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Business Edge la nhan hidn mdi cba bd sach v& quin Ui va
hang logt cdc san phim va dich vu d40 tao khéc Cdc th
lidu dac lgo nay cung cfip nhilng ki&n thuc co ban vé
marketing, nguén nh#n lye. sin xuft & vdn hanh, 14k chinh &
ki todn vd phit tridn ki ndng lam vide cA nhan. T4t cd duge
truydin 14i dudi nhitng hink thite dd hidu va dd 4p dung.

B& sach moi cia Business Edge dugc x4y dung va ké thia
s thiinh céng clia bd sach Doanh Whiin Ty Hec - d& dudc
hai trong 38 cac 1§ béo hang ddu cha Vigt Nam biu i sdch
ban chay nhat trong narm k& 1 khi phit hanh trén 10an quéc.
Cac khda Bac 1ao Qudin iy va Chuang tinh Hai thao Do tag
Qudn iy theo phuong phap tinh hoat cha Business Edge gop
phén eling o6 nhitng ki ning quan trj doanh nghiép. Nhing
chuong trinh @4 tao nay 0a rat thanh céng tif khi khia hoc
@iy tién dugc 19 chic vAo ndm 1998 vA hang nam thu hit
lugng hoc vibn tang p&p dbi 5o voi ndm ude.

Tham vao 46, nhiing sin ph&m va dich vy dao tao trén dugc
bé sung bling dia GO ROM wa trang weh Business Edge -
cung clp nhiing théng tin d& sir dung vi dy nhu cdc bi quyét
kit doanh, hei thao trve tuysn w8 quan iy, phdn mém va
bidu méu van ban cén thidl a& hd trg céc doanh nhan va
doanh nghidp phat tridn jan manh. Hai cong cu nay duge
phat tridn trén cd 58 hop tAc véi du ap SME Teolkit cia bh
ph&n chuyén trach Doanh nghiép nhd vi via thudc Ngan
hang Thé gidi.

Business Edge I mot bd phan cla Chudng trinh Phal trién
Dy dn W& Kong (MPDF). Thanh l&p nam 1997, MPDF 13
mét chueng trinh do da phugng tén trg cha Ngan hang Phal
tridn Chau A (ADS), Oxiraylia, Canada, Phdn Lan, Cong ty
Tai chinh Qufic 18 (IFC), Nhat Ban, Ma Uy, Thyy Enén,
Thyy S§% va Vudng Qudc Anh. Chuang trinh dugc digu
hanh B&i IFC, bY phin chuyén ddu 1 vao khu wic W nhan
clla TAp doén Hghn hang Thd gidi. MEDF co sd ménh h&
trg s phat 1ridn cla cde doanh nghidp tu nhan, déc bidt 1a
cAt doanh nghidp nhd va wiaa (DNNVVY 4 ba nudc Vigt
Mam, Cam Pu Chiz va Lao. Céc hoat dong chinh coa
Chugng trinh bao gdm: (1) tryc t€p hd trg céc doarh
nghidp. (2) tang cudng ning ke cac 18 chic hd trg doanh
nghidp, va (3] ddng gop cai thidn mdi lrudng kinh doanh
cho ktu vije doanh nghigp tu nhan,
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1 Cubn sédch nay cdn thiét cho ai?

Nam trong bd sdch Phdt trién ning liuc lom
vi¢c cd nhdn, cubn sdch nay dudce thit k&
danh riéng cho:

m chi doanh nghiép

® cdc nhd qudn ly trong cdc doanh nghiép
8 Cubn sdch nay cdn thiét vita va nhé

cho ai? v61 muc dich trang bj cho ho nhitng céng cu

o va ki€n thitc quin 1y co ban.
» Gidi thiéu chung

Tuy nhi€n, nhdn vién lam viéc trong céc
% Muc tiéu cudn sdch doanh nghigp vita va nhd va sinh vién dang
nghién cifu linh vife quén tri ciing ¢6 thé
tham khdo cudn sdch ndy vi né cé thé gitip
céc ban c6 c4i nhin tdng thé vé cdc van dé
» Phuong phdp hoc qudn ly.
Cuén sédch nay sé hitu ich néu ban muén tim
hiéu céch thitc d€ dat k&t qua cao hon trong
hoi hop va thuy&t trinh. Ban ciing s& rit ra
nhiéu didu b3 fch trong viéc giy anh hudng
d&n nhirng ngudi khic thong qua viéc truyén
dat v xit 1¢ théng tin mdt cdch chinh thifc
trong doanh nghiép.

m T5i sé tim dugce gi tr

cudn sdch?

