én 1/3 chit ky vé phia bén
trai. Myuc dau ¢6 mau do tuoi theo quy dinh cua Bo Ndi vu.

6.2.6.8  Phan khach thé ciia viin bén:

Ghi noi can chuyén cong vin (noi nhan vin ban).

Noi nhan van ban la cd nhan hodc co quan dugc nhan van ban véi muc dich va

trach nhiém cu thé nhu dé béo céo, dé chi dao, dé biét, dé theo ddi, dé thuc hién...
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béi véi cong van thi noi nhan dugc ghi tryc tiép sau cum tu "Kinh gtri" hodc
"Pong kinh giri". Dbi v6i loai vin ban khéac thi noi nhan duogc trinh bay & goc trai
dudi phan nodi dung ctia van ban.

6.2.6.9 Céc thanh phin thé thirc khac:

Céc thanh phan thé thirc khac cua vin ban bao gom:

- Pia chi co quan, td chuc; dia chi E-mail; dia chi trén mang (Website); s6 dién
thoai, s6 Telex, s6 Fax ddi v6i cong van, cong dién, gidy gi6i thiéu, gidy moi, phiéu
g, phiéu chuyén dé tao diéu kién thuén lgi cho viéc lién hé.

- Céc chi dan vé pham vi luu hanh nhu: Tra lai sau khi hop (hoi nghi, "xem xong
tra lai", "luu hanh noi bo" dbi v6i nhitng van ban c6 pham vi, d6i trong phd bién, st
dung han ché hodc chi dan vé su thao vin ban nhu "du thao" hay "du thao lan...". Cac
chi dan trén c6 thé dugc danh may hodc dung con dau khac sin dé dong 1én vin ban
hoac du thao van ban.

- Ky hiéu ngudi danh may va sd lugng ban phat hanh d6i v6i nhimg vin ban can

dugc quan 1y chét ché vé s6 luo

- Truong hop van ban co p
phu luc d6. Phu luc van ban phaifitid u. co tur hai phu luc tr¢ 1én thi cac
phu luc phai duge danh sb tht ty’

@Wong van ban phai co chi dan vé

ang chir s6 La

- S6 trang: Vin ban va phu luc van ban gom nhiéu trang thi tir trang tht hai tro di
phai dugc danh s6 thir tu béng chit s6 A rap; sb trang cua phu luc van ban dugc danh
riéng, theo tirng phu luc.

6.2.6.10 Thé thirc ban sao:

Thé thic ban sao dugc thye hién nhu sau:

- Hinh thtrc sao bao gdm mot trong cac dong chi: "Sao y ban chinh", "Trich sao"
hoac "Sao luc".

- Tén co quan, td chirc sao van ban 1a tén cla co quan, td chirc thuc hién viéc sao
van ban.

- S6, ky hiéu ban sao bao gdm sd thtr tu ding ky dugc danh chung cho céc loai
van ban sao do co quan, td chirc thuc hién va chit viét tit tén loai ban sao theo Bang

chir viét tat t€n loai van ban va ban sao. SO dugc ghi bang chit sO A rap, bat dau tir s0
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01 vao ngay dau nhiém ky hodc ngay dau nam va két thuc vao ngay cubi cing cua dai
héi tiép theo hodc vao ngay 31/12 hang nam.

- Cac thanh phan thé thirc khac ciia ban sao vian ban gdm dia danh va ngay, thang,
nim sao; chirc vy, ho tén va chit ky cta nguoi c6 thim quyén; ddu cua co quan, to
churc sao van ban va noi nhan ban sao.

6.2.7 Yéu cau ky thudt trinh bay viin ban:

K¥ thuat trinh bay vin ban bao gdm khé gidy, kiéu trinh bay, dinh 1& trang vin
ban, vi tri trinh bay cac thanh phan thé thirc, phong chit, ¢& chit, kiéu chit va cac chi
tiét trinh bay khac, dugc ap dung dbi v6i van ban dugc soan thao trén may vi tinh sir
dung chuong trinh soan thao vin ban va in ra gidy; c6 thé ap dung dbi voi vin ban
duoc soan thao bang phuong phap hay phuong tién k¥ thuat khac hodc ddi véi vin
ban dugc lam trén gidy mau in san; khong ap dung d6i véi van ban dugc in thanh
sach, in trén bao, tap chi va cac loai an phém khac.

6.2.7.1  Kho gidy, kiéu trinh bay va dinh 1& trang viin ban:

a) Khé gidy: Vin ban duoc oic in) trén gidy A4 (kich thudc

210 mm x 297 mm, sai s6 cho p
Céc loai van ban nhu gidy SSY (NG l1 nhan hd ho, phiéu gui, phiéu
chuyén c6 thé dugc trinh bay tren khd gidy A5 (1’8 mm x 210mm) hodc trén mau
gidy in sin.
b) Kiéu trinh bay:

Céc loai vin ban dugc trinh bay theo chiéu dai cua trang gidy kho A4 (dinh hudng
ban in theo chiéu dai).

Truong hop ndi dung van ban c6 cac bang, biéu khong dugc lam thanh cac phu luc
riéng thi vin ban c6 thé duoc trinh bay theo chiu rong trang gidy (dinh hudng ban in
theo chiéu rong).

¢) Pinh 1é trang van ban (doi véi khé gidy A4):

- Trang mat trudc.

Lé trén: Cach mép trén tir 20 - 25 mm.

Lé dudi: Cach mép dudi tir 20 - 25 mm.

Lé trai: Cach mép trai tir 30 - 35 mm.

Lé phai: Cach mép phai tir 15 - 20 mm.
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- Trang mit sau (néu in 2 mat):

Lé trén: Cach mép trén tir 20 - 25 mm.

Lé dudi: Cach mép dudi tir 20 - 25 mm.

Lé trai: Cach mép trai tir 15 - 20 mm.

Lé phai: Cach mép phai tir 30 - 35 mm.
6.2.7.2 Ky thuat trinh bay cac thanh phan thé thirc vin ban:

Vi to trinh bay cac thanh phan thé thirc vin ban trén mot trang gidy khd A4 duoc

thuc hién theo so dd bd tri nhu sau.

[ HUYNH BAHOC 1]

SO PO BO TRI CAC THANH PHAN THE THUC VAN BAN
{Trén mot trang giay kho A4: 210 mm x 297 mm)
(Kém theo Thong e so 01200 1/TT-BNV ngay 19 thang 01 nam 201 1 cua Bo Noi vi)

20 - 25 mm I P I
I 2 | ' |
[ =]
l T | ‘ |
I ® I { - |
[ e ] I > ]
= 1]
15-20
30 - 35 mm mm
.
Ta ]
9
[=
™ |
7 |
20 - 25 mm
Ghi chu:
Osi | Thinh phin thé thire vin bin S b
I | Qudc hidu |'gp . | Notnbio
2 | Tén co quan, 16 chitc ban hdnh viin ban 10a Dau chi mirc 46 mat
3 | S6, ky hi¢u cia vén ban 10b | Déau chi mic 46 khan
4 | Diadanh va ngdy, thing, nim ban hanh vin 11 Déu thu hoi va chi din vé pham vi luu hanh
{ bin — 12| Chi din vé dur thao viin ban
Sa | Tén boai va trich yéu ndi dung vin ban 13 Ky hidu ngudi ddnh may va so lugng ban
Sb_ | Trich yéu ndi dung cdng vin phét hanh
6 | Ndi dung viin ban 14 Pia chi co quan, 14 chiic; dia chi E-Mail: dia
= T : 5
1: | Quyén han, chire vy, ho 1én v chit ky cita chi \Vc.b.\ns. S0 dlé_nlkhoal. s0 Telex, 0 Fax
_:v , | ngudi o6 thim quyén 15 Lf)go {in chim duditén co quan, 16 chirc ban
Tc | hénh viin ban)
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Vi trf trinh bay céc thanh phan thé thirc van ban trén mot trang gidy khd A5 duogc
ap dung tuong tu theo so do trén.
6.2.7.3 Ky thuat trinh bay cac thanh phan thé thic ban sao:

Céc thanh phan thé thirc ban sao duoc trinh bay trén cing mét trang gidy, ngay
sau phan cudi cung cua vin ban dugc sao, dudi mot duong ké nét trén, kéo dai hét
chiéu ngang ctia ving trinh bay vin ban.

Vi to trinh bay cac thanh phan thé thirc ban sao trén trang gidy A4 dugc thyuc hién

theo so do bo tri nhu sau:

20-25Tmm *|

| PHAN CUOICUNG CiUA VAN BAN DUGC

b

1
3035mm > | | 4 HE:

R e —

20-25Imm

6.3 Mot s6 van dé can luu y khi xiy dung vin ban:

- Nim virng van dé dit ra dé chon thé loai cho phu hop. Trong mot van
ban chi nén tip trung vao mot van dé, tranh néu van dé dbi lap nhau hoac trung lap dé
nang cao tinh hiéu lyc.

- Trong van ban can x4c dinh rd pham vi hiéu luc, tham quyén ban hanh

van ban, d6i twong tac dong, thoi gian, khong gian, trach nhiém thyc hién...

CAm nang cho nguwoi méi di 1am | Kj thugt trinh bay cac thanh phan thé thixc ban sao: RN
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- Béo dam tinh ké thira ctia van ban, cht y dén nhiing van ban hién hanh
dé dam bao tinh mach lac, hé théng, khoa hoc, bao dam van ban cép dudi phuc tung
vin ban cap trén.

- Vin ban c6 nhiéu trang thi tir trang thir hai phai danh sb trang bang chir
sO A rap cach mép dudi trang gidy 25 mm & goc phai.

- Nhiing van ban c6 hai phu luc tré 1€n thi phai ghi sd tht tu cua phu luc
bang chir s6 La M.

Qui dinh vé phéng chir dung trong soan thao vin ban.
Phong chit thong nhit khi soan thao vin ban méi ding fonts Times New

Roman chon b¢ gd Unicode

SE
© Flle Edit Wew Insert Format Tools Table Window Help Type aquestion for help  + X
NEHRSSRIVEISRBI|9-0 &JDE“ |39 100 - @) daesd [§

i A4 Normal + Italic v ¥nTime 12 - | B !U \.—— i= AN | va_b)vAv

VIEN PHAPY QUOC GIA
Qui dinh vé phong chir dung trong soan thio van ban.

1. Phong chit thong nkhdt kki soan thdo vdn ban méi la VnTime bo go TCVN-, 3

C O i e ———
LRMILBAZAABSS I S AL IARED S -9 uwe ]
G .omr - 2

Két thic

Huéing dén

Bing didu khidn...[CS+F5]
Céng cu...[CS+FE]

Chuyén ma nhanh - [C5+F9]

hodc Khi ding fonts Times New Roman chon bo g5 Unicede

v G kiéu TELEX
G& kidu WNI
. Céch chuyén cde Foms khde vé Vntime ding cong cu cia Vietkey. Gé kidu VIOR
Bildé 11 ME File Wordl 66 dinh danip khshis praL B Viitins, SheaiRs
Buéc 2: Bim & hop phim Ctrl+A dé béi den toan bé vin ban

VNI Windows
iDrawv U | Autoshapes N\ N [ O & 4 2 @B S-Z2-A-==2 @ il VIOR
Page 1 Sec 1 12 a4 Ln2l Col43 REC TRK EXT oWR 0OX izl

NCR Decimal ————
mstartl W (2 ) > & Théng béo tir Vién - Goo... ] I mang I 1) qui che wurd-Microsoft...I T ORI UV 217PM

% Cach chuyén cac Fonts khac vé .Vntime dung cong cu cua Vietkey.

- Budc 1: Mo File Word c6 dinh dang khong phai 1a .Vntime.

- Budc 2: Bim t6 hop phim Ctrl+A dé boi den toan bd van ban ( hodc dung
Chudt boi den ving van ban mudn chuyén doi).

- Di chudt t6i biéu tuong cua VietKey bam phai Chuot chon cong cu.

Cém nang cho nguwoi méi di 1am | Mgt s6 vdn dé can luu y khi xdy ding van ban: JEEH
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Két thic
Huéing din
Bang didu khién...[CS+F5)

Chuyén m3 nhanh - [CS+F3]

v G6 kifu TELEX
G kidu VNI
G5 kifu VIR
G5 kifu VIGR"

Uracode
v TCVN3 - ABC
= VNI'Wndows
VIOR
UTF-8 Literal
NCR Decimal

Y 8:23AM
- Bang cong cu mod ra chon “ Ngudn ” la unicode va “ Pich “ 1a TCVN-3 ”.

Xong Bam chuyén ma hack vcoin

UniKey Toolkit i

— Noud
Ngudn

Blngmd  |Unicode >l

Fletet | = |
- Dich

Bhont ST R~

File teat | = [

© ot o |

- Mé mét Vin ban méi bam t6 hop phim Ctrl+V ( hodc bim Edit trén toolbar
chon Paste).

- Bay gio ban da c6 mot van ban mai fonts chit 1a .Vntime chic ban thanh cong.

% Cach chuyén cac Fonts khac vé Times New Roman dung cong cu ciia Vietkey

- Budc 1: Mo File Word c6 dinh dang 1a .Vntime.

- Budc 2: Bam t6 hop phim Ctrl+A dé bdi den toan b van ban ( hodc ding
Chuét boi den ving vin ban mudn chuyén doi).

- Di chuét téi biéu tuong cia VietKey bdm phai Chudt chon cong cu.

- Bang cong cu md ra chon “ Ngudn ” 1a TCVN-3 va “ Dich “ 1a Unicode .

Xong Bam chuyén ma.

Cém nang cho nguwoi méi di 1am | Mgt s6 vdn dé can luu y khi xdy ding vin ban: JEER)
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- Mé mot Van ban méi bam t6 hop phim Ctrl+V ( hodc bam Edit trén toolbar
chon Paste).
Ghi chu:

Néu dung ddu khic dé thay thé mot sb thanh phan thé thic vin ban thi kiéu

chit, ¢& chit ciia cac ddu nén twong xtimg véi kiéu chit va c& chit duoc ché ban bang

may vi tinh.

Cém nang cho nguwdi méi di 1am | Mgt s6 vdn dé can luu y khi X8y dung vin ban: JEEE
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7. KY NANG VIET EMAIL BANG TIENG ANH

7.1Pic diém cia e-mail

- Cdch trinh bay don gian

Uu diém 16n nhit cua e-mail 1a truyén thong diép dén ddi twong ¢ moi noi trén thé
gidi chi trong chdc 1at . Vi vay, no thuan tién cho viéc tra 10i ngay clia nguoi nhan va
mang tinh hiéu qua cao . Muc dich chung 13 téc d6 truyén thong tin nhanh chong va
tinh chat thong tin da dang.

- Cach lvu trir dir lieu

Viéc nhan thong diép bang e-mail gitp cho viéc luu trix dit lidu trong phan clng va
phan mém may vi tinh dwgc gon nhe va an toan.

- Chiphi

Trong thoi dai may vi tinh nguoi ta str dung internet dé truyén tai thong tin ngay cang
nhiéu, nén chi phi email phan nao tuy thudc vao viéc lam viéc truc tuyén it hay nhiéu

- Truyén cung mét thong diép dén nhiéu nguoi

Trudng hop guri cung mot thong diép dén nhiéu ngugbit bude nguoi gui phai ghi ho
tén tirng nguojsao chép va guri diNhung ddi voi email, don gian chi dung CC

- Hinh thirc van ban

Mic du e-mail duoc trinh bay theo hinh thirc 14 thu , nhung van ban e-mail gan véi
ngon ngir n6i hon ngdn ngir viét. Chang han nhu nhing cu thim hoi vé thoi tiét ciing
duogc lugce bot, thay doi 16i viét van chuong bang cach dién dat don g ian tién cho viéc

doc trén man hinh may vi tinh ...

Cam nang cho nguwoi méi di lam | KY NANG VIET EMAIL BANG TIENG ANH
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7.2 Céch viét e-mail

7.2.1 CC, BCC, Return Receipt

- To: dia chi cua nguoi nhan e-mail.

- CC (Carbon Copy: sao chép hang loat ): Viéc guri ban sao vin ban dén dia chi
ctia ngudi nhan 1a cach  dung khi muén chuyén dén nhiéu ngudi . Khi nhan e -mail,
nguoi nhan s& hiéu rang thong tin dugc truyén tai dén nhiéu nguoi . Tac dung ciia no
thuan tién nhung khong can thiét khi giri ¢én nhiéu nguoi khong c6 lién quan.

- BCC (Blind Carbon Copy/Blind Courtesy Copy ): Ciing giéng nhu CC , nhung
BCC ham nghia nhin manh “glri bi mat”, nén tranh lam dung cach gui nay.

- Subject: Chu dé cua e-mail dong vai tro quyét dinh dén viéc doc hay khong doc
ctiia nguoi nhan.

- Attachment: Tai liéu kéem theo.

- Return Receipt: Xac nhan da nhan thu . Pay la cach chirng minh nguoi nhan da
nhan duogc e-mail.

- Théng thudng ta s& nhan dugc rat nhidu e -mail, nén c6 thé doc ludt qua chu dé
dé hiéu so lugc ndi dung va quyét dinh doc e-mail nao trude.

- Pic diém cta chu dé 13 can viét cu thé va ngin gon diéu quan trong chtra dung
trong ndi dung.

- Khi ta dua vao e -mail nhirng thong tin khong ro rang , nguoi nhan sé khong co
¥ mudn “Reply”.

- Tinh hudng khan cip “Urgent” chi dung khi that sy can thiét.

7.2.2 Thé hién sw ton trong
- Trong e-mail, ngoai trir trudng hop bat bude phai thay d6i cach xung hdé |, ta

khong dung Dear dé goi tén ma bit ddu bang cum tir xung hd vatén nh v Ms. Baker
hoac John, vi du: Dear Ms. Baker, hoac Dear John.

- Trudng hop khong rd gidi tinh ciia nguoi nhan thi dung cach goi tén day du
nhu Dear Pat Joners.

- Néu nguoi nhan 1a nguoi la , ta khong thé goi mot cach so sai . Hon nita, ta
khong thé dung cach néi Hello, Leilani va Hi, Ken vao lan gip dau tién.

- Néu khong biét tén riéng thi dung cach goi chi phai nam , phai nir: Dear Sir /

Madam

CaAm nang cho nguoi méi di lam | Céch viét e-mail
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- Dbi véi cach goi timg bd phan, phong ban, ta c¢6 thé dung nhu sau:

= Dear Customer Service

= Dear Human Resources Manager

= Dear Marketing Director

- Dbi véi nit, dung Mrs. dé goi ngudi 16n tudi.

- Néu nguoi nhan c¢6 hoc vi tién si thi khong can phan biét gidi tinh | ta co thé
dung Dr. (Dr. Franklin)

7.2.3 Phdn ngi dung

- Bit dau bang cach chao hoi don gian : hdy tu gidi thiéu minh , r6i sau d6 mai
giai thich cho ngudi nhan biét rd ngudn gbe ctia minh, 1y do giri e-mail.

- Phén ndi dung dai hay ngan tuy theo muc dich dién dat ctia nguoi g ti.

- Trudc hét hiy viét viéc quan trong , khong nhat thiét phai viét nhitng cau chao
hoi thong thuong vé strc khoe , tinh hinh thoi tiét ma nén di thang vao van dé quan
trong. Néu co nhiéu sy viéc quan trong thi hdy trinh bay mot cach ngan gon, 13 rang.

- Khi chuyén sang y méi , ta cAn ngét dong dé ngudi nhan khong cam thiy kho
khan trong viéc doc nam y.

- Khi dé cap dén ndi dung cin ban bac , thao luan thi nén ding miu ciu yéu cau
lich su.

= | am writing/write to ... (tell about ... / let you know about ...)

[ would like to ... (tell/send/let ...)

* [enjoy/ really like ...(+V_ing)

- Néu c6 tai liéu dinh kém thi nén bao cho nguoi nhan biét d6 1a tai liéu gi.
» ITenclose ... (daily report ...)
» The attached file is ...(list of students ... )

- Khi can yéu ciu sy gitp d&, hd tro tir nguoi nhan thi phai néu cong viée cu thé.
- Could you help me ...(inform the student of final exam...), please?

» [ would like to ask your help ...

Khi héi tiéc vé mot diéu gi d6 xay ra khong nhu mong doi.

CAm nang cho nguoi méi di lam | Phan ngi dung
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[ regret to ... (tell/inform ...)

| am (very) sorry about/for ...

I would like to apologize for ...

Nén tranh su dién dat do du.
Vi du:

= | can not attend the meeting.

| wish | could attend the meeting.
= \We can not finish the plan until April 20.
We will finish the plan on April 20.

Nén tranh cac hinh thirc viét tat, ngan gon.

Vi du:

I’'m-1am

I don’t - 1 do not

I haven’t - | have not

Chi st dung hinh thire viét tit cho phép (duoc chap nhan).

ASAP: as soon as possible
BTW: by the way

BFN: bye for now

BRB: be right back

IOW: in other words

Yéu cau, de€ nghi lich sy khi mudn ngudi nhéan héi lai ndéi dung hodc bat cur

thong tin nao trong e-mail néu chua hiéu rd.

» Please contact me if you have any ... (question, complaint ...)!

= Please feel free / do not hesitate ... to contact me if ... (there is any problem...)

- Khéng gach dudi, khong dung kiéu chit to (chir in hoa), in nghiéng ca ciu va
ky hiéu ddc biét. Khi mudn nhin manh tung phan thi ta dung kiéu chir to , d4u hoa thi
(* *), hay dung dau phan cach (_)

CAm nang cho nguoi méi di lam | Phan ngi dung
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Vi du:

= This is available to members ONLY.

| meant *JST*, not PST.

| will need the report by _ 10 a.m. Monday _

Truong hop mudn cé cau tra 10i tir nguoi nhan thi phai néu chinh xac yéu cau
va viée cAn lam. Cau hoi nén cung cap dy du thong tin va viét & dang nghi van va dé
nguoi nhan co thé sap xép tra 1oi.

Vi du.

= | would like to know when you can send it out.

= When can you send it out?

Let me know whether you can make the deadline or not.

Can you make the deadline?

- Cém on vé e-mail hdi am
Vi du:
» Thank you for your ... (e-mail/reply/ prompt reply/ quick response...)

It is good/nice/great to hear from you.

I am glad/happy to hear from you.

Két thic e-mail

Thank you for your ... (interest/assistance/cooperation...)

| am looking/look forward to ... (hearing from you/...)
7.24  Phan két lugn

- Phai thay doi phan két luan so véi thu tin thong thuong.
Vi du:

= Best Regards,

= Best Wishes,

= Regards,

= All the best!

Cém nang cho nguwoi méi di lam | Phan két lugn
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= Continues success,

= Sincerely yours,

= Sincerely

- Néu nguoi nhén 1a ngudi khong quen biét thi c6 thé dung cac cach din dat sau

= Bye for now

= Talk to you later

= Talk to you soon

= Take care

= Have a nice/good/great/wonderful day!

= Have a nice/good/great/wonderful weekend!

7.2.5 Chir ky

- Thuong hién thi dia chi e -mail, dia chi trang chu, va ho tén cua ngudi giri . Tuy
nhién, tiy ting truong hop ma cd cach viét nhu chirc vu , nghé nghiép, chd 0, sb dién
thoai. No6i chung, chtr ky trong e -mail dugc ghi nguyén van , nhung ciing khong nén
qua dai.

- Khi doc s6 dién thoai trén chir ky, tot hon ta nén bat dau tir ma qudc gia.

- Tuchitky, taco thé hiéu thém vé phuong cham kinh doanh hoat dong cua
nguoi gui thu.

- Hay dat quy u6e vé chit ky , chang han nhu quy udc dung trong kinh doanh |
dung cho ca nhan, dung trong nudc, dung & nude ngoai.

7.2.6 File Dinh kem

- E-mail ¢6 thé dinh kém tai liéu nhu hinh anh, biéu d6 ...

- (C6 thé dinh kém dia chi cia minh dé ngudi nhan hiéu ngay thong diép 1a do ai. gui

- Dung lugng dinh kém qua internet 1a  25MB. Néu dung lugng dinh kém qua
10n, ta nén dung phuong phap nén hodc upfile Ién link/ drive.

- Khi guri e-mail 1an dau khong nén dinh keém tai liéu vi s& mat thoi gian , ngay ca
ngudi nhan cling cam thay khong can thiét phai doc tai liéu dinh kém . Chi thyc hién
viéc dinh kém tai liéu khi duoc yéu cau.

& Doi véi hinh thirc e-mail thén mat.

Xét vé ndi dung can trinh bay trong e-mail thi ciing twvong ty nhu e-mail trang

trong. Nhung hinh thire trinh bay don gian hon, ngan gon hon. Cu thé nhu sau:

Caim nang cho nguoi méi di lam | Chiz ky JHEE]
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- Dau thu:

= Hi/ Hello/Dear + tén riéng,

= Dear Friends/Colleagues/Fellows/Members/Everyone,

- NOoi dung thu:

= Khong can dién dat ¥ mudn néi thanh mot cau van hoan chinh.
= (6 thé dung hinh thirc viét tat nhu I'm, I don’t ...

* DPuogc dung cac ky hi€u dac biét dé dién ta cam xtic nhu L, (...

- Cubi thu:

= Bye/ See you/ Take care

=  Thanks,
= Cheer,
=  Good luck

7.3 Cach viét mot so6 email &

7.3.1 Thw cam on

; ..
Thu cam on doi hoi nguoi viet mdt mat van phai tuan tha nhirng quy wdc chung

ctia email, mot mat phai thé hién duogc 10ng biét on, tinh cam ctia minh véi ngudi nhan
thu. Bén canh dé, ngudi viét ciing can chi y dén mot sé cac yéu to sau khi viét 1oi
cam on:

- Thu cam on dugc viét duéi dang cau tap trung vao Iy do minh cam on va téi ai.

- Nbi dung thu can phan anh duoc thién chi cua nguoi viét va can phai viét ngan
gon, suc tich.

- Thu cam on khéng duoc st dung cho c& nhan ma con déi voi moi tinh hudng,
nhung di hodn canh nao thi ciing can ¢d 15i chao lich sy, diéu d6 1am cho buc thu
tang thém gié tri.

Huwéng din cach viét:
Mot 14 thu cam on can phai c6 nhimng yéu t sau:

+ Loi chao dau thu

Cac ban c0 thé sir dung Dear + name (dwoc dung nhiéu nhat)

CaAm nang cho nguoi méi di lam | Cach viét mét s6 email théng dung
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Véi nhitng van phong trinh trong hon ching ta c¢d thé st dung nhiéu tir ngit khéc

nhu:

Respected Sir/Madam/Mr..../ ...

4 NO6i 1oi cam on: Loi cam on va ly do cam on thuong duoc viét ngay cau dau

tién cua phan noi dung thu.

C4c ban c0 thé sir dung nhitng mau cau nhu:

| so greatly appreciate...

I'm honored...

| am very thankful...

I'm delighted...

We were touched...

| truly enjoyed...

We are truly grateful...

I am much obliged...

| was inspired...

| relished...

| was dazzled...

How adorable of you... Thank you for......
I would like to thank you for-....

We'd like to express our gratitude for...............

Thank you so much for.............

4 Giai thich r6 hon nhimng diéu tuyét voi ai d6 mang lai cho minh

C6 nghia | ban thé hién sy thich thd, biét on ctia minh véi nhitng gi ma ngudi

nhan thu d danh cho minh. Chang han khi ban nhan duoc mot moén qua, ban hay noi

ban da tan huéng mon qua ay nhu thé nao, nd co ich véi ban nhu thé nao.

O doan nay, ban nén sir dung c4c tinh tir va trang tir dé boc 16 cam xUc ciing nhu

long biét on ctia minh. Ty theo hoan canh ma ban sé& c6 cach dién dat khac nhau.

+ Loichic, 161 htra

O cubi la thu cam on, chling ta thuong giri 10i chlc hay 161 hia dén ngudi

nhan. Pay 1a mot cach dé to 1ong biét on.

CaAm nang cho nguwoi méi di 1am | Thie cam on RS
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Ching ta c6 nhiéu mau cau, sau day 1a mot sé vi dy:

So | am hoping and wishing that

| hope that... .............

Wish you... ......

| promise to..
TUy theo hoan canh ma chiing ta sé dién dat khac nhau.
4 Loi cam on cudi cung va chir ki
+ Vi du va phén tich
Duéi day la mot thu cam on mau. Cac ban hdy cung chiing t6i phan tich va rat
ra kinh nghiém cho minh.
Phan dau:
To: Jeff Bridges@yahoo.com
(Sau To:...ban dién dia chi nguoi nhan thu, néu ban mudn guri dén nhiéu nguoi
ban hay chon Cc hoac Bcc.)
Subject: Thank you for sending us a beautiful wedding photo album.
(Subject:.....1a phan ban s& viét tiéu dé thu. Phan ndy can ngan gon ma sc tich.)
Sau day |a phan noi dung thu:
Dear Jeff
=> Loi chao, bt dau thu
It fills my heart with pleasure to know that you remembered my wedding
anniversary and sent your love in the form of the beautiful photo album.
=> Ly do ngudi viét cam on.
| wish to use this email as medium to express my gratitude towards you for
the wonderful gift which has so beautifully captured the wonderful moments. Though
only the fact that you remembered the special day means a lot to me but your gift adds
touches of your heartfelt feelings and care.
=> Bay t6 161 cam on chan thanh, kém theo cam xuc cua nguoi viét. (Cac ban chi
y dén cach sir dung cac tinh tir va trang tir ¢é danh gia cao nhitng gi ma nguoi nhan
thu d3 1am cho nguoi viét.)
Through this email | also wish to tell you that any gift from you is incomplete

without your presence along with it.

CaAm nang cho nguwoi méi di 1am | The cam on
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=> Mot lan nita danh gia cao nhitng gi ma nguoi nhan thu da gidp da.

So | am hoping and wishing that you make your presence in my life felt as soon as
work allows. | remember you each day and you shall reside in my house from now
onwards in the form of your wonderful gift.

=> Hy vong, uéc mudn dong thdi van tiép tuc bay to 10ng biét on chan thanh.

Thanking you once again.

=> Loi cam on cudi thu.

Carla Bruni

=> Chu ki, tén (Cac ban co thé két thlic bang Sincerely, Best regards, ...trude Khi
viét tén.)

Ty vao hoan canh khac nhau ma cac ban c6 thé bién doi cach viét sao cho phi

hop va dap trng muc dich cta minh.

7.3.2 Thuw thong bao

Email thong béo 1a loai email ma ching ta st dung dé thong béo vé mot su kién
hay su viéc nao d6. Dang email nay con dong vai trd0 nhu mot 161 moi ai do toi su
kién.Thu théng bado dugc sir dung trong nhiéu truong hop nhu moi cudi, thong béo tin
budn, thdng béo tuyén dung,.....

Khi viét dang thu ndy can phai c6 nhiing yéu té sau:

- Ly do viét email nay, tuong tng véi su kién gi.
- Thoi gian dia diém su kién dién ra.
- Anh quang céo sy kién (néu c0).

Huéng din cach viét

Sau day cac ban hdy cung ching toi phan tich mot email thdng bao mau va tim
hiéu cach trinh bay cua dang email nay.

To: Paul_389@hotmail.com

Cc: Leonardo_9202@hotmail.com

Bcc: roose_velt@hotmail.com

=> Thong thuong loai thu ndy thuong dugce giri dén nhidu ngudi mot IGc. Hay s
dung Cc va Bcc dé thém dia chi ma ban mudn giri.

Subject: Internship announcement

Cém nang cho nguwoi méi di lam | Thu théng bdo
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=> Chu d& ctia email thdng béo c6 thé khac nhau tly trudng hop. Vi dy, d6i voi su
kién mang tinh giai tri, ching ta c6 thé dé tiéu d& mang tinh quang cao nhu “save your
time!”, “joining now”, ....

Tuy nhién d6i véi nhitng su kién c6 tinh chit nghi 1& hay trang trong, ching ta
ciing nén st dung nhimg tr ngdt chudn muc nhu “wedding announcement”,
“internship announcement”,....

Dear all,

=> VI thu gtri &én nhiéu ngudi mot 10c nén ching ta chi chao chung chung Dear all..

We are pleased to announce that we are soon going to start the summer internship
program for our students in Psychology, Physiology and Sociology department. This
Is with reference to your interest in the internship camps and training sessions
organized by us.

=> Thong bao tin su kién. Véi nhitng théng bao nhu tin tirc khéng hay, chung ta
nén viét cau thong bao di thang vao van dé va don gian.

Mot s6 mau cau ding dé dua ra 10i théng bao:

- We are pleased to announce that... ... .......

- We feel proud to announce that... ... ................

- l'would like to inform you that.......................

- This is to bring to your notice that..................

- We are thrilled to announce........................

We are writing to inform you that the period of internship would be from
September to November, i.e. it would be a three month long camp. You will be
provided the position according to your trial performances and initial day’s practices.
To be a part of our internship program, you must be fluent in English and must
possess excellent interpersonal and communication skills. In addition, the applicant
should be proficient in his or her required field of work and should be qualified with
the knowledge of computer languages and MS Office.

=> Thong béo chi tiét hon vé sy kién gom thoi gian, dia diém, cac hoat dong co
trong su kién, dbi tuong tham gia,......(néu c0).

We promise that this summer internship program would be of a great benefit to

you. The interested students may apply for their candidacy latest by 20th August 2012.

Cém nang cho nguwoi méi di lam | Thu théng bdo



Suu tam & Bién tdp ©2014Minh Khai Hoang/ minhkhaihoang@gmail.com

Please note that our admission windows are open during the morning times from 9:00
AM to 11:00 AM,

=> Nhic lai thoi gian dia diém va dwa ra 101 moi chinh thue.

For any further information or queries regarding this internship camp, you can
contact any of our HR team members or call us on 092283828.

=> Céch lién hé véi nguoi to chie sy kién, hay nguoi chiu trach nhiém don tiép
(néu can).

We hope to develop a professional relationship with you.

=> Cau két: thé hién mong mudn ngudi nhan thu tham gia.

Sincerely,

Joe Charles.

=> Cau chao va ki tén.

7.3.3  Thu xin 15i

Thu xin 151 1a mét dang thu duoc viét dé xin 161 mot ai d6. Boi khi trong cudc séng
hang ngay, ching ta thudng mac phai nhiing sai 1am chang han nhu cu xtr ¢6 15i véi ai
d6. Trong truong hop d6 chling ta can phai ndi 161 xin 16i. Thu xin 18i 14 mot céch hiru
hiéu nhét khi chdng ta ngai hay khdng du can dam dé truc tiép n6i 1oi xin 16i. Thu xin
161 c6 mot sb loai khac nhau, c6 thé mang tinh ca nhan hay trinh trong. Sau day 1a mot
s6 loai:

- Thu xin 13i t&i bé/me: Trong trudng hop ching ta to tiéng v6i bd me va lam ho
t6n thuong.

- Thu xin 16i khéch hang: Thu nay giri ¢én khach hang vi da lam khach hang that
vong vé san pham ctia minh,

- Thu xin 16i vi hanh vi cia minh: Trong truong hop ching ta cu xr tho 16 véi ai
do6 hay khi ching ta vi pham ndi quy, chinh sach cua 16p, truong, céng ty...

Khi ching ta viét dang thu nay, ching ta phai ch( ¥ chon tir can than vi néu
nguoi nhan thu khdng cam nhan duoc thanh y xin 16i cua ban trong thu thi coi nhu
burc thu cuia ban khong hi¢u qua.

Huwéng din cach viét:
4+ Nhimng diéu can luu y:

- Khi viét thu xin 151, ban can bo di 10ng tr trong ciing nhu Kiéu cing ctia ban than.
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- Sir dung tir ngit phd hop véi nhimg hoan canh khac nhau va déi twong khac nhau.
- C6 ging nhan 15i va ding d6 15i cho ai. Pidu d6 cho thiy sy truong thanh va
tinh than trach nhiém cta ban.

- Co gang dung viét qua ngan.
Khiéu nai va xin 16i
MAau thur

o Bron khifu nai

Dear Mr Clifford
Order Mo 2235

We have just received a consignment of 400 Dune wallets although our order was for Oasis.
It appears there must have been some misunderstanding.

We shall return the consignment for replacement. Please credit our account with the shipping costs.

Yours sincerely

s Tra lid don khifu nai;

Dear Mr Sykes
Order Mo 2235

We were sarry to learm from your letter of 14 March that the wrong goods were sent.

It convenient, we should like you to keep the Dune wallets, as our agent Mr Ross will contact you to arrange for their
collection. Should you decide to keep them, we can allow 45 days net for payment instead of our usual 10 days.

The Dasis wallets have been airfreighted today through Danzas.
We apologize for the delay in delivery and the inconvenience caused.

Yours sincerely

4 Mot sd tir va cum tir ban ¢4 thé str dung trong thu Xin 16i:
Tir ngit ding dé dién dat 10i xin 13i:
-l apologize for...
- Please accept my sincere apology for....
- | am deeply sorry for....
- I really owe you an apology for.....
- I'msorry about.......
T ngit dé néu ly do: because, due o, ....
Tir ngit dé dua ra 10i dé nghi hay cam két cia minh nham sira 15i sai:

| would like f0... ... ... ...

| hope.....ccoeevee il

| promise...................
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We are happy to offer you..................

| look forward to

Could we make another.............7

#+ Vi du va phan tich

Duéi day 1a mot birc thu mau Roose giri cho Christine vi di khong tham dy budi hop
nhu da hen. Cac ban hdy cung chang t6i phan tich va rat ra kinh nghiém cho minh.

To: Christine_martha@hotmail.com

=> DPia chi nguoi nhan

Subject: Apology for missing the meeting

=> Tiéu dé thu (ngan gon, stc tich nhung van ndi dugc muc dich cia ca bic thu.)

Dear Christine,

=> Loi chao dau thu. (Gan nhu gidng nhau véi tat ca c4c loai thu. Ching ta thudng
dung Dear + tén.)

| am deeply sorry for missing our scheduled meeting on 11th March 2012,
regarding the discussion of the latest project. | am really embarrassed for the same.

=> Loi xin 13i chinh thic va ly do. (P6i véi nhitng loai thu ¢6 tinh biéu cam cao
nhu thu xin 161 hay cam on, ching ta nén str dung céc tinh tir va trang tir. Diéu d6 lam
tang gia tri biéu cam cua 10i xin 16i hay cam on ciia ching ta.)

As you might understand, | was unable to come for the meeting because my flight
was delayed by 10 hours due to extremely poor weather conditions in New York. |
tried to inform you the same through a call but the networks failed to work at that
time. This meeting with you was very important as | was to discuss all the working
directions and the product requirements for our new project.

=> Giai thich Iy do vi sao anh ta khdng dén budi hop. Cac ban can dua ra ly do
thuc sy cam théng duoc va tot hon hét 12 cac ban hdy dua ra céc ly do khach quan.
Bén canh d6, ngudi viét bire thu ndy ciing khdng quén nhan manh tam quan trong ctia
budi hop “This meeting with you was very important as.....new project.” Lam nhu
vy, ngudi nhin thu thdy duoc thanh y xin 16i thuc sy cia ban, dong thoi van thiy

duogc trach nhiém cua ban va nhan dinh viéc ban vang mat 1 diéu khdng mong mudn.
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I would like to settle another meeting with you for the upcoming week. |1 would be
available from 20th March to 27th March, anytime before 7:00 PM. Please let me
know whatever time best suits you by 15th March so that | book a ticket for myself,
beforehand. You can contact me on 982928392.

| look forward to see you.

=> Hura hen, sap xép cudc hen khac néu ¢ thé.

Véi thu xin 181, ban c6 thé dua ra nhitng dé nghi hay hira hen mang tinh chit chudc
lai 18i ctia minh, dé mong ngudi nhan thu bo qua cho.

Sincerely,

Roose Marley

=> Tén va chir ki.

7.3.4 Thu vng tuyén

Thu tng tuyén qua mang 1 mot trong nhitng dang thu mang tinh vin phong cao,
thuong dugc gui téi nha tuyén dung kém theo ban mém so yéu |i lich va thu xin viéc
chinh thirc. Hinh thire nay thu hat nhiéu tng ctr vién hon giri hd so truc tiép nén tng
clr Vién ciing can phai nd luc dé ndi bat trong mat nha tuyén dung. Ung véi mdi nganh
nghé, vi tri khac nhau ma ching ta soan thur cho phi hop.

Sau day 1a mot sb luu ¥ khi viét giri mail Gng tuyén:

- Khi viét email xin viéc, tng Vién can nim dugc Cac Yéu cau ctia cong viée va tir do
tap trung trinh bay nhitng nang lwc minh ¢6 dé chimg minh minh pht hop véi vi tri dy.

- Thu xin viéc can ngan gon va di thang vao van dé vi céc thdng tin chi tiét hon
d3 c6 & so yéu I lich va CV.

- Sau khi viét xong can kiém tra cac 15i chinh ta, ngit phap. Piéu nay sé tao an
tugng ban dau véi nha tuyén dung.

Huéng din cach viét

Pé viét mot e-mail g tuyén chlng ta can lam nhiing budc sau:

4 Phan tiéu dé

To:....... Phéan nay bao gdm dia chi nguoi nhan. (Thuong 4 dia chi mail cua phong
nhan su hay can bo nhan su.)

Subject:............. Tiéu dé thu. Chlng ta thuong ghi vi tri ma minh Gng tuyén tai

day
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% Phan noi dung
» Loichao

Ciing nhu céc thu khéc, ching ta bat ddu bang 16i chao ca nhan hay to chiic hay

phong ban, tiy theo yéu cau cta nha tuyén dung
Vi du: Dear Ms./Mr.../ Dear Sir/Madam../ ...

> Ly do viét thu va vi tri tng tuyén.