® Hay ddt muc tiéu hoc

cho minh/

2 Gidi thiéu chung

Hbi hop va thuyét trinh 14 mdt trong nhitng
hoat d6ng dién ra thudng xuyén trong mdi
trudng cdng viéc bdi 1€ ddy 1a mét trong
nhitng kénh trao ddi théng tin chinh thic
trong viéc truyén dat va ki€m sodt cong viéc.
Né€u 8 chite, didu khién va tham gia mét
cugc hop hiéu qud ban sé nim bt dugc
théng tin va xr 1y cOng viéc sudn sé. Né&u
tinh bdy vdn dé mot cich thuyét phuc, ban
s& chuyé€n tdi théng diép tron ven va giy
dugc tic dong dén ngudi nghe nhu ¥ mudn.
Thong qua d6, ban c6 thé ting cudng uy tin

i



Gidi thiéu cudn sdch

Sy
P

4 nhaniciing nby kb ning gy, Aniy hud

mét 56 doanh nghiép, ning lyc cla mot

. gid qua cdc'cidc hop hay nhirng dip thuyd

© V) vAy, néu hodn thién tot k¥ ndng hdi

6 co hdi thé hién minh t5t hon trong
va cép trén.

Cufn séch nay s& gidp ban fm hiéu céc k§ ning hdi hop va thuy&t
trinh mot cdch c6 hidu qud. trong boi cdnh cong viéc. Trong phin
A, chiing ta s& thdo luin nhing ky nang 68 & chic va diéu khién

* - ¢ude hop bao gbm nhitng cach thite chufn bi cho cudc hop, cde¢ val

ird trong cude hop, hhithg k¥ thudt d€ kiém sodt cudc hop vA mot.

58 cong cu gilip din dit thia ludn trong cude hop.

" Phdn’B tap trung vao nhiffig ky thit wong thuy€t irinh. Ban s& nghién

cifu nhiing Tigayén nhin va cich thifc vugt qua nhitng vén dé: ve 1am

" Ig-khif thuyét trinti; clic bude dé ‘phic thio mot bai thuy&t winh, phuong,

phap luyén tip va nhifing k¥ thugt 88 thuy€t trinh mot cach hidéu qué.

3 My tiéu cudn sdch

| Sau_khi_h_oc xong -'»".:_u;.f)',n sachban s& c6 kha nang tSt hon d&:

M6 4 cach thitc t§:chité-va dién khién mét cude hop;

M3, té céch tercdé chuz‘fnbl vé _él;éng g6p ¢ ki€n c6 hi¢u qui trong

" cubc hop;

Giai thich cdc budc dé phac thio va luyén tap cho mot bai thuyét trinh.

R A
¢ S

Toi sé fim dugc gi tif cutin sach?

'Cli_éfﬁ'séch_ néydu’dc Ehi_;i_”thﬁnﬁ' _'ﬁﬁiéu phdn tap trung vao tiing chd
~ de e th€ lién quan d&n 'm:_ué'tiélll_fcﬁa cudn sach. Trong tiing phan,

ban s& tim thiy:

ly thuy€t. b_ao_ gémnﬁldung ch1 ti€1, giai thich va vi du ve cdc khd

ni¢m chi y€u;. . -

bai thie hanh difge dan xen v 1ji dung nhim gidp ban chi ddn;

suy nghiivé _khéifri;i'ejm"v'ﬁ vin- @¢'dang duge thdo luin;
» bai tap t¥ d4nh gis ihiim gidp ban ddnh gid nhitng ki€n thtrc m;

ban tiép thu duge tr mdi phn cia cudn sich;