O doan nay, ban néu Ién Iy do viét thu va tng tuyén vi tri ndo. Ban c6 thé n6i thém

ly do vi sao ma ban biét thf)ng tin tuyén dung cua Cf)ng ty. Mot s&6 mau cau nhu:

This mail is in response to the job post in..................
I am sending you this email as an application zo....................

| am writing to apply for...

hiringranagerg company.com

Send

Agcount =

Subpect: Job Apphcabion: Sugan Smith

Dear Hiring Manager

I am writing to express my interest in the Web Content Manager position listed on MediaBistro.com
I have experience building large, consumer-focused health-based content sites. While much of my
experience has beean in the business world, | understand the social value of the non-profit sector
and my business expenance will ba an asset 1o your organization

hy responsibiities included the development and management of the site's editonal voice and styla,
the editorial calendar, and the daily content programming and production of the web site

I look forward to hearing from you soon
Sincerely

Susan Smith

Susan Smith

123 Main Street

Any Town, CA 11121

Cell: 555-123-1234

Email: susan smith@gmail com

> Thé hién kha ning, ning luc

Pay |a phan quan trong nhat cua thu xin viéc. O phan nay, ban phai thé hién

nhirng kha ning, trinh d6 hoc van ciing nhu nhitng kinh nghiém hay nhitng thanh qua

ma ban ¢6 dé chimg minh voi nha tuyén dung rang ban phl hop va Ia tng ctr vién
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sang gia cho vi tri 4y. Ban chi ¢ thé viét mot vai cau nén hay viét that ngin gon
nhung van ni bat va day du. Cac ban chd y trinh bay that khoa hoc va d& hiéu.

Sau day 1a mot sb vi du:

- | have done my graduation in........................

- | have worked on lots of challenging projects during my academic years and
even handled few projects independently.

- | believe | have the necessary academic qualifications and skill set needed for
this job.

CAac ban 6 nhiéu cach dé ndi, mién sao ban phai dé cap duoc niém vinh du cua
minh néu duogc 1am cdng viéc dy cling nhu chirng minh minh 12 tng ctr vién sang gia.

Tuy nhién, trung thuc 1a yéu to rat quan trong d6i véi loai thu nay nén néu ban
mudn c6 mdt cdng viée tot, hay tich liy kinh nghiém cho minh ngay tir bay gio.

> Hen phong van

Day 1a phan ban s& goi ¥ nha tuyén dung cha dong lién lac véi ban dé hen lich
phong van truc tiép. O phan ndy, ban can thé hién duoc nhiét huyét cuia minh véi cong
viéc ban mg tuyén va mong mudn duoc phong van truc tiép.Pdy ciing 1& phan ban
ghi day dii thong tin lién lac ciia ban gom tén, sé dién thoai hay email.

» Loi cam on va chit ki.

Pay la phan khong thé thiéu khi viét bat ki mot bic thu ndo. Hay cam on nha
tuyén dung Vi da danh thoi gian doc mail cua ban.

Phan chir ki ban nén bat dau véi: Your faithfully, Sincerely, Best regards, ..

+ Vi du va phan tich

Duéi day 1a mot e-mail xin tng tuyén vao vi tri nhan vién quan ly van phong cap
cao.

To: Henryjackson@gmail.com

=> Pia chi nha tuyén dung

Subject: Application for junior office manager job position in your company
‘Rachel and Brit’

=> Chu d& thu noi rd vi tri tmg tuyén

Respected Mr. Jackson
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Sir, 1, Jack Field would like to apply for the job position of junior office manager
in your reputed and renowned company. This is in reference with the job opening that
was published in the Times newspaper of the state on 7th May 2011. | would like to
bring to your kind notice that | have applied for this position with full realization of
the duties and responsibilities which come with this job and | am completely ready to
take up these duties on my shoulder.

=> Ly do viét thu va vi tri mudn Gng tuyén kém theo thdng tin do ddu ma ung
vién nay biét thdng tin tuyén dung cua cong ty.

| am attaching a copy of my resume along with this mail. My resume would throw
light on the fact that | have worked as an office manager in previous organizations
which spanned over 8 years. My immense experience in this field along with my
exceptional managerial skills shall help me to handle this job with ease and
perfection. I am not only hard working but very dedicated as well when it comes to
fulfilling my duties and responsibilities.

=> Trinh bay kinh nghiém va niang lyc dé ching minh minh phd hop

My education consists of a post graduate degree in management and
administration which | obtained from Leeds University, London. | have always been a
great leader and have won several academic awards as well as acclaims at my
previous work places. | have always found it easy to accommodate in any work
environment and work in crunch situations efficiently.

=> Trinh bay ngan gon bang cap, trinh d6 hoc van va chimg minh diéu d6 phi hop
v6i vi tri tng tuyén va yéu ciu cua nha tuyén dung.

| am sure you wouldn 't regret you decision if you hire me sir.

=> Loi cam két, hira hen.

Sincerely

Jack Field

=>Ldi chao va chu ki cudi thu.

+ Chay:

Thu xin viéc khdng phai Ia thu trinh bay tit ca nhitng gi ma ban c6, ban ding

nham 1an v6i CV. Muc dich chinh cua thu 14 1am cho nha tuyén dung dé y dén ban va
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danh gia thai do ctia ban dé hen phong van véi ban. Cho nén ban can viét that ngan
gon va khoa hoc.

7.3.5 Thw phan nan

Thu phan nan 1a mot dang thu kha nhay cam, duoc guri t6i ca nhan hay t6 chic ndo
d6 khi ban khdng hai long vé ho hay san pham, dich vu cta ho. TUy theo hoan canh
ma chlng ta ¢ cach viét khac nhau sao cho phi hop. Nhin chung, thu phan nan can
thé hién tinh lich su va rd rang, chinh xéc.

4 B cuc va céch trinh bay e-mail phan nan

Céc ban hay cing ching t6i phan tich mot email mau sau day va tim hiéu bé cuc
cua mot email phan nan.

Phan tiéu dé

To: rog@mail.com

=> Pija chi c4 nhan, t6 chic nhan thu

Subject: Complaint against your staff member “Henry Cooper”

=> Chu dé. Piéu ban mudn phan nan. Cau nay cin ngin gon, sUc tich nhat co thé.

Phan noi dung

Dear Mr. Moore,

=> Loi chao dau thu. Ban nén ding cach chao lich thiép, cach phd bién nhat
la Dear + tén

I would like to lodge a complaint regarding the bad service received by one of
your staff when | had visited your bank branch on 27th of March 2012. | am a saving
account holder in your bank with my account number being 2390786.

=> Poan dau tién, ban dé cap ludn dén ly do viét thu va diéu ban phan nan. Cau
nay can viét rd rang, cu thé. Mot s6 mau cau bat dau phan nay nhu sau:

- l'would like to lodge a complaint regarding... ........

- | am writing this letter to you company so as to make a formal complaint
against...............

- This email is regarding the compliant for..............

| had visited the branch to deposit some money in my account. | was asked to wait

by one of the customer service executives by the name Henry Cooper and above that |
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was not provided with a token. After waiting for fifteen minutes when | asked the
customer service executive for help, he said that he was busy though he was not
attending to any customer. I had to leave without being attended.

=> Tiép d0, ban s& ké lai dién bién s viéc va giai thich vi sao diéu d6 lam anh hudng
dén minh va anh huéng nhu thé ndo. Ban can ké lai rd rang véi théng tin chinh xac.

I would request you to take action against the staff or else | may have to close my
account.

=> K@&u goi hanh dong tir phia ca nhan to chirc dé giai quyét van dé cua ban. Hay
noi cach khac, yéu cau nguoi nhan thu dua ra giai phap. Tly theo mac d6 ma ban c6
cach thé hién khéac nhau; c6 thé 1a 1oi khuyén nhe nhang, hay 1oi dé nghi rd rang kém
theo diéu kién. Mot s6 méau clu c4c ban c6 thé dung dé dién dat nhu:

- 1 would request you to take action against...... ....

- So | kindly request you to please look into the matter and take necessary
action.

- | just want you to take necessary action against... ..............

Regards,

Nathan Lee.

=> Loi chao cudi cing va chir ki. Mau cau chao hay dung nhat véi dang thu nay
la regards (tran trong)

Doi khi ban dé lai ca sb dién thoai dé ngudi nhan thu tién lién lac véi ban.

+ Chay:

Mic di muc dich cua loai thu nay Ia phan nan vé viéc ma ching ta cam thay
khong hai 1ong, buc tirc t6i mot ca nhan hay to chirc nhung 10 18 trong thu can thé
hién dugc tinh lich su véi théng tin chinh xac.

7.3.6 Thu chia budn

Biét tin ai d6 qua doi khdng chi 1a ndi dau thuong cho ngudi qua cd ma con 1a su
cam thong sau sic dén nguoi chiu dyng mat mat. Tuy nhién, néu chang may ban & xa
ma khoéng thé trd vé truc tiép chia sé ndi budn hay vi mét ly do nao do thi viét email

chia budn 1a mét lya chon hitu hiéu.
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E-mail chia budn dugc giri dé chia sé ndi dau véi nguoi chiu dyng mat mat va
dong vién, an ui ho. Théng thudng, thu chia budn dugc gii ti ngudi phai ganh chiu
ndi dau mat ngudi than. Mot email chia budn ngin gon, Sau sic ¢6 thé thé hién tinh
cam ciing nhu sy cam thdng sau sic cia ban dén ngudi dang thuc sy can nd.Tuy
nhién, viéc lia chon tir ngit pht hop dé viét mot |14 thu chia budn 1 rat quan trong, boi
no phai thé hién duoc sy cam théng, chia sé cua ban voi ndi dau ma nguoi ay trai qua
cling nhu 10ng thuong tiée, tiéc nudi v6i ngudi da khuat.

Huoéng din cach viét

Sau day la mot khung email chia budon mau, gom nhitng gi ma ban nén viét.

+ Phén tiéu dé

To: janehr@gmail.com

=> Pia chi mail nguoi nhan

Subject: My Condolences

=> Tiéu d¢ thu. Tiéu dé chung nhét cho loai thu nay Ia My condolences

4 Phan noi dung chinh

> Loi chdo. Céch thong thuong nhat 1a ding Dear +tén

> Thé hién 10ng thuong tiéc, dau budn cua minh vé sy ra di cua ai d6. Mot sd
mau CAu:

- | was deeply saddened to hear about the death of.............. .. e oo

- We are extremely touched to hear about the death of.........................

-l am terribly sorry to hear the news of.................

> Thé hién su cam thong, chia sé voi ngudi nhan thu. Mau cau:

- 1 know how difficult this must be for you. You are in my thoughts and prayers.
-l can only imagine what a terrible time you must be going through.

- We can only imagine what a shock it must be for you.

> Pua ra mot vai suy nghi tot dep ctia minh v6i ngudi da khuat. Vi du:

- wveeeee.owas such a kind, gentle soul. She would do anything to help

someone in need.
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= everereeee e e owas ONE Of the most respected... ... ... ... ... ...

- Your mother was a woman of true substance and was the strongest pillar of
your family.

> Mot s6 ki niém dep véi ngudi da khuat

- | remember one time.............cccceeeii e

» Chia sé, dong vién nguoi nhan thu.

- 1 know how much you will miss........................... | encourage you to draw on
your strength and the strength of your family. Perhaps you could use your special
talent of scrapbooking to make a lasting memory book of ...................coccoin

> Pua ra dé nghi gilp d& néu cd thé

- If you would like, I can come over on Tuesday evenings to help you make your
scrapbook. | have some lovely pictures of..................... I'd love to share.

> Két thic thu bang sy quan tdm, &n can

- May God bless you and your family during this time and always,

» Ki tén cua ban

7.3.7 Thuw giao dich

Yéu ciu cua mot birc thu giao dich rat don gian: trinh bay ding cach, ndi dung
ngan gon va chat chd. Mic du co thé tuy bién theo muc dich, hoan canh sir dung va
tinh cach mdi ngudi nhung dé viét mot buc thu giao dich hiéu qua cling can tuan theo
cac quy tac sau:

Noi dung can ngan gon, 16 rang va phan chia thanh céc ¥, cac doan tach biét cho
dé hiéu. Khong nén viét mot bic thu qua 1 trang gidy, trir truong hop cac ndi dung
can trao d6i ddc biét dai. Trinh bay thu 1am sao dé bd cuc c¢6 thé nhu thé nay:

Trong thu khong viét tat, trir khi 14 cac cum tir chuyén mén hay duoc st dung.
Mbt s6 cum tir viét tat cling c6 thé duoc chép nhan trong céc thu giao dich, tuy nhién

nén han ché:
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- asap = as soon as possible;

- cc = carbon copy (giri thém ban sao thu t6i mot sé ngudi lién quan ngoai ngudi
nhan chinh);

- bee = blind carbon copy (guri thém ban sao t6i mot ngudi nhan an danh);

- enc. = enclosure (tai li¢u g1 kém);

- pp = per procurationem (ky thay);

- pp = postscript (khi mubn bd sung thém nodi dung sau khi d viét xong va ky
tén);

- pto = please turn over (khong dugc trang trong lam, viét & cubi trang dau ddi
v6i1 thu dugc in 2 mat);

- rsvp = répondez s'il vous plait (bat ngudn tir tiéng Phép, c6 nghia laPlease
reply/respond).

Trinh bay mot bire thu hién dai thuong kha don gian, chi can chi ¥ cac bd cuc nhu
sau (luu y rang trinh bay thu hién dai khong thut 18):

#+ Dia chi:

- Dia chi giri dugc viét bén phai buc th (bao gdm céc thong tin lién quan nhu
tén cong ty, dia chi, s6 dién thoai, sb fax.. .), thuong khong viét tén nguoi gui.

- Dia chi nhan dugc viét bén trai, thdp hon dia chi giri mot vai dong. Pia chi nhan
thuong co chi tiét tén, chirc danh nguoi nhan va cac thong tin twong tu dia chi gii.

+ Ngay thang:

Ngay thang c6 thé dugc viét bén phai, bén trai thu tiy theo thoi quen mdi
ngudi, cach dudi phan dia chi mot vai dong. Luu ¥, dé tranh nhdm 14n va ciing 1am
cho thu trong “lich su” hon, phan thang can duoc viét bang chit. Vi du: 30 May
2011hodc May 30", 2011.

4 Phan chao hoi:

- Chuing ta dung Dear Sir/Madam dbi véi nhitng nguoi chiing ta khong biét tén.

- Chlng ta diung Dear Mr. X / Ms. Y d6i véi nhitng ngudi chung ta biét tén. Luu
¥ rang nguoi Viét Nam ching ta hay xung ho bang tén, nhung dbi voi ngudi nude
ngoai thi X, Y & day chinh 1a ho cta cua ngudi nhan. Nén ding Ms. va Ms. ¢ thé
dung cho nhirng ngudi da cé va chua c6 gia dinh.

#+ NOoi dung thu:

CAm nang cho nguoi méi di 1am | Thu giao dich



Suu tam & Bién tdp ©2014Minh Khai Hoang/ minhkhaihoang@gmail.com

Phéan noi dung thu c6 thé dai ngan tuy ting truong hop. C6 thé bao gom 2, 3
doan hodc nhiéu hon. Thong thuong, doan dau s& la dé cap van dé, doan 2 sé 1a trinh
bay rd hon vé van dé da noi & trén, doan 3 s& 1a dé xuat, ¥ kién cho van dé do.

+ Két thu:

- Két thu lién quan dén phan chao hoi dau thu:

- Pau thu dung Dear Sir/Madam (khong biét tén ngudi nhan) thi ta s& dung
“Yours faithfully,”.

- Pau thu dung Dear Mr. X / Ms. Y (biét tén nguoi nhan) thi ta s& dung “Yours
sincerely,”.

+ Ky tén:

Sau phan két thu, chung ta s& dé chira ra vai dong dé ky, ngay dudi chit ky sé dé
tén ciia ngudi guri. Nén ky tén bang but muc hodc but bi ngoi to. Tén dugc viét day du,
ngay dudi chit ky. Chirc danh ciing duoc viét ngay dudi tén nguoi viét.Néu trong
truong hop ky thay, thi phia trude tén nguoi duge ky thay ta thém pp. Néu da hoan
thanh thu ma mudn bo sung gi do, ta thém ps. va bd sung phan ndi dung dé vao.
Trong trudng hop thu gui kém céc tai liéu, van ban khac, cudi thu ta thém enc. va liét

ké cac tai liéu, van ban do vao.
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8. KY NANG THUYET TRINH

8.1 Chuan bi thuyét trinh

Trong cudc séng, c6 mot nguyén tic bat di bat dich, d6 1a: Khéng chuan bi 1a
chudn bj cho thdt bai. LA mot nguoi thuyét trinh trudc cdng ching, ching ta ludn phai
giai quyét rat nhiéu tinh hudng phat sinh mét cach linh hoat. Do d6, cong tac chuan bj
cang tré nén quan trong. Chuan bi cang k¥, ti 1& rai ro cang nho va co hi thanh cong
cua ta cang lén. Pé chuan bi g i ' K ta c6 nhiéu viéc phai lam, tuy

nhién cd thé chia thanh 5 muc chi

8.1.1 Xac dinh tinh huoifige]

a) Gidi han cdc van dé %

Khi chuan bi mot chu dé, thong thuong ta ¢ rat nhiéu diéu mudn néi. Tuy nhién
néu cé gang ndi hét nhitng diéu do, bai thuyét trinh s& trd nén vun vit va khong trong
tam. Dé tranh tinh trang d6, ngay tir khi chuan bi noi dung, ta phai phén tich xem: dau
la y chinh, dau 14 ¥ phu, y ndo bat budc phai ndi, y nao 1a can ndi, y nao nén noi.
Thong thuong ta s& wu tién ndi nhitng y bat bude trude, con thira thoi gian thi s& cho
thém cac y can, hay nén noi sau.

b) Panh gia moi truong bén ngoai

Trong thoi dai thong tin nhu hién nay, moi thir thay ddi nhu vii bio. Do d6, ta can
cap nhat thong tin va danh gia moi treong bén ngoai:

- Thuong xuyén cap nhat thong tin lién quan dén chu dé ta s& thuyét trinh. Diéu
nay s& gilp ta tu tin hon va tra 15i linh hoat cac cau hoi cua thinh gia khi thuyét trinh.

Pic biét véi nhitng linh vuc nhay cam, thay di ting ngay ting gio, thi trude khi noi
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ta phai kiém tra xem dén thoi diém n6i, thong tin, dan ching ta dua ra da phai la moi
nhat va dung nhat hay chua.

- Chiing ta ciing can quan tim dén nhiing gi dang x4y ra trong linh vyc va linh vuc
lién quan ciing nhu sy anh huéng ¢ pham vi quéc gia, qudc té.

) Ddnh gid vin héa t6 chirc/quoc gia

MJi mot to chirc/qudc gia déu co van hoa riéng va nhitng nguyén tac tng xtr khac
nhau. Nguoi thuyét trinh s& gap kho khin, bat loi tham chi that bai khi vi pham nhiing
nguyén tic dé. Vi vay trudc khi thuyét trinh, ching ta can tim hiéu vé vin hoa cua t6
chuc/ qubc gia ma ta s& thuyét trinh.

8.1.2 Phan tich thinh gia va dién gia

Biét minh biét nguoi, trim tran tram thang. Thanh cong cia mot bai thuyét trinh
khong chi phu thugc vao yéu té chu quan cua dién gia ma ca cua thinh gia. Phan tich
dién gia va thinh gia gitp ching ta c6 nhitng giai phap hiru hiéu cho bai thuyét trinh
cua minh.

a) Phan tich thinh gid

Cang hiéu vé thinh gia thi chi Kuyét trinh va dap tng ding nhu

cau thinh gia. Nhitng théng tin ¢l n tich: Théng tin ca nhan, quan
didm, trinh d¢, mdi quan tam, gia tri riéng cua ting ngudi hodc nhém ngudi... Tt
nhét 13, ta chuan bi trudc nhitng bang danh sach phan loai thinh gia dé dé dang tiép
can hon.

Chung ta ciing can xac dinh 13, ai 1a nguoi truc tiép nghe ta, ai 1a nguoi khong
nghe truc tiép nhung s& gian tiép dugc nghe va ai 1 nguoi ra quyét dinh cudi cung.

b) Phan tich dién gia

Hay dat nhitng cau hoi cho chinh minh dé tim hiéu: Ta mudn gi? Mong dat duoc gi?
Quan hé cua ta vai thinh gia ra sao? C6 thé anh huong t6i thinh gia nhu thé nao?... Tur
do, ta c6 thé xac dinh phuong phép tiép can hiéu qua nhat cho bai thuyét trinh.

8.1.3 Xéc dinh muc tiéu

Thong thuong khi thuyét trinh, diéu hién nhién Ia ta phai biét muc dich minh néi 13
dé 1am gi, muc tiéu minh n6i dé dugc cai gi. Tuy nhién, d6i khi chung ta coi nhe

nhitng diéu qué hién nhién d6, thanh ra sau bai noi thinh gia khong hiéu rd rang ching
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ta muén gi, ho duoc yéu cau 1am gi, tai sao lai nhu thé v.v... Nhirng diéu cang co ban,
ta lai cang phai xac dinh rd rang, k¥ cang va khong dugc phép cha quan.

a) Chu dé thuyét trinh

Khi chon chii dé thuyét trinh, ta nén chon chu dé thinh gia muén nghe; cha dé mai
mang tinh thoi su; hoic chu dé ta biét sau.

b) Muc dich tong quat

Khi d3 c6 chu dé rdi, ta can phai xac dinh rat rd rang ta mudn gi:

- Muyc dich cung cip thdng tin cho thinh gia?

- Muyc dich thuyét phuc thinh gia thyc hién diéu gi?

- Hay chi don thuan la giai tri?

Thong thuong khi xac dinh rd muc dich, ta s& biét minh phai lam gi, tap trung noéi
vao dau, phuong phép nao 1a phu hop.

¢) Muc tiéu cu thé

Dua trén muc dich, cac thong tin phan tich va nhu cau caa minh, dién gia thiét lap

oo
- Cu thé, B rang; ..

muc tiéu cu thé cho bai thuyét trigh, Muc tidu i bao nhitng yéu cau sau:

- C6 thé lugng hoa hoic kiém e '

- C6 thé dat duoc; 0

- Hudng dén két qua;

- Thoi gian thyc hién.

8.1.4 Thu thip thong tin

Day 14 qua trinh 1au dai va lién tuc. Ching ta c6 thé thu thap théng tin tir rat nhiéu
nguon. Tuy nhién, sau d6 chiing ta can luu ¥ viéc phan loai va luu trit nhitng thong tin do.

Mot phuong phap don gian cho viéc thu thap thong tin ma ta ¢ thé thuc hién moi
lic moi noi d6 1a sir dung gidy va bit. Ching ta ¢ thé ding céc to bia co kich thudc
1/3 to A4 ghi cac muc chinh. Khi ta doc tai liéu, phong van hoac giao tiép c¢é nhiéu y
trang hay c6 thé ghi vao céc tam thé. Nhiing thong tin va y tudng d6 s& duoc sap xép
lai mot cach co trat tu trong bai thuyét trinh hozc loai bét néu can thiét.

8.15 Tép luyén

Budgc cudi clng quan trong nhat va thudng bi bo qua nhat, d6 1a tap luyén truée

khi thuyét trinh. Dé tap cac dong tac co ban, chlng ta co thé tap truée guong. Tuy
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nhién dé ty tin va hiéu qua hon, ta nén tap luyén trudc mot vai nguoi, mot nhoém nho,
réi dén tap luyén véi nhitng diéu kién y hét khi ta thuyét trinh that. Qua trinh dé s&
khién ta thu thap thém rat nhiéu y kién, y tuong moéi duge nguoi khiac dong gop,
nhitng y tuéng do qua trinh tap luyén ta nay sinh thém. Thao trueong c¢6 dé6 md hai thi
chién truong méi bét dd6 méu. Luyén tap dan dan ting budc nho 1a bi quyét thanh
cong I6n nhat cua ngudi thuyét trinh.

Tbi vu nhit 13 dat Camera ghi hinh lai dé phén tich va diéu chinh hanh vi caa
chinh minh. Qué trinh tap luyén s& gilp ta bién nhitng dong tac, ctr chi, phong thai
thanh thoi quen. Khi tat ca cac dong tac thanh phan xa ty nhién thi ta chi can tap trung
vao ndi dung chiing ta ciing c6 mot bai thuyét trinh sinh dong.

8.2 Cau triic bai thuyét trinh

Mot cong trinh ton tai viing chac vai thoi gian 1a nho két cau. Ciing lam tir Cacbon
nhung Than bun thi siéu ré con Kim cuong thi siéu dit. Diéu dé ciing bai vi chling ¢6
cau trac khac nhau. Twong tu nhu vay, mot bai thuyét trinh c6 hay, c6 chat ché thuyét
phuc ngudi nghe hay khong phug gt (ic cua bai thuyét trinh do.
821  Danbiicobin A
DU mét bai vin hay mot bai [N SGadok lphén: M dau, Than bai va Két

luan. Tuy nhién, viéc té chirc vatheé hién cac phénﬁlu: thé ndo thi lai 1a vin dé khac.
Han 1a khi chuan bi bai thuyét trinh, ching ta déu c6 nhitng cau hoi trong dau nhu:
Lam thé nao dé c6 mot ma bai sac nhon 16i cuén? Lam thé nao dé c6 mot than bai
chit ch& phu hop? Lam thé nao dé c6 mot két luan chac chin, d& nhé va di vao long
ngudi? Ca ba cau hoi trén co thé tra 1oi bang mot cau: Hay thiét ké bai thuyét trinh cua

ta giéng nhu “Cdi dinh .

Chirc nang cua ting phan:

a) Phdn mé bai

Phan mé bai gidng nhu cai Mii dinh. Mii dinh phai sic nhon thi méi xuyén dugc
qua 16p gd dau tién. Vi vay phan ma bai phai sic xao dé ¢ thé:

- Thu hut nguoi nghe
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- Tao bau khong khi ban dau

- Gitp ngudi nghe chuyén tir trang théi thiéu tap trung sang trang thai ling nghe.

b) Phan théin bai

Phan than bai giéng nhu cai Than dinh. Than dinh can chic chin, d6 dai vira da, muc
d6 to nho phl hop véi vat can dong dinh. Nhu vay phan than cua bai thuyét trinh can
duoc thiét ké phi hop véi trinh d6 nguoi nghe, thoi gian va bdi canh cua hoi truong. Mot
bai thuyét trinh qué ngan véi mot khoang thoi gian qua dai khdng khéc gi liy dinh dong
gudc dé dong thuyén. Nguoc lai mot bai thuyét trinh qua dai, ndi dung phic tap trong
mot khoang thoi gian qua ngan thi khéng khac gi lay dinh dong thuyén dé dong gudc.
Vay yéu cau can c6 la mot o dai phi hop, noi dung pht hop véi ngudi nghe.

) Phan két ludn

Phan két luan giéng nhu Mil dinh. Hai manh gd khong thé két dinh chat ché vao
nhau néu nhu chiéc dinh khong ¢6 mii. Vay ngudi nghe ciing khong thé nhd dugc noi
dung chinh bai thuyét trinh néu nhu khong c6 két luan. Phan két luan gitp cho thinh

ua bai

h va luu lai nhitng 4n tuong vé
)

gia nam duoc nhimg diém ching

dién gia va bai thuyét trinh.

Khi ta d3 xay dung duoc dan [y c 8 ul.cén lam tiép theo 14 1am thé nao
dé thé hién cac phin d6 mot cach sac xao, tha vi, dé’sﬁrc thuyét phuc.

8.2.2 Cic cach thé hién cac phan chinh

a) Phdn mé bai

*Tgo sy chay

Theo nghién ctiu caa cac nha xa hoi hoc thi chling ta chi co 20 gidy dé gay an
tugng ban dau cho thinh gia bang cac hanh vi phi ngdn ngir va ching ta chi ¢ 4 pht
dau tién dé gay an twong vai thinh gia bang nhitng ndi dung ching ta néi. Thinh gia cé
tiép tuc nghe hay khong phuc thugc rat nhiéu vao nhing gidy phut dau tién va cach ta
thu hit sy chl y cua ho. Pay 1a phan kho khin nhat trong thuyét trinh vi:

“Khéng cé co hoi thir hai dé gay dn twong ban dau”

“Van su khéi dau nan”

“Dau xuéi dudi lot”

Ta c6 thé tao su chl y bang nhiéu cach khac nhau. Mot sé cach phé bién 1a:

CaAm nang cho nguwoi méi di lam | Cac céch thé hién cac phan chinh



Suu tam & Bién tdp ©2014Minh Khai Hoang/ minhkhaihoang@gmail.com

- DUng vi dy, minh hoa: Sir dung chiéc dinh dé minh hoa bai giang “Cau tric
thuyét trinh”.

- Ké mot mau chuyén c6 lién quan dén chu dé

- C4c cau/tinh hudng gay séc. Dién gia c6 thé dua ra cac cau noi hoic tinh hudng
nguoc lai véi van dé thinh gia dang quan tim dé gay sy chd y.

- S6 liéu thong ké, cau hoi hoic trich dan. Hay théi hon vao nhitng con sé kho
khan ta cd thé thu hut duoc sy chi y cua thinh gia.

- Ta ciing ¢ thé n6i lén cam tudng cua ban than khi bat dau thuyét trinh dé c6
duoc sy déng cam cua thinh gia

- Hai hudc hoic nhitng cau chuyén lién tuong lién quan dén cha dé minh s& noi
cling 1a mot cach ma nhimg nguoi ¢6 khiéu hai hude hay 1am dé thu hut su chi y caa
thinh gia.

- Con rét nhiéu cach khac ma ching ta c6 thé sang tao ra hoic don gian chi bang
viéc két hop nhiéu cach lai vai nhau.

* Gioi thigu khai quat myc ti®va néi dunga@

Kg ta can lam tiép theo d6 1a cho
duoc gi tir d6. Muc tiéu thuyét

Sau khi ¢6 duoc su chl y cug

trinh khong rd rang thi rat kho cd thé thanh cong.

Dién gia ciling can phai gioi thiéu khai quat nhitng noi dung chinh va lich trinh 1am
viéc. Diéu nay gitp cho ngudi nghe c¢6 dinh huéng dé nam bt dugc ting noi dung
cua bai thuyét trinh.

Sau ddy 1a mot vai vi du vé nhitng cau khai quat van dé:

- Muc dich cua bai thuyét trinh la gidp cac ban tré xdc dinh muc tiéu cho minh dé
thanh cong trong cugc song. Bai thuyét trinh cia téi gom 3 phan: Phan 1: Tai sao
phai dat myc tiéu; Phan 2: Ky nang dat myc tiéu; Phan 3: Chia sé kinh nghiém ca
nhan vé dat muc tiéu.

- Bai thuyét trinh cua téi nham muc dich thuyét phuc cac anh chi 4p dung céc bién
phap cdi thién tinh hinh cdng ty. Néi dung chinh gém 2 phan: Phan 1: Nang cao tinh
than chu dong; Phan 2: Cdt giam chi phi.

b) Phan théin bai

* Lya chon ngi dung quan trong
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Mot 16i thuong gap cua cac nha thuyét trinh 13 dwa qua nhiéu nodi dung vao bai
thuyét trinh cua minh. Diéu ndy xay ra do hai nguyén nhén co ban:

Thi nhat: khong xac dinh duoc dau 1a thong tin bat budc thinh gia phai biét, dau
la can biét va nén biét.

The hai: so thinh gia khéng hiéu nhitng gi minh n6i. “Pa thu thi loan tim”. Néu ta
dua qua nhiéu noi dung vao bai thuyét trinh c6 thé gay phan tng nguoc lai 1a 1am
thinh gia réi tri khéng nhé duoc gi.

Vay trong phan than bai can thiét xac dinh duoc dau 1a thong tin quan trong bat
budc ta phai truyén dat, dau la thong tin can truyén dat va cudi cung dau 1a thong tin
nén truyén dat. Theo thir tu ndy, cin ctr vao thai gian cho phép ta sap xép theo thir ty
tir théng tin bat budce, dén thdng tin can va cudi cing 1a théng tin nén biét. Thach thirc
I6n nhat d6i voi nguoi thuyét trinh d6 13 “gidi han cdc diém chinh”.

* Chia thanh céc phan dé tiép thu

Mot bai thuyét trinh thong thuong dugc chia lam 2 - 6 phan. Cac phan nay dugc
Kl’c c6 thé theo trinh tu thoi gian,

sap xép véi nhau theo mot trat tglogic nhat dinl

c6 thé theo quan hé nguyén nhan '

* Lya chon thoi gian cho tezngsiigy d ” '

Sau khi phan chia thanh cac phan co ban thi A3, Cin thiét 1a phai lua chon thoi
gian cho tirng noi dung. Thong thuong phan dau nén ngan gon dé gay cho thinh gia
cam giac bai thuyét trinh ngan gon va ting mic do tap trung.

) Phan két ludn

“Loi noi gid bay” - day chinh 1a sy khac biét giita van noi va vin viét. Vi vay trong
thuyét trinh ludn phai c6 két luan. Trong khoang thoi gian tap trung vao phan than bai,
ngudi nghe ¢é thé mat tap trung nén co thé khong tiép thu duoc toan bo thdng tin ma
ta thuyét trinh. Két luan giap ngudi nghe tom tat lai nhitng y chinh ta d trinh bay va
hon nita két luan chinh 1a thong diép cudi cing ta gui dén thinh gia. Vi thong diép
cdt 16i nay, thinh gia co thé lién tuong dén toan bd phan noi dung cua bai thuyét trinh.

* Théng bdo truéc khi két thic

Viéc thdng béo nay cé thé thé hién bang nhirng cum tir nhu: tom lai...; dé két thc, i
tom tat lai...; Trudc khi chia tay, ti xin tom tat lai nhitng gi da trinh bay... Viéc thong béo

nay con gidp thinh gia chuan bi tinh than dé tiép thu nhirng thong tin cét 16i nhat.
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* TOm tat diém chinh

Theo céc nghién ciu vé thinh gia thi khoang thoi gian bit dau thuyét trinh va
khoang thoi gian sap két thuc 12 hai khoang thoi gian ma do tap trung chl y cia nguoi
nghe cao nhat. Vi vay ta tom tit lai nhitng diém chinh s& gidp thinh gia nhé khai quéat
va lau hon vé noi dung ta da thuyét trinh. Viéc tém tit cé thé 1a néu lai nhitng dé muc
kém nhing y can nhan manh.

* Thach thic va kéu goi

Muc dich cubi cuing caa thuyét trinh 12 thuyét phuc nguoi khac 1am theo minh. Vi
vay phan két luan chinh 1a phan kéu goi, thuc day ngudi nghe dén hanh dong. Trong
phan nay ta c6 thé dung mot sé dong tir manh dé ho khau hiéu: Quyét tdm, Séan sang...
hoac c6 thé kéu goi sy cam két bang hanh dong cu thé nhu vd tay, gio tay biéu quyét
hoac thuc hién ngay vi du nhu dong gop tur thién.

8.3 Thuyét trinh giéi thi¢u san pham va ban hang

8.3.1 Cac dic diém ciia mot bai phat biéu hiéu qua
8.3.1.1 Co6 muc dich/chir@n:
Truéc khi tién hanh gisi thigUiIREaATAR ban hang, muc dich/chttc ning

cua bai thuyét trinh can phai dudilig s& bao dam mot co hoi tét hon
nhim dat duoc hiéu qua thuyét trinh.

C6 bdn muc dich va chirc nang chinh caa mot bai phét biéu.

- Chuc ning thong bao: Cung cap théng tin vé san pham dich vy va cac véan dé
lién quan.

- Chtc nang thuyét phuc: Nham dat t6i két qua bét budc ngudi nghe phai nghe theo

- Chirc niang kiém soat: Nham bao dam rang bai giéi thiéu phai di theo dung
chirc nang hoac muc dich.

- Chirc nang két hop: Két hop cac chirc nang trén véi nhau vi muc tiéu chung cua
bai trinh bay.

Bat ky bai gioi thiéu san pham hoic ban hang nao déu phai cd it nhat mot trong
cac chire ning chu yéu trén hozc mot chirc nang cha yéu va két hop véi cac chire ning

thir yéu khéc nira.
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8.3.1.2 DPuwoc chuin bi chu dio:

Cang chuan bi chu déo cang ting strc thuyét phuc. Mét trong nhitng nguyén tic co
ban 1a “khong phai tinh bay nhitng gi ban muén ma trinh bay nhitng gi ho mudn
nghe”. Mic du chu dé& bai phat biéu hay hoic do, thi ngudi phat biéu lic nao ciing
phai tuan tha chién lugc “chuan bi”. Bugc chuan bi s& giam duoc mirc do so héi.

8.3.1.3  No¢i dung:

Noi dung cua bat ky bai phat biéu nao can phai theo thir tu logic. Hon thé nita, bai
phat biéu phai dugc trinh bay mét cach rd rang véi thong tin day di. Diéu d6 sé tao ra
ham mudn lang nghe va hiéu dugc Yy cia nguoi trinh bay. Dé c6 thé dat duoc nhiing
kha ning do, thi viéc chuan bi 1a vo cing quan trong. Noi dung s& bao gém 3 phan va
chia thoi gian bai phat biéu theo ty 18. D6 la:

+ Gi6i thiéu: Muc dich phat biéu;Tao nén su hoi hop; Gidi thiéu chii dé bai phat biéu

+ Trinh bay cac diém chinh: Cac diém chinh véi chi tiét giai thich hoic twong phan

+ Hién thi dudi dang hinh anh minh hoa dé tang cuong thém cho noi dung trinh bay.

Et qua tét. Mot bire anh ¢6 thé noi

Trinh bay nhitng btrc anh, hinh W@
hang nghin tur. Loi ich chinh cus ’ @lan nham chuyén tai nhirng thong
tin kinh doanh s& gitip cho ngudilligh el Iu va nhd hon. Chi can nhin liéc
qua moi thong tin vé& qua khi, hiéh tai va tuong lai s&uqc phan tich nhanh chéng.

+ Két thdc trinh bay: Nhac lai muc dich va khuyén khich; Tém tat cac diém chinh.

8.3.2 Cac dic diém ciia mot nguwoi thuyét trinh tot

a) Thé hién tinh cach ca nhan

- Tao sy hdi hop véi ngudi nghe.

- Lién lac bang mat véi nguoi nghe.

- Thé hién su ty tin: Qua hanh dong, diéu bo, cir chi, 161 néi. ...

- CO kha nang tra loi cau hoi: Tra 1oi moi cau hoi dit ra c6 lién quan dén noi
dung trinh bay va khéng bao gid noéi “khong biét” khi bi hoi.

b) Kiém sodt dwroc giong nbi va cac yéu to tuwong tic

- Kiém soat giong noi: Nguoi trinh bay cé thé tuy theo dién bién caa noi dung
ma st dung cé&c cap do, nhip do giong ndi khac nhau nham nhan manh noi dung hoic
thu hat su tap trung cua ngudi nghe.

- Sur dung microphone
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- Poan trude dugce phan ¢ng: Chuan bi tét va tich luy kinh nghiém cho phép du
doan trudc duoc cac kha ning phan ¢ng, cac tinh hudng c6 thé khoi goi phan ung cua
ngudi nghe. Ngudi trinh bay can hiéu rang phan ang caa ngudi nghe 13 “1di moi goi
dé duogc thuyét phuc”. Phan tng cua ngudi nghe khdng bao gio dwoc coi 1a su can tro
hay ddu hiéu that bai cua bai trinh bay.

- Biét nguoi nghe va doc dugc ngdn ngit cta chi cua nguoi nghe

4+ Bai tap thuc hanh:

Hay sap xép cac doan dudi ddy dé thanh mot bai phat biéu vé “Khach san Happy”

i. Trén ddy da tom tat xong bai phat biéu cia toi hém nay vé “Khdch san

Happy”. Toi hy vong rang cac ban sé dén véi khach sgn chiing toi trong cac cong viéc

kinh doanh cua ban. Khéch san sé luén quan tam dén nhu cau cua khach hang cua

ban. Nhw trén da néi cdc phong déu 1on véi dé néi that 1am bang gé cay téch, nha

hang c6 nhiéu loai mén dn véi gia ca hop 1y va moi nguoi ¢ day déu than thién. O lai
Vi chlng toi cac ban sé cam thay thdt tuyét vo.

ii.  Khéach san c6 3 nha hang 206 C Vu cac moén an Viét Nam, mot
X va banh sandwiches. Nha hang

7|

Cdc mén dn déu ngon va gia cd
rat hop ly.

iii.  Khach sgn c6 100 phong hang superior va 50 phong executive. Cdc phong déu
dwoc trang bi do ngi thdt bang go téch va dwong nghi déu rat sach sé va ém di. Dén
dwoc thiét ké tét va sang sua. Mdi phong déu réng va ban thdm chi co thé co ca mét
cugc hop kinh doanh nho.

iv.  Bai phat biéu hom nay vé “Khdch san Happy”. Muc dich cia bai phat biéu la
nham cung cap cho c&c ban thong tin vé khach san méi nay. Hy vong rang cudi bai
trinh bay nay cac ban sé can nhdc dén viéc tré thanh khach hang quen thugdc cua
khach sgn. Toi sé trinh bay 3 diém mau chot sau: P6 la: Phong; Nha hang va cudi
cung la; Con nguoi

v. Khach san c¢6 150 nguoi. Tat ca moi nguoi déu da dwoc dao tao. Bé cung Cdp
dich vu khach hanh tot ho duwoc day phdi ludn mim cuoi. Khach hang sé rat thich tha

khi n6i chuyén véi ho. Pong phuc cia moi ngueoi déu chinh té va sach sé.
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8.4 T6 chirc cudc hop

8.4.1 Cic dic diém ctia mot cude hop tot

a) Khai nigm: Mgt cugc hop la gi?

- Hop la mét hinh thirc giao tiép. D6 13 mot nhom ngudi tap trung nhau lai véi
muc dich dé thao luan, tranh céi hoic quyét dinh. Vi mét cudc hop thuong lién quan
dén nhiéu nguoi, nén thuong khac nhau vé y kién va co thé gay nén cac van dé.

- Mot cude hop tét s& han ché nhiing su khac biét d6 va két qua c6 thé dat duoc
ngay. Moi cudc hop déu phai dugc chuan bi, can nhic va tién hanh dé xem 1am thé thé
nao dé moi thtr déu tot.

- Céc kiéu hop khéc nhau vé qui md (s6 luong ngudi tham dy), tinh chat (chinh
thic hodac khong chinh thuc), thoi gian...

- Ca hai loai cudc hop chinh thac va khéng chinh thie déu can dén sy can than
va quan tdm. NG s& trg nén it chinh thirc hon khi ¢6 su thd o va ¢6 van dé xay ra.

b) Cac cuéc hop déu phdi tuan thi mét hodc két hop cac muc dich sau:

- Kiém soét

- Kéthop

- Théng béo

- Thuyét phuc

- Tién trinh mot cudc hop s& bao gom:

- Phan tich va giai quyét cac van dé

- Tu van va giai hoa cac xung dot

- Thao luan va trao d6i quan diém

- N&u véan dé va tao dong co

- Xuc tién thay d6i kién thirc, k§ nang va quan diém

- Nhan duogc y kién va hoi am

- Tang cuong hoi dap

- Dao tao va phat trién.

NGi chung muc dich ciia bat ky cudc hop nao déu nham dén maot quyét dinh, mot
hanh d6ng hodc mot sy thay doi.

¢) Moi cuéc hop déu phdi tinh dén chi phi. Dwdi ddy la vi du mét sé chi phi khac nhau

- Chi phi thoi gian;

Cam nang cho nguwoi méi di lam | T6 chitc cuge hop
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- Chi phi vat chét: tién va cac dung cu phu tro sir dung;

- Chi phi co hdi: Moi ngudi c6 thé 1am dugc viéc gi néu ho khong dén cudc hop,
gia tri cua nhirng hoat dong nay nhu thé nao? la bao nhiéu?. Vi vay hay ludn nghi dén
thoi gian cua moi nguoi va ban phai chic chin rang cudc hop cua ban 13 dang gia dé
t6 chirc va tham du.

d) Cudc hop toi sé dan dén:

- Quyét dinh tdi;

- Chinh séch tbi;

- Tao nén su hd don va xao tron;

- Gian doan cbng viéc;

- Gay cha y téi nhitng nhiém vu nho hon 1a nhitng nhiém vu I6n quan trong;

- Tinh than thap;

- Giam tién trinh 1am viéc va hdn lai hanh dong;

- Nuéc mat;

... tht ca nhitng diéu trén din A KEEAPRE ¢ khdng hiéu qua

Do d6 mot cudc hop tét nhat HlIE PQGBHRAOREL bicu cua chu tich va cac thanh
vién. -

e) Pé tranh chi phi cao va khé khan va dam bao rang cugc hop sé thanh cong va
ddng gid, thi cdu héi dau tién can phdi dat ra khi chuan bj mét cuge hop 1a

- Cudc hop c6 thuc sy can thiét khong?

- CO ly do cu thé va muc dich 1& rang cho cudc hop s& dat duoc nhitng anh
hudng sau:

o Moi ngudi s& hiéu rd tai sao cudc hop duoc td chirc

o Moi nguoi s& dugc chuan bi va co thé dong gop

o Moi nguoi s€ duoc tap trung

o Moi ngudi s& mudn tham du cudc hop cua ban néu cudc hop 1a ¢é hiéu qua.

o Sap xép va méi truong: Viéc sap xép va moi truong trong phong hop tao nén
khong khi cho cudc hop. D6 chinh 13 thuyét trinh c6 chuan bi. Diéu dé co thé ting
cuong hon cho bai thuyét trinh ndi. Viéc bé tri chd ngdi 1a rat quan trong va sé duoc

st dung cho cac cudc hop khac nhau:

Cém nang cho nguwoi méi di lam | Cdc dic diém cia mét cuge hop tot
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8.4.2 Vai tro ciia mdt nguwoi chii toa thuyét trinh tot
8.4.2.1 Coéng tac chuin bi trwéc cudc hop

Cac muc méi dé thao luan, va cu thé ai s& dan hoac;

- Thu ty dé tong két lai cude hop trude va céc hoat dong tiép theo;
- Thai gian chuong trinh, thoi gian nghi ( néu can);

- Céc van d¢ hanh chinh;

- Tailiéu;

- Bao dam rang bién ban va chuong trinh duoc phat ding luc;
- B tri phong hop;

- Chd ngobi cho dai biéu;

- Ca phé giai khat.

% Chudn bj vé ca nhan

- Chuong trinh;

- Ban than: Trang phuc, dién mao, kiém sét cam xc. ..

- Hinh thac caa cudc hop;

- Chuong trinh cua cugc

Chuong trinh s& nhu mot chiéc ban d6 cua cudc hop. N6 s& ndi cho ching ta thi ty
cuia cac van dé s& thao luan. C6 ba phan chinh duoc goi la thu tuc khai mac, vin dé
kinh doanh chinh va thu tuc bé mac. Mot chuong trinh tét & ting cudng hon cho cac
bai thuyét trinh trong cudc hop.

- Bién ban: Trong mét s cudc hop, thi bién ban s& rat can thiét. Doi khi n6 chi
la mot mau form don gian trong khi & mét sé cudc hop khac né duoc viét chinh thuc
tiép theo chuong trinh. D6 1a mot hinh thac cua bai thuyét trinh viét s& gitp cho bai
thuyét trinh ndi (chu toa va céc thanh vién thao luan). Bién ban Ia cac ban viét thuong
Xuyén véi ba churc nang:

+ Thdc giuc hanh dong: Nhac moi nguoi da nhan nhiém vu trong cudc hop phai
lam va lam dtng thoi han

+ La budc ndi véi cudc hop tiép theo: ndi gitra cac cudc hop bao dam rang cac van

dé duoc bao cao hoic duoc trién khai
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+ Ghi chép: Ghi chép thudong xuyén nhimg gi di xay ra va quyét dinh duoc thong

nhat. Bién ban tdt sé& rt hiéu qua va 1a bai trinh bay hitu ich néu chang :

+ Chinh x4c: diéu nay rat quan trong vi bat ky bo sot nao ciing gdy nén van dé

+ Muc tiéu: Du ai chuan bi bién ban ciing phai dwa ra muc tiéu va khong duoc dua

y kién ca nhan vao.

+ D& hiéu: Tom tat va ghi chép dung.

+ Trach nhiém: Ai s& dam nhiém viéc gi, truée thoi han ndo, tit ca duoc viét va

trinh bay theo tiéu chuan .

+

+

Ung xir va thoi gian n6i chuyén caa moi nguoi

bat cau hoi;

TOm tat: Moi phan cua chuong trinh; Pat dugc quyét dinh rd rang;
Ling nghe: Cach tng xtr caa moi nguoi; Pong gop;

Cach noi:

Hinh thirc ngon ngir cur chi to ra tu tin;

NOi r6 rang va dung nhin{ye , khdng sir dung tiéng long;

I~

Thay doi toc d6 noi, san
Chon mtrc Am lugng phui h 7‘ 5
Néu str dung micro, dé micro cach miéng 4 cm;

Vira néi vira minh hoa.

8.4.3  Nguoi thuyét trinh hiéu qua

8.4.3.1 An twong diu tién va 4n twong cudi cung

An tugng tét dau tién cia ngudi thuyét trinh s& tao ra: Tin tudng,tin cay, huong Gng.

An tuong cudi cung cia ngudi thuyét trinh s& tao ra: Mot an tuong 1au dai, Co

hoi khac.

Quy luat 7s ap dung cho ca an tuong dau va cudi budi hop: Cac nghién cau vé

tam ly-x& hoi hoc chi ra rang nguoi tinh bay cé thé va c6 co hdi gay 4n twong manh

nhét trong 7 gidy dau tién/cudi cing.

+

+

+

Bay giay dau tién / cudi cung khi xuét hién va hanh dong;
Bay gidy dau tién/cudi cing cua chuyén dong;

Bay gidy dau tién/cudi cliing cua bai phat biéu.
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Bé ngoai va hanh dong ‘ndi 1én hang ngan tir’ vé ngudi thuyét trinh, trong d6

viéc an mic chinh t& cia ngudi trinh bay c6 ¥ nghia rat 16n, can phai can nhéc dén chi

tiét sau sao cho pht hop:

+

+
+
+
+
+
8

Toc;

Khudn mat;

Quan 4o, kiéu quan 4o va ly do st dung kiéu quan 4o do;
Giay;

Nhitng thir khac: ca vat, that lung, hoa tai, nuée hoa. ...

Két hop mau sic.

4.3.2 Cach ing xir hiéu qua

Dé c¢6 thé nhan duoc su Kinh trong, thi hudng toi nguoi nghe chinh xéc 1a rat

quan trong. Trong thuyét trinh cd rat nhiéu hinh thic goi nguoi nghe duwa theo vi tri,

moi truong va dia diém.
Vi du:

“Ong Tran Vian Cong, trudn
“Céc quy ong, quy ba & conghl

“Thua cac vi khach quy, thua 1. 1C

Ok ¢...(chinh thuc gidi thidu ai do)

hi dinh nhom nguoi)

Luu y rang trong thuyét trinh khdng bao gio duoc phép goi tén khdng, ma can

goi day du ho tén véi chirc danh ngan gon.

Huéng téi nguoi nghe bao géom tat ca cac hinh thirc viét va hanh dong phi hop

khi trinh bay. Viét : Vi du: Loi chao ming cho cac bie thu va 161 nhan. Hanh dong :

Vi du:

+

+
+
+

+

Dua va nhan tai liéu, cap, sach, bao céo;
Pua va nhan danh thiép;

Bit tay;

Cui chao;

Ctr chi: Ngbn ngir cir chi 1a mot hinh thac giao tiép im lang va té nhi. Trong

hau hét cac truong hop, ngdn ngit ctr chi duoc thuc hién tham chi khdng cha dinh.

Ngdn ngir cir chi c6 thé chuyén tai cac noi dung nhat dinh. Chdng ta can hoc cach doc

duoc cac thong diép va bat dau hiéu duoc cac thong diép cir chi.Hiéu cac kiéu ctr chi

khac nhau:
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o Bubn gian: Tho ngan va phét nhitng tiéng nhu “tsk’, van tay, ghi chat tay, chi
ngon tay, dua tay 1én toc vudt, gii gay. ..

o Lo ling: Ho, phat ra 4m thanh nhu ‘whew’, huyt sdo, hat thudc, cau véo, bon
chdn, lic tién hoic chia khéa, kéo tai, vin tay....

o Hop tac:Tua ngudi vé phia trude, tay mo, ngdi & mép ghé, thiét 1ap céac ctr chi
tir tay dén mat, 4o chong khdng cai khuy

o Bao thu: Vin tay liéc nhin cac phia, so mili, dui mat, cai khuy ao khoac, dich
chuyén xa ra.

o Quyeén lyc, ty tin: C6 nhitng cur chi than thién, ngdi thang, chng tay thanh hinh
thap, dé tay dang sau lung, dé tay trong tli 40 véi ngon tay céi ra ngdi, cir chi niém
no, quay lung vao nguoi khac, ngdi ¢ tu thé nghi ngoi va gan nhu nam ra.

o Yéu dudi va khdng cam thay an toan: C6 nhitng chuyén dong nho, rut vai, nhai

keo cao su, ngdi choi khong, cin ngdn tay, dya minh vé phia sau.
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9. KY NANG PAM PHAN

9.1 Cac khai niém chung
Trong kinh doanh, doanh nghiép nao ciing muén dat két qua, loi nhuan cao
nhat. Diéu d6 phu thudc rat nhiéu ¢ tai ngoai giao, dam phan, thuong thao hop dong
cua nha kinh doanh trén thuong truong.
9.11 Khai niém dam phan:

Pam phén 1 phuong tién co ban dé dat duoc cajgma ta mong mudn tir ngudi khac.

D6 14 qua trinh giao tiép c6 di ¢

ké nham thoa thuan trong khi gi

lFrangois de
Callieres

Diplomat

c6 nhitng quyén loi co thé chia
quyén loi ddi khang.

Francois de Cailere, mot nha dam phan,
L, Frangois de Callieres, sieur de
thuong thuyet noi tiecng cua Phap ngay tir nam | Rochelay et de Gigny was a member
) ) ) of the Académie frangaise, a diplomat
1716 da khang dinh: "Mot nha dam phan kinh | and writer, a special envoy of Louis
o ) o XIV who was one of three French
doanh gioi phai 1a nguoi mém déo nhu ngon o | plenipotentiaries who signed
. , . . ...Wikipedia
va cling phai cung ran nhu mot khoi da. Nguoi
, e , i i o - Born: 1645, France
do6 phai c6 phan xa ung xua nhanh nhay va phai | pieq: 1717
Books: The art of diplomacy, more

la nguoi biét ling nghe, lich su va c6 thé dem
lai cam giac dé chiu cho dbi tac. Song ddng
thoi ciing phai biét tranh luan, thuyét phuc bang cach biét hé 16, dua ra nhitng thong

tin c6 vé la bi mat dbi voi nguoi khac.
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Nha dam phan gioi con phai biét ty ché ngy minh dé thong tin cové 1a bi mat doi
v6i nguoi khac dé tranh bi méc vao chu dinh, tham chi bay cua ddi tac, tranh buot
miéng noi nhitng 151 chua kip nghi va khong bi chi phdi boi dinh kién chu quan.

9.12 Nhirng nguyén tic co ban:

- DPam phan 1a mét hoat dong tu nguyén.

- Mot bén muén thay doi tinh hinh hién tai va tin rang cé thé dat duoc.

- Muc dich ctia dam phan la thoa thuan.

- Khéng phai moi cudc dam phan déu két thic bang thoa thuan.

- Khong dat duogc thoa thuan cé khi 1a két qua tét.

- Thoi gian 1a mot yéu té quan trong anh hudng dén tién trinh va két qua dam phan.
- Khong dé cudc dam phan bi pha v& hoan toan.

- Két qua my mén la cai thién duoc tinh hinh hién tai cua ca 2 bén.

- Tién trinh bi anh huong boi nhitng ngudi dam phan cua cac bén.

9.13 Cac phlr()'ng phzip dam phén

s Dam phan
Van dé N
nguyen tac
Péi tac Bé ban Pich thu Ngudi cong tac
Muc tiéu Pat duoc thoa thuan  |Gianh duoc thang loi  (Giai quyét cong
viéc hiéu qua
Nhuong b  Nhuong bo dé taing  Y@u cau bén kia Phan tich céng
tién quan hé nhuong bo viéc va quan hé dé
trao doi nhuong bo
Thai do On hugé Cung ran On hué véi ngudi,
cting ran véi cong
Viéc
Tin nhiém Tin nhiém d6i tic  |Khong tin nhiém d6i Sy tin nhiém
tac khéng lién quan

dén dam phan
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Lap trudng D@ thay dbi lap truong |Gitr vitng lap truong  Trong diém dat ¢
lgi ich chir khéng
& lap trudng
Céch lam Dé xuat kién nghi Uy hiép bén kia cung tim kiém lgi
ich chung
biéu kién déNhuong bo dé dat Dé dat duoc cai mudn Ca 2 bén cung cé

thoa thuan duoc thoa thuan cO mai chiu thoa thuan |loi

Phuong 4an  |Tim ra phuong an ddi Tim ra phuong an ma Vach ra  nhiéu

tac c6 thé chap thuan  minh chap thuan phuong an cho 2
bén lua chon
Kién tri Kién tri mudn dat duoc Kién tri giit vitng lap Kién tri tiéu chuan
thoa thuan trurong khach quan
Biéu hién Hét sic tranh tinh nong Thi dua sic manh y chi Can c vao tiéu

nay n chuan khach quan

dé dat duoc thoa

3 "u . thuan

Két qua Khuat phuc trudc sic|Tang suc ép khién bén Khuat phuc

ép cua doi tac kia khuat phuc hodc do nguyén tic chu
Vo, khong khuat phuc
suc ep.

9.14 Cac hinh thirc dam phan:

Do dam phéan 1a qua trinh ¢ tinh myc dich nén trong thuc té c6 rat nhiéu céch
duoc thé hién dé dam phan. Tuu chung lai c6 thé chia dam phan theo hinh thirc thé
hién, gdom dam phan bang van ban, dam phan bang gap mat va dam phan qua dién
thoai.Trong kinh doanh, mdi mot hinh thirc dam phan duoc sir dung phat huy nhiing
hiéu qua rat rd rét néu doanh nhan biét sir dung ching dung noi, dung lic.

9.1.4.1 Pam phan bing viin ban

Céc dang dam phan bang vin ban thudng thay trong hoat dong kinh doanh Ia:

- Hoi gia: Do nguoi mua dua ra va khong rang budc nguoi hoi phai mua

Cém nang cho nguwoi méi di lam | Cac hinh thire dam phan: BN
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- Chao hang:

+ Chao hang cé dinh: Ngudi chao hang bi rang budc véi chao hang cua minh
trong thoi han hiéu luc cua chao hang.

+ Chao hang ti do: Nguai chao hang khong bi rang budc véi chao hang cia minh.

- Doi gia: Doi gia xay ra khi mot bén tir chdi dé nghi cua bén kia va dwa ra dé
nghi méi. Khi d6 dé nghi mai trg thanh chao hang mai va 1am cho chao hang cii hét
hiéu luc.

- Chép nhan, Mbt chap nhan c6 hiéu luc phai dam bao:

+ Hoan toan, véi diéu kién.

+ Khi chao hang van con hiéu luc.

+ Do chinh ngudi dugc chao hang chap nhan.

+ Duoc truyén dat dén tan nguoi chao hang.

- X&c nhan: La viéc khang dinh lai nhitng diéu thoa thuan cudi cing gitra cac bén
dé tang thém tinh chac chan va phan biét véi nhitng dam phan ban dau.

9.14.2 Pam phén bang g

< Bdt tay '

Bit tay khi gap mat va chia 8. Ur! mot ngay tai cing mot dia diém

i

hoac khi bay t6 su chiic mimg nguoi khéc.
Céac nguyén tac bat tay thong dung:

- Nguoi chia tay trudc: Phu nit, ngudi 16n tudi, nguoi cé chirc vu cao, chi nha

- Can tranh: deo ging tay, bat qua manh, cim tay ho hitng, lac qua manh, gii
qua lau.

- Mat nhin thang, tap trung, nét mit vui vé.

- Giai thiéu.

- Gi6i thiéu tré véi gia, ngudi dia vi x4 hoi thap voi nguoi dia vi X3 hoi cao, nam
vai nit, khach véi chu.....

% Trao va nhdn danh thiép

Khi trao danh thiép can cha y:

- Pua mat c6 chix dé doc.

- Khéng cam ca hop dung danh thiép dé trao.

- Pua bang hai tay.

Cém nang cho nguwoi méi di 1am | Pam phén bang gap mdt va dién thogi
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Vira dua vua tu gisi thiéu ho tén minh.

Trao cho tit ca nhitng ngudi c6 mit

Khi nhan danh thiép can chd y:

Nhan bang 2 tay véi thai do tran trong, tranh ho hitng, tranh v vap

Cb gdng nhé tén va chic vu caa ngudi trao roi méi cat di

Trao danh thiép cia minh. Néu khong ¢ thi phai xin 15i, hen 1an sau.
< Ung xir v6i phu nir

Luén to ra quan tam, san soc, ton trong va giup do. Vi du

- Lbi di hep, nhuong phu nit di truéc.

_ Chd kho di, phai di trudc mé duong.

- Phai dé phu nit chu dong khoét tay chd quang dudng kho di.

- Lén cau thang, phu nit di trudc, xudng cau thang phu nir di sau.

- Kéo ghé moi phu nir ngoi.

- Muén hit thude phai xin 15i.

- Khéng cham vao nguoi pfy i W phép, nhung phu nit duoc quyén

s Tham hoi
N&u muén tham hoi, cin bio trude xin duge tham hoi. Néu ting hoa thi tang tan
tay, néu tang qua thi chi dé trén ban. Bén va ra vé ding gid da hen.
< Tiép chuyén
Trong phong khéach xép ghé ném dai, chu nha bén trai, khach bén phai, nhiing
ngudi khac lan lugt ngdi cac ghé tiép theo theo thir tu trén dudi theo vi tri xuat khau
hay tudi tac. Khong rung dui hay nhin ngang liéc doc, khdng lay thir gi ra xem khi chu
nha khong giai thigu.
< Dién thoai
- Nguoi goi ty gidi thiéu minh 13 ai? O dau? Ly do goi?
- Nguoi nhan thé hién sy san sang lang nghe.
- Hay mim cudi khi ndi chuyén dién thoai.
- Khi can giit may, hdy chang té minh van dang cdm may.Néu can giir qua lau
thi hay yéu cau nguoi goi xem minh c6 thé goi lai cho ho khong?

- San sang ghi chép khi dién thoai.

Cém nang cho nguwoi méi di 1am | Pam phdn bang gap mdt va dién thoai
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- Dé nguoi goi két thic cudc ndi chuyen.

9.1.5 Nhiing 16i thong thuong trong dam phan

Budc vao dam phan véi dau 6c thiéu minh man;

Khong biét ddi tac: ai 1a ngudi ¢ quyén quyét dinh;

Khong biét diém manh caa minh 12 gi va st dung n6 nhu thé nao;

Budc vao dam phan vai muc dich chung chung;

Khong dé xuit nhitng quan diém va ly 1& c6 gia tri;

Khong kiém soat cac yéu té tuong nhu khong quan trong nhu thoi gian va trat
tu cia Cac van dé;
- Khong dé cho bén kia dua ra dé nghi trudc;

Bo qua thoi gian va dia diém nhu 1a 1 vii khi trong dam phan;

Tir bo khi cude dam phan duong nhu di dén chd bé tac;

Khong biét két thuc dung lic;

% Nhitng diém co ban dé tranh 16i théng thwong

Khoéng ngat 10i bén kia.

bat cac cau hoi mé cd my

St dung ch giai, nhirng bl u Kk “'tl’ch cuc;

St dung viéc ngirmg dam phan dé kiém soat 51’(_)’0 ndi bo;

Lap 1 muc tiéu rd rang, cu thé va thuc té trude khi dam phan;

Tom tat thuong xuyén;

Liét ké nhitng diém can giai thich va nhiing diém da hiéu;

Tranh dung nhitng ngén ngit yéu:

Khdng chi trich bén kia. Tim ra nhitng diém chung cua ca 2 bén dé di dén thoa thuan;

Tranh choc tirc nguoi khéc;

Tranh dua ra qua nhiéu 1y do cho dé nghi cua minh.

Tranh boc 16 cam xUc bot phat, khién trach, cong kich hay ché nhao ca nhan.
9.16 Cic nguyén tic din dén thanh cong trong dam phan
9.1.6.1 An twong ban diu.
Khéng nén dbi dau ngay véi dbi tac dam phan bang nhitng yéu cau doi hoi. Trudc
hét phai tao ra mot khdng khi tin cay, dé chiu bang mét vai cau n6i mang tinh c& nhan

bang cir chi va thai do vui vé, dé chiu. Ban ludn nhé rang s& khong bao gio c¢6 co boi

Cém nang cho ngwoi méi di 1am | Nhiing 1i thong thiong trong dam phdn
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lan tht hai dé gay 4n twong ban dau. Sau d6 ban sé& bit dau noi vé cha dé noi dung ma
ban dinh dam phan, thuong thuyét véi dbi tac.

9.1.6.2 Chu y téi cac cir chi, thai dd va dong tic ciia co thé trong khi dam
phan.

It nhat mot nira thong tin dinh truyén dat trong dam phan dugc thdng qua va tiép
nhan qua cac ct chi, thai do va dong tac cua co thé ban, it nhat mot phan ba théng tin
duoc tiép nhan théng qua tiéng noi, giong diéu va cach noi cua ngudi dam phan. Mot
guong mit hd hoi, thai do coi ma s& nhanh chéng tao nén thién cam tir phia di tac
dam phan. Y thirc danh gia cao, coi trong dbi tAc cuia nguoi dam phan sé thé hién ngay
trong cach thé hién, giong diéu va cach noi. Chi c6thé dam phan va thuyét phuc thanh
cong néu ty ngudi dam phan khong co y thic va cam giac minh s& hoic dang dong
kich véi doi tac.

9.1.6.3  Phai x4c dinh ré muc tiéu dam phan va luén luén bam sat theo dudi

muc tiéu nay trong sudt qua trinh dam phan.

Nguoi nao khong biét ro mig) fuong dat duoc két qua ma minh

khong mong muén. Vi vay, trug il 8 phan thuong thuyét, ngudi dam
phan phai cé gang chia tach o N & minh thanh nhiing muc tiéu nho
ma minh phai trao d6i véi dbi tév dat duoc két qua. Néu cang c6 nhiéu muc tiéu cu
thé va ludn theo dudi cAc muc tiéu nay trong qué trinh dam pham thi két qua cudi cling
cua dam phan cang chong dat duoc.

9.1.64  Nguoi dam phan tot phai biét rén cho minh c6 kha niing ling nghe d6i
tac noi.

Nguoi ta néi rang ngudi thang cudc bao gio ciing 1a ngudi biét nghe. Chi ¢ ai that
su quan tdm chd y ling nghe d6i tic dam phan véi minh n6i gi, muén gi thi ngudi do
méi ¢6 nhitng phan tng, Iy 1& pht hop c6 loi cho minh. Khi nghe dbi tac trinh bay can
phai biét phan biét tam trang, thai d6 cia ho. Xem ho c6 biéu hién trang thai qua hung
phan, béc ddng, tc ché hay buc boi khong. Ciing c¢6 thé dbi tac dam phan dang mudn

16i kéo, cudn hat vé mot husng khac va tim cach khai thac thém thdng tin.

Cém nang cho ngwoi méi di lam | Chl Y téi cac cik chi, thdi d va dong tac ciia co thé K
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9.1.6.5 Phai biét trinh bay, sir dung tir ngir mét cach khon khéo, linh hoat.

Dung bao gid ndi rang van dé nay minh c6 quan diém khac ma nén néi vé co ban
minh ciing nghi nhu vdy nhung chi muén nhan manh thém diém nay. Dung nii thang
ring d6i tdc cocach nhin nhan sai 1dm ma nén noéi d6 ciing 1a mot cach nhin nhan
dung nhung ching ta ciing thir 1t lai vin d& mot 1an nita xem sao. Bung bao gio noi
hang hoa, dich vy cia minh 14 ré vi ré thudng dem lai an tuong hay suy dién khong tot
vé chat lugng. Khi dang tranh c&i, dam phan vé gia ca thi ding néi: ching ta s& khéng
dat duoc két qua néu chi dam phan vé gia ma nén chuyén huéng. Trudc khi tiép tuc
dam phan vé gia ca, chlng ta nén trao doi xem xét thém chét luong, hinh thuc cua
hang héa, phuong thic thanh toén,... Néu di tac bi an tuong thi vin dé gia ca khong
can qua gay can khi tiép tuc dam phan.

9.1.6.6 Nguwoi dam phan kinh doanh phai biét héi nhiéu thay vi néi nhiéu.

Ngudi ndo hoi nhiéu thi ngudi d6 s& co loi thé, khong chi vé thdng tin ma ca vé tam

ly, vé tinh chii dong trong dam phan. Nhiing cau hoi hop Iy khéo 1éo s& chitng minh cho

d6i tac 1a minh ludn luén ling éu ho dang noi. Chinh trong thoi

gian lang nghe ban c6thé phan tig i (B&-, | muon cua doi tac dam phan.
TUy timg truong hop 6 the dat c3 ' i MeBian tiép. Cau hoi truc tiép thuong
duoc dat ra khi moi bat dau dam é, gitip giam bot khoang céch gitra hai bén dam phan
va ¢ dugc nhiéu thong tin trude khi that su bat dau dam phan. Cac cau hoi gian tiép cling
c6 thé 1 cau hoi don dau, thuong sir dung ¢ nhing giai doan sau cua cudc dam phéan
thuong thuyét. Khi can 1am r6 hay khang dinh mot diéu gi, nén dat cau hoi sao cho déi
tac chi can tra 10 c6 hay khéng. T4t nhién phai than trong néu dat nhiéu cau hoi loai nay
Vi & gay cho ddi tac cam giac byuc minh, kho chiu.

9.1.6.7 Nguwoi dam phan cin phai biét minh c6 thé dwoc phép di téi dau, tw
do dam phan téi gidi han nao.

Pau 1a diém thip nhat ma minh c6 thé chap nhan dugc. Pau 1a diém minh khdng
bao gid duogc thay doi theo hudéng co loi cho ddi tac. Biét duoc gigi han dam phan, tic
12 s& biét dugc thoi diém phai nging hay cham dat dam phan va chuyén huéng, tim
phuong 4n giai quyét khac. Khong phai cuoc dam phan thuong thuyét thuong mai nao

cling dan dén ky két hop dong thuong mai. Ngudi c6 kha ning dam phén tbt phai 1a

Cém nang cho nguwoi méi di lam | Phai biét trinh bay, si dung tir ngir mgt cach khon !
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ngudi c6 du diing cam va quyét doan khong chiu ky két mot hop déng kinh doanh néu
c6 thé gay bt lgi cho minh. Bé dam phan thanh cong, khong nén thyuc hién cing nhic
theo nguyén tic "duoc an ca, ngd vé khong".

9.1.6.8 Dé thanh cong trong dam phan kinh doanh, cin ¢6 mot y thire, tw
duy siin sang thoa hiép néu can thiét.

C6 khi "mot mon qua nhg™, mot su nhuong nhin, chip nhan nho cho dbi tac thi cé
thé dem lai cho ban ca mét hop dong kinh doanh béo ba. am phan kinh doanh 13 mét
qua trinh thuong xuyén phai chap nhan "cho va nhan™; phai can nhic so sanh, phai
tranh luan va cho doi. Dung nén dé xuat hién cam giac 16 lidu c6 nguoi thang va
ngudi thua sau cudc dam phéan kinh doanh, néu nhu ban con tiép tuc kinh doanh voi
dbi tac d6 . Két qua dam phan 1a ca hai bén déu c6 loi, la sy trao d6i tu nguyén giira
hai bén. Vi vay, khi dam phan khong chi chli ¥ ciing nhac mét chiéu quyén lgi, muc
dich riéng ctia mot bén ma phai chu y dén ca nhu cau cua bén kia.

9.1.6.9 Dé tranh cho nhirng hiéu 1am vé tinh hay hiru y va dé tranh ndi

dung dam phan, thuong thuyétSbs dam phan phai biét nhic lai két

& (ry5c khi chuyén sang ndi dung

Lam duoc diéu d6 tirc 1a nha dam phan da chu dong diéu tiét budi thuong thuyét.

luan nhitng diém da trao doi, thg ] -2
dam phan méi. ﬁ
Nhitng diém chua o ¢ thé s& duoc giai quyét khi duoc nhac lai. Néu khéo Iéo thi nha
thuong thuyét cd thé dua ca hudng giai quyét cho diém noi dung dam phén tiép theo.
Thuc hién viéc nhac lai va tom tat tirng ndi dung da dam phan s& giup cho nha thuong
thuyét ludn ludn khong xa roi muc tiéu dam phéan, qué trinh dam phan tré nén cé hé
thdng, bai ban va 13 co s¢ cho nhitng lan dam phén tiép theo.

9.1.7  Nhirng diéu can tranh dé dam phan khéng thit bai

a) Noi qua nho:

Néu n6i qua nho khi dam phan s& lam ddi tac khéng tap trung va cé thé dan dén
hiéu 1am. Vi vay can phai n6i da nghe r8, ngan gon va nén noéi cham hon lac binh
thuong. Nhu thé di tAc s& o thoi gian dé nghe, tiép nhan va hap thu cac thong tin, ly
|& ma nha ddm phan mudn truyén dat.

b) Khong nhin vao mat déi tac dam phdn:

CAm nang cho nguoi méi di lam | Dé thanh cong trong dam phan kinh doanbh, ’cd‘n‘cé g 182
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S¢€ gay cam giac khong thién cam, khong tin twdng, tham chi gay nghi ngo tur phia
dbi tac, nhin vao mit dbi tac khi dam phan, vira thé hién sy tu tin, quan tdm caa minh
vira dem lai tin cay cho déi tac.

¢) Khéng c6 ké hoach cu thé

Cudc dam phan khéng c6 ké hoach cu thé dinh trudc sé khong dem lai két qua nhu
mong mudn. Néu c6 nhiéu noi dung, linh vuc dam phan thi can phai phan loai, sip
xép trudce dé tranh 1n 16n khi dam phan.

d) Khong thong bdo trudC noi dung dam phan khi thoa thuan lich dam phan voi
doi tac:

Diéu nay c6 thé 1am cho budi dam phan thuong thuyét s& that bai va nhiéu khi that
bai véi Iy do dang budn nhu nham noi dung dam phan hay phia cong ty déi tac cir
nham nguoi ra dam phan vi khong ro ndi dung s& dam phan.

e) Bé cho doi tac qua nhiéu ti do, quyén chu dong khi dam phdn:

Néu ddi tac n6i qua nhiéu thi nguoi dam phan nén chi dong, khéo léo, cat ngang

hay doi huéng bang nhiing cau gl hau quay vé noi dung chinh cua

dam phan. Cé nhiéu trudng hop | g& dam phéan dé quang céo, dam

phan ban mot mat hang hoan toaniiligc G u.

f)  Pua hét tt ca thong tin, Ty 1& trinh bay thu’ét phuc ra ngay tir dau buéi dam
phan:

Nhu vay, chang khac gi nha dam phan da "ban hét dan" ngay tir lac dau ma khong
hiéu qua. Hay st dung lan luot cac thong tin, 1y 18 thuyét phuc caa minh cho ting noi
dung hay tirng thac mac tim hiéu cua ddi tac. Nén nho rang doi tac can co thoi gian dé
tiép nhan, "tiéu huy" cac thong tin trude khi bi thuyét phuc dé di dén théng nhét trong
dam phan.

g) Lang tranh y kién phan doi hay nghi ngo tir phia doi tac:

Diéu d6 chi 1am cho ddi tac cang cé Iy do khang dinh y kién phan ddi hay nghi
ngo cua ho va tir d6 s& gay ra dinh kién trong sudt qua trinh dam phan. Vi vay, can
phai hoi lai thac mic cua d6i tac va kién nhan tra 1oi bang tat ca cac ly 18 théng tin cua
minh.

h) Khdng chudn b; truéc céc gici han can thiét khi dam phdn:

CAm nang cho ngwdi méi di lam | Nhitng didu can tranh dé dam phan khong thét bai
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Diéu nay da han ché rat nhiéu pham vi dam phan khi khong thé c6 nhiing linh

hoat nhan nhwong trong chirng muc c6 thé. Va nhu thé, khdng chi gay thét bai cho lan

dam phan thuong thuyét ndy ma cin tao ra dinh kién va bao truéc that bai cho ca

nhitng lan dam phan sau.

i) Nguoi dam phdn tim cdch dp dao doi tac:

Nguoi dam phan gioi khong tim cach 4p dao, day bao d6i tic ma nén tu dit minh

1a ngudi thé hién tinh than hoc hoi khi dam phan. Khong nén cénhirng loi 18, cir chi

mang tinh 4p d40 gay mat cam tinh, khi chiu cho ddi tac.

9.2 Chuén bi dam phan

9.21 Panh gia tinh hinh:
a) Thu thdp thong tin vé thj trrong

- Luat phép va tap quan budn ban.

- Pic diém cua nhu cau trén thi truong.

- Céc loai thué va chi phi.

- C4c nhan t6 chinh tri va

- Céc diéu kién vé khi hau, 2
b) Thu thép thong tin vé doi #lamg QadBieky .

Péi tuong kinh doanh c&thé 1a hang hoa, (ﬁh vu, nha dat, ... can duogc tim

hiéu day di nhitng thong tin vé né, chang han:

- Cobng dung va dac tinh.,

- Xu huéng bién dong cung cau, gia ca.

- Caéc chi tiéu vé s6 lugng, chat lugng.

¢) Thu thdp théng tin déi tac

- Muc tiéu, linh vuc hoat dong va nhirng kha nang.

- Tb chtic nhan su: Tim hiéu quyén han bén kia, ai 12 nguoi c6 quyén quyét dinh.

- Lich 1am viéc: Néu nam dugc lich 1am viéc cua bén kia, c6 thé su dung yéu té

thoi gian dé gay suc ép.

- Xac dinh nhu cau, mong muén cua dbi tac. So bd dinh dang d6i tac.

Vi du: Trong dam phan mua ban, c6 thé tam chia khéch hang thanh nhiing loai sau:

4 Khéch hang trong gia ca: La khach hang tim cach mua véi gia thap nhat véi chat

lwong & muc tdi thiéu. Ho khdng chap nhan gia cao hon dé ddi lay chat luong cao hon.

Cam nang cho nguoi méi di lam | Chudn bj dam phdn
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#+ Khéach hang trong gia tri: La loai khach hang ngai chi phi cao va nhan thuc ro
vé su chénh léch chat luong. Ho chi chap nhan gia cao sau khi da kiém tra k§ vé chat
lwong va so sanh su chénh léch vé chi phi giita cac giai phap thay thé.

4 Khach hang trung thanh:La khach hang thudng sin sang danh d6i chi phi dé lay
chit lwong ma ho da biét rd: Ho ngai rui ro cd thé xay ra néu véi nhimg déi tac méi.

4 Khach hang trong tién loi: La nhitng khach hang thich chon néi cung cap tién
loi nhat, khéng can so sanh cac giai phéap thay thé dé tim ra chénh léch vé chi phi va
chat lugng.

d) Thu thdp théng tin vé doi thi canh tranh.

Can nhan biét d6i tha canh tranh cua minh 1a ai dé conhitng bién phap khac phuc
va canh tranh lai. Tir 46 danh gia nhitng diém manh, diém yéu cua minh so véi d6i
thir canh tranh trén thi truong va trong quan diém cua dbi tac.

Phan tich SWOT

o Piém manh(S): 1 tat ca nhiing yéu té thuan loi tir bén trong cho phép ta dat
duoc muc tiéu, tan dung dugc

o Diém yéu(W): La tat ca

O'C cac nguy co.

bén trong khién cho ta gap khi
khan dé dat dén muc tiéu cling lnoi co hoi va tranh dugc nhiing
nguy co. 5

o Co héi(0): la tat ca nhiing gi xay ra bén ngoai cé tac dong thuan loi dén hoat
dong cua ta.

o Nguy co(T): La tat ca nhiing gi xay ra tir bén ngoi cotac dong thuan loi dén
hoat dong cua ta.

9.2.2 Pé ra muc tiéu:

Muc tiéu dé ra cang cu thé cang tot, va duong nhién phai tinh dén céc yéu té nhu:
tinh thyc té, méi quan hé giira két qua va chi phi, mac d6 chap nhan....Doanh nghiép
c6thé lea chon:

Mot muc tiéu cao nhat - két qua cothé dat dugc tot nhat.
Mot muyc tiéu thap nhat - két qua thap nhat, van cothé chap nhan.

Mot muc tiéu trong tm- cai ma ban thuc sy mong muén duoc giai quyét........

CaAm nang cho nguoi méi di lam | Hé ra myc tieu: JEES
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9.2.3 Chuén bj nhén sy
Thanh vién trong doan dam phan: Trudng doan, chuyén vién phap ly, k¥ thuat,
thuong mai, phién dich (néu can)
Tu danh gia: Ty danh gia dé biét nhirng tinh céch c& nhan cua ting ngudi c6
loi va bét loi cho dam phan.
Thé nao la nguoi dam phdn gidi ?

+ Nhitng ngudi dam phén trung binh chi nghi dén hién tai, nhung nhitng nguoi
dam phan gioi thi bao gio ciing cAn nhic dén muc dich lau dai. Ho dua ra nhiéu goi y
khac nhau va bao gio ciing can nhac c4c giai phap hai lan.

+ Nhirng nguoi dam phan trung binh dat ra cdc muc tiéu caa ho mot cach don 1é -
vi du "chung t6i hy vong sé nhan dugc gia la 2 d6 1a".

+ Nhitng nguoi dam phan gioi dat ra cac muc tiéu caa ho trong mot pham vi nhat
dinh, diéu nay c6 thé hiéu nhu 13 "chung t6i hy vong nhan dugc 2 d6 la, nhung néu

ching tdi chi nhan dugc ¢61.50 do la thi ciing dugc".Diéu conghia 14 ngudi dam phan

gioi rat linh hoat.
@1 : N N x ) .
+ Nhitng nguoi dam phan g ﬂ S 8 Winh vao mot cho ma dieu d6 ¢o
thé 1am ho mat mat néu ho pha1 v

y 8 nouoi dam phan trung binh cd
gang thuyét phuc bing cach dua athat nhiéu ly 1&. Ho str dung mét loat cac bién phép
tranh luan khac nhau. Nhung nhitng ngudi dam phan gioi thi khong dua ra qua nhiéu
ly do.Ho chi nhac lai nhitng Iy do giéng nhau. Ho ciing tim tat va can nhic cac diém
chinh, kiém tra xem ho da hiéu moi thir mot cach chinh xac hay chua.

924 Lua chon chién hroe, chién thuat

9.2.4.1 Lua chon kiéu chién lwoc

a) Chién luoc “Cong tac”

Sy tiép can cia nguoi dam phan ddi véi xung dot 12 giai quyét né nhung van giir
duoc quan hé ca nhan va dam bao ca 2 bén déu dat dwgc muc dich caa minh. Quan
diém voi xung dot 12 nhitng hanh dong c& nhan khdng chi dai dién cho lgi ich cua ban
than ma con dai dién cho loi ich cia bén d6i khang. Khi nhan thdy xung dot ton tai,
ngudi dam phén sir dung phuwong phap giai quyét xung dot dé ché ngy tinh hinh. Day
la cach giai quyét mang tinh cong tic ma nd doi hoi ca 2 bén déu giquan diém “thing-

thang”, tuy nhién né ciing doi hoi thoi gian, nghi lyc va sang tao.

CaAm nang cho nguwoi méi di lam | Chudn bj nhan s
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Chién lirge “Céng tac” sir dung tot nhat khi:
Van dé rat quan trong can thoa hiép.
Muc dich 1a dé hop nhét nhimg quan diém khéc nhau.
Can sy cam két dé giai quyét cong viéc.
Mong muén xay dung hoic duy tri mdi quan hé.

b) Chién liwgc “Théa hiép”

Khi nhan thay mot giai phap dé dat dwoc két qua “thing-thing” 1a khong thé,
ngudi dam phan hudng téi mot két qua bao gdm maot phan nho thing loi va mot phan
nho thua thiét, ca 2 déu lién quan dén muc tiéu va quan hé caa cac bén. Sy thuyét
phuc va 16i kéo coanh huong Ion dén kiéu nay. Muc dich 1a tim ra mot s6 cach cothé
dung duoc chap nhan ma ni phan nao lam hai ling ca 2 bén.Tinh thé thoa hiép conghia
la ca 2 bén chap nhan va thuc hién mot quan diém “thing it- thua it”.

Chién liege “Thoa hiép” sir dung tot nhat khi:

Vian dé la quan trong nhung khong thé giai quyét dugc.

MGi quan hé 1a quan trongphung khang giai.
: Kﬁ duogc nhitng muc dich duy nhét.
M ® “ﬁllhfrng van dé phuc tap.