Gidi thidu cudw sdch

tém tdt cic diém quan trong trong mﬁi“‘:dmig'écﬁa;-tt’mg:-;ihﬁni;*'

cd hdi d€ ban suy ngAm nhiing diéu tim dic trong wng phan cua
cudn sdch, ot d6 xiy dung ké& hoach tash dong'eho: ¢ong vide
cliia ban,

Ngodi ra, ban cing s& tim tha‘.’y trong phin cué'i cuﬁ’n sdch:

;. bai klém tra nhanh 46 kiém tra sy hiéu biét cla: banvé: cic khai
. niém' trong .cuén sach; - T R A RS

bai tap tinh hudng cho phép 4p dung kKigh thie va ki'r 'nﬁr’lé cia ban
vio viéc phin tich mdt tinh huong cu the

T

cd hoi d€ suy ngdm va danh gid I'I'llIC do dat dlrdc céc muc tleu ‘hoc
tap cla ban d6i véi cudn sich; : :

&, k& hoach hanh.dgng nhim 4p dung nhirng kién thl’rc Lrong cudn sach
- vaorthyce tién. cbng . viéc: eua, ban;. L :

w @4p 4n'tham Khio cho cﬁc ba1 tﬁp oy dénh glﬁ klgm tra nhanh va

3 tﬁp tinh hué’ng

. 'phu lyc gldi thn;u mox so phudng uen tryc qua.n

2 PE gitp ban tién theo do1 nm d‘ung cia can séch céc bleu tugng

sau ddy dugc s dung:-

Hay tip trung nd Iye Jamtdac bai tap thyc hank, bai kiém tra nhanh
4 bai tip finh huéng,

_f;‘_Hay tu dgnh gl_a erc dg t1ep thu klen thu’C gua ban sau m01 phin
'hoc : :

" F T 2

- Hay. ghi nhd cdc ndi dung" chinh 'cﬁa”ftfj'n'g_':phﬁn';hgc.:-'

W ;Esau m01 pha.n hoc ban hay danh 5 phut ngam nghl vé nhlrng diéu

. Vi, L ,

#i
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5 Phuong phéap hoc
5.1 T6i nén hoc 8 ddu?

B&t cué noi nao!

Cuén séch nay dudc thi€t k& dic biét theo phuong phap t hoc, cho
nén ban c6 thé nghién cttu cudn séch ndy & moi noi. Tuy nhién dé
dat dugc hidu qui cao nhit, ban nén tip trung, trdnh bi phin tim
bdi cdc y€u t§ xung quanh.

5.2 T6i nén hoc khi ndo?

Béat cit hic nao!

M®i ngudi s& ¢6 thdi gian thich hop riéng d€ nghién citu cudn sich
mot cich hiéu qua. TSt nhit 12 ban nén lap k€ hoach trtéc va danh
mot khodng thdi gian nhit dinh d€ hoc cudn séch nay. Ban dimg b
qua cdc bai thyc hanh trong ting phdn, bdi vi ching giip ban cing
6 lai kién thitc vita hoc va ddn ddt ban sang nii dung tiép theo.
Ciing khong nén lo ling n€u nhu ban mit thdi gian cho mdt bai thye
hanh ndo dé hoi lau hon so vdi thdi gian dy ki€n. Hay nghién cifu
cudn sdch theo khi ning ti€p thu cia ban.

5.3 T6i nén hoc nhi thé nao?

Bdt cut cdch nio!

Cudn sdch ndy dugc thiét k&€ d& ny hoc trong thdi gian 10 ti€ng, nhung
khong c6 nghia 12 ban phai c& gfng danh ding 10 ti€ng lién tuc 88
hoan thanh cudn sdch. TSt nhit ban nén bt ddu blng mjt thdi gian
bidu ddu din, vi du mbi 14n chi hoc mdt ti€ng. Hoc déu din s& cb
k&t qua t5t hon nhidu so v6i thinh thodng hoc don trong mdt thdi
gian dai. Tuy nhién, ban cling khdng nén kéo dai thoi gian hoc cudn
séch, néu khong ban s& cdm thdy chdn ndn.

Cubn séch s& din dit ban qua c4c hoat ddng hoc tip sau: hoc, doc,
ghi chép, 1am céc bai thirc hinh, bai tip ty ddnh gia, bai kiém tra
nhanh, bai tip finh hudng, phdn t6m hrge va suy ngdm. Sau mdi phin
hoc, ban hay dimg lai it phit & trang suy ngdm a€ di€m lai nhitng
di€u ban cim thdy tim d4c nhit va nhing dy dinh m3 ban muén 4p
dung vao thyc tién cdng vige. Diéu niy gitp ban titng budc xdy dyng
K& hoach Hanh dgng sau khi nghién cifu xong cudn sdch.




Gidi thi¢u cudn sdch

Hay thdo luin cdc ¥ tudng va kinh nghiém thyc t& v6i ddng nghiép
hodc cong sy cla ban. Pidu d6 s& giip ban ning cao sy hifu biét
vi khdc sdu nhing gl ban da hoc. Nén tim mét ngudi cing hoc
d€ gidp ban duy tri tinh thin hoc tdp cho d€n khi k€t thic cuén
sdch,

Khi d3 hoan thanh tdt cd cdc phin suy ngdm, hay bit tay vao xdy
dung Ké hogch Hanh déng. Py 12 mdt co hoi &€ ban 4p dung 1y
thuy€t vao thuc tién va tao ra sy thay d8i tai ndi lam viéc cia ban!
N€u cdn thi€t, ban c¢6 thé trao d5i v6i ddng nghiép hodc cong sy
d€ xay dyng k€ hoach hianh dong. Hiy cu th€ hod k€& hoach hanh
ddng thanh tirng budc va dinh lugng thdi gian hodn thinh cho mdi
budc. Luu ¥ ring k€ hoach hanh ddng 12 mét c6ng cu hudng din
linh hoat, chi khdng phii 13 mdt khuén khé citng nhic. Hay treo
k& hoach hanh ddng tai noi lam viéc clia ban, thudng xuyén ki€m
tra lai vd diéu chinh né€u thiy cdn thiét.

5.4 Ai co the gidp t6i?
B4t cit nguoi nao!
Ban ¢6 thé Gm sy giip 43 tt rdt nhiu ngudi:
w Chinh ban than ban. Khi gip phdi vin dé chua hiu, hiy cf ging

doc lai. Ping bé cufc. N€u ban vin chua hiéu, hiy tam ngung,
thw giin rbi doc lai 1in nita.

» Gia dinh, ban b2 hojc dong nghié¢p. Ngay cid khi ho khong hiéu
chii 48 ma ban dang trao d6i thi trong qué trinh thio luin biét dau
cdu trd 19i lai loé 1&n ngay trong ddu ban.

» Dich vy hd trg. Mjt s6 t8 chitc ddo tac va gido duc s& giiip ban
ti€p cdn v8i cdc nha chuyén mén A€ gidi ddp cdc cdu hdi va cic
vdn dé vudng mic. Ban c6 thé lién hé v6i Business Edge dé biét
théng tin v& cdc dich vu ndy (xem dja chi lién lac ciia Business Edge
& bia cla cudn sich).

5.5 Viéc hoc cua téi sé duge ddnh gid nhu thé ndo?

N€u ban nghién cfu cubn sdch mot cdch ddc 14p, thl chinh céc
bai thyc hanh, cdc bai tdp ty ddnh gid, cdc bai ki€m tra nhanh va
ké hoach hinh ddng s& giip ban ty d4nh gi4 ti€n bd ciia minh.

Céc bai tip thudng khéng c¢6 cu trd 18i chinh xdc duy nhit. Pép
dn cho cdc bai tip chi mang tinh tham khdo v huéng din, do vy
cdu trd 13i cla ban c6 thé khéng hoin todn gidng nhu d4p 4n.

v
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' Chiic ban thanh ‘cbng!