Cac bén c6 sicc manh ngan )
Can dat duoc cach giai quyi
Can tim ra mat giai phap thich hop vi ap huc Hc‘ri gian.

Chi comat su lya chon duy nhét chir khong c6 giai phap nao khac.

¢) Chién lwpc “Hoa gidi”

Céch tiép can cia nguoi dam phan d6i véi xung dot 1a can phai duy tri méi quan
hé c& nhan bang bat ci gia ndo, co lién quan rat it hoic khong c6 lién quan gi dén muc
dich cua cac bén. Nhuong bo, thoa hiép véi nguyén tic va tranh xung dot dugc nhin
nhan nhu 13 cach dé bao vé quan hé. Pay 1a sy chiu thua hoic két qua “thua- thing”,
ma quan diém cia ngudi dam phan 1a chiu thua, cho phép bén kia thang.

Chién lige “Hoa gidi” sir dung tot nhat khi:

- Nhan thay minh sai.

- Mong muén duoc xem la nguoi biét diéu.

- Vén d& quan trong hon ddi véi phia bén kia.

- Mong mudn tao dugc tin nhiém cho nhitng van dé sau.

- Muédn giam dén mic tbi thiéu thiét hai khi & thé yéu.
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- Sy hoa thuan va o6n dinh Ia quan trong hon.

d) Chién luwpc “Kiém sodt”:

Nguoi dam phan tiép can véi xung dot 1a dé nim duoc nhitng budc can thiét va
dam bao théa man duoc muc dich ca nhan, cho du tiéu phi mdi quan hé. Xung dot
duoc xem nhu 1a mét 11 tuyén bé thing, can thing loi bang bt cir cach nao. Day 1a
mot cach giai quyét ma nguoi dam phan st dung bat cir stc manh nao xem nhu thich
hop dé bao vé mot quan diém ma ho tin dung hoic ¢b ging thing d6i phuong.

Chién luoc “Kiém sodt” sir dung tot nhat khi:

- Hanh dong nhanh chong, dut khodt 1a van dé song con ( nhu trwong hop khan cap).

- Mot van dé quan trong doi hoi phai hanh dong bat thuong.

- Biét minh dung.

- Phia bén kia lgi dung co hi cua thai do hop tac.

e) Chién lupc “Trdanh né”.

Nguoi dam phan xem xét xung dot 1a nhitng cai phai tranh xa bang moi gia. Chu

dé trung tam cua kiéu nay la lang tra ) tag gl qua 13 1am that vong hoan toan

cho céc bén lién quan. Muc dicf hd p duoc dap ung, ma cling khong

ll’rc ngoai giao dé lam chénh léch

S

mot van d&, hoan lai mot van d¢ cho dén Ic thuan loi hon, hodc don gian 1a rit lui

khoi mot tinh huéng dang bi de doa. Pay 1a quan diém rut lui hoic “thua-thang”, ma
trong d6 quan diém cua nguodi dam phan 1a rat lui, chap nhan thua, cho phép bén kia
thang trong danh du.

Chién lirge “tranh né” sir dung tot nhat khi:

- Nhiing van dé khong quan trong.

- Co6 nhiéu van dé& cap béch giai quyét khac.

- Khong c6 co hoi dat dugc muc dich khac.

- CO kha nang 1am xau di cudc dam phan hon 1a dat duoc nhitng loi ich.

- Cén binh tinh va 14y lai tién do.

- Phia bén kia cd thé giai quyét xung dot ¢d hiéu qua hon.

- Can thoi gian dé thu thap thong tin.

9.2.4.2 Lua chon chién thuit

a) Dia diém dam phdn
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Pam phén chi truong: duoc tién hanh tai van phong ctua minh.
DPam phan khach truong: Dam phan tién hanh tai co s¢ caa khach hang.
Pam phan ¢ dia diém trung lap.
b) Thoi gian dam phan.
Luu y:
Can c6 thoi gian dé giai lao.
Thoi gian trong cho phép trudng doan va chuyén gia c6 ¥ kién tham muu, hay
truong doan hai bén tham khao y kién cua nhau.
Ch y vé tap quéan vé thoi gian lam viéc & mdi noi ( bat dau va két thic lic may gio).
Hiéu qua 1am viéc cua con nguoi thay doi theo thoi gian va nhiét do, thoi tiét.
a) Thai do dam phan.
- Thdi @6 don gian va thang than: La thai do “noi cho nhanh, cho d& ton thi

gio”, trinh bay thang vao van dé. N6 cotac dung tude vii khi caa bén kia va nhanh

Kcang sém cang tot.

i gian dam phén, budc phai két

chong di dén thoa thuan. Chi sir dung khi:

+ Da quen thudc bén kia.

+ Cudc dam phan dang bi bg .

+ Sac ép vé thoi gian khong B
thiic dam phan ngay.

- Thdi dj gay sirc ép va cwong quyét: La thai do dé cap manh, xuyén qua céc
van dé nhay cam, can thuc hién hét sac tinh té, vi néu bén kia biét dwoc ho sé rat kho
chiu. Puoc sur dung khi:

+ Ta & thé manh hon.

+ Phia bén kia can két thic sém.

+ Tamubdn khoanh ving gidi han dam phén.

- Thdi dg tho o, xa lanh: La thai d6 t6 ra khong quan tam dén sirc manh cia doi
tac, str dung tam Iy nguoc ddi voi bén kia, tranh cho bén kia nghi 14 ho hé hénh. Théi
d6 nay lam cho dbi tac bdi réi khdng biét duoc tinh hinh ctia minh thé nao.Chi si
dung khi:

+ Phia bén kia ho manh hon.

+ Ta dang chiu suc ép thoi gian.

+ Ta da co giai phép thay thé.

Cim nang cho ngwoi méi di lam | Lya chon chién thugt



Suu tam & Bién tdp ©2014Minh Khai Hoang/ minhkhaihoang@gmail.com

9.3M¢ diu dam phan

931 Tao khong khi dam phan

Néu xuat phat tir goc do ¢6 lgi cho viée dat duoc thoa thuan, nén tao duoc mot bau
khong khi tin cay 13n nhau, thanh that hop tac. C6 ging xay dung mot méi quan hé tot
véi phia bén kia ngay tir gidy phat gap mat, du ban di biét hoic khong biét ho trudc
d6. Mot vai cau chuyén "xa giao" ban dau s& la nhiing cau ndi 1am quen c6 hiéu qua
trong hoan canh nay.

9.3.2 Pura ra nhirng dé nghi ban dau:

Sy tién trién cua cudc dam phan bi anh huong 16n vao nhitng dé nghi ban dau cua
2 bén vi mot s6 1i do sau:

- N6 truyén dat thong tin vé thai do, nguyén vong, sy quan tam va nhan thic cua
bén kia va nhiing van dé bat dong.

- N6 c6 kha ning tiép tuc tao bau khong khi trong dam phén.

- N6 ¢6 thé dugc sir dung dé cac bén thim do tinh hinh ciia phia bén kia trudc

khi dua ra quyét dinh ctia minh. @

- NO ¢ thé duogc c4c bén sy b Y R\ ng dam phan:

+ Lua chon vén dé “d& truscll

+ Khuyén khich bén kia dua ra dé nghi trudc.

+ Khong bao gio chap nhan mot dé nghi dau tién ma phai ludn yéu cau nhiing dé
nghi tét hon.

+ Khong dua ra dé nghi dau tién tot nhat va kién tri bao vé.

- Can phai tinh toan dé dua ra dé nghi hop ly nam trong pham vi c6 thé thoa
thuan.

- Loi ich thyc sy tir mot dé nghi qua cao ban dau phai dugc can nhac véi nhiing
méat méat thé dién do phai nhuong bo I6n dé tranh that bai Ion trong dam phan.

- Tao ra canh tranh: Can cho bén kia biét rang ching ta khong phai chi c6 mot co
hoi nay, ho khdng phai 1a ddi tac duy nhat.

9.3.3 Lap chwong trinh lam viéc

Pbi voi nhitng cudc dam phan chinh thic cho nhiing van dé Ion, viéc lap ra
chuong trinh 1dm viéc nén duoc bang van ban, cung cip cho bén kia dé c6 thoi gian

chuan bi. Tuy nhién chwong trinh lam viéc van c6 thé dam phén thay doi lai.
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9.4 Tao su hiéu biét

94.1 Dat cau hoi

9.4.1.1 Nam chirc ning ciia cau héi trong dam phan
- Thu thap thdng tin nhat dinh.

- Dua ra thong tin.

- Lam cho phia bén kia chuyén huéng.

- Huoéng suy nghi ca phia bén kia di dén mot két luan.
- Thuh(tsychay.

Loai cau hoi:

Cau hoi mo dé dat duoc thong tin khai quét lién quan dén van dé c6 lién quan.

Cau hoi tham do dé goi thém ra nhiing thdng tin.

- Céau hoi dong dé xac minh nhitng diém nhat dinh vé sy kién va dé nhan duoc
nhitng cau tra lo1 don gian la c6 hoac khong.

- Cau hoi gia thiét dé khai thac nhiing y kién cua bén kia vé mot van dé nhat dinh.

9.4.1.2 Ky thuat dat cau quéi
‘ ) . o
- Khong dat nhiéu nhitng caifioft ' ong can thiét.

khong nén yéu cau tra 1oi bang

giai phap.

- Ngir diéu cia cau hoi 1a trung tinh va thai d¢ binh tinh. Nhung cong kich 16n
tiéng hoic ap dat khdng mang lai nhitng dap ¢ng tich cuc.

- Néu dinh lay théng tin kh6 mai hoi, hiy dat mot loat cac cau hoi mém mong
trude dé tu dong hoi cau tra loi cua bén kia, sau d6 méi dat cau hoi chinh.

94.2 Im Lang

Sw im lang trong dam phan co y nghia:

- Budc bén kia tiép tuc phat biéu.

- B4o hiéu rang minh d4 noi d.

- Thé hién nhirng bat binh hodc khdng chap nhan nhitng quan diém cua bén kia.

- Thé hién mot sy that vong.

- Im lang trong mot khoang thoi gian ngan sau mot sé cau noi con cé tac dung
thu huat sy ch y caa bén kia.

- Im ling con thé hién su mién cudng.
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9.4.3 Ling nghe

Ling nghe trong dam phdn dé-

Thé hién sy ton trong cua ta va ciing thoa man nhu cau ty trong caa bén kia lam

cho quan hé hai bén gian bo hon, dam phan thuan loi hon.

Phéat hién sy mau thuan, thiéu nhat quan trong quan diém, I1ap luan cua bén kia.

Phat hién nhitng diém then chét c6 gié tri (b6i canh, thoi gian, quyén loi va nhu

cau cua bén kia...) dé doan duoc su trung thuc trong 16i néi caa phia bén kia.

chinh xéc hoic dé co dong lai.

Biét duoc bén kia thuc sy da hiéu van dé chua.

Muoén lang nghe c6 hiéu qud can:

Loai bo tat ca nhitng gi c6thé phén tan tu tudng.
Phat mot tin hiéu thé hién dang lang nghe.

Boc 16 thai do chia sé.

Str dung nhirng cau tir, boi tron.

Hay lang nghe ca céch noi.

Khéng cat ngang.

K khoé khin trong dién dat.

Khong phat biéu gidp (N6l
vira méi noi dé kiém tra lai tinh
Khong voi phan quyét.

Y&u cau giai thich nhimg diém chua 3.

Str dung nhirng cau ndi dé chuyén sang chi dé tiép theo.

Ghi chép dé vach ra nhitng diém co ban.

94.4 Quan sat
9441 Dién mao:

Quan sat dién mao phai hét sizc can than vi ¢6 thé bi nham l1an. Do d6 phai dung

ca kinh nghiém, linh cam va nhiing théng tin thu thap duoc vé bén kia dé c6 cach

hanh d6ng. N6i chung viéc cam nhan qua dién mao chi dung dé tham khao.
9.4.4.2 Thai do:

Néu bén kia c6 thai do kiéu ngao thi cudc dam phan s& dién ra trong khong khi ddi

dich, néu co thai d6 than thién, thang thin thi dam phan s& dién ra trong tinh than hop tac
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cling giai quyét van dé. Tuy nhién ciing khong nén tin ngay vao cac gia thiét vé thai do

ngay tir ban dau vi thai do cua ho s& bién ddi theo tinh hinh cua cudc dam phan.
9.44.3 Cir chi:
#+ Nghe cham chuy, thé hién:

Mé mat to va lanh loi.

Khuynh huéng héi d6 vé phia trudc.
Ban tay mé va canh tay dudi.

Thu thé, thé hién:

M¢& mit va lanh loi.

Tu thé thang dung.

Cénh tay va chan hoi chéo nhau.
Nam chat tay.

That vong, thé hién.

Ban tay nam hoi chit.

Xoa gay.
Nhin ra 16i ra hoic bén ngdk
Chén ngén, thé hién.
Khuynh huéng nga vé sau.
Nhin dong ho.

V& nguéch ngoac hoac gd ngon tay.
Tin tudng, thé hién.

Cur chi thu gian va coi mo.

Ngoi thang.

Déi tra, thé hién.

It tiép xdc bang mat.

Pot ngot thay d6i do cao cua giong noi.

Che miéng trong khi noi.

9.45  Phén tich nhitng Iy I& va quan diém

Khi phan tich nén nhin vao:
Nhitng nham Ian hoic bo s6t thuc té.

Thiéu logic.

Cém nang cho nguwoi méi di lam | Cir chi:

©2014Minh Khai Hoang/ minhkhaihoang@gmail.com



Suu tam & Bién tdp ©2014Minh Khai Hoang/ minhkhaihoang@gmail.com

Sir dung thong ké c6 chon loc.
Nhitng cong viéc an dau.

Xuyén tac nhirng diéu uu tién.

9.4.6 Tra loi cau hoi

+*

+*
+*
+*

254 Truyén dat thong tin

+*

Khong tra 151 néu:

Chua hiéu cau hoi.

Phat hién nhitng cau hoi khong dang tra loi.

Kéo dai thoi gian suy nghi: khong nén tra 161 ngay khi bén kia dat cau hoi.
Néu ly do chua tra o,

C6 thé tra 1di bang céch:

Tra 16i mot phan.

Chép nhan su cat ngang cau tra loi.

Ctr chi thé hién khong c6 gi dé noi.

Tra 16 map mo, khong khang dinh ma ciing khong phu dinh.

Hoi mot dang tra 161 mot gg

Budc phia bén kia tu tim @ 7

5 nguyén tac co ban trong truyén dat thong tin:

Truyén dat thong tin 1a qua trinh 2 chiéu.

Biét chinh xac gia tri cai ma minh muén noi.

N6i nhu thé nao thuong quan trong hon 1a néi cai gi.

Quan sat bén kia khi ndi véi ho.

Céch bd cuc nhitng ciu néi c6 dinh hudng tac dong manh mé dén dbi thu.
12 loi khuyén dé tao bo cuc cau néi o sic thuyét phuc hon:
Str dung nhitng ly I€ 2 mat.

RUt ra két luan.

Ngon ngir dién dat ly 1& rd rang, khdc chiét.

Nhirng tinh tur kich dong, dong tir manh.

Su suy rong.

Tao ly I& phu hop véi nguoi nghe.
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Ngin gon va don gian. Trinh bay sé liéu.
Pua ra ly do.
Ly 1& manh nhat.

Nhitng cau hoi mé ( Tai sao? O dau? Khi nao?) va nhitng cau hoi gia thiét (céi

gi...néu...?)

Logic va mach lac

Y kién va két luan caa minh.

9.5.2 Thuyét phuc

Huéng vé nguoi ra quyét dinh.

Néu ra lgi ich cua phia bén kia néu ho chap thuan.

Néu ra hau qua d6i vai phia bén kia néu ho khdng chap thuan.
Dan chang bang xac nhan caa bén thu 3.

Khuyén bao va goi y, Vi du : Bat minh vao tinh thé cua bén kia.

Kn dang ké so véi gia thuc té.

Dé nghi gié tron goi.

Dé nghi gia bang s6 lé:

Giit thé dién cho bén kia. A

9.5.3  Déi phé véi nhirngliig (RGN .kia

Sép xép chd ngdi: Sap xép chd ngdi sao cho% quan sat dugc nhidu nhét cac ctr

chi, thai d6 cua doi thu.

Quan sat: Khdng bo qua bat ky chi tiét nao caa dbi thu.

Lang tranh: Khi khdng mudn tryc tiép ban bac, thuong luong vé van de.
Pe doa: Nham gay stc ép budc dbi thu nhanh chéng chap nhan.

Phan bac: Pua ra cac luan ctr ching minh dé nghi cua bén kia la vo Iy.

Pua ra dé nghi cudi cung: Gay suc ép vé tdm Iy hodc gui téi ddi tha thong diep

“cham dirt dam phan”.

+ 4+ o+ o+

Gian dir va thu dich

Doi muc gia phai chang:

So sénh vaéi mac gia trong qua khi.
So sanh véi gia ¢ noi khac.

So sanh véi cac nha cung cap khac.

So sanh véi nhirng gia cua hang hoa khéc.
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+ Néu ra quan hé gia va chat luong.

- Nhuong bo.

- Cau gio/ kéo dai thoi gian.

- Ty dé cao.

- Lan toi.

- Nguoi tét- ké xau.

- Biét thanh chuyén da roi.

- Dbong tac gia.

- Lo thong tin: C6 tinh dé 19 thong tin.
- Chuyén trong tam.

- Chia détrj

- Xoa trude danh sau.

- Leo thang tham quyén.
- Bao nhiéu - néu.

954 Nhwong bo

Nhuong bo 1a sy thay d6i mo

Kné ban da gitr va bao vé mot cach

dloc trong doi trong dam phéan.

9.54.1 Trwéce khi dwa ra lrg’ng bo
Trude khi dua ra bat ca mot su nhuong bo nao cling can dit ra 3 van dé;

- C6 nén thyc hi¢n bay gio hay khéng?

- Nén nhuong bo bao nhiéu?

- S€ duoc tra lai cai gi?

9.54.2 Ky thuat nhweng bo

Nhuong bd nho.

Nhuong bo cé diéu kién.

Nhuong bo o ly do.
Dién dat bang chinh nhirng tir ngir va thanh ngir ma bén kia sir dung.

9.5.5 Pha v bé tic

9.5.5.1  Nguyén nhan bé tic
Bé tdc c6 thé xdy ra béi mét sé nguyén nhan sau:

- Chua hiéu biét 1an nhau.
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- Ca hai bén c6 nhirng muc tiéu khac xa nhau.

- Mot bén nham 1an su kién quyét véi su cing nhic vé quan diém lap truong va
s& khong nhuong bo ngay ca dé gitr cho mot cude dam phan ton tai.

- Vi mot chién thuat than trong trong dam phan dé bét ép phia bén kia xem xét
lai quan diém cua ho va nhuong bo.

95.5.2 Xirly bé tic

- Quay trg lai nhimg thong tin thu duoc va tao sy hiéu biét dé tao thém nhiing
lya chon bo sung. C6 thé comot van dé quan trong chua duoc néu ra:

- Tim ra phuong 4n khac dé cung dat duoc muc dich.

- Thdng béo cho phia bén kia vé hau qua néu khéng dat duoc mét giai phap nao ca.

- Chuyeén sang thao luan mot van dé khéc it quan trong hon ca 2 bén c6 thé thoa thuan

- Nhuong bé mét diém nao d6 khong quan trong.

- Tao ra thoi gian ngimg dam phan dé suy nghi van dé va dam phan lai sau do .

Khén da phuong va thong bao cho

lé)i hanh dong nhu 1a mot nguoi

Pua ra yéu cau néu can nhiing thong tin bo xung.

- Chuyén tir ddm phan songy

dbi tac biét vé viéc nay.
- Sir dung nguoi tht ba: yajl
hoa giai, nguoi dan xép hay ngu:c_)ng tai.
- B0 ban dam phan dé bén kia lién hé lai. Str dung khi:
+ Phia bén kia khdng mudn ky két thoa thuan.
+ Bén kia mudn ky két thoa thuan ma ta khong chap nhan noi.
+ Bén kia dua ra nhitng thoa thuan ma ta khong hé du kién.
+ Khi c6 nhiing sé liéu duoc cung cap khién cho viéc di dén thoa thuan khong
con co logi vai ta nira.
9.6 Két thiic dam phan
Khi ban cam thdy viéc dam phan da dat dugc nhitng thoéa thuan chu yéu, ban
cothé két thiic bang nhitng cong viéc sau:
9.6.1 Hoan tat thoa thuan
Pé tranh nhitng sy bat ngo kho chiu, trudc khi ngimg vong dam phan cudi cing:
- Lam cho dé hiéu nhitng diéu kién cua thao thuan.

- Tu hoi nhitng cau hoi: Ai dat dugc bao nhiéu cua céi gi, khi nao?
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- Lap thoa thuan thanh van ban.
9.6.2 Rut kinh nghiém
Hay tu hoi nhirng cau hoi nhu sau:

- Minh c6 hai long véi két qua cia cudc dam phan khong?

- Aila nguoi dam phan c6 hiéu qua nhat?

- Ai d3 nhuong nhin nhat? Tai sa0?

- Nhiing chién lugc va nhirg hanh dong nao hitu hiéu cho dam phan nhét?

- Nhiing hanh dong nao da can tré cuoc dam phan?

- Minh d4 tin cay phia bén kia chua? Diéu gi anh hudng dén cam nhan nay nhat?

- Thoi gian di duoc sir dung nhu thé ndo? Liéu co thé st dung nd tét hon khong?

- Céc bén da lang nghe 1an nhau nhu thé nao? Ai da noéi nhiéu nhat?

- Nhiing giai phap sang tao c6 duoc dé nghi khong? diéu gi xay ra véi ching?

- Minh d4 hiéu thau dao nhitng van dé an dau va nhitng van dé col ién quan dén
bén kia khong? Phia bén kia liéu c6 hiéu minh khong?

- Sy chuan bi ctia minh cégihich déng K() anh huong dén dam phan nhu

s
thé nao? »

- Nhing Iy 1& ndo, manh nhiig |l néu ra. Ho tiép thu y kién va ly
I& ctia minh nhu thé nao? D

- Nhing diém co ban nao ma minh hoc duoc tir cudc ddm phan nay?Minh sé& lam
gi khéc trong lan dam phan t&i?.......

9.7 Vin héa dam phan trong kinh doanh quéc té

9.7.1  Nhirng luu y khi ddm phan v6i mot nén vin héa khac

- Tim hiéu sy khac biét vé vin héa caa nhiing ngudi ban dinh dam phan.

- Pé phong dua ra nhan dinh cha quan vé van hoa.

- Nhiing phong cach vé chién luoc va chién thuat can dam phan lam cho thich
nghi v&i con ngudi, van dé va hoan canh

- Ng6n ngit la van dé quan trong dé lién két giira cc nén vin hoa va giita nhiing
ngudi dam phan, nhung né ciling c6 thé 1a rao can.

- Can than vé ngdn ngit ctr chi va ¥ nghia kém theo.

- Véi nhitng nén vin hoa khac nhau can conhiing kiéu dam phan khac nhau.

M6t sé khac biét co ban gitta van hoa phuong Dong va phuong Tay.
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Vian dé Phuwong Tay Phuong Dong

Phong Cha trong toi cac quyén, muc Ch trong téi tinh cong dong, céi riéng

tuc  tap dich, y mudn riéng cua ting ngudi dugc coi la mot phan caa cai chung.

quan

Poi méi |Coi trong ¥ nghi méi, cach thuc Coi trong phong tuc, tinh ké thira va
hién tét nhat cong viéc dang 1am sy duy tri cAu trdc xa hoi hién tai

Nang C6 tinh nang dong cao. Khong can (it nang dong hon. Nhitng nguoi dong

dong  [thiét phai c6 mdi quan hé ca nhan su kinh doanh c6 khuynh huéng buén
dam da va viing chac méi duoc coi ban véi nhau lau dai va thuong khoan
la tién dé cho giao dich dung cho nhau nhitng khuyét diém cua

ngudi Kia (6 mot mic @6 nhat dinh)
Dién Manh dan biéu hién cam xGc mét Thuong hay boc 16 cam xGc manh &

cam cach ty nhién noi cong cong

Pdi cht |Viéc thach thic, dbi ad . dat muc tiéu chung va tranh

h vi lam mat mat

Mat uy Sau khi thua tran ( mat uy tin), van “Mat mat” 1a mot diéu hét sic xau va

tin c6thé hanh dong binh thudng t6n hai toi cong viéc sau nay.

Quan  |Viéc quyét dinh co6 khuynh huéng |Viéc quyét dinh c6 xu huéng vao truc

diém ddi (dwa vao tinh hop Iy va dua trén co giac

Véi  sb so cac sb lieu tong quat

liu

Céch suy |Bat dau tir viéc quan sat su vat|Bat dau véi nhiing nguyén Iy chung

nghi xung quanh va than trong rdt ra cia hanh dong va duoc gan vao cac
mot nguyén 1y hanh dong cho mét tinh huéng. Do 1a kiéu suy nghi “ tir
tinh huéng cu thé. P6 1a kiéu suy trén xubng”
nghi “tir dudi 1€n”

Nguoi  |[Nguoi dam phan thuong la mot uy Nguoi chu cong ty thuong la nguoi

dam vién diéu hanh cua cong ty dam phan
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phan
Tap Mot nha kinh doanh thuong cO Hudng suy nghi vao mot muc tiéu duy
trung  nhitng viéc khic nhau trong dau nhat. Ho chi nghi vé giao dich hién tai
két hop v&i viéc dam phan hién tai
Thoi Thoi gian 1a mot mdi ban tam cha Cong viée dat duoc két qua my man
gian yéu c6 gia tri hon cong viéc dugc thuc
hién ding tién do

Luat Toén trong luat phap. Hop ddng 1a Séng theo dao dirc. Cam giac tin
phap va co ban nhiém la co ban.
dao duc

9.7.2 Kinh nghiém dam phan véi déi tic nwéc ngoai:

9.7.2.1 Bit didu dam phan:

Pirng bao gio néi "Vang ey di dé nghi d3

Puoc héi nhiéu hon nhinge
Cd6 phan tng trudc tirng domey
Tranh ddi dau.
Pong vai trd ngudi ban hay ngudi mua bat dic di.

Vién cap quyét dinh cao hon hoic "ké dam ngudi xoa".

Pung bao gio dé nghi nhuong bo ngang bang

Biét cach dat cac van d& bé tic sang mot bén (Bé tic khong han I ngd cut hoan toan).
Ludn dé nghi thoa thiép

Dé phong tao ra an tuong tréng chd vao nhirng nhwong bo tiép theo cua ban.

9.7.2.2 Trong qua trinh dam phan:

Ding bao gid b6 hep noi dung dam phan vao mot van de.

Trong dam phan khong phai tat ca moi ngudi déu c6 mdi quan tam giéng nhau.

Gia ca khdng phai lic nao ciing 12 van dé quan trong nhat.

bung qua tham lam.

Khi dam phan da két thic hay tang lai cho d6i tic mot vai nhuong bo nho. Vi

du: mét dich vu bé tro khdng quan trong.
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Ban can hiéu rd phong cach dam phan cta ban than va ¢ gang sira doi cho

thich nghi voi déi tac.

Chuan bi that ki cho dam phan.

9.7.2.3 Két thic dam phan:

Dit phia di tc vao hoan canh dé chip nhan két qua dam phan.

Ludn tu hoi: Pay co6 phai la tinh thé ca hai bén déu gianh dugc thang loi hay khong?

9.7.2.4 Pam phan véi mdt s6 ddi tic & chau Au

Can nhay cam véi ngudn goc dan toc, dic tinh van héa; Nam nhiéu théng tin vé

cac dan toc chau Au nhung khong theo mau rap khudn boi hién tai day 1a mot cong

ddng cac dan toc da dang hon bao gio hét; Chuan bi tt va ty tin; Linh hoat khi trao

do6i va khong ngai dua ra cac cau hoi don gian.

+

+

+

Poi tac Anh:
Hen 1am viéc trude, hiy dén dung gio nhung ding dén sém.
Nguoi Anh it hoi nhitng van dé lién quan dén ca nhan.

y vain dé nay dang dan thay doi.

& dién ro nhu nguoi My,
Durng nén 1an 16n phong cé
Poi tac Phap :

Ho lam viéc trong méi truong canh tranh cao, vi vay thuong gay an tuong Ia

nguoi khong lich su 1am.

+

Thudng niém ng va than mat, tu hao vé van hoa va kha ning hung bién cua dan

toc minh.

+

+

Thich thing trong cudc tranh luan vé tinh hop 1y cia van dé minh dua ra.

Trong dam phan "Vang" tc 1a "C6 thé", "Khong" tuc 1a ching ta hdy cing

thoa thuan.

+

Hé thong 1anh dao trong cac doanh nghiép Phép rat tap trung tir cao xuéng

thip. Hay luon dén dung gio, ding 1am hong bita in vi ¢6 ¥ ban chuyén kinh doanh

trong khi dung btra.

+

Déi tdc Dirc:

Phong cach tang xir 1& nghi hon nguoi M. Hen dung gid 12 yéu cau rat quan trong
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+ Tap trung vao thoa thuan hop dong hon 1a gitt mdi quan hé gitra cac bén doi tac

+ Thich cac hop dong that chi tiét va thuc hién chinh xéc céc hop dong do.
Khéng thich thay d6i hop dong khi di soan thao xong.

+ RAat chii y dén cac chic danh: Vi du Ngai Gido su Schmitt.

9.7.25 Pam phan véi do6i tac Nhat Ban:

Céach ung xu qua dién thogi

Doanh nhan Nhat rat coi tong (ng Xt qua dién thoai. Khi dién thoai cho ddi tac,
can xung ho rd rang tén ca nhan va tén cong ty, cd gang ndi ngan gon nodi dung cong
viéc dé khong 1am mét thoi gian nguoi minh d6i thoai khi ho dang ban. Can ghi trudc
ra giay nhirg diém can noi.

- Giir dang hen. Ludn gitr dung hen, tuyét d6i khong dé ddi tac cho la mot
nguyén tac bat di bat dich.

- Coi trong hinh thirc. Su coi trong hinh thirc duoc xem 1a mot dic diém thé hién
vin héa Nhat Ban. Chu y dén hinh thirc bén ngoai 1a phép lich s thé hién viéc gii gin

ham chét con nguoi va duongQbhjé trong moi truong Kinh doanh.
p g g g g

Trang phuc yéu cau c6 phan k g nganh va ting loai cong viéc

nhung thuong thi nhiing nguoi E ofh Pl )@lich can phai dac biét luu y. Viéc
gay an twong gon gang va cam sach s& bang trang phuc pht hop véi hoan canh
cong viéc duoc cho 1a c6 anh hudng quan trong dén uy tin cua ca nhan va sau d6 1a
uy tin caa cong ty. Cach lam cua nguoi Nhat 1 “xuét phat tir hinh thie”, c¢6 nghia 1a
bat dau tir viéc hoan thién hinh thic sau d6 tiép tuc cu thé hda dan noi dung. Nguoi
Nhat “cat” cong viéc trong nghién ciru cho dén khi dat dugc hinh thic & mic mong
muén mai tién hanh, cé 18 vi thé ma cé y kién danh gia nguoi Nhat ang phd cham.
Nhung thuc ra c6 khi bén trong cong viéc dang duoc tién hanh timg bude. Trude mot
cudc hop, ban tém tit vé ndi dung cudc hop phai duoc phat. Poc trudc ban tom tat,
nam bat noi dung chinh caa cudc hop va chuan bi y kién cia minh duoc coi 12 viéc
lam khong chi cho ngudi phéat biéu ma cho tat ca moi nguoi tham gia. Su coi trong
hinh thire khdng chi duoc thé hién qua cac tai liéu gidy to nhu vin thu, s6 ké toan cua
cong ty ma nhiéu yéu té khac ciing duoc thiét 1ap dudi nhitng hinh thizc théng nhat.

Con ddu va danh thiép
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Nguoi nudc ngoai cho rang con dau dé bi 1am gia hon chit ki bang tay va hoi nghi
khong biét co cach nao dé phan biét that gia, nhung & Nhat Ban quy dinh déng dau
trén cac van ban chinh thuac, cha khdng dung chir ki. Chir ki khéng c6 hiéu luc phap
ly, do vay cac cé& nhén ciing nhu cong ty, cac co quan Chinh phu déu c6 con dau riéng
Cua minh va dung né trong cac van ban chinh thuec.

Khi chao hoi 1am quen lan dau tién bao gio nguoi Nhat ciing trao doi danh
thiép, tir 46 bat dau quan hé. Sau khi nhan danh thiép, phai gitr gin danh thiép d6 can
than dé thé hién su tén trong ddi véi ngudi minh gap. Khong duoc nhét vao tdi ma
phai can than cho vao s6 dé danh thiép, trong truong hop dang néi chuyén thi ngudi ta
dit danh thiép d6 1én ban. Nguoi Nhat nhin danh thiép, nhan biét tén cong ty va chic
vu cta ngudi dbi thoai dé qua d6 thé hién thai d6 va s dung ngdn ngit phi hop voéi
dia vi cua nguoi do .

Dia diém dam phdn

Viéc trao d6i kinh doanh khéng nhat thiét phai tién hanh ¢ van phong. Tét nhién,

phan nhiéu thoa thuan tai vin pé

tién hanh dudi hinh thic nhitng ‘ W uoi Nhat vira chiic ruou vira ban
bac chuyén kinh doanh dén tan g “ k, bita an tbi cling con la dip dé
trao d6i thong tin. D

Nhitng nét tinh than doc ddo hinh thanh qua lich sir 1au doi duoc cac thé hé nguoi
Nhat ngay nay ké tuc, song dong thoi qua trinh quéc té hoa da tao nhiéu co hoi tiép
xUc VGi nén vin héa méi ciing 1am cho ca nguoi Nhat va cong ty Nhat Ban dan dan
thay doi. Nhan vién cua cac cong ty Nhat Ban trai qua qué trinh dao tao, gido duc va
tich lily kinh nghiém thyc té trong cong viéc, khi dugc ctr sang cac chi nhanh & nudc
ngoai phai ddi mat vai viéc thich ang véi nén vian héa ciia nude do. Vi vay, lam sao
dé gitr gin dugc ban sic van hoa doc ddo cua dan toc, dong thoi hoi nhap dugc voi
cong dong qudc té 1a mot van dé 16n ma mdi mot ca nhan va cong ty cia Nhat Ban

déu quan tam.
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10.KY NANG LANH PAO VA QUAN TRI

10.1 Khai niém chung vé linh dao va quan tri:

10.1.1  Khai niém lanh dao va quan tri:

10.1.1.1 Lanh dao:

Lanh dao la qué trinh gdy cam hirng cho nguoi khac lam viéc cham chi va hiéu
qua. Cac hoat dong lanh dao co ban la:

- Chi dao: Cung cap céc chi dan va giam sat viéc hoan thanh nhiém vu caa nhan

nkc_ach ra hudng tac nghiép va giam

& moi mat cho cac ¢b gang cua

Vvién & muc d6 cao nhat.

- Goi y: Huéng dan, giai thch cac quyét di
)

x {
- HoO trg - dong vién: Tao s W e
®Vvu va chid

sat nhan vién thyc hién.

nhan vién nhim hoan thanh nhiéf ¥ W.ch nhiém vaéi ho trong viéc lua
chon quyét dinh, tao cho nhan vién co hdi dé thoa man cao nhat trong cong viéc.

- Don ddc: Thuc day nhan vién hoan thanh cong viéc

- Lam guong trong moi Sy thay doi

- Uy quyén: Trao trach nhiém, quyén quyét dinh va giai quyét van dé cho nhan vién.

Pdc trung cia mét nha lanh dao dwoc thé hién trén cac ngi dung sau:

+ Tam nhin: Bat ky mot nha 1anh dao giodi ndo ciing ¢6 cam giac tét vé muc tiéu
va c0 kha nang dua ra muc tiéu do.

+ Chu trwong:Chu truong 1a cai lién két moi ngudi voi nha lanh dao, 1 cai ma
trong mot nha 1anh dao hiéu qua thi luon di cing véi tim nhin.

+ Swrtin cay: Moi nguoi s€ khong di theo nha l1anh dao trir khi anh ta cho ho cho

thay su nhat quan va kién dinh.
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+ Su binh d;:Nhiing nha lanh dao thanh cdng nhét 1a nhitng ngudi xem ban than
nhu 13 nguoi hd trg cho nhan vién caa minh chir khéng phai 1a buoc nhan vién lam
viéc cho minh.

+ Binh tinh: Lanh dao tot khdng 1am réi tung moi van dé nhu thé thé gisi sap sap
dén noi khi c6 mot van dé ric réi nao d6 xay ra. Ho s& dua ra nhirng cau kiéu nhu
"Chung ta c6 thé giai quyét viéc nay".

+ R6 rang: Nhiing 1anh dao thuc sy biét cach 1am sang t6 van dé. Ho khdng lam
cho nd tro nén phtc tap hon.

+ T chu: Nhimg nha lanh dao thanh cdng nhat biét ho 1a ai va s& khong cb gang
"udn" minh dé tro thanh nhitng nguoi khong phai 1a ho.

10.1.1.2 Khai niém quan tri

Quan tri 1a mot qué trinh nham dat dén su thanh céng trong cac muc tiéu dé ra
bang viéc phdi hop hitu hiéu cac ngudn lyc cia doanh nghiép. Tur khai niém nay gidp
chdng ta nhan ra rang, quan tri 12 mot hoat dong lién tuc va can thiét khi con nguoi két

hop véi nhau trong mot té chacRe 1a gua tao nén sicc manh gan lién céc

van dé lai véi nhau trong to chig {1 IR, chuyén dong. Muc tiéu caa
quan tri la tao ra gia tri thang u tif POkl M :c thich hop dé thuc hién cong
viéc nham dat hiéu qua cao nhat véi chi phi cac ngudn luc it nhat.

NOi chung, quan tri 1a mot hinh thirc phirc tap ma cac nha quan tri kinh doanh phai
quan tri tir khau dau dén khau cudi cia mot chu Ky san xuat kinh doanh cua doanh
nghiép, thuc chat caa quan tri kinh doanh 1a quan tri cac yéu té dau vao, qué trinh san
xuat kinh doanh cac yéu té dau ra theo qua trinh hoat dong.

- Theo qua trinh quan tri kinh doanh: cong tac quan tri trong doanh nghiép la qua
trinh 1ap ké hoach, t6 chirc phdi hop va diéu chinh cac hoat dong cua cac thanh vién ,
cac bo phan va cac chirc nang trong doanh nghiép nhim huy dong téi da moi ngudn
luc dé dat dugc cac muc tiéu da dit ra cua td chuc.

- Theo quan diém hé théng quan tri: quan tri con la viéc thyc hanh nhitng hoat
dong trong mdi to chirc mot cach ¢ y thic va lién tuc. Quan tri trong mot doanh
nghiép ton tai trong mot hé thong bao gom cac khau, cac phan, cac b phan c6 moi

lien hé khang khit voi nhau, tic dong qua lai 13n nhau va thuc day nhau phét trién.
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- O day can phan biét rd sy khac nhau giita 1anh dao va quan tri. Trén thuc té
ranh gii cua hai khai niém nay khong dé phan biét. Sy phan biét 1anh dao va quan tri

dua trén cac noi dung sau:

Lanh dao Quan tri
Lanh dao tac dong dén con nguoi Quan tri tic dong dén cdng viéc
Lam nhiing cai dting Lam dang

Pat muc tiéu thong qua viéc co vii, Pat muc tiéu théng qua hé théng chinh
dong vién sach, ménh 1énh, yéu cau cong viéc
Nha lanh dao dé ra phuong hudng, Nha quan tri xay dung ké hoach, té chuc

vién canh, chi truong, sach luoc thuc hién ké hoach, kiém tra giam sat. ..

10.1.2 Y nghia ciia quan tri va linh dao:

Khi con nguoi két hop véi nhau trong mot tap thé dé ciing nhau lam viéc, ngudi ta

Iy nghi riéng cua mdi nguoi. Loi
lam viéc nhu thé cling c6 thé dey j RAr i@ Sino co thé khong dem lai két qua.
i8h vong dat két qua s& chac chan
hon, dic biét quan trong khéng chi 1a két qua ma s& con it tn kém thoi gian, tién
bac, nguyén vat liéu va nhitng phi ton khac. Khi ching ta so sanh giita két qua dat

dugc véi chi phi dé thuc hién s& c6 khéi niém 1a hiéu qua.

Hiéu qua sé tang trong hai trueong hop:

- Tang két qua véi chi phi khong doi.

- Giam chi phi ma van giit nguyén két qua.

Mudn dat dugc ca hai diéu do6 doi hoi phai biét cach quan tri, khdng biét cach quan
tri nha lanh dao ciing dat dugc két qua nhung hiéu qua s& dat thap. Mot su quan tri,
lanh dao gioi khéng nhitng mang lai nhiéu loi nhuan cho doanh nghiép ma con c6 y
nghia quan trong gop phan dwa nén kinh té dat nudc nhanh chong phat trién.

Trong hoat dong kinh doanh, ngudi nao ludn tim cach giam chi phi va ting két qua

tire 13 ludn tim cach tang hiéu qua. C6 thé néi rang, ly do can thiét cua hoat dong lanh

Cém nang cho ngwoi méi di 1am | Y nghia cia quan tri va lanh dao:



Suu tam & Bién tdp ©2014Minh Khai Hoang/ minhkhaihoang@gmail.com

dao va quan tri chinh 1a2 mudn c6 hiéu qua va chi khi nao nguoi ta quan tim dén hiéu
qua thi nguoi ta méi quan tam dén hoat dong quan tri, lanh dao.

Trong thuc té, moi nd luc hitu ich cia mot doanh nghiép duoc vach ra nham dat
duoc muc tiéu cua to chuc, véi thoi gian, nguyén vat liéu it nhat déu phai lva chon qué
trinh co ban, c&c nguyén tic va cac ky thuat.

Muc tiéu caa hoat dong quan tri, 1anh dao nhu vay 1a nham gitp chdng ta c6 nhiing
kién thirc, ky ning can thiét dé gia ting hiéu qua trong hoat dong kinh doanh vi muc

tieu loi nhuan cling nhu muc tiéu phi loi

Henry Mintzberg nhugn.