6 Hav dat muc tleu hoc cho mmhl

.- Nao. bay gld ban hay danh 11; phut suy nghl v v1et ra nhﬁ'ng muc
- tiéu eda minh khi doc cubn sdch nay. - - Lo o

Céac k€t qui ma t6i mudn dat dudce cho bdn thin la:

_ : (w du Toz muon nam bar cac bt(d‘r: de 15 chwc mé‘t Cuoc hop hiéu
QHa ) . '

R N L L I L T T P A e T Y E TR

Cic k&t qui ma toi mudn dat dude cho daanh nghiép cla 61 1a:
(vi du: Téi sé xdc dinh dugc edch rhu’c de Iam cho nhan vién dong
gép nhiéu hon vao cudc hop) EE o :

Chiing t6i hy vdhg’rﬁﬁ;g ban s& ‘thich cudn séch niy. Dt ban hoc &
dan, hoc lde ndo; hoc v8i ai, v hoe bling cdch/ndo; ban: ludn khdm

- phé va git h4i nhitng diéw méimé va b6 ich. Chuc ban thanh cng

l;heo phlfdng thifc hoc linh- hoat .
. T ULV S Ifl'.i:



Tuy thuac vao tLrng bm canh mﬁ hpl hop ¢6
fo +thé 13 mot didu thd vi, mot. s_u’__,can thié&t,
nhung ciing c6 thé lai 13 mét diép _plhién todi.

S e L KO N F

~ Neéu-cde, cude hop khong duge ebuin bi chu
ddg va diéu khi€n 101, thi chiing vita gdy lang
phi thdi gian gui:bdu -cia moi, ggudi, vira

P khéng glai quyet du’dc van de g‘l mgl con gy
T Chan ndn cho nhﬁ’ng ngu’dl tham du.

y Dén nhdp -

' Tai sao chiing ta phdi hop? ...
; Crng @ paar aeps - “Hon the nu'a,dnhu'ng ndi Tha v1¢c 840 d4 da

v T8 chite mét cude hop “rtrd-thanh chuyén: thudng ngiy thi-viéc hop

o w7, haph thuting mang tnh chat lpem -S04t va gay
 Cde vai trd 1rofg cugc hop céng thing vi nhimg gi ban phé.t bidu hom nay
» Si? dung cdc cong cu hé trg nc_é the dtr(;ic dung de chong la1 ban.ngity mai.

y  Tom 1t éé 1€ chung ta khong xa Ia vdl nhu’ng phdn
R A £ dng tign bi€ sauwday’ cua nhLEng ngirb‘l nhin
2 Suy ngdm 0 -'dtroc thﬁng bﬁﬁ a hop
- o ' l ,'J“Lal sap de them cong vxec day"’
s - “C6 biy. phiu a6 chuyén mé.cﬁ’.hop hoai.”

= “Thé nao chiéu nay cung 1a1 ve mugn. Ai
e e ... d6n con day? '

. . ... = “Ghétcdi bin mit cda ldo Lém, ngol hop
ERPIFTUE SRS 35 S 1 DL A RN
" S Chung véi hin phét chan"’ ' :
m “Céng viéc bl cd diu la1 con hop"’
‘w “Lai bi s€p “vin” rdi. Kho ghé!”
| VAT

Nhung ¢6 phdi viéc hdi hop lic nio cling tao
*ra nhitng phan fng tiéu cure nhy viy khong?
Cé-1& khong hdn nhu vay. Che du th€ nio
di nita, cdc cudc hop vin déng mot vai tro
quan trong trong hoat ddng cha mot doanh
- nghiép. B6 1a bdi vi dé hoan thanh mét cong
Vi thudng cAn d&n sy phoi hop cia nhiéu
. thanh vién khdc nhau lién quan dé€n nhiéu

1




Lam thé nao d€ h6i hop c6 hiéu qud?

linh virc khdc nhau, kinh nghiém va ki€n thic cia mbt c4 nhan trong
da s6 tinh hudng khong dii A€ gidi quyét cdng viéc d6. Diu cdt 16i
& day 1a phai hoc cach lam cho cdc cude hop dem lai higu qui, du
ban & vai trd ngudi tham dy hay chi toa.