10.1.3  Vai tro cia nha quan tri,

Author

nha lanh dao
Henry Mintzberg, OC OQ FRSC is an L R N i . )
internationally renowned academic and Vai tro la toan bg nhitng cach ung xu
author on business and duoc thiét 1ap sao cho phu hop véi chuc
management. Wikipedia

vu hoac bo phan, co quan riéng biét.

Born: September 2, 1939 (age
74), Montreal, Canada

Mintzberg nghién cuu cac hoat

nha quan Iy va cho rang moi nha
Education: McGill University, MIT Sloan
School of Management,Massachusetts

Institute of Technology nhau va dugc phan thanh 3 nhém nhu sau:

u phai thuc hién 10 vai tro khac

10.1.3.1 Nhom vai tro quan h¢ véi
con nguoi

Nhom vai tro quan hé véi con ngudi bao gom kha nang phat trién va duy tri moi
quan hé véi nguoi khac mot cach hiéu qua.

Vai tro dai dién gan lién véi vi tri trong su phan cap quan tri, vai tro lanh dao doi
hoi viéc xay dung méi quan hé véi cong su, tiép xtc va thic day ho l1am viéc, vai tro
lién hé tap trung vao viéc duy tri mbi quan hé ca bén trong va bén ngoai to chuc. Vai
trd quan hé voi con ngudi gilp cac nha quan tri xay dung mang ludi 1am viéc can thiét
dé thuc hién céc vai trd quan trong khac.

10.1.3.2 Nhom vai tro thong tin

Vai trd théng tin gin lién voi viéc tiép nhan thdng tin va truyén dat thdng tin sao

cho nha quan tri thé hién 1a trung tam dau ndo cua to chic. Vai tro thu thap thong tin

Cém nang cho nguwoi méi di lam | Vai trd cua nha quan tri, nha lanh dao
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la ndm bit thdng tin ca bén trong va bén ngoai doanh nghiép. Vai tro truyén dat hoat
dong theo 2 cach:

- Tht nhét, nha quan 1y truyén dat nhitng thdng tin tiép nhan dugc tir bén ngoai
dén céc thanh vién trong noi bd doanh nghiép, nhitng nguoi ¢6 thé st dung nhiing
théng tin nay;

- Tha hai, nha quan ly gilp truyén dat nhiing thong tin tir cip duéi nay dén cap
thip hon hoic dén cac thanh vién khac trong t6 chic, nhitng nguoi cd thé sir dung
thong tin mot cach hiéu qua nhat.

Trong khi vai tro truyén dat cung cap thong tin cho noi bo thi vai trd phat ngén pho
bién thdng tin cho bén ngoai vé nhirng van dé nhu ké hoach, chinh sach, két qua hoat
dong cua to chirc. Do d6, nha quan Iy tim kiém théng tin trong vai tro giam sat, truyén
dat thong tin v4i noi bo va sau do két hop viéc cung cap théng tin quan trong theo yéu
cau cua vai tro quyét dinh.

10 vai tri quan tri cua Minztberg (http://www.mintzberg.org/)

Vai tro

Quan hé con nguoi

Fur S— — —

1.Dai dién B 7ML v20 cAc su kien khac nhau: phét
biéu, gigi thiéu, twong trung cho t6 chirc

2.Lanh dao Xay dung méi quan hé véi cap dudi, dong
vién, thiic ddy nhan vién

3.Lién hé Duy tri mdi quan hé mang ludi 1am viéc
noi bo vaéi bén ngoai va gitp cung cap thong
tin

Thong tin

4.Thu thap théng tin Thu thap théng tin bén trong va bén ngoai
vé nhitng van d& cd thé anh huong to chic

5.Truyén dat Truyén dat nhitng théng tin ca bén trong
va bén ngoai cho noi bo

6.Phat ngon Truyén dat nhitng théng tin cua té chic

CAm nang cho nguoi méi di lam | Nnom vai tro thong tin
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cho bén ngoai.

Quyét dinh

7.Doanh nhan Hanh dong nhu nguoi khoi xuéng, thiét
ké, khuyén khich nhitng cai tién va d6i méi

8.Giai quyét nhitng x&o tron C6 nhitng hanh dong ding va kip thoi khi
DN d6i mat véi nhiing van dé quan trong
nhitng kho khan bat ngo

9.Phan phéi Chiu trach nhiém phan phéi cac nguon
luc: thoi gian, ngan quy, phuong tién, nhan su

10.Dam phéan Pai dién cho t6 chic thuong luong, dam

phan
10.1.3.3 Nhém vai tro quyét dinh
Nhom vai trd quyét dinh bao gdm viéc ra nhitng quyét dinh quan trong cé anh

huong dén to chac. Co 4 vai tro a nguoi quyét dinh. Vai trd cach

tan hay con goi 1a vai trd doan & diém gdc cua moi thay doi va
cai tién, khai thac cac co hoi Y ' S &g nhom nay la vai tro xu ly cac
tinh hudng: gan lién véi viéc dua ra cac hanh dong kip thoi khi t6 chic phai doi mat
véi nhitng bién c6 bat ngo, nhimg khé khan khong luong trude duoc. Vai tro thir ba la
phan phdi cac nguon lyc cia to chac. Cudi cing, vai trd dam phéan thé hién su dai dién
cho t6 chtrc thuong lwong dam phan ky két cac hop dong, anh hudng tiy theo céc linh
vuc trach nhiém caa nha quan ly. Trong c&c cudc tiép xtic 1am an, nha quan ly phai 1a
mot chuyén gia trong linh vuc ngoai giao. Lam 4n thoi m& cira da phan 1a cac cudc
tiép xuc, mudn thanh dat phai hoc cach thuong luong. Mém déo két hop véi ciing ran
va cuong quyét, ly tri cing véi nhan ban 1a bi quyét thanh cong trong thwong luong
v6i dbi tac.

©Vai tro cua doanh nhan (nha kinh doanh): khuyén khich sw déi méi

Do6i mai 1a sy khoi dau mot y tedng mai duoc &p dung cho qué trinh tién trién caa
cdng viéc, san pham hoic dich vu. Qua trinh doi méi, cai tién gan lién voi vai trd cua
nhitng nguoi ding dau trong doanh nghiép, cu thé nhu gin lién véi su tim kiém cac co

hoi trong kinh doanh. Tuy nhién, thuc day su cai tién, d6i méi trong doanh nghiép doi
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hoi phai két hop nhitng nd luc cua cac thanh vién. Hiém khi c6 su cai tién, d6i méi
thanh céng lai 1a két qua lao dong duy nhat cua mot ngudi. Cac nghién ciu di cho
thdy rang, qué trinh doi mai cai tién thuong dién ra ¢ nhitng noi ma & d6 cac ca nhan
& céc cap do khac nhau thuc hién 3 loai vai trd khac nhau cia doanh nhan: nguoi khai
xudng ¥ tudng, nguoi tai tro (d& dau) va 1a ngudi phdi hop hoat dong.

- Nguoi khoi xudng v tuong: 1la nguoi phat hién ra nhitng y tuong méi hoac tin
trdng vao gia tri cua nhiing sang kién va ung ho né miac du phai duong dau nhiéu kho
khin tré ngai. Chung ta thuong cho rang nhitng nguoi cach tn 1a nguoi sang tao, dam
chap nhan nhitng mao hiém rai ro. Ho thuong 1a nhitng nguodi & cac cap thap hon
trong t6 chirc, nguoi phét hién ra van dé va biét dé xuét giai phap. Tuy nhién, su séang
tao can thiét phai co céac loai vai tro ké tiép.

- Nguoi tai tro: Mot ngudi quan tri cap giita nhan biét nhitng diém quan trong vé
nhitng sang kién cua to chuc, tir d6 gitp tim kiém ngudn tai chinh can thiét cho viéc
phat trién cai tién va thac day cac budc tién hanh thuc sy. D6i mai trong to chuc

khong thé thiéu su hién dién cu &n viéc thuc hién nhirng ddi moi

oat dong

- Nguoi phéi hop: La nguoi il ) lu’(‘ri ung ho cho su can thiét phai
d6i mai, cung cap tai chinh cho cac hoat dong cai Fen, khuyén khich, nang d& va ton
trong, bao vé céc sang kién cai tién cua cac thanh vién. Viéc cai tién thuong vap phai
c4c can tro cua 18 16i cii va no thuong khién cho nhitng nguoi quen théi thi thuong e
ngai. Nguoi phdi hop s& dam nhan vai trd can bang cac thé luc sao cho cac sang kién
cai tién co thé duoc thuc hién. Thong qua viéc thuc hién vai tri phdi hop, cac nha quan
ly s& khuyén khich, thuc day viéc cai tién, d6i méi. Thiéu mot trong ba vai tro thi sy
ddi mai, cai tién kho c6 thé thuc hién duoc.

10.2 Pham chit ciia mdt ngudi linh dao, quan tri

Mot s6 cubn sach co tinh gido khoa vé linh vic ndy cho rang ngudi lanh dao, quan
tri can co cac tb chat sau:

- C6 hoc van cao, c6 kinh nghiém vé chuy@n mén va vé doi song xa hoi;

- Linh hoat;

- C6 nghj luc, suy nghi 1anh manh, sang sudt;

- Trung thyc, c6 sic khoe tot;
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- Tri tué cao, c6 niang luc dat duoc muyc tiéu dé ra;

- San sang chiu trach nhiém ca nhan;

- CO kha nang dong vai tro 1a mot ¢6 VAn va tu van sang sudt;

- Co tinh ty tin, binh tinh khi gap rac rdi vé quan hé hoic khi ¢ su cb vé t6 chic;

- CO tinh kién tri, than kinh viing va c6 chi theo dudi muc dich dén cung, thai do
giao tiép niém na, than mat nhung dat khoat véi moi nguoi.

Cubn sach "Chién luoc kinh doanh" caa B. Karlof cho rang: Mét nha 1anh dao gioi
1a nguoi ving tin, c6 tim nhin xa tréng rong, céi mé, ham hoc hoi, biét dac két kinh
nghiém kinh doanh cua ban than va cia nguoi khac, huéng vao két qua, dat khoat, co
6c phé phan, c6 suc 16i cudn thuyét phuc va gay duogc 10ng tin, nhiét tinh, binh tinh,
biét lang nghe ngudi khac, biét nhan 13i khi sai 1am, thién tdm va chu ddo, mém déo,
san sang gitp d& ngudi Khac phat trién, sang tao nhung kién dinh.

Mét cudc nghién cau quy md do nhém "Heé thdng quan ly qubc té" dugc tién hanh
& mot s6 nude trén khap thé gisi da xac dinh 10 tinh cach ca nhan co ban ciia mot chu

doanh nghiép chi ra su khac biétggj i ep khong thanh dat va chu doanh

1. Tim kiém co hoi: Tim kiérjieg mo hoi kinh doanh méi, dong ndo
va xac dinh nhitng giai phap sang tao cho nhitng végdé kinh doanh, suy nghi theo cac
cach khac nhau dé tim ra cach giai quyét, cha dong nam bét cac co hoi dé thu luom
thdng tin kinh doanh, nhan su ¢ kinh nghiém, cac trang thiét bi, thiét ké san pham va
dich vu, thi truong va tai chinh, . . .

2. Kién tri: Tién hanh cac hoat dong khac nhau hozc Iap lai dé vuot qua nhiing tro
ngai trong kinh doanh. Khong tir bo sau lan that bai lan dau dé giai quyét van dé. Hy
sinh c& nhan hoic thuc hién céc ¢ gang phi thudng dé hoan thanh cong viéc. tiép tuc
gill vitng lap truong cua minh trude dbi thu hoac nhitng dau hiéu it c6 thanh céng &
phut ban dau.

3. Cam két thuc hién theo hgp déng: Chip nhan trach nhiém vé cac van dé dé
hoan thanh cong viéc cho khach hang. Gitp cong nhan dé hoan thanh cong viéc. Thé
hién nhirng quan tdm lam hai long khach hang.

4. Pdp vng chat heong va hiéu qua
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5. Chdp nhdn rui ro: C6 kha nang chap nhan nhitng gi ma minh cho 1a nhitng rui
ro vira phai. Thudng nén ¢6 mot bién phap thich tng cho nhing tinh huéng cé yéu té
rai ro. Tinh toan rui ro trong cac quyét dinh kinh doanh.

6. Dat muc dich: Dat ra cAc muc tiéu rd rang va cu thé truéc mat . Xay dung céc
muc tiéu lau dai, ré rang.

7. Giam sat va lap ké hoach c6 hé thong: Phat trién va st dung hop Iy ting budc
cac ké hoach dé dat duoc muc dich. Danh gia cac ké hoach hanh dong khac c6 thé
dung dé thay thé. Giam sat tién trinh va chuyén sang cac chién lugc du phong khi can
thiét dé dat dwoc muc dich.

8. Tim kiém théng tin: Dich than tim kiém thong tin vé cac khach hang, cac nha
cung cap va cac do6i thii canh tranh. Str dung cac quan hé hoic mang thdng tin dé thu
thap théng tin co loi.

9. Thuyét phuc va mang luéi cdng viéc: Phat trién va st dung céc chién luoc da
duoc can nhic can than dé tac dong hoac thuyét phuc ngudi khac. Sir dung quan hé

kinh doanh va c4 nhan dé hoan tie banh cua ban.

g chic chan vao chinh minh va
ning cua ban dé hoan thanh céac
nhiém vu khé khin hodc dap @ng nhing thir thach.

10.2.1  Cac phong cach quan ly kém hi¢u qua

Lam thé nao dé tré thanh mot nha quan 1y hiéu qua? Van dé don gian 1a hdy tranh
trg thanh mot nha quan Iy toi. Mot nha quan ly toi thuong cé ba sai lam khong nén
méc phai, d6 1a tré thanh nha quan 1y doc tai, ludi biéng va lam dung quyén luc.

Ba diéu nay rat quan trong vi thuc ra, néu mac sai lam trong quan ly thi ton hai s&
roi vao ca nha quan ly va cong ty cia anh ta. Nha quan Iy c6 thé roi vao nhitng cam
biy ma anh ta rat kho gé ra. Vi thé, ngay tir dau can théng minh va sang sudt dé tranh
mac phai sai lam.

10.2.1.1 Thé nao la nha quan ly dc tai?

Mot trong nhitng sai lam dau tién 1a ban tro thanh mot nha quan 1y doc tai. Kho co
nha quan ly nao lai thtra nhan ho dang chirng t6 minh la nha quan 1y doc tai. Nhung
licu c6 ai thir kiém tra cach quan ly cua chinh minh dé dam bao rang ho khdng qué

dac tai trong quan ly nhan vién caa minh hay khong?
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Mot nha quan 1y doc tai thuong 1a nguoi it tin twong hay thiéu niém tin ¢ nguoi
khac. Ho thay khong ai con cé thé hon ho trong cdng viéc nao d6 va kho co thé 1am
t6t hon ho. Do vay ho di khong thanh cong trong giao pho viéc cho cap dudi. Khi
giao pho cho nhan vién mot viéc nao d6 thi ho thuong déng gop ¥ kién tirng chat mot
vao cong viéc d6 va thuong xuyén kiém tra di kiém tra lai dé dam bao rang cong viéc
d6 hoan tat theo y mudn cua minh. Thoi gian quan ly nhan vién cia ho qua chit ché
dan t6i su kém chat lugng trong san xuat.

Nha quan ly nay cling it quan tdm tGi nguyén vong cua nhan vién. Trong khi ¢ cac
doanh nghiép hién nay, cic nhan vién déu mudn co su tu do c& nhan. Nhiing nhan
vién nay co trinh do nhét dinh va ho ciing mudn ap dung kién thirc ma ho da hoc duogc
vao cong viéc. Nhung nha quan ly lai it tao cho ho c6 co hoi do thi ho sé lam thoai chi
nhén vién caa minh.

Véi céc nha quan 1y doc tai, cac nhan vién khong duoc st dung hét kién thic, tai
nang va niang lyc chuyén mon. Vi vay ho thdy bat man. Nhung té hon 13 ngay chinh

nha quan 1y doc tai cling mat dig doi nghé nghiép caa minh. Mot

7 éu co ’
nha quan 1y nhu vay c6 thé lam vién tai nang va giam nang suat
trong san Xuat. A @ '

Pé tranh tré thanh mot nha Quan 1y doc tai, ba% hay phai dat niém tin & nguoi
khac, nhat 14 nhiing nguoi 1am viéc cho ban. Dé cd thé tin cay ho thi nén tim hiéu
nhitng nhan vién lam viéc cho minh, biét dugc nhitng diém yéu va diém manh cua
ban. Can giao pho cdng viéc duya trén cac diém yéu va diém manh nay. Can cho nhan
vién cua ban hoc nhitng nghiép vu ma ho can. Nén biét cong viéc d6 yéu cau nhu thé
nao va tuyén dang nhan vién c6 thé dam nhan tt cong viéc do. Can chon lua ki cang
ngudi sap thay thé vi tri cua ban va ngay lap tac huan luyén ho.

Ciing nén nhan ra rang céng viéc khong thé hoan tat khi ban lam chi c6 mét minh.
Khi giao viéc cho nhan vién, can hiéu rang ay quyén mot cach hiéu qua ciing c6 nghia
la chap nhan nhitng bién cé ngoai y mudn cé thé kém theo. Nha quan ly c6 thé khong
nhan duoc két qua nhu mong doi nhung can phai chap nhan n6 va chap nhan nhing

sai pham da xay ra.

Céam nang cho nguwoi méi di 1am | Thé ndo & nha quan 1y déc tai?
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10.2.1.2 Nha quan Iy luoi biéng 1a gi?

M6t cach thirc quan 1y khac ciing ddn dén sai lam, d6 1a tré thanh nha quan 1y luoi
biéng. Ngudi nay luén dun day moi cdng viéc cho nhan vién caa minh. Ho c6 khuynh
huéng dua cho nhan vién cua minh moi ¢éng viéc dé cd thai gian ranh. Két qua la cac
nhan vién phai 1am viéc quéa nhiéu nén ho thudng noi véi cap trén riang: d6 ching phai
la cong viéc cua ho, nd khdng co6 trong ban hop dong lao dong, trong khi chat lwong
cong viéc lai rat thap.

Vé6i nha quan 1y luoi biéng thi nhan vién ngay cang lam nhiing cdng viéc ngoai
kha nang chuyén mon cua ho va ho ciing chang bo ra mot khoang thoi gian nao dé boi
dudng thém nghiép vu cho nhéan vién. Dé tranh thanh nha quan 1y luoi biéng, ban can
lubn ludn 1ap mot ban ké hoach bao gdom ca nhitng du an ngan han va dai han kém
theo thoi gian thuc hién. Ban can trién khai nhitng céng viéc sao cho that tot, ¢ gang
hoc héi nhitng cach thac quan 1y tét.

Ban ciing nén 1ap ké hoach cho cong viéc ké tiép bang cach lam viéc dé dat duoc

n6. Nén nhé rang ban dang bj thg

I nhitng nguoi Khac.

Mot cach quan Iy sai 1am thig Woi mac phai, d6 1a tré thanh mot

nha quan ly qua lam dung quyén flKh G .zg ngudi ndy con tré. Ho it nhay

bén trong cach quan 1y cling nhu that bai trong viéc!m hiéu moi truong lam viéc mai.
10.2.1.3 Nha quan Iy lam dung quyén lwc

Nha quan 1y nay thuong cho rang viéc minh 1am 13 mét nhiém vu duoc giao va it khi
dua ra 101 giai thich. Nhan vién khdng nhiting cam thay buc tic ma ho s& con nghi ra cach
dé can tré cdng viéc ma nhitng ngudi ndy thiy kho long co thé dat hiéu qua 100%. Vay la
s& dan dén that bai khi mot nha quan Iy lam dung quyén luc phan céng cong viéc. Nén
nhé rang nhitng ai qua lam dung quyén hanh caa minh déu sém bi sa thai. Chinh ho ciing
thay ban than minh khdng thé thich nghi véi méi truong lam viéc hién tai.

Piéu té hai nhat 1a méi quan hé giita nguoi nay véi thanh vién trong cong ty va
thinh thoang 1a ca cac thanh vién ngoai cong ty ciing khong hai 1ong. Quyén hanh
chung cua tap thé sé bién thanh quyén hanh c& nhan cua ho. Chinh tir d6 ho ¢é thé thu
vé nhiéu lgi ich cho ban than minh, cha khéng phai cho cong ty.

Pé tranh tro thanh mot nha quan ly lam dung quyén hanh, ban can hiéu rang quyén

luc nay la ap dung cho cong ty chi khéng phai cho riéng ca nhan ban. Nén co suy

Cém nang cho nguwoi méi di 1am | Nha qudn Iy lwoi biéng 1a gi?
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nghi vé& ngudi quan Iy quéa ap dung quyén lyc trudce kia cua minh vao cam nhan vé
ngudi d6 nhu thé ndo. Ban ciing nén nghi dén viéc trao quyén hanh cho tit ca cac
nhan vién chtr khong phai chi cho riéng ca nhan minh. Nén nhin xa tréng rong va can
biét rang chinh minh dang cin cic nhin vién ma minh di ting tao ra khoang cach
khong than thién vai ho.

Cubi cung, cac nha quan ly can phai hiéu rd vé moi truong da dang noi ma ho
dang lam viéc. Quan ly tinh da dang mét cach hiéu qua doi hoi nha quan ly phai nang
dong va séng tao. Chia khoa dé thanh cong trong quan 1y trude tién 1a nha quan ly can
nhan biét dugc nhitng nét khac nhau trong moi truong lam viéc va tir d6 ¢6 cach thirc
dbi xir thich &ng nhat.

10.2.2  Cac hoc thuyét linh dao, quan tri

Hoc thuyét hay con goi l1a ly thuyét 1a nhitng khai quat 1y luan vé mot linh vuc nao
do6, thong qua nghién ciru va khao nghiém thuc té, tir d6 van dung vao céc hoat dong
thuc tién trong mai linh vuc.
ri.Kinh dog

)
quan tri cac hoat dong kinh doan|a¥j

Hoc thuyét vé lanh dao, quang ing khai quat 1y luan vé lanh dao,

anh dao, quan tri 1a co s, 1a nén
gcéch khoa hoc, c6 hé théng.
cac hoat dong san xuat phat trién

manh, thuc tién di tong két va rat ra thanh nhiing ly thuyét vai nhiéu truong phéi hay

tang dan dudng cho hoat dong san Kl

Tir nhitng ndm 1800 khi ndft cong nghiép va

cac nhom ly thuyét khac nhau.

C6 thé chia thanh ba nhém Iy thuyét 1anh dao, quan tri hoc:

10.2.2.1 Ly thuyét linh dao, quan tri c6 dién

Truong phai co dién bao gom mat sb tac gia vai nhitng nghién ctu vé quan tri kinh
doanh, dudi day 1a mot s6 tac gia dién hinh va nhiing tu twong chu yéu cua ho.

a) Ly thuyét lanh dao, quan tri khoa hoc

Frederich Taylor (1856 - 1915): Taylor xuat than 1a mét cdng nhan va tré thanh ky
su trai qua qua trinh ban ngay di lam, ban dém di hoc ham thu dai hoc. Trong qua
trinh 1am viéc trong nha may luyén can thép, Taylor dd c6 nhiéu co hoi quan sét va
thue hanh 1anh dao, quan tri trong nha may. Ong 1a tac gia vai nhitng nghién ctu va ly
thuyét kha noi tiéng vé 1anh dao, quan tri trong thoi gian tir 1890 dén 1930.

Nhitng nguyén tic co ban trong ly thuyét cia Taylor Ia:

Cém nang cho nguwoi méi di lam | Cac hoc thuyét lanh dao, qudn tri
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- Xay dung cac phuong phéap khoa hoc dé thyc hién cong viéc, nhiém vu cua
tirng cong nhan.

- Lua chon cong nhan mot cach khoa hoc va huan luyén ho phuong phap khoa
hoc dé thuc hién cong viéc.

- Tb chutc gido duc va giam sat cong nhan dé dam bao ho thuc hién theo ding
phuong phap.

- Xay dung va cung ¢ quan hé gitra nguoi lao dong va nha lanh dao, quan tri

Bién phap thuc hién: Dé thuc hién nhitng nguyén tic caa minh, Taylor da tién hanh:

- Nghién ctu cac loai thoi gian lam viéc cua cdng nhan theo tirng cong viéc.

- Phan chia cdng viéc cua ting cdng nhan thanh nhitng cong viéc bo phan nho dé
cai tién va toi uu hoa.

- Xay dung hé théng khuyén khich nguoi lao dong lam viéc, thyuc hién tra cong
theo lao dong.

Nhitng két qua qua ap dung ly thuyét ciia Taylor 1a ning suét lao dong ting l1én rat

nhanh va khéi luong san pham t@ng ol |y thuyét cua Taylor nghiéng vé

C)
"ky thuat hoa, may moc hoa" cofy

g bi khai thac kiét qué lam cho
cong nhan dau tranh chong lai caqi dao, quan tri.

Herny L. Gantt: La ky su ch vé hé théng kiem soat trong nha may. Trén co s
cac ly thuyét caa Taylor, Gantt di phat trién va dua ra 1y thuyét ciia minh, trong d6
chu yéu tap trung vao mé rong hé thdng khuyén khich vat chat cho ngudi lao dong véi
cac bién phap nhu :

- Khuyén khich céng nhan sau mot ngay lam viéc néu ho lam viéc tbt.

- Khuyén khich cho déc cong, quan doc dya vao két qua lam viéc cua cong nhan dudi
su giam sat truc tiép cua ho nham dong vién ho trong cong viéc lanh dao, quan tri.

Bién phap nay da khuyén khich cac doc cong quan Iy tot hon. Ciing trén co so nay,
cac phuong phap quan tri tién do thuc hién méi dugc dua vao trong quan 1y nhu
phuong phap duong ging (CPM -Critical Path Method) va phuong phap so dd mang
lugi (PERT - Program Evaluation and Revie Technique). Trong Iy thuyét nay, khia

canh loi ich duoc cha ¥ hon nhiéu.

Cém nang cho ngwoi méi di 1am | Ly thuyér lanh dao, quan tri c6 dién
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Frank B (1868 - 1924) va Lil -1972).
Hai tac gia nay da nghién cuysat chi h thuc hién va quan h¢ gitra cac

thao tac, dong tac va cir dong voi mot mae do cang thang va mét moi nhat dinh cua
cdng nhan trong qué trinh 1am viéc, tir d6 dua ra phuwong phap thuc hanh téi wu nham
tang nang suat lao dong, giam sy mét moi cia cong nhan.

Cac phuong phap thudc truong phai nay da c6 nhitng dong gop co gia tri cho su
phét trién cua tu tuong lanh dao, quan tri, phét trién ki niang lanh dao, quan tri qua
phan cong, chuyén moén hoa qué trinh lao dong, dong thoi 1a nhimg nguoi dau tién néu
l&n tam quan trong cua viéc tuyén chon va huan luyén nhén vién, ding dii ngd dé ting
ning suat lao dong. Tuy nhién, c&c tac gia da phat trién mot phuong phap lanh dao,
quan tri mang tinh khoa hoc h6a mét cach thuan tay nhu "may méc héa con ngudi”,
gan chat con nguoi vao mot day chuyén cong nghé dé lanh dao, quan tri va ting ning
suit lao dong.

b) Ly thuyét l1&nk dao, quan tri hanh chinh

Cém nang cho ngwoi méi di 1am | Ly thuyér lanh dao, quan tri c6 dién



Suu tam & Bién tdp ©2014Minh Khai Hoang/ minhkhaihoang@gmail.com

Truong phai lanh dao, quan tri hanh chinh da phat trién nhitng nguyén tic lanh
dao, quan tri chung cho ca t6 chuc, tiéu biéu cho truedng phai nay co cac tac gia voi
cac cong trinh nghién cau va Iy thuyét nhu sau:

Henry Fayol (1841 - 1925): Quan diém cua Fayol Ia tap trung vao xay dung mét to
chuc tong thé dé 1anh dao, quan tri qua trinh 1am viéc. Ong cho ring, ning suat lao
dong caa con nguoi lam viéc chung trong mot tap thé tiy thudc vao sy sap xép, to
chuc ctia nha 1anh dao, quan tri. Dé cd thé lam tdt viéc sip xép, to chirc doanh nghiép,
Fayol di da ra va yéu cau cac nha lanh dao, quan tri nén ap dung 14 nguyén tic trong
lanh dao, quan tri:

- Phan cong lao dong trong qua trinh lam viéc mét cach chat ché ;

- Phai x4c dinh rd méi quan hé quyén hanh va trach nhiém ;

- Phai xay dung va ap dung ché do ky luat nghiém ngat trong qua trinh lam viéc ;

- Théng nhét trong cac ménh Iénh diéu khién, chi huy ;

- Lanh dao tap trung ;

ich cua tap thé, loi ich chung ;

- Loi ich c& nhan phai gan liag
- Xay dung ché do tra cong Whco két qua lao dong ;

- Lanh dao, quan tri théng nhalilly G '

- Phan quyén va dinh 16 co cu lanh dao, quan tr;!rong t6 chuc ;

-Trattu

- Cong bang: tao quan hé binh dang trong cong viéc

- Cong viéc ciia mdi ngudi phai duoc on dinh trong t6 chuc

- Khuyén khich su sang tao trong qua trinh 1am viéc

- Khuyén khich phét trién cac gié tri chung trong qué trinh 1am viéc ciia mét to chic .

Max Weber (1864 - 1920): Nha x& hoi hoc ngudi Duc, tac gia da phat trién mot to chic
quan liéu ban giay. Khai niem quan liéu ban gidy dugc dinh nghia: 1a hé thong chiic vu va
nhiém vu dugc xac dinh rd rang, phan cdng phan nhiém chinh xac, hé théng quyén hanh cé
ton ti trat tw. Theo Weber, hé thong t6 chac kinh doanh phai dugc:

- Xay dung mot co cau td chic chat ché.

- Pinh 16 cac quy dinh, cac luat I€, chinh sach trong hoat dong lanh dao, quan tri.

- Binh rd quyén lyc va thira hanh trong lanh dao, quan tri.

Cém nang cho ngwoi méi di 1am | Ly thuyér lanh dao, quan tri c6 dién
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Chester Barnard (1886 - 1961): T4c gia cho rang mét té chirc 12 mot hé théng hop
phap cua nhiéu ngudi véi ba yéu té co ban:

% Sy san sang hop tac.

< CO muc tiéu chung.

< CO su thong dat.

Néu thiéu mot trong ba yéu té dé té chtc sé tan v&. Ciing nhu Weber, ong nhan
manh yéu t6 quyén hanh trong t6 chitrc, nhung 6ng cho rang ngudn gbc quyén hanh
khong xuat phat tir nguoi ra 1énh, ma xuat phat tir sy chap nhan caa cap duéi. Pidu do
chi co duoc khi vai bdn diéu kién nhu sau:

- Cap dudi hiéu rd ménh lénh ;

- Noi dung ra 1énh phai phi hop véi muc tiéu caa to chuc ;

- Noi dung ra lénh phai pht hop véi loi ich c& nhan caa cap dudi ;

- Cap dudi c6 kha nang thuc hién ménh lénh do.

* Truong phai 1anh dao, quan tri hanh chinh chu truong rang ning suét lao dong sé

dat cao trong mot t chirc dugc Sg - gop trong 1y luan cling nhu trong

thuc hanh 1anh dao, quan tri: ni
chc, quyén luc va su ay quyen... ’ |

10.2.2.2 Nhém Iy thuyét h vi - tam ly xa hi trong lanh dao, quan tri kinh
doanh

Nhom ly thuyét ndy nhan manh vai tri con nguoi trong t6 chiic, quan diém cua
nhém nay cho rang nang suét lao dong khdng chi do yéu t6 vat chat quyét dinh ma con
do nhu ciu tam Iy x& hoi cua con ngoi. "Van dé té chic 1a vin dé con ngudi” va ho
chi ra rang trong truong phai co dién c6 nhiéu han ché vi da bo qua yéu té con nguoi
trong qua trinh lam viéc.

* T4c gia cua ly thuyét cac quan hé con nguoi trong to chic 1a Mary Parker Pollet
(1868 - 1933). Nir tac gia nay cho rang, trong qua trinh 1am viéc, nguoi lao dong cé cac
méi quan hé gitra ho véi nhau va giita ho vi mot thé ché to chire nhat dinh bao gom:

- Quan h¢ gitra cong nhan vai cong nhan.

- Quan hé gitra cong nhén vai cac nha lanh dao, quan tri.

Cém nang cho nguwoi méi di lam | Nhom Iy thuyét hanh vi - tam 1y x& héi trong lanh dao, JPHE)
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Pong thoi tac gia cling nhan manh, hiéu qua cua lanh dao, quan tri phu thudc vao
viéc giai quyét cac mdi quan hé nay.

* Nhitng quan diém vé hanh vi con ngudi: cac tac gia trong trudng phéi nay cho
rang hoat dong cua con ngudi phu thudc nhiéu vao céac yéu té tdm Iy xa hoi. Chinh céc
yéu t6 nay tao nén cac quan hé tt dep trong qua trinh lao dong, tir d6 ma c6 thé dat
hiéu qua cao trong qua trinh lam viéc.

Dién hinh trong quan diém nay l1a cac nghién ctu vé cac tac dong tam ly vao qué
trinh lao dong tai Western Electric’s Hawthorne Plant. Cong trinh nghién cttu nay goi
la nhitng nghién ctru Hawthorne. Trong nghién ctru do, cac tac gia da stir dung cac bién
phéap tao cho cdng nhan cam giac tam ly lIa ho dang dugc cac nha lanh dao, quan tri
chu y dén nhur:

- Thay doi ché d6 sang (ting va giam do sang).

- Thay d6i V& tién luong.

- Thay doi thoi gian l1am viéc.

Sy thay d6i nay da dan dén c$ tang nang suat lao dong.

Tiép can cac dong co vé hay c4c tac gia da tap trung nghién

[ ; __ﬁ-
clru vao cac yéu tb tac dong vao HginY b8 trong qua trinh 1am viéc véi tu
cach la dong co lam viéc cua ho.

Abraham Maslow (1908 - 1970): nha tam Iy hoc, tac gia da xay dung ly thuyét vé

nhu cau ctia con ngdi, bao gdm 5 cap do duoc xép tir cap thip dén cap cao :

Thap nhu cau

Ton trong

X3 héi \
An toan \
Sinh ly \
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- M6t nhu cau da twong ddi duoc thoa mén thi né khong con 1a xung dong manh dé
thdi thac nira.

- Mot nhu cau da twong ddi duoc thoa man, tac phong con ngudi s& bi chi phdi bai
nhu cau khac cao hon. Nhu vay, mudn 1anh dao, quan tri hitu hiéu phai cha ¥ dap tng
nhu cau cia con ngudi.

Doughlas Mc Gregor (1906 - 1964) da phat trién ly thuyét tac phong trong lanh dao,
quan tri, dng cho rang cac nha lanh dao, quan tri trude day da tién hanh cach thic lanh
dao, quan tri trén nhiing gia thuyét sai 1am vé tac phong con ngudi. Nhing gia thuyét do
cho rang phan déng moi ngudi déu khong thich 1am viéc, thich dugc chi huy hon 1a tu
chiu trach nhiém va hau hét 1am viéc vi loi ich vat chat. Vi vdy cac nha lanh dao, quan tri
da xay dung nhitng bo may t6 chiic vai quyén hanh tap trung dat ra nhiéu quy tac tha tuc,
dong thoi vai hé thong kiém tra giam séat chat ché. Gregor goi nhitng gia thuyét do 1a X
va dé& nghi mot loat gia thuysét khac ma ong goi la gia thuyét Y. Thuyét Y cho rang con

ngudi sé thich thi véi cong viéc néu c6 duoc nhitng thuan loi va ho ¢ thé dong gop

nhiéu hon cho t6 chtc. Mc Greg§ han manh dén co ché kiém tra thi

nha 1anh dao, quan tri nén quan t§ 4_  L a8 B i hop hoat dong.

Chris Argyris: nghién ctru tur @b cd & yéu td doi séng td chirc da cho
rang, mot sy nhan manh théi q ﬁa nha lanh dao, quan tri doi véi viéc kiém sdat
nhan vién s& dan téi nhan vién c6 thai do thu dong, & thuoc va né tranh trach nhiém.
Trong trang thai tim 1y d6 ho s& cam thay bat binh va co thai do tiéu cuc déi voi viéc
hoan thanh muc tiéu chung. Argyris cho rang ban chat con ngudi luon muén doc 1ap
trong hanh dong, su da dang trong mdi quan tdm va kha ning tu chu. Nha lanh dao,
quan tri hiru hiéu 13 nguoi biét tao diéu kién cho nhan vién tng xir nhu nhitng nguoi
truong thanh va diéu do6 chi c6 lgi cho t6 chuc.

* Tu tudng cua truong phai tac phong nhan manh nhu cau xa hoi, duoc quy trong
va ty thé hién minh ctia nguoi lao dong. Ly thuyét nay bo sung cho Iy thuyét lanh dao,
quan tri ¢ dién khi cho riang ning suat khdng chi thuan tdy 1a vin dé ki thuat. N6
cling giup cai tién cach thirc va tac phong lanh dao, quan tri trong to chtic, xac nhan

mdi lién hé giira ning suét va tac phong hoat dong.
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Ly thuyét tac phong c6 su dong gop 16n trong Iy thuyét va thyc hanh 1anh dao, quan
tri, gitip cac nha lanh dao, quan tri hiéu rd hon vé sy dong vién con ngudi, vé anh huéng
cua tap thé déi vai tac phong ciing nhu cac van dé tam 1y 1anh dao, quan tri.

10.2.2.3 Ly thuyét dinh lrong trong linh dao, quén tri

Truong phai ndy ra doi vao thoi ky dau caa Dai chién thé gisi 11, xuat phét tir nhu
cau giai quyét cac van dé phuc tap trong lanh dao, quan tri cua thoi ky chién tranh.
Truong phai nay do cac nha toan hoc, vat ly hoc va cac nha khoa hoc khac dua ra, ho
tap trung vao trong mot nhém ciing nghién ciru va dé xuat cac phuong phap lanh dao,
quan tri, dung cic mo hinh toan hoc, céac thuat ton két hop véi sir dung may tinh vao
lanh dao, quan tri va diéu hanh cac hoat dong kinh doanh trong cac DN. Trudng phéai
nay tiép can trén 3 ap dung co ban 1a quan tri khoa hoc, quan tri tdc nghiép va quan tri
hé théng thdng tin.

* Quan tri khoa hoc: Mét trong nhirng &p dung chinh cua truong phai nay la quan
tri khoa hoc, nhung khac véi lanh dao, quan tri khoa hoc cua Taylor ra doi ¢ dau thé

Ky néy. o dﬁy khoa hoc lanh rep quan tri 13 ¢
\&

0i lanh dao, quan tri dung nhirng
0g cu thong ké, cac mo hinh t6n
kinh té dé giai quyét cac véan dé triliny NG UIJanh

* Quan tri tac nghiép: Ia 4p dung phuong phap dm]!ugng Va0 cong tac to chirc va kiém
s6t hoat dong. Lanh dao, quan tri hoat dong str dung nhiing k§y thuat dinh lwong nhu du
dén, kiém tra hang ton kho, Iap trinh tuyén tinh, ly thuyét hé qua, Iy thuyét hé thong. . ..

* Quan tri hé théng thdng tin: 12 nhimg chwong trinh tich hop thu thap va xir Iy théng
tin gidp cho viéc ra quyét dinh. Hé thong thong tinla két qua hop Iy cua viéc ngay cang co
su ¢Ong nhén stc manh va gia tri caa thong tin, va thong tinphai sin sang dudi dang thich
hop, dung thoi diém cho cac nha lanh dao, quan tri 1am quyét dinh.

Truong phai dinh lugng thAm nhap vao hau hét trong moi t6 chirc hién dai véi
nhitng ky thuat phuc tap. Trudng phai nay rat quan trong cho cac nha lanh dao, quan
tri cac to chuc I16n va hién dai ngay nay. Cac ky thuat cua truong phai nay da dong
gop rat 16n vao viéc nang cao trinh do hoach dinh va kiém tra hoat dong.

10.2.2.4 thuyét lanh dao, quan tri hién dai

a) Trwong phai tiép cdn theo hé thong
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Truong phéi Iy thuyét nay quan niém rang mot to chirc duoc coi nhu mot hé thong
truc tiép thong nhat cua cac bo phan c6 quan hé hitu co voi nhau. Cac khai niém duéi day
duoc sir dung dé mo ta c4c quan hé caa to chuac trong hoat dong lanh dao, quan tri:

* Phan hé trong lanh dao, quan tri: 1a nhitng bo phan trong to chac lién két voi
nhau trong mét hé thong té chac thdng nhat.

* Cong luc hay phat huy lgi thé cua hiép dong tap thé: Ia trang thai trong dé cai
chung duoc coi 16n hon cai riéng. Trong mét hé théng té chuc, cong luc c¢6 nghia 1a
cac bo phan tac dong qua lai 1an nhau trong hoat dong sé& tao ra sicc manh chung duoc
tang 1én gap boi va mang lai hiéu qua cao hon nhiéu so Véi trong trudng hop cac bo
phan hoat dong doc lap.

b) Khdo hwéng ngau nhién

Theo Iy luan nay, cach thic dé dat duoc cac muc tiéu caa mot to chirc co thé rat
khac nhau, diéu d6 phu thudc vao timg diéu kién va hoan canh cu thé. Do dé, trong
tirng moi treong khac nhau cac phuong phap va k¥ thuat 1anh dao, quan tri khac nhau,

khong thé co Iy thuyét chung apg ' kiéphian canh, bai vi mdi van dé

no la riéng biét, doc dao.
¢) Khdo huéng quatrinh (Y G '

Trong su bién déi rét nhanh“chong ca vé quy pr, tinh chat va toc do cia moi
truong kinh doanh trong va ngoai DN, cac nha lanh dao, quan tri hién nay cho rang
can phai d6i méi tu duy trong qua trinh 1anh dao, quan tri, trong tdm trong cac quan
diém d6 1a hoat dong va hiéu qua trong lanh dao, quan tri gan lién véi moi quan hé voi
con nguoi va thoi gian.

Van dé két hop nang dong nhiéu quan diém va ly thuyét trong lanh dao, quan tri 1a
tat yéu va can thiét, vi yéu td thoi gian va quan hé con ngudi dang gay ra sic ép lon
dbi vai cac nha 1anh dao, quan tri. Trong lanh dao, quan tri can van dung linh hoat cac
ly thuyét can thiét vao trong tiing tinh hudng cu thé va lanh dao, quan tri luon luon
gan véi:

- Céc yéu tdé moi truong kinh doanh ;

- Pao dtrc va trach nhiém xa hoi trong kinh doanh ;

- V4n dé tonu hoéa va 1anh dao, quan tri;

- Sang tao trong kinh doanh ;
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- Su khéc biét vé vin hoa trong lanh dao, quan tri;

- Lanh dao, quan tri va trach nhiém vé dong bo.

d) Mo hinh nang luc

Lam thé nao quan ly doanh nghiép c6 hiéu qua 1a cau hoéi trin tré cia nhiéu 6ng
chu, ba chu va giam déc cac cong ty hién nay trén thé giéi. Hién nay trén thé gioi, cac
cong ty, nhat 12 cac cong ty cua cac nudc cong nghiép phét trién, dang st dung phd
bién mo hinh quan Iy goi 12 "mo hinh ning lyc" dugce danh gia 1a rat c6 hiéu qua.

Cung véi su phat trién san xuat, kinh doanh hau céng nghiép, ngay tir thap ky 80
thé ky 20, cac cong ty phuong Tay déu nghién ctru phuong thic quan Iy cong ty hién
dai, trong d6 c6 quan ly theo "md hinh nang luc" (Competence mode). Tai Trung
Quéc, nhiing cong ty lién doanh & viing Hoa Bac da thi diém thuc hién va hiéu qua
kha tot, nén ngay cang nhiéu cong ty & cac dia phuong khac ciing ap dung theo.

"Mo hinh nang luc” 1a xem xét kha nang chu yéu cua lanh dao, cong nhan vién &
cac cuong vi cong tac khac nhau cling nhu nhitng hanh vi twong trng cua ho trong cac
cuong vi nay, tir d6 xac dinh nagy S L K cling nhu muc d6 thanh thyc dé

ho ho dam nhiém. Mo hinh nay

o Sl l/ Cong ty cAn phai c6 kha ning

i truong. Do chin!lé co s& va ngudn goc dé cong ty

canh tranh co ban cua minh trén
luon gianh dugc vu thé trong canh tranh. Dé thuc hién duoc kha nang canh tranh cha
yéu thi cong nhan vién cua cong ty ciing phai c6 kha ning canh tranh twong tng. Kha
nang chil yéu nay la sy tong hop caa nhitng tri thac, Ky nang, pham chat cé thé quan
st va nhan biét duoc véi kha ning to chic tao ra stc canh tranh.

Hién nay phuong phap twong ddi pho bién dé xay dung mé hinh nay la "D.1.D",
nghia 14 phat hién - sap dit - giao viéc (discover-install-delivery).

Trong giai doan phat hién thi trudc tién phai lam ré muc tiéu, nghiép vu hién nay
dbi véi cong tac quan Iy nguon nhan luc ciing nhu khung t6 chac cua cong ty, quan
niém gia tri va van hoa cong ty. Cong ty can xac dinh duogc chién lugc nghiép vu va
anh huong cua chién lugc nay ddi véi hé thong quan Iy ngudn nhan luc. Tir d6 cong ty
xay dung ké hoach bdi dudng, dao tao. Khau then chét nhit trong giai doan phét hién

1a x4c dinh duoc "dang nang luc" thich hop ddi véi cong ty, xac dinh rd chién lugc va
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muc tiéu phét trién cua cong ty, tir 46 xac dinh diém can tap trung nang luc chu yéu
cua cong ty vao do.

Trong giai doan sip dat phai xac dinh ré kha ning tong thé, kha nang ting cap va
md ta chi tiét kha ning cac cip, soan thao ra md hinh kha ning cua cong ty. Sau do6
dbi chiéu, danh gia tirng diém vai tirng can bo cong nhan dé st dung, phét huy tbt nhat
kha niang cua timg ngudi. Khau then chot trong giai doan nay 14 xac dinh rd kha ning
thue thi, danh gia nhitng hoat déng c6 hiéu qua, thé hién cu thé cua ning luc chi yéu
vé linh vuc nao.

Giai doan giao viéc 1a gan két ké hoach dua ra vai cong tac quan ly nhan lyc cua
tirng nguoi, 4p dung rong rédi cho nhimg nguoi quan ly cac khau san xuat kinh doanh
va nhitng nguoi tryc tiép 1am viéc trén tuyén maot; kip thoi kiém tra két qua va rat kinh
nghiém. Trong giai doan nay diéu quan trong la phai boi dudng tét nghiép vu va cong
tac quan ly cho can bo quan Iy & cac tuyén san xuat. Tim hiéu tdm Iy caa nhan vién

khi thuc hién va khuyén khich déng vién ho manh dan 1am theo yéu cau va nhiém vu

K/ phai xem xét hiéu qua thyc su

ty lién doanh véi nudc ngoai o

duogc giao. Déng thoi 6ng chu h@g

trong qua trinh thyuc hién mé hinja 3

Hién nay hau hét cong ty nudly
Trung Quédc déu thuc hien mo Ainh nay. Nhiéu cong ty caa Trung Quéc di bt diu
thuc hién, nhung gap phai khong it van dé chua giai quyét on thoa, nén van dang trong
thoi ky tham do va thi diém dé rat kinh nghiém. Qua thi diém ¢ Trung Quéc, c4c nha
kinh té Trung Qudc cho rang d6i véi nhitng cong ty ki thuat cao hodc c¢6 ham lugng
k§ thuat cao thi mé hinh nay twong ddi thich hop, con dbi véi nhitg cong ty lao dong
tap trung cao thi chua c6 hi¢u qua ro rét.

e) Phuong phap ba ky nang

Mic dau viéc lya chon va dao tao cac nha quan Iy gioi duge dong dao moi nguoi
thira nhan 14 mot trong nhiing van dé phuc tap nhat trong kinh doanh, song diéu dang
ngac nhién 12 giira nhitng ngudi diéu hanh hodc cac nha gido duc co rat it sy nhat tri
vé nhiing tiéu chuan caa mot nha quan ly gioi. Cac chwong trinh phat trién can bo diéu
hanh cia mot sb cong ty va trudng dai hoc hang dau dit nudc phan anh mot su khac

biét ghé gom trong cac muc tiéu cua ho.
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Ngudn géc cua sy khac biét nay 1a ¢ chd cac doanh nghiép tim kiém nhimng dic
diém hay nhitng thudc tinh s& cho phép xac dinh mét cach khach quan "nha quan Iy Iy
tuong", nguoi duoc trang bi dé xir Iy mot cach cé hiéu qua bat cir van dé nao & bat ctr
t6 chirc nao.

"Gia thiét cho rang c6 mot kiéu nha quan 1y dang dwoc cdng nhan rong réi, cho du
du6i dang cong khai hay ngdm ngam. Cho dén nay, bat ci nha quan ly nao cd I& déu
biét rang mot cong ty thi can dén tat ca loai can bd quan ly cho cac cap cong viéc khéac
nhau. Nhitng pham chat can thiét cho mot giam sat vién ¢ cira hang c6 1& hoan toan
trai nguoc voi nhitng pham chat can cho mét pho giam doc phy trach san xuat.

Pén nay, cudc sin lung hinh mau nha quan 1y di trd nén sbi noi dén mac nhiéu
cong ty, trong Ilc tap trung vao nhitng tinh cach hay nhitng pham chat dac biét nhat
dinh, c6 nguy co danh mat tam nhin vé mdi quan tam thuc su cua ho: Mot con nguoi
c6 thé thuc hién dugc nhitng gi?.

Céc noi dung dudi day dé xuat mot phuong phap co thé hiru dung hon trong viéc
T p nay khong phai dua trén cach

Kng dic diém noi bat va tinh céach

lya chon va phat trién cac nha g

danh gia nguoi quan ly gioi 1a ngi
bdm sinh cua anh ta), ma dua trefic RGaMNRL ng cai ho 1am (céc loai ky ning
ho phd dién khi tién hanh cong Viec caa ho mot &ch c6 hiéu qua). K¥ ning, trong
nghia st dung & day, chi ra nhitng kha nang c6 thé phat trién, khdng nhat thiét la kha
nang bam sinh, va nhitng gi duoc biéu 1 ra trong khi thyuc hién cong viéc, khong chi
don thuan 1a tiém ning. Vay nén tiéu chuan co tinh nguyén tac cua Ky nang cao phai 1a
hanh dong c6 hiéu qua trong nhitng diéu kién khac nhau.

Phuong phap nay gia thiét ring hoat dong quan ly c6 hiéu qua thuong dya trén ba
ky nang co ban c6 kha nang phat trién. Nhitng k¥ ning nay loai bo nhu ciu xac dinh
nhitng dic diém dac biét va co thé dem lai mot cach nhin va céch hiéu hitu dung hon
vé qua trinh quan 1y. Phuong phap nay la két qua ty nhién cua su quan sat mat thay tai
nghe qué trinh 1am viéc cua cac nha quan ly, két hop véi viéc xem xét nhirng nghién
ctu thuc nghiém thoi gian vira qua trong nganh quan ly.

Phuong phép ba k¥ ning gia dinh rang, nha quan 1y 1a nguoi:

+ Dinh hudng cac hoat dong ctaa nhitng nguoi khac ;

+ Chiu trach nhiém dat nhitng muc tiéu nhat dinh théng qua nhitng ¢b gang do.
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Trong dinh nghia nay, nha quan 1y thanh dat dya trén ba ky nang co ban, ma chdng
ta s& goi 1a ki thuat, con ngudi va nhan thirc. S& 1a khong thuce tidn néu khing dinh rang
nhitng k¥ ning nay khong cé lién quan 1an nhau, tuy nhién, viéc xem xét tach roi ting
k§ ning va phat trién chling mot cach doc 1ap van c6 thé co gia tri thuc tién.

Hoat dong quan ly hiéu qua phu thudc vao ba chirc nang ca nhan co ban, duoc goi
la k¥ nang k¥ thuat, ky niang con ngudi va ky nang nhan thirc. Nha quan ly can co: (a)
du ky nang k¥ thuat dé hoan thanh phan co hoc cua cong viéc riéng biét ma ong ta
chiu trach nhiém; (b) du k¥ ning con ngudi trong cong tac véi nhitg nguoi khac dé
lam mot thanh vién tich cuc cua nhom va dé ¢ kha nang phat trién nhitng ¢6 gang
hop tac trong d6i hinh ma ong ta lanh dao; (c)dt k¥ ning nhan thic dé nhan biét
nhitng mdi lién quan lan nhau giita nhitng yéu t6 khac nhau tham gia vao tinh hudng
cua 6ng ta, k§ ning s& dua 6ng ta toi nhitng hanh dong chac chan dem lai toi da hiéu
qua cho toan bo t6 chuc.

Tam quan trong twong d6i cua ba ky ning nay theo cap trach nhiém diéu hanh. Tai

nhiing cap thap hon, k¥ ning kjgihuat va @8h nguoi 1a nhitng yéu t6 can thiét
png diéu hanh phan 16n phu thuoc
gcao nhat, ky ning nhan thac tre

thanh yéu t quan trong nhat trong tat ca nhiing hoat dong quan Iy thanh cong.

nhét. Tai nhitng cap cao hon, tin

vao k¥ nang con ngudi va ky narf

Phuong phap ba k¥ nang nay nhan manh rang nhiing nha quan ly gioi khéng nhat
thiét phai 1a bam sinh; ho c6 thé duoc phat trién ma thanh. N6 vuot qua su can thiét
phai x4c dinh nhitg diém dic thd bang cach ¢ gang dua ra mot phuwong phap xem
xét qua trinh diéu hanh mot cach hiru ich hon. Bing cach giup cho ngudi ta xac dinh
duoc nhitng k¥ ning can thiét nhat tai nhitng cip trach nhiém khéc nhau, n6 c6 thé tu
chung minh 1a hitu ich cho viéc lra chon, dao tao va dé bat cac can bo diéu hanh.

+ Ky nang ky thugt

Vi nghia sir dung ¢ day, k¥ nang k¥ thuat bao ham sy hiéu biét va sy thanh thao
vé mot loai hinh hoat dong dac biét, nhat 1a loai hinh hoat dong c6 lién quan dén céc
phuong phap, cac chu trinh, cac thu tuc hay cac ky thuat. Ching ta ¢ thé muong
tuong twong doi dé dang nhitng k§ ning ky thuat cua nha phau thuat, nhac si, nhan
vién ké toan hay k¥ su khi mdi nguoi trong sé ho thuc hién nhiing chac ning riéng

biét cua ho. K§ ning k§y thuat doi hoi kién thic chuyén mén, kha ning phan tich trong
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chuyén moén d6 va sy thanh thao, dé dang trong viéc sir dung cac cong cu va k¥ thuat
ctia chuyén nganh dic biét d6. Trong s ba ki ning noi trén, k¥ niang k¥ thuat co 18 1a
cai quen thudc nhat bai vi nd cu thé nhat, sb nguoi doi hoi 1a dong nhat. Hau hét cac
chuong trinh hudng nghiép va dao tao vira hoc vira 1am cha yéu quan tdm dén viéc
phat trién k¥ ning k§ thuat chuyén mon nay.

+ Ky nang con nguoi

V6i nghia sir dung ¢ day, k¥ nang con nguoi la kha nang ctiia nguoi quan ly trong
viéc lao dong mét cach co hiéu qua vai tu cach 1la mot thanh vién cta nhom va dong
vién cb gang hop tac trong nhom ma ong ta lanh dao. Trong khi ky niang k¥ thuat
truéc hét dé cap dén chuyén lam viéc véi"cac do vat" (cac chu trinh hay cac ddi tuong
vat chat) thi k¥ nang con ngudi trude hét dé cap dén chuyeén lam viéc véi moi nguoi.
K¥ ning nay duoc pho dién trong cai cach mot ca nhan nhan thic (va thira nhan cach
nhan thirc v&) cac cap trén caa anh ta, nhan thirc nhimg ngudi ngang cap vai anh ta va
nhitng nguoi cip dudi cla anh ta, ciing nhu trong cai cach anh ta hanh dong sau do.

Nguoi c6 k¥ nang con nguoi@ 01 nhan thire dugc nhirng thai do,

gia thiét va niém tin cua chinh ndj Mhhan khac hay d6i véi cac nhom;

anh ta ¢ kha ning thiy duoc tirfligu ek @l han ché cua cac cam giac nay.
Bing cach chip nhan su tdn tal cua nhimg quan Eém, nhitng nhan thirc va nhiing
niém tin khac véi nhitng quan diém, nhan thtc va niém tin cua chinh minh, anh ta c6
k§ nang hiéu duoc cai ma nhitng nguoi khac thuc sy mudn ndi qua tir ngix va hanh vi
ctia ho. Anh ta cling c6 k¥ ning thanh thao nhu thé trong viéc bang hanh vi cua minh,
truyén dat cho nhitng ngudi khac diéu ma anh ta mudn noéi dén, trong nhitng ngir canh
cua nhitng nguoi Kia.

Nguoi nhu vay thuong ¢ gang tao ra mot bau khong khi tan thanh va dam bao,
trong d6 nhirng ngudi dudi quyén cam thay tu do trong viéc ty biéu 16 ban than ma
khong so bi khién trach hoic ché nhao, bang cach khuyén khich ho tham gia vao viéc
lap ké hoach va tién hanh nhiing cong viéc c6 anh huang truc tiép dén ho. Anh c6 du
nhay cam d6i véi nhitng nhu cau va dong co cua nhitng nguoi khac trong to chirc dén
muc anh ta ¢d thé danh gia nhitng phan ung c6 thé xay ra va nhitng hau qua cua

nhitng cach hanh dong khac nhau ma anh ta cé thé lam. Véi sy nhay cam nhu vay, anh
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ta ¢6 kha nang va mong mudn hanh dong theo cach nao ¢ tinh dén duoc nhirng nhan
thire d6 cua nhirng nguoi khac.

K ning thuc té trong cng tac véi nhitng ngudi khac phai tra thanh mot hoat dong
tu nhién, lién tuc, vi ring nd doi hoi tinh nhay cam khéng chi & thoi diém ra quyét
dinh ma con ca trong hanh vi tng xtr hang ngay cta cad nhan. Ky nang con nguoi
khong thé 1a "mot thir d6i khi thinh thoang". Cac phuong phap k¥ thuat khong thé ap
dung mot cach tly tién, ciing nhu nhitng dic diém nhan cach khong thé dit vao va lay
di nhu mot chiéc 4o khoéc. Vi ring tat ca nhitng gi ma mot nha quan 1y 1am va noi
(hoic bo qua khong néi va khong lam) déu c6 anh huéng dén nhitng nguoi cong tac
véi anh ta nén céi tdm thuc sy cta ban than anh ta sém hay muon ciing s€ 16 r8. Vi
vay, dé hoat dong c6 hiéu qua, k¥ niang nay phai duoc phat trién mot cach tu nhién va
v0 Y thire, ciing nhu phai phu hop, pho dién trong nhirg hanh vi c4 nhan d6. N6 phai
tré thanh mot bo phan cau thanh cua toan bo ban chat cua anh ta.

Vi rang k¥ ning con ngudi la mot bo phan c6 tam quan trong song con dén nhu
ta nhiing vi du vé k§ niang con
Yoyl

\V/&i nghia st dung & day, ky ng nhan thac k%o gom kha ning bao quat doanh

vay cia moi cong vieéc nha quag

ngudi khong dap Gmg hon 1a vé

* KJ nang nhdn thirc

nghiép nhu mot tong thé. Kha ning nay bao gom viéc thira nhan cac t6 chiic khac nhau
cua to chac phu thudc 1an nhau nhu thé ndo, va nhitng thay doi trong mot bo phan bat
ky anh huong dén tat ca nhiing bo phan khac nhu thé ndo. Kha ning nay ciing mo rong
dén viéc hinh dung duoc mdi quan hé giita mot cé thé doanh nghiép voi tit ca nganh
cdng nghiép, véi ca cong dong, va cac luc lwong chinh tri, x& hoi va kinh té trén ca
nudc véi tu cach 1a mot tong thé. Thira nhan nhitng mdi quan hé nay va nhan thirc dugc
nhitng yéu t6 néi bat trong bat ky tinh hudng nao, nguoi quan ly khi d6 s& c6 thé hanh
dong theo cach nao nang cao dugc phic loi tong thé caa ton bo té chic.

Vi thé sy thanh cbng cua bat cir quyét dinh nao déu phu thudc vao k§ niang nhan
thic cua nhitng ngudi dua ra quyét dinh va nhitng nguoi chuyén quyét dinh thanh
hanh d6ng. Chang han, khi thuc hién mot thay déi quan trong trong chinh sach tiép thi
thi diéu toi quan trong 1a phai tinh dén nhiing tac dong ddi voi san xuat, viéc kiém tra,

tai chinh, cong tac nghién ctru va nhirng con nguoi co lién quan. Va céng viéc nay git
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nguyén tam quan trong cua né cho dén tan cap can bo diéu hanh cudi ciing, nguoi phai
thi hanh chinh sach méi. Néu nhuw mdi nha quan 1y déu thira nhan nhitng quan hé téng
thé va tam quan trong cua sy thay doi thi ho gan nhu chic chin sé 1a nguoi diéu hanh
su thay ddi d6 c6 hiéu qua hon. Va do vay, co hoi thanh céng s& ting 1én rat nhiéu.
Khong chi c6 viéc phdi hop mot cach hiéu qua cac bo phan khac nhau caa doanh
nghiép mai phu thuoc vao k§ nang nhan thic cta cac nha quan ly ma toan bo duong
huéng va sic thai twong lai cua td chirc ciing tiy thude vao do. Thai do cua ngudi diéu
hanh cao nhat quyét dinh sic thai toan bo tinh chat phan wng cua té chirc va quyét
dinh "nhan cach cua cong ty", cai phan biét cach tién hanh kinh doanh cia mét doanh
nghiép nay véi doanh nghiép khac. Nhirng thai do nay la phan anh cta ky nang nhan
thizc cua nha quan ly (ma mot so nguoi coi la "kha ning sang tao" cua anh ta - céi
cach ma anh ta nhan thac va phan ang lai truéc dinh huéng ma doanh nghiép can di
theo, trugc c4c muc tiéu va chinh sach cua cong ty, va nhiing loi ich cua cac co dong

va cac nhan vién trong cong ty).

Vi rang thanh cong trén tongghé hudc vao ki nang nhan thic cua

ngudi diéu hanh trong viec hinh 2y ac quyét dinh chinh sach, nén ky
ning nay la mot thanh phan kho NG ulh phan 1am chirc nang phdi hop
Clia qu4 trinh didu hanh va c6 tm quan trong khﬁng!né chéi cai trén téng thé.

Chung ta c6 thé dé y rang ky thuat nhan thirc, véi nghia hét sic thyc tién, 1a hién
than cta su suy xét ca nhirng khia canh k§y thuat 1an nhirng khia canh con nguoi cua to
chtrc. Cho dén nay, khai niém ky niang, vai tu cach 1a kha nang bién kién thic thanh
hanh dong, phai gitp cho con nguoi ta phan biét dugc ba ky nang: thuc hién cac hoat
dong ky thuat (ky ning k¥ thuat), hiéu va dio tao ra dong co cho cac ca nhan va cic
nhom (ky nang con ngudi) va phdi hop va lién két tat ca cac hoat dong va cac lgi ich
cua to chirc dé phuc vu mot muyc tiéu chung (ky nang nhan thirc).

K¥ nang k¥ thuat 1a yéu t6 tao ra nhiéu diém wu viét cua céng nghiép hién dai. N6
la yéu t6 khong thé thiéu caa mot hoat dong c6 hiéu qua. Tuy nhién, ki nang k¥ thuat
c6 tam quan trong 16n nhat 1a tai nhiing cap quan ly. Viéc phan tich cong viéc quan ly
hiéu qua thanh ba chtc ning co ban nhu vay trude hét ¢ ich cho muc dich phén tich.
Trén thyc té, nhiing k¥ nang nay c6 lién quan mat thiét véi nhau dén mirc khd ma xac

dinh duoc dau 1a diém mot ki ning két thic va ki nang khac bat dau. Tuy nhién, chi
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vi mot 1y do cac ky nang cé lién quan 13n nhau thi khdng thé suy ra rang viéc xem xét
ching mot cach riéng r&, hoic xem xét ching bing cach thay d6i tim quan trong dit
vao ching, s& khdng thé dem lai cho ching ta gia tri nao d6. Khi choi golf, hoat dong
cua tay, cd tay, hong, vai, canh tay va dau, tat ca déu co lién quan véi nhau; nhung dé
c6 duoc dong tac tét hon, viéc tap riéng tirng bo phan trong sé nhiing bd phan nay
thuong 1 ¢ tac dung. Do vay, trong nhiing diéu kién choi khac nhau, tim quan trong
trong d6i cua cac bo phan nay s& dbi khac. Tuong ty nhu thé, mac dau tit ca ba k§
ning déu quan trong tai mdi cip quan ly, song tam quan trong twong dbi cta ky ning
k§ thuat, k¥ nang con ngudi va ki niang nhan thic cia nha quan 1y ciing thay doi tly
theo nhirng cap trach nhiém khac nhau. Khi nha quan ly tién dan Ién ngay cang cao
hon so véi hoat dong vat chat thyuc té thi nhu cau vé k¥ nang k¥ thuat tré nén it quan
trong hon, gia dinh rang 6ng ta c6 nhiing can bo cap dudi co ki ning va ong ta co thé
gilp ho giai quyét nhitng van dé riéng cua ho. O cép dinh cao, ki nang k¥ thuat c6 thé
gan nhu khong ton tai va nha quan ly c6 thé van c6 kha nang lam viéc véi hiéu suat

cao néu nhu cac k§ ning con nggpi bng ta phat trién cao.

Tat ca ching ta déu quen th Alguan ly chuyén nghiép" dang tro
thanh hinh mau cua cong dong EEEYNNGUNEL Iln dai cua ching ta. Nhiing con
ngudi ndy di chuyén hét stc d& dang tir nganh san %ét nay sang nganh san xuat khac
va khéng mét di mot cht tinh hiéu qua nao dang ké. Nhitng k¥ ning con nguoi va
nhan thac cua ho ¢6 vé nhu da dén bl lai viéc ho khdng quen thudc véi nhitng khia
canh k¥ thuat caa céng viéc mi.

K§ ning con ngudi, kha ning 1am viéc véi nhitng ngudi khac 1a ki niang co tam
quan trong séng con ddi véi hiéu qua diéu hanh tai bat cr cap nao. Mot nghién cuau
méi ddy da cho thiy ring ky ning con ngudi c6 tim quan trong tdi cao & cap déc
cong, chi ra rang chirc nang chinh cua nguoi dé¢ ¢ong Véi tu cach 1a nha quan 1y, d6
la duy tri dugc sy cong tac cua moi nguoi trong nhoém lao dong. Mot nghién cau khac
khing dinh lai phét hién ndy va mo rong n sang nhém can bd quan ly bac trung, c6
b sung thém rang nha quan 1y trudc hét can phai quan tim dén viéc tao diéu kién cho
su giao luu trong to chic. Con mot nghién ciru nixa, tap trung chi yéu vao hoat dong
quan 1y & cap cao nhat lai nhan manh sy can thiét caa tu nhan thirc va su nhay cam ddi

véi nhitng quan hé con ngudi cua cac nha quan ly cap nay. Nhitng kham phé nay c6
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xu huéng chi ra rang k¥ niang con nguoi hét stc quan trong ¢ tat ca céc cap, song ciing
chi ra su khac biét trong tim quan trong twong dbi & cac cap khac nhau.

K§ ning con ngudi té ra quan trong nhat ¢ nhiing cap thap hon, noi ma sé lan giao
tiép truc tiép gitra nhitng nha quan Iy va nhitng can bo dudi quyén 1a 16n nhat. Cang Ién
nhiing cap quan 1y cao hon, sb lwong va tan sb nhitng giao tiép ca nhan d6 cang giam, va
K§ ning con ngudi ciing tré nén it can thiét hon theo ty I¢ thuan, mac dau co 18 khong ty
1é thuan mot cach tuyét ddi. Cung ldc do, k§ ning nhan thic tré nén ngay cang quan
trong hon do nhu cau ra quyét dinh chinh sach va hanh dong trén tim rong 1on. Ky nang
con nguoi Xir ly cac quan hé vai cac ca nhan khi do tro thanh phu trg cho ky nang nhan
thirc hda nhap cac loi ich va hoat dong caa nhoém thanh mét tong thé.

K$ ning nhan thirc, nhu da chi ra trong nhiing phan trén, ngay cang tré nén toi
quan trong tai nhitng vi tri diéu hanh c6 trach nhiém Ién hon, noi ma nhiing tac dong
cua ky nang nay dat muc t6i da va dé quan sat nhat. Trén thyc té, nhitng phat hién caa

cac nghién ciru thoi gian gan day dua téi mot két luan 14 tai cap quan ly cao nhat, ky

aeghlift trong tat ca.

\

nhitng bai hoc quan trong nhat ma [l Gedp iRg lng viéc nay (cuong vi chu tich) la

nang nhan thirc nay trd thanh khéy 4
Nhu 6ng Herman W. Steinkra j \i

idgeport Brass da noi: "Mot trong

tam quan trong caa viéc phdi hop Cac phong ban khéc*nau thanh mot doi cong tac co hiéu
qua va diém thir hai 1a phai nhan thirc duoc dé thay doi theo thoi gian viéc nhan manh tam
quan trong twong ddi ctia cac phong ban khac nhau ddi véi doanh nghiép".

Vay 12 ¢6 vé nhu cac cap chiu trach nhiém diéu hanh thap hon, k¥ nang k¥ thuat va
k§ nang con nguoi 14 yéu cau c6 tinh nguyén tic. Lén nhitng cip cao hon, k¥ nang k¥
thuat tré nén tuong doi it quan trong hon, trong khi can thiét phai c6 k§ nang nhan
thire ting 1én nhanh chong. Tai cap cao nhat cua té chire, ki niang nhan thic trg thanh
k§ ning quan trong nhat cia tat ca cac qua trinh diéu hanh thanh cong. Mot giam déc
diéu hanh cé thé thiéu k§ nang k¥ thuat hay k¥ ning con ngudi ma van lam viéc co
hiéu qua néu nhu ong ta c6 nhitng ngudi dudi quyén cé kha ning 16n vé cac huéng
nay. Tuy nhién, néu nhu k¥ ning nhan thic cia 6ng ta yéu thi sy thanh cong cua toan
bo to chirc ¢ thé bi nguy hiém.

Phuong phap ba k¥ ning nay chi ra rang c6 thé thu duoc nhiing loi ich dang ké tur

viéc xac dinh lai c&c muc tiéu cua cac chuong trinh phét trién can bo diéu hanh, tur
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viéc xem xét lai cach bd tri cac can bo diéu hanh trong cac t6 chirc va tir viéc xem xét
lai cac chu trinh kiém tra va lua chon cac can bo diéu hanh c6 trién vong.

% Phat trién can bo diéu hanh

Nhiéu chuong trinh phat trién can bo diéu hanh cé thé khong dat dugc nhirng két
qua thoa dang do thiéu kha ning thuc ddy sy phét trién cua nhitng ky ning diéu hanh
d6. Nhitng chuong trinh nao chi tap trung vao viéc phd bién thong tin hozic phat trién
nhitng dic diém dic biét s& to ra rat kém tac dung trong viéc ting cuong nhirng ky
ning diéu hanh cua céc hoc vién.

Giam doc mot cong ty 1on, chiu trach nhiém vé cac hoat dong phat trién can bo diéu
hanh cua cong ty 6ng ta d3 mo ta vé mot chuong trinh thong tin thuan tay nhur sau:

"Piéu chling t6i c6 gang thuc hién Ia tap trung nhitng ngudi tré tudi, nhiéu hira hen
dé gap go vai nhitng nha quan ly cap cao cua ching t6i trong nhitng cudc hop thuong
xuyén mdi thang. Tai d6, chung toi cho cac can b tré co hoi dat cau hoi dé cho ho tim

hiéu vé lich sir ciia cong ty va tim hiéu cach chiing t6i da lam viéc trude Kia va vi sao

lai lam nhu vay".

K lan cac can bo tré, khdng ai cam
thdy chuong trinh nay 1am ting EEIn NG 'Cﬁa ho ca. Su v6 nghia cua viéc

Chang ¢6 gi ngac nhién 1a cag

theo dudi nhimg dic didm dac bict tré nén rd rang Hi chling ta xem xét phan @ng cua
mot nha quan ly trong mot loat cac tinh hudng khac nhau. Trong khi xtr Iy nhiing boi
canh khac nhau nay, anh ta cé thé phd dién mot dac diém trong mét truong hop -
ching han nhu sy 1an at khi 1am viéc véi cap dudi - va pho dién dic diém d6i 1ap hoan
toan trong nhitng tap hop diéu kién khéc - chang han nhu tinh d& bao khi 1am viéc voi
cap trén. Tuy nhién, trong mdi truong hop, anh ta déu cé thé hanh dong mot cach pha
hop dé dat duoc két qua tét nhat. Vay thi dic diém nao ching ta c6 thé xac dinh nhu 1a
dic trung dang mong mudn?

Truong hop nhu trén chi ra rang s& c6 ich hon khi danh gia nha quan Iy theo két
qua hoat dong cua 6ng ta thay vi dua trén nhitng dic diém quan sat thay cua ong ra.
Céc k¥ nang d& xac dinh hon 1a cac dic diém va lai it bi hiéu sai lac hon. Thém nira,
cac k¥ ning dem lai mot khung tham chiéu c6 kha ning tng dung truc tiép hon cho
viéc phat trién can bo diéu hanh, vi rang bat ky su tién bo nao trong cac ky ning cua

mét can bo diéu hanh déu tat yéu phai din dén hoat dong c6 hiéu qua hon.
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Van con mot nguy co khac ton tai trong nhiéu churong trinh phét trién can bo diéu
hanh hién hitu. N6 ndm trong su hing hai thiéu chuyén mén ma mét sé cong ty va
truong dai hoc dua vao véi nhitng khoa hoc vé "quan hé con ngudi” caa ho. Trong
nhitng khéa hoc nay, duong nhu s& ¢6 hai cai by cb hiru:

1. Cac khoa hoc vé quan hé con nguoi cd thé chi 1a phé bién thdng tin hoic phd
bién nhitng ky thuat dic biét, chi khéng phai 1a khda hoc phat trién ki ning con
ngudi cua ca nhan.

2. Ngay ca néu nhu c6 hoc vé phat trién ca nhan thi mot sb cong ty, bang cach dat
tat ca sy chd ¥ cua ho vao k¥ ning con ngudi, ¢6 thé hoan toan bo qua nhiing yéu cau
dao tao cho nhitng cwong vi lanh dao cao nhat.

Vi thé, diéu quan trong c6 I8 1a viéc dao tao c4c (ng cir vién cho céc chic vu diéu
hanh phai nham phat trién nhitng k§ niang nao can thiét nhat déi voi cuong vi trach
nhiém ma tng cir vién d6 dang dugc xem xét dé bat.

Bo tri ngwoi diéu hanh

Tu tudong ba ki ning nay dég hinh thanh ngay 1ap tic cac doi

hinh quan Iy tir cac ca nhan voi i du, mot to chirc phan phdi quy
mé trung binh & mién Trung c6 HGH NGAPEINIBE cuoi cO kha ning nhan thac phi
thuong nhung k¥ nang con vO cung han E}é. Tuy nhién, 6ng ta co hai pho
chu tich voi ky nang con nguoi cao khac thuong. Ba con ngudi nay tao nén mot ban
diéu hanh rat thanh dat. Nhiing k§ niang ciia mdi thanh vién lai bu dap cho nhiing thiéu
hut cuaa cac thanh vién khac.

Cong ty do hai nguoi 1anh dao bo sung cho nhau, trong dé mot ngudi 1anh dao duy
tri "su lanh dao cong viéc" con ngudi Kia tao ra "sy lanh dao x& hoi" ¢6 18 ciing ¢ thé
la mot thi du thich hop.

% Lua chon nguoi diéu hanh

Ngay nay, ngudi ta rat hay st dung nhiing loai cach kiém tra khac nhau dé ¢ gang
xac dinh trudc nhitng kha ning cta cac ¢ng cir vién cd trién vong dé bat vao mot cuong
vi. Céc nha quan ly bi kiém tra vé moi thi, tir "tinh quyét doan" dén "tinh phuyc ting".

Phuong phap ba k§ ning nay khién cho viéc kiém tra dic diém tré nén khong can
thiét va thay thé viéc kiém tra bang nhing chu trinh xem xét kha niang cua (g cir vién

trong viéc (ng pho vai nhitng vin dé va tinh hudng thuc té ma anh ta s& gap phai
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trong cdng viéc cia minh. Nhitng chu trinh nay c6 tac dung chi b4o mét nguoi c6 thé
lam dugc gi trong nhitng tinh hudng dic biét. Cac chu trinh ding cho viéc lua chon va
cho viéc do luong sy phat trién 12 nhu nhau. Chung s& dugc mo ta trong phan vé phat
trién cac ky nang diéu hanh tiép dudi day.

4 Phét trién cac ki nang

Da nhiéu nam nay, nhiéu ngudi khang dinh rang kha ning lanh dao 1a von ¢ trong

N
A

mét s c& nhan nhit dinh duoc lra chon. Chung ta thuong ndi vé "nhitng 14nh tu bam

sinh","nhirng nha quan Iy bam sinh”,"nhitng ngudi ban hang bam sinh". C6 mot sy
that khéng can ban cdi 1a mot s6 nguoi c6 nang khiéu hay kha ning tu nhién hay bam
sinh, 16n hon vé nhiing k§ ning nhat dinh. Tuy nhién, cc nghién ciru trong nganh tam
ly hoc va sinh 1y hoc ciing chi ra rang, thi nhat, nhitng nguoi c6 nang khiéu hay kha
nang manh c6 thé tang cuong ky nang cua ho thong qua thyc tién va dao tao va tha

hai, ngay ca nhirng nguoi thiéu kha ning ty nhién ciing c6 thé nang cao thanh tich va

Kg ching ta c6 thé hy vong nang
nha quan ly gioi hon cho tuong

lai. Truong phai k§ nang nay ngullgho s ma hoc. Nhirng ngudi khac hoc

hiéu qua chung cuaa ho.

Truong phai ky nang trong i

cao hiéu qua diéu hanh cia chu

theo nhiing cach khac nhau, nh cac k¥ nang CE duoc phat trién théng qua thuc
tién va thong qua viéc hoc hoi nhimg diéu gan lién véi hoc van va kinh nghiém ca
nhan riéng ciia mdi con ngudi. Néu duoc thuc hién tot, viéc dao tao vé nhirng ki ning
diéu hanh co ban nay sé& phai lam tiang kha ning diéu hanh mot cach chic chin hon va
nhanh hon so véi viéc hoc théng qua kinh nghiém thiéu to chirc. Vay thi ¢ nhiing
cach nao dé co thé tién hanh kiéu dao tao nay?

> Phat trién kj nang ky thudt

Viéc phat trién ky nang k¥ thuat da dugc cac to chizc cong nghiép ciing nhu cac to
chtrc dao tao chl y rat nhiéu trong nhiéu nim va da dat duoc nhiéu tién bo. Viéc
truyén thu rong réi cac nguyén tic, cac co ciu va cac qué trinh cua dic diém cé nhan,
cuing voi thue tién va kinh nghiém thuc té khi ma ca nhan dugc mot cap trén theo ddi
va giup d5, t6 ra c6 hiéu qua nhat

> Phat trién kj ndng con ngueoi
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K§ nang con ngudi thi trai lai, it dwoc hiéu hon nhiéu va chi dén thoi gian gan day
méi ¢ nhitng tién bo co hé théng trong viéc phat trién nd. Nhiéu phuong phap khéc
nhau trong viéc phét trién k¥ ning con nguoi di duge cac trudng dai hoc khac nhau va
cac chuyén gia ngay nay theo dudi. Nhiing phuwong phap nay dua trén cac bo mén
khoa hoc nhu tam 1y hoc, xa hdi hoc va nhan chung hoc.

Mot sb trong cac phuong phap nay duoc wng dung trong "tdm ly hoc tng dung”,
"khoa cong trinh vé& con ngudi" va mot sé dong cac ung dung véi tén goi khac doi hoi
c6 cac chuyén gia ky thuat dé giup d& cac nha kinh doanh nhirng vin dé con nguoi
cua ho. Tuy nhién, trén thyc té, cac nha quan Iy phai phat trién ki niang con nguoi cua
chinh ho chtr khdng phai dua vao loi khuyén cua nhitng nguoi khac. Dé tré nén nguoi
c6 hiéu qua, ho phai xay dung quan diém riéng cua ho vé hoat dong cua con nguoi, dé
sao cho ho (&) nhan thay duoc nhitng cam giac va cam tinh ma ho dua vao tinh hudng;
(b) c6 thai do vé nhitng kinh nghiém cua ban than ho, diéu s& lam cho ho ¢ kha ning
danh gia lai va hoc tir nhitng kinh nghiém ay; (c) phat trién kha nang hiéu diéu nhiing

ngudi khéc ¢é gang truyén dat e hanh dong va loi néi (cong khai

L ha niang truyén dat thanh cong
2118

Mot s6 ca nhan ¢ thé phét trien k§ ning con nguoi ndy ma khong cin dén dao tao
chinh thuc. Nhitng nguoi khéc cd thé dugc céc cap trén tryc tiép caa ho gitp do ca
nhan nhu mot bo phan cau thanh caa qua trinh "huan luyén™ s& duoc mé ta dudi day.
Hiéu qua cua sy gitip d& nay r6 rang la phu thudc vao trinh d6 ky nang con nguoi ma
ngudi can bo cap trén co dugc.

Pbi véi nhitng nhdm 16n hon, viéc sir dung nhitng van dé tinh hudng cing véi vai
tri dong theo kiéu ung khau c6 thé rat hiéu qua. Kiéu dao tao nay co thé duoc hinh
thanh trén co s& chinh thic hoac khéng chinh thac, song noé doi héi phai c6 nguoi
huéng dan c6 ky ning cao va c6 mot chudi nhirng hoat dong cé t6 chiic N6 ¢6 thé cho
phép danh gia gan dang thyc tién & mot ching muc dang ké ma ngudi ta ¢6 thé lam
dugc trén co so 16p hoc lién tuc va dem lai co hoi phan anh ¢6 phé binh ma nguoi ta it
thy trong thuc té thuong nhat. Mét phan quan trong cua quy trinh 13 hoc vién ty kiém
tra cac khai niém va gia tri cuia ban than minh, mot viéc cé thé gitp cho anh ta c6 kha

ning phat trién nhitng thai do hitu ich hon vé ban than va vé nhirng ngudi khéac. Cung
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Vi sy thay doi trong thai do, c6 hy vong rang mot s ki nang tich cuc trong viéc xu
ly cac van dé con ngudi ciing s& dén.

K§ niang con ngudi cling duoc kiém tra tai 16p hoc, véi nhiing gigi han hop 1y,
bang hang loat cac phan tich nhirng ghi chép ty mi vé céc tinh hudng thuc té c6 lién
quan dén hanh dong diéu hanh, ciing véi mot loat cac co hdi nhap vai ma trong d6 hoc
vién duoc doi hoi phai thuc hién nhitng chi tiét cia hanh dong ma anh ta dé& xuat.
Béng cach do, co thé danh gia duoc sy hiéu biét cua hoc vién vé toan bo tinh hudng va
kha ning ca nhan cua ban than anh ta trong viéc lam mot didu gi d6 dé ung phd Véi
tinh hudng.

Trong cong viéc, thuong hay c6 nhimg co hoi cho can bo cip trén quan sat kha
nang lam viéc ¢d hiéu qua véi nhitng ngudi khac cua ca nhan cap dudi. Nhiing quan
sat nay c6 thé to ra la nhitng danh gia quéa chi quan va gia tri cia ching cé thé con
phu thudc vao k¥ ning con ngudi cia ngudi thuc hién ching. Tuy nhién, ¢6 phai rang
mdi quyét dinh dé bat, phan tich cho cung, déu phu thudc vao su danh gia chi quan

E bai tinh chi quan nay hay la cé

0P Va liéu cOB
s 5
)

gang nhiéu hon dé phat trién k 0

cua mot nguoi nao dé hay khon

a cac can bo trong t6 chic cua
chung ta, dang thuc hién nhirng d

> Phat trién ki nang nhdn thirc

Ciing giéng nhu k¥ nang con ngudi, Ky nang nhan thic chi dugc s6 it nguoi hiéu.
Mot s6 phuong phap di duoc thir tng dung nham giGp phat trién kha ning nay, voi
nhitng mic do thanh céng khac nhau. Bang phuong phap cap trén "huan luyén" cap
dudi, bao gio ciing thu dugc mot sé két qua tét nhat. B khong phai 13 ¥ twéng méi.
NG suy ra rang mot trong nhitng trach nhiém chinh cia nha quan 1y, d6 1a giup nhitng
ngudi dudi quyén anh ta phat trién nhitng tiém niang diéu hanh cua ho. Mot trong
nhitng cach cap trén c6 thé gitp "huan luyén" cap dudi caa minh, do 1a giao cho cap
dudi mot trach nhiém dac biét va sau d6, mdi khi cap dudi tim kiém sy gitp d& thi dap
lai, khéng phai bang cach dua ra nhitng cau tra 16i ma bang nhitng cau hoi c6 tinh chat
tim toi hoac nhirg quan diém.

Mot phuong phap tuyét diéu dé phat trién ki ning nhan thte, d6 1a thong qua viéc
chuyén vi tri cong tac. C6 nghia 1a chuyén nhiing can bo tré nhiéu hira hen qua nhiing

chtrc ning khac nhau trong kinh doanh. Tuy nhién trén cung mot cap trach nhiém,
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viéc nay dem lai cho nhitng can b6 d6 co hoi, n6i mét cach van hoc la "xo vao giay
cua nguoi khac™.

Ddi véi nhitng nhdm 16n hon, loai khda hoc tinh huéng - van dé nhu mé ta & trén,
chi str dung nhing truong hop c6 lién quan dén chinh sach quan 1y cua ban giam déc
va viéc phdi hop giira cac phong ban, c6 thé 1a hitu ich. Nhirng khoa hoc kiéu nay,
thuong duoc goi 1a "Quan 1y chung", hay la "Chinh sach Kinh doanh" dang ngay cang
tro nén thinh hanh.

Ciing c6 thé danh gia duoc k¥ ning nhan thire trong moéii trudng 16p hoc véi mot
hiéu qua vira phai théng qua viéc trinh bay nhirng loat bai mé ta chi tiét cac tinh
hudng dic biét phirc tap. Trong nhitng bai hoc nay, hoc vién duoc yéu cau phai dua ra
mot chuong trinh hanh dong dé wng pho véi nhitng luc lwong hoat dong dang sau mdi
tinh hudng va sao cho xem xét duoc nhiing tac dong ciia hanh dong dé ddi voi nhiing
chtrc nang va nhirng bo phan khac nhau cua to chirc va ton bo méi trudng cua no.

Trong cdng viéc, mot gidm sat vién tinh tao phai thuong xuyén tim duoc nhirng co

hoi dé quan sat xem cip dudi dén dau trong viéc lién két ban

than anh ta va coéng viéc cua an hang khac va cac hoat dong khac

¥ ning nhan thuc ciing phai tré thanh mot phan ty

cua cong ty.

Gidng nhu k¥ ning con
nhién trong ban than caa nha quan ly. C6 thé chi ra nhitng phuong phap khac nhau dé
phat trién nhitng nguoi c6 ban chat nén tang hoc van, thai do va kinh nghiém khéc
nhau. Tuy nhién, trong truong hop nao cling vay, nén lga chon phuong phap nao sé
gitp cho nha quan ly c6 thé phat trién k§ ning ca nhan cua dng ta trong viéc hinh
dung ca cong ty nhu mot tong thé cling nhu viéc phdi hop va lién két cac bo phan

khac nhau cua cong ty.
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11.KY NANG LAM VIEC SANG TAO

1 Dt van dé

Cudc song l1a cude phiéu luu tao bao hoic chang la gi ca (Koller). “Ngua quen
duong cii” 13 mot cau tuc ngi rat thich hop dé dién ta qua trinh tu duy cta con ngudi.
Trai qua mot qua trinh séng, trong ndo cua ching ta c6 vo van 16i mon tu duy duoc
hinh thanh. Nhitng 16i mon tu duy nay vira & nhitng kinh nghiém séng quy bau, lai
vira 12 mot chiéc hop nhot chat tiém nang sang tao ciia con ngudi. Liéu ching ta co thé

phat hién ra duoc 16i mon tu duy do, khic phuc chang dé tro nén séang tao hon?

Tur mot cau hai trac nghiém: W@’%
O Nhat Ban, nguoi ta co dit ﬂ L 3 nh vién Dai hoc.
“Trong tiét muc day niu an Lk iéu cach 1am banh mi Sandwish
Jambon. Dung 10 miéng banh mi dé kep cac miéng Jambon. Néu giita 2 miéng béanh
mi chi kep duoc 1 miéng Jambon thi c6 thé kep duoc nhiéu nhat 1a bao nhiéu miéng
Jambon?

Diéu bat ngo 1a hau hét sinh vién tra loi rang kep nhiéu nhat 9 miéng lambon. Cau
tra loi dung 1a 10 miéng Jambon khi ta sap xép cac miéng banh mi thanh hinh tron
nhu mot banh xe 16n. Chi 12% s6 sinh vién tra 101 ding cau hoi trén.

peén tinh y tam ly:

Néu nhin & goc do sang tao, “thii pham” cuia van dé trén chinh 1a tinh i tim 1y. Nhu
vay, thé ndo 1a tinh 1 tam ly? N6 c6 anh hudng gi trong qua trinh tu duy sang tao cua
con nguoi?

Nhu ching d3 biét, tinh i (hay quan tinh) 1a khuynh huéng cua hé théng nham duy
tri trang thai hién tai va chéng lai su chuyén sang trang thai méi. Tinh i 1a thuoc tinh
cb hitu cua bat ky hé théng ndo (vi du nhu mit c6 thoi gian luu anh). Tinh i déi khi c6

lgi va nhiéu ltc c6 hai.
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Bo ndo va tdm Iy cta con ngudi cling 1a mot hé thdng nén tat nhién sé ton tai tinh |
tam ly. Tinh i tam 1y da dang va sau day la nhitng dang thuong gap.

4 Tinhi “thiéu”

Con ngudi thudng xuyén tiép nhan thong tin va suy nghi nhat dinh s& tao ra cac 16i
mon tu duy trong ndo. Dén khi gip cac van dé can giai quyét, ngudi ta c6 khuynh
huéng suy nghi theo nhitng 16i mon ¢6 san ma quyén di nhitng goc do khac, nhiing
cach nhin khac cua van dé. Tinh 1 thiéu sé dan dén tinh bao thu, thanh kién. ..

#+ Tinhi “thua”

Trong cudc song, bat ky mot quy luat, dinh ly, phat biéu... nao déu c6 pham vi
tng dung nhat dinh. Su ngoai suy lién tudng trong qua trinh tu duy cta con ngudi doi
khi dan dén sy vuot qua pham vi ting dung, gay ra tinh “thira”.

Tro lai cAu hoi ¢ trén, do cac sinh vién Nhat Ban (va ca ching ta) thuong xuyén nhin
thay nhitng miéng banh mi xép chdng 1én nhau va ctr 2 miéng banh mi kep duoc 1 miéng
Jambon, 3 miéng kep 2...., nén nhanh chéng di dén cu tra 16i 10 miéng banh mi kep

duoc 9 miéng Jambon. Tinh i “thi ing trong truong hop trén.

#+ Meo va chuot:
l cau hoi sau:

!) con meo an 30 con chudt trong

Dé thir tinh 1 thira cua mintj

3 con méo an hét 3 con chuat trong 3 gidy. Hoi
bao lau?

Hon 50% nhitng nguoi duoc hoi cau hoi trén déu nhanh nhau tra 10i 30 gidy. Rét
don gia vi chi can ap dung mot phép tinh nham don gian (quy tac tam suat) dé c6 duoc
két qua. Nhung.........

Cau tra 1oi dang 1a 3 gidy. O day quy tac tam suat da duoc &p dung chinh xac
trir...mot diéu 1a trong didu kién cua bai toan nay, khong thé ap dung quy tic tam suat vi
cac con meo an cac con chudt dong thoi. Nhu vay, “tha pham” lai chinh Ia tinh 1 thira.

Thay loi két:

Qua cac vi du trén, ta thiy tinh i tam 1y thudng dong vai trd c¢6 hai dén qua trinh tu
duy sang tao. Liéu c6 bién phap nao dé khic phuc va loai bo tinh i tam ly hay khéng.

Cau tra 15i 1a c6. M6n khoa hoc séng tao trén thé gigi tuy con rat non tré nhung da
nghién ctru tinh i tAm 1y kha day di va dua ra nhiéu tha thuat, phuong huéng tich cuc hda

tu duy,.. nhdm khac phuc tinh 1 tdm Iy va mang lai hiéu qua tu duy sang tao cao hon.
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.2 Muoi bi mat cia 6c sang tao:

2.1 Cin c6 thoi gian va khong gian yén tinh:

MJi mot kha ning sang tao déu thuong xuyén co khong gian yén tinh. Ban c6 thé
lén ké hoach hang ngay hoic vai ngay trong tuan. Viéc nay can phai tré thanh mot
thoi quen thuong xuyén cua ban.

2.2 Chu trinh cta 6c sang tao:

Vi tudng tung dong xu, 2 mat Xap ngira trude ngdi dén. Néu ddng xu xap thi nhat
dinh chién thang. (da chuan bj truéc).

Pung nhu cac mua trong nim va cc chu trinh chuan bi nhu trong cay, cham séc,
cho doi .

2.3 Biét chon ngudi ¢6 vin, ban bé hay nhirng nguwoi cliing thwe hién wéc
mo mdt cach sing sudt:

Ong vua va con khi; vua yéu thich né va yéu cau mang guom canh chirng cho né

ngu, con rudi bay qua. ... Suyt mat mang.

Uc cho nhitng wéc mo 16n hay
gquy, mot hay ngudi cam thay vui
man. Mot sé ngudi ¢6 thé tam
ngung hay 1am hoan ké hoach g nhu y twong cua ban ngay khi ban tién hanh
ching . Do d6 hay lya chon ban 1am viéc that can than. Hay giit lai nhitng nguoi c6
nhiéu ban bé nhung khi lam viéc sang tao hay chon nhiing ai ¢6 tri ¢, huong dan ho
phai chan thanh va dut khodt c6 tinh than xay dung.

2.4 Pam mé cong viéc:

Chin - mot nghé nhan diéu khic gd- vira hoan tat mot tac pham dic sic. Moi ngudi
dén xem déu tram tro khen ngoi tai nang cua 6ng. Ho cho rang chi ¢6 than thanh moi
c6 thé tao tac pham tuyét voi dén nhu vay. Mot vi quan trong lang no goi Chin dén
hoi: 1am sao nguoi tao ra tic pham nay, bi quyét ciia nguoi 1a gi? Thua ngai toi chi la
mot ngudi tho binh thuong, con ching cé tai ning gi dic biét ca. Chi c6 khi bt tay
vao diéu khac tac pham nay, con di thién dé tinh tim. Sau 3 ngay thién, con khong
suy nghi gi vé thu lao hay phan thuong nita. Puoc 5 ngay, con khéng nghi dén bt cir
|61 phé binh, khen ché nao. Bugc 07 ngay, con khéng con nhé gi ban than minh nira,

cling khong con y thtc vé& xung quanh. Luc ay, con chi nghi dén tac pham sép ra doi
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ma théi. Y tuong d6 da dan dit con vao rirng va tim ra loai cau ph hop nhat cho tac
pham caa minh. Va thé 1a con da bit tay vao 1am viéc. Khi dé than xac con khong ton
tai, con ngdi cham khic nhung thyc su d6 1a sy giao hoa cua thién nhién va trai tim
con. Vi vdy ching cd gi ngac nhién khi moi ngudi néi ring ddy 1a tac pham cua than
thanh chir khong phai cta ngudoi pham. Tom lai: Khi tap trung hoan toan vao cong
viéc va khong quan tam dén bat cir diéu gi khac chang han nhu tién tai, danh vong, dia
Vi,... moi ngudi c6 thé sang tao va tao ra nhitng viéc 1am vi dai.

Nhiéu ngudi cam thay cd 16i khi ho qua dam mé cong viéc. Piéu nay c6 nghia la
c6 mot sd viéc s& khong duoc hoan thanh. Trong mét nghién cau vé phu nit va 6c
séng tao, ndi lo ngai 16n nhét cua ho 1a s& danh mat hoic 1am suy yéu cac mdi quan
hé. Tuy nhién con nguoi van can phai két giao véi nhau. Picu ndy c6 nghia 1a tro
chuyén vai ban bé, nhig ngudi yéu quy hay tré con dé ban van cé thé nuoi dudng
cac mdi quan hé trong qua trinh nay.

2.5 Tao ra ranh gidi roé rang:
ing c6 thé

“T61 noi khong vai moi thia a la “to1 noi co voi nhirng gi dem

o rang dé co thoi gian va nang

Cau chuyén vé café mudi: ca cudc doi anh chi cd mot 1an néi déi véi em 1a anh

lai t6i cudc sdng”. Ching ta cj

lwong cho su séng tao.

ding café voi mubi. Luc d6 anh ling tang qué... nhung khong hé héi tiéc dicu do.
Néu duoc tai sinh anh sé& udng cafe vai mudi.

2.6 Lam viéc véi tat ca ning lwe ciia minh:

Néu nhu ban ¢6 ¥ dinh ding 80% thé luc cua minh dé bién diém yéu thanh diém
manh thi ban c6 thé nang ti I d6 thém 20% nita. Nhung ban c6 y dinh dung 80% né
lyc ctia minh dé cai thién mot pham vi manh nao dé thi ban c6 thé ting sic manh cua
minh 1&n tr 100 dén 400% nira.

Mot ngay khi di hoc vé cau bé BaBu néi véi me rang l6p em dugc tham gia vao vo
kich cua trudong, ngudi me bian khodn khong biét liéu con minh c6 dwgc vao vai nao
khong. Vai ngay sau, nguoi me lo lang hoi BaBu vé vai dién caa cau bé trong v kich.

Babu hao hing tra 16i: Con duoc chon vé tay va ung hé moi ngudi me a.
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2.7 Sw lo ngai 12 ban dong hanh caa tinh sing tao:

Thomas Edison dugc cong ty Western union dé nghi mua lai ban quyén cua chiéc
may dién bao thu phat 4 tin hiéu cing ldc. Vi khdng biét bao gia bao nhiéu nén Edison
yéu cau duoc suy nghi vai ngay. Vé nha, Edison ban bac véi vo vé viéc ndy va vo 6ng
dé nghi véi mic gia 20.000USD, Edison cho ring mac gia nay qué cao du van nghi
chua ra muc gid nao hop Iy hon. Pén ngay hen, Edison dén vian phong cong ty
Western union, sau khi hai bén chao nhau dai dién cong ty hoi: Thwa 6ng: 6ng mudn
chuyén giao phat minh nay bao nhiéu? Edison dinh néi 20.000USD nhung 6ng thay
con s6 d6 qua phi ly. Ong ludng Iy mot hoi roi im lang. Su im lang kéo dai khién
khong khi hét sac nang né. Nguoi dai dién cua cong ty Wester union sét rudt cho
Edison Ién tiéng .Cudi ciing, chiu khdng noi nguoi dai dién céng ty mo 10 trudc. Vay
cdng ty chang toi tra cho ngai 100.000USD nhé.

Hay 1am ban véi sy lo ngai. Trir khi ban chiu dwgc rui ro cao va mao hiém trong

viéc tim kiém cai t6i ca nhan, ban chac chin phai trai qua su lo ngai khi ban dan than

ét van dé va lam cham lai. Tuy
dién noi so hai va tiép tuc. Cach

.frng viéc ma chung lo ngai nhit.

vao mot linh vuc xa la. S& rat t&y

nhién, dimg dé su lo ngai nay did
duy nhat dé l1am giam sy lo ngai [@
Ching ta luén & trong trang th&l Bi khudy dong cam xic cao hon binh thuong khi
ching ta thir mot céi gi méi. Hay trong mong noi lo so danh gia chung nhu mot 1a su
thac day dé tién 1én.

2.8 Chim dirt viéc phé phan bén thén:

Lang no c6 maot bai bién rat xinh dep. Mdi chiéu lii tré trong lang déu ra d6 choi
dua. Thé ,nhung chiéu nio ciing c6 mot ngudi dan ba dn mic rach rudt di téi di lui
trén bo bién va thinh thoang cli xudng nhat mot vat gi do trong cat. Mdi lan di ngang
qua lii tré ba lai mim cuoi véi ching. Vi trong thay nguoi phu nit d6 rat do ban nén b
me c&c em bao con minh nén tranh xa ba 4y ra. That ra, ba dang nhat nhiing miéng
vun thay tinh sit nhon trén bo bién dé 1i tré khong bi thwong khi vui dua.

Chung ta c6 thé 1am cho ban than bj that bai trude khi ching ta bat dau 1am boi
nhitng suy nghi lién mién ma chung ta phai déi dién. Khi ban thé hién mét van dé gi

mai, hay lubn gitr thai do tich cuc véi hoat dong ctia minh. Di nhién ban c6 thé nang
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cap va cdi thién n6 nhung ban khdng thé 1am cho ban thdn minh sai dé lam cho
nhitng thir khéc tét hon.

2.9 Hiy vuot qua chii nghia toan céu:

Khi ban phai lam mét diéu gi mot cach hoan hao, ban hiém khi thir nhitng gi moi
hon bai vi ban khong thé 1am chiing hoan hao ngay tir vai lan dau. Di nhién 1a hiy lam
moi viéc mot cach hiéu qua nhung dirng qué cau toan cho dén khi nd that su hoan hao.
Dén 1tc nd hoan hao thi diéu hau nhu chac chan 1a né da 16i thoi.

2.10 Hay vui choi hai hudc va & trong tinh than sang khoai:

Khi con 1a hoc sinh Daniel Webeter- tac gia cudn tir dién webster — noi tiéng la
ngudi lwom thuom. Mot hdm khong chiu duoc su cau tha caa Daniel, gido vién chu
nhiém doa s& danh vao tay cau bé néu cau con xuat hién véi doi tay do ban nhu thé
nay. Ngay hém sau Daniel van dén I6p trong tinh trang trén. C6 giéo lién bao: Daniel
gio tay ra ddy, Daniel chui 1 tay vao quan roi gio tay ra. Thay vay cd gi4o noi bang
giong cham biém: Nay Daniel, néu em tim mét ban tay ndo & trong trudng nay ban

hon céi ban tay nay, c0 s& tha egg : g niel lién xoe tay con lai ra. Sang

Mkhodi.. Khi ban mat hét khai niém
1'9 gi ma minh thich, ban s& thay
minh dat dugc kha nang sang taoo nhat.

.3 Cich tot nhit dé c6 y twéng hay:

Sau day 1a 10 phuong phap hay nhit ma t6i da tung st dung trong cong ty cua
minh dé c6 nhiing ¥ tuong hay. Ching da rat c6 ich cho t6i, bay gio toi chia xé véi cac
ban. Tdi tin rang ching s& ¢ ich cho nhitng ¢6 giang cua ban giéng nhu d3 c6 ich cho
toi vay.

3.1 Xac dinh rd van deé:

Dé c6 thé cb nhitng ¥ twdng nham gidi quyét cac kho khan trong cong viéc, tat ca
chung ta déu c6 diém khoi dau. Ban khong thé bay tir New York téi Frankfurt ma dau
tién khong dén san bay JFK. Néu ban khong biét chinh xac minh dang ¢ dau thi ban
can mot tim ban d6 dé xac dinh rd vi tri hién thoi cua minh roi dan dan tim duong dén
san bay JFK. Diéu quan trong la ban can phai xac dinh rd minh dang & dau trudc khi
tién hanh tim dwong. N6i mot cach khac hdy nghién cau ky ludng tim ban dd chi

duong cho ban téi New York.
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3.2 Sir dung tri tué tap thé:

C6 thé ban di nghe dén phuong phap nay. Pon gian khi mét nhém ngudi cing 1am
viéc vai nhau, ho ciing ghi lai nhiéu y twéong nhu ban cé thé lién quan nhitng gi dén
muc tiéu dd dé ra. Bung lo ling vé nhitng ké hoach, chién lugc hay nhitng thir twong
tu nhu vay. Hay tap trung vao nhiing viéc lam dé c6 nhiing ¥ tudng. Dit ra mot gioi
han thoi gian cho nhém lam viéc, chon lua vi tri va thoi gian thich hop ma ho cé thé
dua dén thanh cong. Hay chic chin ring moi ngudi dang ¢ dinh cao cua minh va duoc
huéng dan dé biét cach suy nghi 16n. Toi da ting giai quyét ca nli cong viéc khi ding
phuong phap nay.

3.3 Tap trung vao nhirng gi ma ban mudn :

Pé nhiing y tuong cta ban co co hoi phat trién tét nhat nham giai quyét cong viéc,
ban can dep bo nhiing anh hudng tir bén ngoai. Khong khoan dung véi bat cu diéu gi
hét! hay loai trir moi sy sao 1dng, nhitng that bai hang ngay hay nhiing kich tinh du
doan dugc. Pung chi giai quyét van dé khong théi ma hay phac thao lai nhiing cong

vige hing ngay cia ban dé cho@hién todi ;Ktinh duogc khong bao gio co thé

quay ray ban mot lan nixa!
3.4 Thanh thit quan t3RXIE Chjing ln dang cd ging giii quyét:
Ban c6 nhd cam giac nhiing y di hoc khi baFtham gia cac mdn thé thao( hoac
cac mon hoc dic biét khac) ma ban ghét cay ghét dang khong? Va khi cac mén hoc do
la bat bugc? ban co biét minh dd gioi nhu thé nao trong cac hoat dong nhu thé nay
khong? Hau nhu chac chan 1a khdng boi vi ban than nd khong hién hitu mot ky niém
dep nhung ciing hau nhu chic chin rang dé ndi rang ban ciing chua that su ¢ gang.
S& la rat kho dé tham gia gioi vao viéc gi ma ban khong hé thich. Néu nhu ban c6 moi
quan tam dac biét nhirng gi ban dang ¢ gang lam thi kha niang thanh cong thuc chat
s& tang 1én nhiéu lan. Néu ban cé giai quyét nhitng viéc khién ban budn chan thi vi
chta ban hay trao cho nhitng ai that su thich 1am. Khéi niém nay chira dung su né luc
chung va néi chung néi 1a mot dé tai khac. Néu nhu ban tu 1am chu thi ban s& tu dong
c6 mot mdi quan tam ( do d6 hay dé y rang ban c6 tam nhin ma nhitng gi ma ban

mubn cdng viéc cia minh trg thanh)

Cém nang cho nguwoi méi di lam | Sir dung tri tué tap thé:
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3.5 Hay chi y dén cac vin dé giai phap twong dwong:

Lién hé van dé hién thoi cua ban véi cac van dé ban ton tai trong qué khir, ban da
tirng gap va kiém tra su twong duong giita ching. Cach giai quyét cac van dé gan day
c6 thé gitp ban trong viéc thuc hanh nhirng v tuéng dé tim ra loi giai cho nhitng tim
hudng ban s& gip sau nay. Suy nghi mét chiéu, nghi doc, nghi mét cach logic. Nhiing
lo1 khuyén tt nhat luon dén tir nhitng nhém ciing chung mot muc tiéu 1am viéc. Hay
danh cho nhém cua ban nhiéu sang tao nhét co thé bang cach ling nghe gap d6i noi.
Hay 1am viéc ndy mét céach tinh than nhat cé thé va dua cac van dé trong qué khu ra
cdng khai. Ban cd thé thanh cong trong qua khir va tién xa thém vai thach thac hém
nay.

.3.6 Hay nhin nhian méi nhiém vu nhw 1 mét thach thire:

Viéc ban coi mot van dé don gian chi 1a mot van dé 1a hoan toan dung va sau d6 1a
c6 chinh x4c bao nhiéu ngudi quan tim dén né. Piéu chic chian di 1a van dé can phai
c6 giai phap. Tuy nhién suy nghi nay khong nén ¢ hang dau trong tam tri khi xem xét

6 xu huéng nhu 1a tong két moi

viéc bién “ van d&” thanh * diéy
suy nghi ti€u cuc trong tham ta ng suy nghi tiéu cuc nay di gan
nhu ¢6 tac dong nhu mot chudrgo NG mcéch giai quyét ching. Bay gio
ching ta lat mot dong xu va quat mat bén kia( st dung vi du trong phuong phap 1)
thi ching ta c6 thé nhin nhan chuyén di tir bat cir dau tdi New york 1a mot thach thic
mao hiém. Nhin nhan bang phuong phap nay ching ta s& thdy minh c6 nhiing suy
nghi tich cuc hon trong dau va tan huong su vui vé doc theo dudng di véi mot cach
thire tha vi, dbi 1ap véi mot van dé kho khian tiém tang. Hay nhin vao dich ma ban da
dat duoc, ban s& hanh phiic nhu thé nao khi toi duoc Frankfurt?

3.7 Hay bién thach thirc/ vin dé thanh sy dién dat 16i cudn:

Chung ta di str dung cac vi du trong qua khir va viéc tao ra su twong duong dé tra
l6i cho nhitng thach thic. Mot bude xa hon nita la viéc coi thach thirc nhu mot cau noi
thong dung. Str dung céc vi du cua chiing t6i nhu cac quang cao “ Chau au cho mua
hé” hay “ chuyén di mo udc cua cude doi” “ Nhitng kinh nghiém vin hoa Chau au” «
Ngay mai viéc lai xe voi van toc 250 km 1a hop phap. Nhiing viéc nay khién moi
ngudi co ¥ tudng vé van dé loi ich gin lién véi nhitng gi dat duoc cua cac kho khin

dang gap phai. Biéu nay dat ho vao tinh hubng ma ho da ting trai qua. S& dé dang hon

Cém nang cho ngwoi méi di lam | Hay chii y dén cac van dé gidi phdp twong dicong: WX
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rat nhiéu dé c6 giai phap khi c6 mét hinh anh phé cap trong dau. ban s& goi y dién dat
nao?

3.8 Mo twdng! Hiy dé tim thirc sang tao hoat dong thay ban:

Khong c6 su tring hop ngac nhién nao trong lic ban ngd vao céc cira s6 khi ban
dang 14i xe, dang nga, dam trach cdng viéc hang ngay cua ban hay bat cir diéu gi?
Tam thic cua ban s& 1am thay ban ( Ngay ca khi ban khéng nhan thic day dua vé diéu
nay) . bao nhiéu lau thi ban thuong 1am nhiing diéu hoan toan khong co lién quan véi
nhau roi bong nhién ¥ tudng chot 16e 1én trong dau ban? Thinh thoang? D6i khi?
Chang bao gid? Trong bat ki truong hop nao khi ban danh thoi gian dang ké cho giai
quyét van dé ban thay rang tri tué bén trong sé& giai quyét ho ban. Doi khi néu ban qua
co gang dé giai quyét van dé gi d6 ban sé thu duoc gi ca. Do d6 hiy nghi ngoi. Ban s&
ngac nhién vé thanh céng cua minh.

3.9 Thuong xuyén thay déi cong viéc hang ngay ciia ban:

Da bao gid ban chil y t6i viéc ching ta dé dang tich lily cac thoi quen chua? Trén

Jan. Néu ban 1a nguoi “di lai theo

thyc té cac thoi quen co thé dap

99 €6

lich trinh ¢6 dinh hang ngay”, BBt c4i ban va di ra di vao” “ hoa

1an voi nhitng nguoi don diéu” N Zhi PRSP = 1) tai mot nam duy nhat”... Thi
xuat hién nhimg y tuong co |'c éi thién cong viéc, moi treong xung quanh, gia
dinh...chang ta phai khong nging tim kiém su doi méi. Su quen thudc c6 ich trong
viéc 1am cho chiing ta c6 cam giac cuc ky tin cay. Chinh su tin cay nay cham dat sy
thay d6i trong tam tri va lam viéc han ché kha ning sang tao cua chiing ta. Pon xe bus
hay xe ltra qua thi tran hay thinh thoang thay ddi lich trinh khéc, nang cao trach nhiém
cong viéc, tham gia vao cac hoat dong thé thao, cac hoat dong thu gian hay gap go
nhitng ngudi khac nhau véi nhitng quan diém khac nhau. Ban s& ngac nhién khi nhan
thidy minh da c6 niang luc tich cyc tir nhiing viéc nho da duoc dé cap nhu trén.

.3.10 Mang theo mt tip gidy ghi chép:

T6i lubn mang theo minh mot tap gidy dé ghi chép. Toéi dang ¢ thoi diém ma toi
khong thé song néu thiéu mot trong sé nhiing vat dung don gian nhat ma con ngudi
tieng biét, vat dung chic chin c¢6 mat khip noi ké tir khi con ngudi con séng trong

hang dong. Mot quyén sb bo tdi vai mot cay viét sé c6 ich bai vi ban ¢6 thé nim bat

Cém nang cho ngwoi méi di 1am | Mo neong! Hay dé tim thirc sang tao hoat déng thay
ban:
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duoc moi ¥ tuong bat chot dén vai minh. S& cuc ky vo ich khi ndi rang “ toi sé viét lai
chung sau” boi vi cac co hoi rat mong manh nén thuc té 1a ban s& khong lam duoc gi
ca. Nhitng gi dugc Viét lai s& 1a cac y tuong cua ban sau ndy. Hay nam gii duy tri va
ap dung chung.

Cém nang cho ngwoi méi di 1am | Mang theo mét tap gidy ghi chép:
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12. HOA NHAP VAO MOI TRUONG LAM VIEC MOI

4t

12.1 Nhan dién moi trwomg noi lam viéc

Dé tiép nhan cong viéc tai co quan mai, ngoai k§ ning, trinh d6 chuyén mén, cac
nhan vién méi con phai hoc cach thich nghi va quen dan trong méi truong von hoan
toan xa la. Hoa nhap vao mai truong lam viéc méi 1a bude khai dau quan trong cho sy
nghiép cua ban.

12.1.1 Méi truwong cong ty nhé — "dai gia dinh"

Vi dang mdi truong nay, ban khong can phai ¢6 gang gi nhiéu ngoai thai do than

thién vai dong nghiép va tiép n tc. Cong ty nho 1a moi trudong

Iy tuong cho nhimg nguoi vira Ll 6 khong doi hoi ban phai 1a mot
thién tai hay ngdi sao sang hoacl I” g hay co kinh nghiém... Cong ty
nho thuong c6 khong khi nhu mét dai gia dinh véi 16i sinh hoat don gian, ban hay tim
cho minh mét vi tri phi hop trong dai gia dinh 4y, tuan tha nhitng quy tic riéng cua
gia dinh va 1am viéc tét dé gitp cho gia dinh ngay cang 16n manh. Chi can dap tng
duoc nhitng yéu cau 4y, ban s& thanh cong hoa nhap vao méi trudng mai.

12.1.2 Mdi truomg cong ty 16n — "khu phd vin héa".

S€ khong don gian nhu véi cong ty nho. Moi truong cong ty 16n véi doi ngii nhan
vién dong dao va tinh chuyén nghiép cao s& doi hoi ban phai bo coéng sic nhiéu dé
thich nghi, hoa nhap vai tap thé. O méi truong ndy, ban s& co co hoi lam ban voi
nhiéu déng nghiép maoi va tao dung dugc nhiéu méi quan hé méi. Nhung, ban s&
khong duoc sép tin tuong, dong nghiép yéu quy néu ci sdng vai nhitng nguyén tic
riéng cua minh.

Cong ty 16n khdng con 1a mot gia dinh, ma ban c6 thé hinh dung nhu 1a mot “khu
phd vin hoa” vai nhiéu bd phan khac nhau. Mdi cong ty cd mot thai d6 — quan niém

lam viéc va sinh hoat riéng, van hoa cong ty khong chi don gian la ngi quy ma con la

Cém nang cho nguwoi méi di lam | HOA NHAP VAO MOI TRUONG LAM VIEC MO
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hanh vi, cach nghi... cia mdi thanh vién cong so, doi hoi ban phai tuan thu theo. Viéc
thich nghi, lam quen véi méi trueong lam viéc maéi o subn sé hay khong tuy thudc vao
cach tiép nhan va thai do trong viéc néi nang, cu xir cua ban. Mot nhan vién tét khdng
chi can su thdng minh, gioi giang ma con can ca su hoa dong, su hop tac véi nhiing
noi quy va moi treong lam viéc cua cong ty do.

12.2 Nhitng bi quyét giip ban hi nhap nhanh

12.2.1  Chuy trang phuc va gio gidc:

Trong nhiing ngay dau lam viéc, ban sé rat bd ngd véi cong viéc mai, ddng nghiép
mai, sép méi... Piéu dau tién ban can 1am I1a chon mot b quan &o phi hop vai tinh
chat cong viéc caa minh. Mot nhan vién marketing gap g& giao tiép nhiéu han nhién
phai an mac lich sy hon nhan vién IT ca ngay cam cui voi may vi tinh. Cha y vé gio
giac, hay vao cong ty sém mot chit va ra vé tré mot chut can cir theo quy dinh gio 1am
Viéc cua co quan, nham tao an tuong tét voi sép va ddng nghiép.

12.2.2  Quan sat, ling nghe va dit cau héi:

2,

Ban s& dugc dong nghiép cly noi quy cua cong ty cling nhu

cach thac lam viéc, nhung ciing h ban phai tu tim hiéu, ty kham
pha dé 1am quen va thich nghi vo el | NGt @il My . Hay quan sat nép lam viéc va
sinh hoat caa phong/nhém ban, i gior gidc, tac phﬁ]g lam viéc, thai do déi vai sép,
dong nghiép va nhiing noi quy, quy ché, tir viéc tiét kiem, don dep phong lam viéc
hang ngay... Néu c6 thic méc gi, ding ngai dat cau hoi va ghi lai thong tin dé hiéu rd
van dé, tranh bién minh thanh ké khong giéng ai khi lam viéc gi d6 khong phu hop.
12.2.3 Cw xir véi ddng nghiép:

R rang ai ciing biét 1 phai than thién véi ddng nghiép, nhung than thién qua ciing
khong phai 1a diéu hay, boi d6i khi su hd hai quéa mirc s& khién dong nghiép méi cua
ban nghi ngai. C6 thé ho chua t6 ra thai do vi ngai ngling hay né nang nhung néu ban
cir mot muc to ra gan giii va 1am chuyén thi s& gay cho ho su buc tuc, kho chiu. Vi
vay, hdy than thién mot cach vira phai, ¢ chirng muc. Néu c6 nguoi té ra khong thich
ban, hay binh tinh, git thai d6 than thién va tap trung vao cong viéc cua minh. Ngoai
ra, duing t6 ra minh gioi giang hon ngudi trede mat dong nghiép, du ban cé gioi that di
nita. Khiém tén ludn 1a thai do can thiét trong bat ky moi truong 1am viéc nao.

12.2.4 Tuan tha ngi quy chung:

Cém nang cho ngwoi méi di 1am | Nhiing bi quyét gidp ban hgi nhdp nhanh
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Can ton trong va chap hanh noi quy vé gio gic, cung cach 1am viéc hoic noi uéng
nuée, dé coc chén, gitr trat tu trong gio an trua, khong an qua vat, trong gio 1am viéc,
khong hat thudc trong phong may lanh... M&i cong ty déu dat ra nhiing quy tic ma
ban budc phai tuan theo. Bén canh d6, ban can tuan thu nhitng quy tic ngim nhu
khong cudi n6i am 1, khong néi chuyén dién thoai to, khdng bat nhac 16n... Khong
nén coi cong ty I1a "nha riéng" cé thé 1am bat cir diéu gi theo y thich.

12.2.5 Tham gia vao céng viéc chung:

Dbung khoi dau tuan lam viéc dau tién chi bang viéc 1am quen véi déng nghiép
hay rét nudc pha tra cho sép. Hay tim cach tham gia vao cong viéc chung. Néu sép
chua giao viéc, hiy dé& nghi sép giao cho minh mot cong viéc thich hop, vira tam dé
chung té kha niang ctia minh. Ban ciing c¢6 thé xin gia nhap vao du an chung cua
phong/nhém, qua d6, ban vira c6 thé bat tay 1am viéc, vira co co hoi hoa nhap tét hon
vao hé théng chung cuaa cong ty.

12.2.6 Binh tinh ty tin

Pimng qua cing thang lo linggyé fhi, hoa nhap mot cach hoan hao.

Ban 1a ngudi méi, ban s& mic g {ay 1a diéu binh thuong, hay tha

long ban than. Viéc thich nghi, hi¥ .rérng moi 1a khong don gian, tuy
nhién, thoi gian, tri thong minh g nhu kha nang chuyén mon cua ban s€ gidp ban
lam t6t budc khai dau nay.

12.2.7 Hay la chinh minh

Ty tin bay t6 y kién. Pung quan tdm qua nhiéu dén nhing dinh kién caa nguoi
khac.Bung ngai ngung hay dé dat. Hay than thién va mo long véi moi ngudi nhung
cling dimg phé truong thai qua. Néu ngudi khic quan tim dén ban, ho s& chi dong
tiép can dé tim hiéu vé ban nhiéu hon.

12.2.8 Lac quan

Ngay ca khi ban dang & trong mot tinh huéng that t6i té thi hdy nhé rang ban con
c6 nu cudi.Ludn nhin vao mit tét nhidu hon mat xau. Hay tap trung vao nhimg diéu
ban c6 thé thay dbi va dirng phi hodi cong suc vao nhiing thir khong thé ciu van. Ban
khong thé thay d6i nhitng ngudi dang & bén canh minh nhung ban c6 thé thay doi cach

“thich nghi” vai ho.

Cém nang cho nguwoi méi di lam | 12.2.5 Tham gia vao cong viéc chung:
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12.2.9 Luén trau doi ban than

Khong phai ai sinh ra ciing c6 kha ning giao tiép khéo 1éo. Ban c6 thé tao nén sy
khac biét bang 4n tuong riéng cta minh.Hay kién nhin, boi tro chuyén véi nguoi la
khong bao gid d& dang. Hay danh thoi gian nhiéu hon cho viéc giao tiép véi ngudi
khac. Thé nhung ciing dirng “tdm” chuyén nhiéu qué. Hay chan thanh va trung thuc dé
tao cam gi4c thoai mai trong tat ca cac méi quan hé.Giao tiép bang mat rat quan trong.
Néu ban tranh nhin vao mit ai d6, ho s& nghi ban dang néi déi hoac khdng quan tam
dén ho. Rat kho dé yéu quy nguoi khac néu ban khong biét quy trong chinh minh.
Pung nén quéa dan vat ban than khi mac sai 1am. Sai l1am 1a diéu ty nhién. Hay xem d6
la mot co hdi dé ban phan dau ngay mot tot hon.

12.2.10 P6i xir tot véi moi nguoi

Néu ban 1a mot ngudi dé dat, hdy ¢6 gang hoan thién tirng chat mot. Néi xin chao
VGi moi ngudi trong lan dau tién gap mit, chia sé mot chat vé ban than, va mim cuoi
than thién. Hay dat cu hoi néu ban dang thac mac vé mot diéu gi do.

Thuong xuyén dua ra nhirng thich dugc quan tam, ngay ca

nhitng ngudi lanh ling nhét. Sud , &m &p s& ludn nhan lai nhiing
didu tét dep. A ® u .

Hay tham gia vao mot nhom d6 ma ban théﬂc_yp véi minh. D6 1a cach dé dang
nhat dé ban 1am quen va trd chuyén véi moi ngudi. Khi tim dugc nhitng ngudi ban
phU hop, thoai mai thé hién ban than, tu tin vé ca tinh riéng cua minh, dan da cac ban
s& tré nén than thiét vai nhau hon.

DU ban méi di 1am hay vira chuyén viéc, bat dau cong viéc & méi tredng mai sé 1a
mot giai doan day thir thach. Ban phai nhanh chong thich tng véi dong nghiép va
ching toé kha nang cua minh.

12.2.11 Nhanh chong nhé tén mei ngwao'i

Céch tot nhat dé tao an tuong tot voi moi ngudi ngay tir dau 1a nhanh chéng nho
tén cua ho. Néu chi sau mét hoic hai ngay ban cé thé nhé tén chinh xac timg nguoi
trong van phong, moi nguoi sé€ chl y téi sy nhanh nhay cua ban.

12.2.12 Pat cau hoéi mot cach khdn ngoan

Pit nhiéu cau hoi ¢ cong viéc méi 1a diéu hién nhién va dang khich 1¢. Tuy nhién,

ban phai biét cach dat cau hoi mot cach khon ngoan. Khong nén dit cau hoi lién tuc,

Cém nang cho nguwoi méi di lam | 12.2.9 Ludn trau déi ban than
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hoi ca nhitng cau ban da biét dap an bai diéu d6 thé hién sy thiéu kinh nghiém va
khién moi ngudi nghi ngd ning luc cua ban.Thay vao dé, hiy hoi moi ngudi mot cach
khéo Iéo, t& nhi hon. Ban nén hoi nhitng déng nghiép nhiét tinh, than thién va co thoi
gian giai dap thic mac cua ban.

12.2.13 Thé hién hon 100% sirc manh

Trong mot cong viéc mai, ban phai thé hién hon 100% stc minh dé duoc cha .
Hay ching to su nhiét tinh, hang khoi vai céng viéce va hoan thanh vuot muirc ciling
nhu cha dong gia ting nhiém vy hang ngay. Nhu vay, sép s& thay niém dam mé, yéu
thich, quan tdm téi cong viéc cua ban. Pong thoi diéu d6 gitp ban phat trién sy nghiép

nhanh chéng va viing bén hon.

CaAm nang cho nguoi méi di lam | 12.2.13 Thé hién hon 100% sirc manh
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13. BANG GIAI QUYET VAN PE

Tiéu dé: S tai liéu tham khao: Khéch hang: S6 ngay du kién:

Giai quyét vin d& 1a mot cong cu cai thién kinh doanh quan trong va la mot phuong tién cho mét nhém lién chirc niang dé néi 1én nhitng suy
nghi va cung cdp mot phuong phap tiép can cau tric dé giai quyét vin d&. Cac td chirc cd thé dugc huong loi tir cach tiép can giai quyét van d& ciu
tric bang cach ap dung né cho tit ca cac hoat dong . Phuong phap niy cung cap huéng dan tuyét voi cho phép xac dinh cac vén dé thuc su, nguyén
nhan géc r& va giai phap duoc lya chon tét hon va cung cip nhidu cach dé kiém tra xem céc giai phéap thuc sy c6 thé mang lai hiéu qua cao nhét.

Chir khong don gian la chi giai quyét cac van dé ma khong kiém soat duoc chung dé xay ra kha ning tai dién trong tuong lai

Buéc 1 2 3 4 5 6 7 8 9 10
Hanh déng | Khei Tim | Thuc Xéc Xéc Xac Chon Thuc Duytri | Kétthic sang kién
dong hiéu hién giai | dinh dinh va dinh giai higncac | vacai
sang hoan phap nguyén Xac giai phap téi | giai thién
kién canhva | tamthdi | nhan minh phap wu phap
dinh tiéman | nguyén | tiém chuin
nghia nhan nang Xac
vén dé goc ré
Khéi déng sang kién: C6 cAn mgt giai phap khan cip khong? Y/N
Xac dinh céc bén lién quan ciing nhu mirc do hd Xay dwng nguyén tic lam vigc:
tro va anh huong. Ké hoach ciia ban dé quan 1y cac bén Bao gdm cac quy dinh v& thoi gian 1am viéc, tham gia hop, d& xuét y kién,

lién quan khong tng ho véi anh huong cao la gi? Thuc | phét biéu, tranh luan,...

hién mot ké hoach truyén thong. Hoat dong nhém:

Set Up nhom:

1 ‘ Thanh lap mét n!1c’>m nho nhFrngrnguéi {l ‘I : &p gitra cac thanh vién.
vé qua trinh / san pham. Phan bo kién thégg ¥

74
®
L Cd

b i ach nhiém doi nhom: khi nao, & dau va bao lau thi ban s¢ dap

quyén han va Ky nang trong cac linh vuc k

thiét dé giai quyét van d& va thyc hién cac gia#

B phan Tén thanh vién K¥ ning Nhiém vu

Tim hiéu tinh hudng thyc sy Phét thao/ hinh anh cia vin dé

Hiéu mdi quan tdm va yéu cau cua khach hang.
Nhan thong tin v& vin dé nay va hiéu dwoc qué trinh

va hiéu suét hién tai. Nén tang nay 1a gi?

M ta cAc tai liéu tham chiéu:

Khéach hang:

Caim nang cho nguoi méi di lam | BANG GlAl QUYET VAN PE
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Pham vi:

Liét ké tat ca cac dir liéu va tai liéu co thé gitp ban

xéc dinh c4c véan dé chinh xac hon?

K& hoach hanh dong dé thu thap thém thang tin:

Quy trinh dién tién cua cac vén dé:

(St dung mét to riéng biét néu can thiét)

2 Xic dinh Khéng xic dinh
Nguoi ndo bi anh huong bai vin dé? Nguoi khong anh huong boi van dé nay
Ngudi nao thiy vin d& dau tién? tim ra van d&?
o
< 4 A A z z -
= Van dé can bao céo cho ai? “ .
Kiéu cua van dé&? Van dé khong thudc loai gi?
Diéu gi khong c6 trong van dé?
Vin dé gdbm nhiing gi?
Nhiing gi dang xay ra véi qua trinh nay va ching Diéu gi di khong thé xay ra?
ta cin ngan chan?
= Diéu gi da khong bi anh huong?
s 3 2 I3 1
= Nhiing bang chang cu thé cua van dé 1a gi?
Tai sao diéu nay 1a mot vin dé? Tai sao nd khong phai la van dé?
>
: 7 PP s S A .
= C6 phai la mét qua trinh 6n dinh?
Vién dé duoc thdy & dau? Noi ma van dé c6 thé xay ra nhung thuc té thi khong?
g Noi nao khac, van dé c6 thé xay ra nhung thuc té thi khong?
= , N N o
= Noi nao van dé xay ra dau tién?
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Khi nao vén dé cha y diu tién? Khi n&o vén dé da dwgc thong bio nhung khong?
c
[5)
-C - a
= Né dwgc cha y tir khi nao?
S6 lwgng ciia van dé (ppm)? Vin @é khong bao gém nhirng gi?
g
% Khéi lwong ciia vin dé: chi phi bing tién, con Lam thé nao c&c véan dé I6n hon da khong xay ra?
S ngudi va thoi gian?
§ Nhiing xu huwéng nao da khong xay ra?
Z Xu huwéng nhw thé nao(lién tuc, ngiu nhién,
mang tinh chu ky)?
8 Ngudn cia dir ligu? Nhiing gi khong dwoc xem la dir ligu?
= 3
E § Nhitng ngwoi c6 thé xac minh didu nay? Nguoi khong thé xac minh diéu nay?
>
(=]
>
Pinh nghia van de
(Dva trén thong tin thu thap duoc cho dén hién tai, hady cung cAp mot mé ta ngan gon van dé. Sir dung: What, When, Where, How
bad, How do | know)
2
Xac dinh muc tiéu
(Pinh lugng dugc nhitng cai thién magan h bao ring ching theo tiéu chi SMART — Specific, Measurable,
Achievable, Relevant, Timed)
3 Giai phap tam thai (néu can)

Hanh déng tam thoi cho céc vin dé va "khic phuc" cho dén khi ¢ giai phép chinh thirc
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4 Nguyén nhan tiém an?

Thu thap dit liéu va dong no dé tim céc nguyén nhan c6 thé cua van dé:

So db nguyén nhan & yéu té
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Ph

Nhu thé nao? Tai sao ching xay ra?

Con nguoi

Tai liéu May médc Con nguoi Tai liéu May mdc

uong pha'p Moi tru‘dng

Po luwong Phuong phédp Mdi trudng Do luong

Khoanh tron nhiig ngwdi dong gop rit co thé (t6i da la ba) tir mdi bén.

5

Dung 5 cau haéi ly do tai sao

Héi - Tai sao diéu nay xay ra?

Héi - Tai sao diéu nay xay ra?

Héi - Tai sao diéu nay xay ra?

Héi - Tai sao diéu nay xay ra?

Héi - Tai sao diéu nay xay ra?

Xac dinh nguyén nhan géc (s)

Sir dung 5 cAu tra 1oi ¢ trén rdi phan tich dé xac dinh nguyén nhan géc (s) cia vin dé. Xac dinh cac diém mau chét ciia ching

5

Xéc minh nguyén nhan géc (s)

Hay chi ré ban di x4c minh nguyén nhén géc ré (s) va diém méu chét
6 Xac dinh giai phap tiém nang

Tao ra it nhit ba giai phép tiém ning dé giai quyét va khic phuc nguyén nhan géc ré (s).
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7 Giai phap lya chon

Chon giai phap dwoe xac dinh |a tét nhit ciia tit ca céc lya chon thay thé. Hién thi tit ca cac yéu t6 caa giai phap.

8 Thuc hién va danh gia cac giai phap
Thuc hién va xac nhan dé dam bio ring hanh déng khic phuc khéng di 1éch hwéng. Phat hién bét ky tac dung phu nao khong

mong muén dé loai bé. Tré lai phan tich nguyén nhan géc ré, néu can thiét

Duy tri cai thién
g cac cai thién dwoc duy tri.

Xac dinh cac hg théng va quy trinh@

9
Chia sé nhiing thuc hanh tét nhéat
Xic dinh noi nao khac trong tb chirc / doanh nghiép lam vigc nay sé cé lgi
Quy trinh/ muc Ai phu trach Khi nao
9 Xem xét c4c tai liéu / hé théng sau
Sira ddi cho phu hop véi t6 chirc / doanh nghigp
Ngay hoan thanh
Ten tai ligu Phy tréch , ,
K& hoach ‘ Tién do
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Huwéng din sir dung Hé théng quan Iy

Quy trinh diéu hanh

Huwéng din kiém tra cong viéc

Céc biéu dd qua trinh

K¢é hoach kiém soat qua trinh

Nhan biét cac nhém
Sir dung tét ca cac hinh thic cong nhan va tai liéu ciaia nhan vién khi can thiét. Str dung cac bao cao dy 4an dé cung cip cho su

céng nhan.
10

Chia sé Kién thuc
Trinh bay du n ciia ban dé céc bén lién quan va nhirng ngudi khac cd thé dwee hwong loi tir dw an. Chinh thic két thic vin

d?, giai tan nhém va quay tré lai nhiém vu binh thwong.

Vén d& nay co duoc giai quyét va dugce theo doi thuong xuyén?

Yes

N Ho tén/Chir ky/ Hang muc/ Ngay Caéc két qua
0

Bang danh muc hanh dong
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Hanh dong Thyc hién & xac minh hanh dong
Hanh dong s Hanh dfng ngin . Hanh Ké Thuc .
Van de , Cach thuc hién Phu trach ) Tién do
# chan/ khac phuc dong hoach hién
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14. KY NANG LAP KE HOACH

Strategic Plan Process

SWOT

Analysis

Strategic
Matrix

Define
Strategies

Gather Inputs SWOT Analysis Review Inputs
* From all * External Analysis  + All Stakeholders
Stakeholders * Opportunities » Review Inputs

Strategic Matrix
+ All Stakeholders

+ Define Strategies

» Customer + Threats » Review SWOT to address SWOT
analysis * Internal Analysis Analysis combinations:

» Competitor + Strengths » Define 3-4 key » Opportunities vs
analysis + Weaknesses statements Strengths

+ Industry analysis « Strategic + Opportunities vs

» Environmental Questions Weaknesses

+ Company + Strategic Issues * Threats vs
performance Strengths

» Company * Threats vs
strategies Weaknesses

14.1 Ké hoach 1a gi?
R = -..’

* Objectives
» Key Strategies
+» Short and Long

Term Goals

+* Operational Plans

Define Strategies Final Reviews

* All Stakeholders

* Review Strategies
* Review Goals

* Review Plans

+ Adjust as

necessary

Ké hoach 13 mét tap hop nhﬁ’ng hoat dong duoc sap xép theo lich trinh, c6 thoi han,

ngudn luc, an dinh nhitng muc tiéu cu thé va xac dinh bién phap tot nhat. .. dé thuc hién

mot muc tiéu cudi ciing da duge dé ra. Khi ban 1ap duoc ké hoach thi tu duy quan 1y cta

ban s€ cd hé thong hon dé co thé tién li¢u dugc cac tinh huong sap xdy ra. Ban s€ phodi

hop dugc moi ngudn luc cua ca nhan, t6 chirc d€ tao nén mot sttc manh tong hop, c6 thé

gilt vitng “mui tién cong” vao muc tiéu cudi cung minh mudn hudng dén. Bén canh do,

ban ciing s& dé dang kiém tra, giam sat hiéu qua thuc hién du 4n ctia minh.

14.2 Céch viét mot ban ké hoach

Pé lap dugc mot ban ké hoach chi tiét, cu thé va khoa hoc, ban co thé dung

phuong phap 5W1H2C5M bao gdom céc yéu td sau:

- Xac dinh muc tiéu, yéu cau cong viéc 1W (why);

- Xéc dinh ndi dung cong viéc 1 W (what);
- Xac dinh 3W (where, when, who);
- Xac dinh cach thuc thuc hién 1H (how);

- Xéc dinh phuong phap kiém soat va kiém tra 2C (control, check);
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- Xac dinh nguén lyc thyc hién 5M (man, money, material, machine va
method).

14.2.1 X4c dinh muc tiéu, yéu ciu (Why)

Khi phai lam mot cong viéc, diéu dau tién ma ban can phai ty hoi minh la:

- Tai sao to1 phai lam cong viéc nay?

- N6 c6 y nghia nhu thé nao vdi to chirc, bd phan cua t6i?

- Hau qua gi néu t6i khong thuc hién ching?

Khi ban thuc hién mot cong viée thi diéu dau tién ban nén xem xét d6 chin 1a why
voi ndi dung nhu trén. Khi xac dinh dugc yéu cau, muc tiéu thi ban s& luén huong
trong tAm cac cong viéc vao muc tiéu va danh gia hiéu qua cudi clng.

14.2.2 Xac dinh ndi dung cong viéc (What)

- WHAT: (céi gi?) Noi dung cong viéc do 1a gi?

- Hay chi ra cac budc dé thyc hién cong viéc do.

- Ban hiy chéc rang, budc sau la sy phat trién cta budc trude.

14.2.3 Xéc dinh 3W

- WHERE: (¢ dau?) c6 thé bao gdm céc cau hoi sau:

+ Cong viéc dé thyc hién tai dau ?

+ Giao hang tai dia diém nao ?

+ Kiém tra tai bo phan nao ?

+ Thtr nghiém nhitng cong doan nao ? v.v...

- WHEN: (khi nao?) Cong viéc doé thuc hién khi nao, khi nao thi giao, khi nao
két thuc. ..

+ Pé xé4c dinh duge thoi han phai lam cong viéc, ban can x4c dinh duge muc d6

khan cip va mirc do quan trong cta timg cong viéc.

+ €6 4 loai cong viéc khac nhau: cong viéc quan trong va khan cip, cong
viéc khong quan trong nhung khan cdp, cong viéc quan trong nhung khong
khan cap, cong viéc khong quan trong va khong khan cap. Ban phai thuc hién
cong viéc quan trong va khan cip trude.

- WHO: (ai?) bao gdm céc khia canh sau:

+ Ailam viéc do?

+ Aikiém tra?
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+ Aihd trg?
+ Ai chiu trach nhiém,...
15.2.4  Xac dinh cach thirc thue hién (How)
HOW: (nhu thé nao?) né bao gém cac ndi dung:
- Tai liéu hudng dan thuc hién 1a gi (cach thirc thuc hién ting cong viéc)?
- Tiéu chuan la gi?
- Néu c6 may moc thi cach thirc van hanh nhu thé nao?
15.2.5  Xac dinh phwong phap kiém soat (Control)
Céch thuc kiém soat (CONTROL) sé lién quan dén:
- Cong viéc do co dac tinh gi?
- Lam thé nao dé do luong dic tinh d6?
- Po luong bang dung cu, may moc nhu thé nao?
- C6 bao nhiéu diém kiém soat va diém kiém soét trong yéu.

15.2.6  Xac dinh phwong phap kiém tra (Check)

Phuong phép kiém tra (CHECK) lién quan dén cac ndi dung sau:

- C6 nhimg budc cong viéc nao can phai kiém tra. Thong thuong thi co bao
nhiéu cong viéc thi ciing can sb luong twong tu cac bude phai kiém tra.

- Tén suét kiém tra nhu thé nao? Viéc kiém tra d6 thuc hién 1 lan hay thuong
xuyén (néu vay thi bao 1au mot 1an?).

- Ai tién hanh kiém tra?

- Nhirng diém kiém tra nao 1a trong yéu?

- Trong t6 chirc cta ban khong thé c6 ddy du cac ngudn luc dé tién hanh kiém tra
hét tit ca cac cong doan, do vay chung ta chi tién hanh kiém tra nhimg diém trong
yéu.

- Piém kiém tra trong yéu tuan theo nguyén tic Pareto (20/80), tirc 1a nhiing diém
kiém tra nay chi chiém 20% sé luong nhung chiém dén 80% khdi luong sai sot.
14.2.7 Xac dinh ngudn lwe (5M)

Nhiéu ké hoach thudng chi chu trong dén cong viéc ma lai khong chi trong dén

cac nguén luc, ma chi co nguén luc mé&i dam bao cho ké hoach duge kha thi.

Nguon lyc bao gdm cac yéu to:
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- Man = ngudn nhan lyc
- Money = Tién bac
- Material = nguyén vat liéu/hé thong cung tng
- Machine = may moc/cong nghé
- Method = phuong phap lam viéc
- MAN, bao gdm cac ndi dung:
+ Nhiing ai s€ thuc hién cong viéc, ho c¢6 du trinh do, kinh nghiém, k¥
nang, pham chét, tinh cach phu hop?
+  Aihd tro?
+ Aikiém tra?
+ Néu can ngudn phong ngira thi ¢6 di ngudn lyc con ngudi dé hd tro
khong?
- MATERIAL: nguyén vat liéu/hé thong cung ting, bao gom cac yéu to:
+ Xac dinh tiéu chuan nguyén vat liéu.
+ Tiéu chuan nha cung tng.
+ Xac dinh phuong phéap giao hang.
+ Thoi han giao hang.
15.3 Phén loai ké hoach
- Hoach dinh chién lugc;
- Hoach dinh tac nghiép;
- Hoach dinh du an;
- Muc tiéu,
- Hoach dinh nam,;
- Hoach dinh thang;
- Hoach dinh tuan;
14.3.1 Hoach dinh chién lwoc
- Bic diém:
+ Thoi han: vai nam
+ Khuén kho: rong
+ Muc tiéu: it chi tiét
- Qua trinh co ban ctua hoach dinh chién luge:
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+ 4+ + o+ o+ o+ o+

+

Nhan thirc duoc co hoi;

Xac dinh cac muc tiéu,

Phat trién cac tién dé;

Xac dinh cac phuong an lya chon;
banh gia cac phuong an;

Lya chon phuong an,;

Hoach dinh cac ké hoach phu trg;
Luong héa bang hoach dinh ngan quy.

- Pau ra cua hoach dinh chién luogc:

14.3.2

+

+

Mot ban ké hoach kinh doanh;
K& hoach phat trién cong ty.
Hoach dinh tac nghiép

- Pac diém:

+

+

+

Thoi han: ngay, tuan, thang;
Khuon kho: hep;

Muc tiéu: chi tiét xac dinh.

- Pau ra cua hoach dinh tac nghiép: H¢ théng tai liéu hoat dong cua t6 chirc nhu:

14.3.3

+

+

Céc loai s tay, cAm nang;

Quy trinh hoat dong;

Cac quy dinh,;

Hudng dan cong viéc;

Céc biéu mau;

Céac ké hoach thuc hién muc tiéu, du an ngén han.
Hoach dinh du an:

Xac dinh cac yéu cAu cua dy 4n;

Xac dinh cac quy trinh co ban;

Xac dinh ngudn luc cung cép cho du 4n;

X4y dung ké hoach thyc hién du an theo so d6 Gantt.

14.3.4Hoach dinh ké hoach nim

Nguon thong tin tir dé 1ap ké hoach nim bao gdm:
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- T chién luoc cia cong ty;
- Tu cac dy an tham gia;
- Tu myc ti€u cua cong ty va muc tiéu bo phan do cong ty giao;
- Tu cac nhiém vu theo chirc nang nhiém vu b phan.
- Nbi dung cua ké hoach cong tac nim:
- Noi dung cac muyc tiéu cong viéc;
- Thoi gian thuc hién;
- Murc d6 quan trong cua cac cong viée (dé giup bd phan c6 thé dit trong
tAm vao cong tic nao va danh gia cong viéc cudi nam).
14.3.6 Hoach dinh ké hoach thang
Ngudn thong tin 1ap ké hoach thang:
- Céc cong viéc trong ké hoach nam;
- Céc cong viée thang trudc con ton tai;
- Céc cong viéc moi phat sinh do cong ty giao.
- Nbi dung ké hoach thang:
- Céc cong viéc quan trong trong thang;
- Phan céc cong viéc cu thé gém: ndi dung cong viéc, thoi gian thuc hién,
nguoi thuc hién;
- Cac cong viéc chua xac dinh dugc lich (nhung phai lam trong thang
hodc lam trong thang sau).
14.3.7 Hoach dinh ké hoach tuin
Ngudn thong tin dé 1ap ké hoach tuan:
- Céc cdng viéc trong ké hoach thang;
- Céc cong viée trong tuan trude chwa thuc hién xong;
- CAc cong viéc mai phat sinh do cong ty giao thém.
Noi dung ké hoach tuan:
- Céc cong viéc quan trong trong tun
- Phan céc cong vi¢e cu thé gém: ndi dung cong viéc, thoi gian thuc hién,
ngudi thye hién, ghi chu (yéu cau két qua).
- Céc cong vi¢c chua xac dinh dugc lich (nhung phai [am trong tuan hodc

1am trong tuan sau).
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Tuy nhién, khong nén qué cing nhic trong ké hoach. Vi thuc té, trong cudc song
gidi tré van khong du dir lidu dé 14p ké hoach. Tham chi nhitng ning khiéu van chua
hoan thién mot cach d?ly du. Vi vay, ké hoach cta ban can phai luén dugc cap nhat, bod
sung thém dé phu hop véi diéu kién thuc té.

4M (Man, Machine, Method, Material ) la nhitng yéu té cin ban trong san xudt
Vay néu cdc ban ¢é vin dé gi phat sinh thi chiing ta c¢é thé tdp trung vdao 4 yéu t6 nay
dé gidi quyét

%  Man : con nguoi
- Ailam?
- Nguoi lam da dugc dao tao chua ?
- (¢ tai liéu dao tao chua ?
- Aidao tao, dao tao trong bao lau ?
+  Machine : May mdc
- May moéc c6 tot khong, co dugc bao dudng thuong xuyén khong ?
- May c6 duoc kiém tra, hiéu chinh dinh ky khong ?
- Thong s6 may c6 phu hop khong ?
+  Method : Phwong phap
- Co tiéu chuan lam viéc khong ?
- Tiéu chuan cong viéc hay hudng dan cong viéc co phé duyét chua ?
- €6 lam theo phuong phap hay tiéu chuan cong viéc khong ?
+  Material : Nguyén vat li¢u
- Nguyén vat liéu dau vao c6 kiém tra khong ?
- Nguyén vat lidu c6 diing tiéu chuan khong ?
- Co6 bi qua han sir dung khong ?

- C6 dugc bao quan dung cach khong ?
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DANH SACH KY NANG CAN THIET

Trich ta“Stc manh cia hd so:
Nang cao gia tri ban than tir nhirng

trang gidy, tac gia Tom
Washington. Xuat ban nim 1990
bai NXB Walking Bird

K¥ niing vé quan hé con ngudi Nhirng k¥ niing hd tro

e Nhay cam véi nguoi kKhac e Giup do nguoi khac

o D6i xtr cdng bang véi moi ngudi e Kién nhan véi nhilng ngudi kho tinh
e Lang nghe cham chu e D4p ung cam xdc va nhu ciu cua
« Giao tiép than thién ngudi khac

* Xay dung cac méi quan hé e Tu van / Trao quyén

e Hiéu dugc hanh vi con ngudi o Khuyén khich nhan vién

e Ddng cam
« Lich thiep

o nguoi khac ra quyét dinh

{i6) & cao long tu trong cua nguoi
e Hop tac vaoi cac thanh vién

nhém . e a P i

e Lam viéc hiéu qua vdi nhitng nguoi

e Tranh rap khuon nguoi khac . C o 9 1

thuong bi bo qua hoac xem xet la

e Cam thay thoai mai vdéi tat ca moi A £

khéng mong muon

uoi cé tinh cach khac nhau . s
ne e Cho moi nguoi bict ban thuc sy quan
e Vui vé khi lam viéc cung nguoi khac N

) 7 tam dén ho
e Doi xtr binh dang véi nguoi khac , o A ) .
) e Moi nguoi cam nhan ban cam thay
e Giai quyét thoa dang cac cudc xung

dot

e Gilip 1am rd su hiéu l1am

nhitng gi ho dang nghi
e Gilip nguoi gitip do minh
, e Khuyén khich nhiing nguoi Khac dé
e Ta0 MOt moi trudng tuong tdc mang o
o mao rong va phat trien
tinh xa hoi cao o
e Tao dieu kién ty danh gia va phat
trién ca nhan

K¥ ning Pao tao / Hwéng dan
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e Danh dam mé cho mét chu dé

e Cam nhan rd cach tra loi cau hoi

e Giai thich cac y twong va khai niém
kho

e Tao ra mot moi truong hoc tap hao
hing

e Cho phép tu khdm pha

e Khuyén khich sy séng tao

e Sir dung hiéu qua cach thay doi hanh
Vi

e Giang day tai cap do ting hoc vién
hoac nhém

¢ Dao tao tai noi lam viéc

e Xay dyng tai liéu dao tao néng cao va

tang téc do hoc tap

e Trinh bay bai giang tha vi

e Tao cam giac 1a mot phan cua mot
nhom dugc cham soc

e Danh gia phong cach hoc tap cua cac
ca nhan

e Trinh bay thong tin bang vin ban
logic tirng budc

e Nhay cam khi nguoi khac khong "dat
duogc céi gi do"

e C6 kha ning dién dat lai diém quan
trong dé moi nguoi "hiéu van d&"

e Nhanh chéng thiét 1ap méi quan hé

vai mot nhom
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e Phat trién va st dung hiéu qua céc
thiét bi nghe nhin
e Duy tri cac cudc thao luan

Nhom k¥ nang lanh dao

e Lanh dao

e Thuc day/ truyén cam huang cho
nguoi khac

e Bit bau / x4c nhan duoc lua chon nhu
mot nha 1anh dao nhom

e Moi nguoi dit niém tin vao ban

e Xac dinh thay doi

e Khuay dong moi ngudi

e Pua ra nhitng quyét dinh khé khan

e Nhitng nguoi duoc truyén cam hang

5ang 1am theo chi dan va khuyén

\ffranh dé tao sy thiét 1ap hogc duy
tri cac chinh sach dugc xem la khéng
cong bang

e Chip nhan trach nhiém vé that bai

e Quyét dinh trong cac tinh hudng
khing hoang

e Giit binh tinh trong truong hop khan
cap

e Giai quyét bat dong

e Goi md y tuong cho nguoi khac

e Pua ra tim nhin chién lugc

e Nhan thtrc dugc sy can thiét phai thay

d6i va sin sang dé thyc hién n6
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e Nhan thirc nhu mot nguoi cO tinh
toan ven cao

e Nhan thirc duoc cac canh ctira cia co
hoi

e Dugc cbng nhan xing dang la nguoi
dan dau

e Cam nhan tinh hudng khi phai thoa
hiép va khi chién dau

e C6 duoc Danh tiéng vi d6 tin cay cao
va tham gia vao nhiing trach nhiém
moi

e Dua ra tin dung cho nguoi khac

KV niang quan ly

e Quan sat toan canh

e Hoan thanh du an dang han

e Thiét lap cac uu tién

e Vuot qua ranh gigi do

e T6 chirc cac dy an, chuong trinh

e Quan ly du an

e Thiét lap cac chinh sach/ quy trinh
hiéu qua

e Pam phan va nhan duoc két qua
mong mudn

e Lam viéc chat ché va thuan loi véi
nguoi khac

e Dat duoc su tin tuong va tén trong
cua nhimg nguoi cha chét

e Dua ra nhitng khuyén nghi hiéu qua

e Ludng trudc c4c van dé va dua ra cac

lya chon thay thé khi can thiét
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e Chu1 dong khi co hoi xuat hién

e Giam sat hiéu qua nhiéu chi tiét

o Xit Iy cac chi tiét tét ma khong lam
mat tam nhin bic tranh toan canh

e Dap ung nhu cau cua ngudi khac

e Tim va c6 dugc ngudn lyc can thiét
cho cdng viéc

e Cung cip tam nhin cho ngudi khéc

e Y&u ciu ngudi ¢ tat ca cac cap hd tro
va thuc hién cac quyét dinh

e Thuc hién chuong trinh mai

e Lam viéc hiéu qua véi cap trén va

nhirng nguoi trong don vi cong tac
khac

duoc sy hop tdc cia moi nguoi
nhom ngay ca khi khéng so

ly ho

e R(t kinh nghiém tir cac tinh hudng
tiéu cuc

e Luwa chon dong minh tin cay

KV nang giam sat

e Tiép nhan thong tin tir nhidu nguoi

e Hiéu biét vé dong luc con nguoi

e Xay dung mot nhom thuc su lam viéc
cung nhau

e Dao tao va phét trién nhan vién

e Khuyén khich nhan vién tim kiém
phét trién c& nhan va chuyén nghiép

e Xay dung mot to chirc hoat dong tron

tru
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o Xtr ly ky luat hiéu qua khi can thiét

e Tao ra mot moi truong cho moi nguoi
tin tudng va ton trong 1an nhau

e Giam sat nhirng nguoi kho tinh

e Uy thac cbng viéc hiéu qua

e Biét dugc diém manh va diém yéu
ctua ngudi Khac

e Lubn tuyén dung va thué nhiing
nguoi tot

e T4 chuc céc hop co loi

e Cai thién tinh than lam viéc

e Duy tri lién lac / Giao tiép voi nhan
vién

e Gitr vai tro trung gian

e Giam sat viéc dao tao chéo

e Khuyén khich moi ngudi muég!
hét sirc minh

e Gillp moi ngudi thé hién tat ca kha
nang

e Giam chi phi

e Giam thiéu khiéu nai va phan bac

K¥ ning thuyét phuc

e Tao anh huéng dén y tuong va thai
d6 cua nguoi khac

e Trung gian gitra c&¢c nhom

e Co dugc su ddng thuan gita céc
nhém khac nhau

e Cung cap ¥ tuong cho nguoi dan dau

e Thuyét phuc nguoi khac thay doi

niém tin cb hixu
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e Thu hit moi ngudi danh gia mot cai
gi do khong co gia tri trudc day

e Bit phong ban, té chirc ¢6 hanh dong
nhu mong mubn

e Bit nhan vién / khach hang / d6i tac
tiét 16 nhu cau thuc su cua ho

e Lang nghe nhitng nguoi cam nhan va
nhu cau thuc su cua ho

e Phat trién mot nén tang kién thic
vitng chac dé lam co so tra 10i cho
cac cau hoi

e Cung cap san pham, dich vu va y
tuong cho nhitng nguoi khac

e Két thlic cudc thuong lugng

e Gilip d& moi nguoi nhin thay nhiing

loi ich cia mot qua trinh hanh dong

K¥ nang noi chuyvén

e Duy tri sy chd y cia mot nhdm
e Manh m&, giong ndi dé chiu

e Phat am ro rang

¢ "Doc" mot nhom

e NOi chuyén ngau hirng

e Suy nghi mot cdch nhanh chong
e Ké chuyén

e Sir dung biéu cam

e Dua ra cau hoi hay
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e Lam mot nhom dé tim dén ban

e Cam nhan nhanh su chan thanh va tu
phat

e Lam cho 1ap luan thuyét phuc

e Cung cap cac giai thich rd rang vé
cha dé phuc tap

e Trinh bay y tuong theo mot cach hop
ly

KV niang tinh toan

e Kha niang nam viing véi sé hoc co
ban

e Tinh nham trong dau

e Tim ra "cau chuyén" van dé

e Thém bét cac s6 licu

e Tim ra ty I phan tram

e Nhan thirc dwoc m6 hinh va ¢gg!
quan hé giira cac so liéu

e Dat duoc rat nhiéu thong tin c6 gia tri
tir biéu d6, bang va cac bang xép
hang

e Nhanh chéng sira cac 15i s6 ligu

e Cam nhan nhanh khi moét céu tra loi
hoic sb lieu c6 thé khong hop ly la
chinh xac

e Luu trir mot luong Ion dir liéu sé
trong dau cua ban

e Ra quyét dinh duya trén di liéu s6

e Lam cho tinh toan thd / uwdc tinh
trong tam tri cua ban

e Phan tich cé4c sb liéu théng ké
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KV niang van phong

e Kha ning sap xép

e Lén lich trinh

e X(c tién ké hoach cong viéc

e Tap trung vao cac chi tiét

e Lam viéc hiéu qua vai thu tuc gidy to

e Sir dung dién thoai dé thuc hién cong
Viéc

e Hiéu biét cach lay thong tin noi bo

e T6 chtrc mot vin phong

e Tao hé théng luu trir /phuc hoi dir
liéu

e Ghi nhé cac chi tiét

e Nhanh chéng phat hién 15i van ban

biét k§ ludng cac quy dinh va

| 'c

qua céac gigi han do dé dat muc

tiéu

e Sir dung cac thao tdc mang tinh hé
thdng dé giai quyét van dé

e Xtr ly théng tin chinh xac

e VUi vé khi tiép chuyén qua dién thoai

e Hoc hoi thu tuc van phong mot céch
nhanh chong

e T6 chirc bo may kinh doanh

e Hiéu dinh, stra chira tai liéu

K¥ niang str dung may moc va cong cu

e Phat minh
e Str dung dugc may moc hoac céng cu

e Lip rap / Xay dung / Cai dat
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e Thuc hién cdng viéc chinh xac bang
may maoc hoac cong cu

e Str dung c6ng cu quyén luc diéu hanh

e St dung ¢6ng cu bang tay

e Thao tac trén may moc cong cu

e L&i xe 6 t0, Xe tai, thiét bi

e Stra chira va bao tri

e Giai dap thic mac / Chan doan cac
van dé

e Tim ra cach lam viéc

e Soan thao/ vé& co ban vé ky thuat

e Tim hiéu vé huéng dan si dung / so
do

e Kha nang co khi

e Hiéu biét co ban vé dién

e Sir dung céc thiét bi do

K¥ nang lén v twéong

e Tuong tuong

e Thai nghén va tao ra nhirng y tuéng

e Ngau hirng

e D6i moi

e Sang tao

e Phat minh

e Y tuong hoa

e Tong hop va vay muon cac y tuong
dé tao ra mot cai gi d6 méi

e Nhin thay burc tranh toan canh

e Phét trién ly thuyét moi

e Nhan ng dung méi cho nhirng y

tuong hoac cac vat
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e Goi mo y twong cho nguoi khac

e C6 thé nhin xa hon cach moi the da
duogc thuc hién trong qua khur

e Tur chéi gin bo véi mot ¥ tuong duy
nhét va tich cuc tim kiém y tuéng tot
hon

e Nhin thiy nhiing diéu ngudi khéc
khdng nhin thay

e Tim cach dé cai thién moi thar

e Két hop hai khai niém khac biét dé
tao ra mot cai gi dé ban goc

K¥ ning viét

e Kha nang viét tong hop

e Viét rd rang cu tur

lNg von tir vung tot

bay va phét trién chu dé logic

e Miéu ta moi thir sinh dong

e Khuay dong cam xuc ciia ngudi doc

e Cau vin séng dong, chan thuc

e Phat trién cac quan diém hop Iy va
thuyét phuc ngudi xem

e Tong hop, c6 dong vin ban

e Bién tap, chinh sua, hi¢u chinh van
ban cua nguoi Khac

e Viét hai hudc

e Don gian hoa céc tai liéu khoa hoc k¥
thuat

e Lam ddi twong "khd khan" tr& nén

tha vi
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e Soan thao

- Thu tur

- Ghi nhé

- Béo cao

- Quang cap

- Bao cao nghién cuu
- Ban tin

- Tiéu luan

- Tong két

K¥ ning 1ap ké hoach

e Lap ké hoach du &n/ muc tiéu/ van dé

e Xac dinh muc tiéu

e Xac dinh cac vu tién

e Du bao / du doan

e Lap ké hoach hiéu qua

e Dua ra khuyén nghi c6 st
phyc

e St dung su kién khi cam thay duoc
Sy tin tuong

e Quan ly thoi gian

e Dy doan chinh xé4c két qua cia hanh
dong duogc dé xuét

e Danh gia chinh xac ngudn lyc sin c6

e Luong dinh truéc cac van dé trudc
khi ching phat trién

e Du doan phan ttng ctia moi ngudi va
cam nhan xem ho s& hd tro mot dé
nghi méi nhu thé nao

e Hoan thanh dy an dang thoi gian
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e Cam nhan trugc c6 moét du an hoac
chuong trinh s€ lam viéc va dua ra
kién nghi thich hop

e Phat trién cac hanh dong khac nhau
trong trudng hop ké hoach chinh
khong hoat dong nhu mong doi

e Phat trién cac phuong phap sang tao
va ky thuat

e Du doan noi tic nghén co thé xay ra
va chuan bi ké hoach kha thi dé c6
duoc xung quanh tic nghén

e Xem Xét tat ca cac chi tiét cuaa mot
du &n, du 1a nho nhat

K¥ ning tb chiic

, uc cac su kién

SR, phong

e T6 chitc hanh dong cho moi nguoi

shuc hé thong

e T6 chirc dir liéu/ thong tin

e bam bao moi nguoi ¢ dung noi vao
dung thoi diém

e T6 chirc dién bién thl vi va ddng nho

K¥ ning giai quyét van dé va xi Ii sw

5.

e Chan doan van dé

e Giai quyét van dé

e Phan tich dir liéu

e Dua ra thtr ty cuia mot tinh hudng hon
loan

e X4c dinh nguyén nhan géc ré
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e Cam nhan truc quan vé véan dé

e Nhan thac va giai quyét cac van dé
trong khi chiing van tuong d6i nho

e C6 kha ning budc vao va nam quyén
kiém soat mot tinh hudng

e Lya chon giai phap téi wu nhat

e Ung bién vai cac cang thang

e Gitip 46 mot nhom xac dinh céc giai
phap

e Khdong dung lai & cau tra loi
“c6” "khong” ma phai phét trién mo
rong van dé

o Xtr li nguoi kho tinh

e Giit binh tinh trong truong hop khan

cap

duoc quan tdm

KV nang tai chinh

e Phét trién mot ngan sach

e Duy tri pham vi ngén sach

e Timgiare

e Udc tinh chi phi

e bam phan giao dich tai chinh

e Nhan thtc duoc co hoi kiém tién

e Kha ning mua thap va béan cao

e Quan ly tién / phat trién kiém tién

e Thiét lap cac vu tién tai chinh

e Xay dung cac giai phap cit giam chi

phi
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e Tim hiéu vé nguyén tic kinh té
e Nhin thiy co hdi loi nhuan
e Nhay bén vai cac xu hudng tai chinh

e Kha nang nhan duoc tai tro

K¥ nang co thé

e Stir dung tay khéo léo

e Mit va tay phdi hop nhip nhang

e Phéi hop vat ly

e Phan xa / phan trng nhanh

e Di bo duong dai

¢ Burng trong thoi gian dai

e Manh tay / chan / lung

e Chay, nhay, va ném

ha / mang

hat chiu dung

By 6n dinh

e Sap xép do vat

e Cam nhan chiéu sau

e Lam viéc nhanh chdéng véi hai ban
tay va cac ngén tay

e Cam giac cua huong vi, mui, thinh
giéc, xuc giac, va nhip dié¢u

e CO thé nhin thdy nhiing tha / vi tri
nguoi khac bo 16

e K§ ning thé thao

e Kiém soat co thé cua ban

e Chiu dung dau hoac kho chiu

KV nang quan sat

e Truc giac sinh dong
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e Quan sat ky moi truong xung quanh

e Ghi nh¢ 1au cac 1an quan sét

e Ling nghe / cam gi4c / nhin thiy
nhiing diéu ngudi khac khdng biét

e Cam quan / nhay cam / nhan thuac

e Vuot Ién trén cam xdc, phan ung va
thai d6 cua nguoi khac

e D& y tét tirng chi tiét nho

e Phét hién ra nhiing thay d6i nho trong
moi thir

e Nhic lai tén va khuén mat caa

moi nguoi

K¥ niang Nghién ctru va Khio sat

e Lam viéc trong cac du an nghién ctru
¢ Nghién ctru trong thu vién

e Biét lam thé nao dé tim thong ¢

trong tur khdng quan trong

e Dicu tra

e Theo ddi ludng thong tin

e Bam sat cac chi dan

e To chuc lugng 16n dir liéu va thong
tin

e Gitt mot tam tri coi mo

e Tong két két qua

e Thiét ké dy an nghién cau

e Kham pha nhiing diéu méi hoic céac
hién tuong

e Khong nging tim kiém mot cau tra

loi
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e Phat trién cic phuong phap thir
nghiém mai

e Thu thap thdng tin tir moi nguoi

e San xuat cac cudc khao sat hoic bang
cau hoi

e Xac dinh cac méi quan hé

e Phat hién cac mdi quan hé nhan qua

e Thu thap dir ligu

e St dung s6 liéu thdng ké

e Lién két cac bang chung

e Phat trién gia thuyét

e Trich xuat thdng tin can thiét tir moi
nguoi

K¥ ning biéu dién

5ang va tu tin tredc nhom
1én

afllrng tdm trang cua khén gia

e Lam moi nguoi cuoi

e Co duogc ddi tugng tham gia véi ban

e Sy hién dién san khau manh mé

e C6 duogc khan gia nhiét tinh hoac
phan khich

e Khoi goi nhitng cam xdc manh mg¢ tur
khan gia

e Khuay Ién mot khan gia dé c6 mot s6
Kiéu hanh dong

e Giai tri mot khan gia

e Choi nhac cu

e Nhay

e Dién xuat
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e Hat
e Lam mau
e Ngam tho

KV nang phan tich

e Giai thich / danh gia dix liéu

e Danh gia cac bao cao va kién nghi

e Phan tich xu hudng

e Dy doan chinh xac nhirng gi sé dugc
thuc hién dua trén su kién, xu hudng,
va truc giac

e Thiét ké hé théng dé thu thap hoic
phén tich théng tin

e Xac dinh khéi luong, wu va nhuoc
diém cua mot van dé

e Don gidn hoa cac y tuong phirciag

e Tong hop cac ¥ tuong

e Lam rd cac van dé

e Chén doan nhu cau / van dé

e Pha v& nguyén tic thanh cac phan

e Thuong xuyén tim kiém mot cach tét
hon

e Xac dinh cach hiéu qua hon lam viéc

e Pén cac trung tdm cua mot van dé

KV nang nghé thuat

e Khau vi tuyét voi
e Nghé thuat
e Cam nhan két hop mau sic

e Cam nhan cai dep
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¢ V€ canh / moi nguoi

e Tranh

e Cam nhan chiéu sau

e Phac thao san pham hoan tat / cam
nhan nd nhu thé ndo tit ca s& dén voi
nhau

e Cam giac vé ty 18 va khong gian

e Phac thao ba chiéu

e cam nhan khong gian

e Thiét ké hd tro truc quan

e Thu phap / chir

e Ghi nhan va danh gia tac pham nghé
thuat

e Ghi lai mgt cam giac, tdm trang, hoac

hng thong qua nhiép anh, ban v,

hac, phim hoat hinh, am nhac,

e Phat trién nhiing tha truc quan dé

chiu

e Ap dung ¥ nghia ctia mau sac, hinh
dang, thiét ké

e Trinh bay tryc quan vé nhiing y
tuong va khai niém

e Cam nhan véi nhiing gi s€ lam viéc
va nhin chinh x&c

e Cam nhan duoc nhitng gi moi nguoi
s€ danh gia cao

e Lam viéc tét v6i moi ngudi nghé
thuat

e San xuét chat luong cao ban vé co khi
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e Su hiéu biét su khac biét trongnghé

thuat gitra tét va tuyét voit
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