Phin ndy sé trinh bdy cdch thitc chuyén nghiép d€ t5 chifc cic cude
hop trong doanh nghiép, phén tich céc vai trd trong cudc hop, va
gi6i thiéu nhitng ky thudt hd trg d€ diéu khién mdt cudc hop dat
két qud mong mudn.

Khi hoc xong phin ndy, ban s& c6 kha ning t6t hon d€:

mb ta cdch thitc t8 chitc thanh cong mdt cude hop;

gidi thich cdc vai trd trong cugc hop;

mé tA cdc ky thudt hd g d€ diéu khi€n mét cudc hop c6 higu qua.

Tai sao chiing ta phai hgp?

Trong mo6t doanh nghiép nhd, rat it khi ¢6 nhifng cuéc hop chinh
thitc, k€ ¢4 nhing cudc hop vdi nha cung cdp, v6i khdch hang, hay
v6i chinh quyén dia phuong. Thé nhung & nhitng doanh nghi€p idn,
hop hanh di&n ra thudng xuyén hon va déng mot vai tro quan trong
trong viéc diéu hanh doanh nghiép.

Thuc hanh 1 4 phut 8

Hi'y liét k& nhimgcuéchop d;nh kamAban hoac.-c?{p trén clia ban

.....................................................................................................

.....................................................................................................

.....................................................................................................
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C6 thé ban di néu mdt s& nhitng cudc hop nhur:
hop hang thdng cla ban gidm déc;

hop hdng tuin;

hop c6ng doan;

hop vé an toan;

hop bdo cdo tinh hinh bdn hing hang thing;
VA

Piy 1a cdc cude hop dinh ky, duge sip lich trudc. Ciing cé nhiéu
cudc hop khdc chi x4y ra 46t xudt vdA mot 14n nhdm gidi quyét cic
kh6 khin hay cidc vdn d& phét sinh.

Thyc hanh 2

Céc cong ty 16n thudng quan liéu, v2 m6t s& nhd quin 1§ c6 thé coi
hop hanh 12 mot cdch d€ phdt tri€n nghé nghiép cia ho, nhung néi
chung dé khéng phdi 12 1§ do thyc sy d€ ngudi ta phdi t8 chic cdc
cudc hop. Ciing khong mdy cdng ty chdp nhin chuyén ai 46 thich
di hop hon 1a lam viéc. Pi hop ciing 12 1am viéc, va hop hanh thudng
phét sinh thém c¢dng viéc cho nhing ngudi tham dy.
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23-7 Hop d€ trao ddi thong tin -~

Mot trong nhitng. muc dich-cda: viéc hot hop- 1a:d€ trao: d8i thong tin.

Trong nhitng c6ng ty nhd, &t ¢4 moi ngudi -déu bi€t nhau. Vi vay
ai cling bi€t cdc sif viéc dang di&n ra ma khong can bat ky h¢ théng
trao ddi théng tin chinh thdc nao.

3 céc cOng ty 16n hon thi sir viéc lai khéc. M01 nglrdl thu’c hlen céc
cdng viéc khdc nhau & cdc bd phin khic nhau, thim chi & tic dia
di€m khdc nhau. Cling 6 thé nhitng thanh vién & cic bd .phén khac
nhau do m&i quan hé cd4 nhan nén théng bdo cho nhau nhitng théng
tin no d6, nhung thudng thi diéu nay rat it khi xdy ra vi chi y€u

¢ -nglréfi ta chi ban tén va d8n dai hon 1 ﬁuyén dat thbng tin.

e

"D 46 cﬁc cﬁng ty 16n’ l{hﬁng the chi dlra vio céc phu'dng thiic trao
ddi théng tin khong chinh thie gﬂi’a cdc nhém nhan vién ma phéi
dung nhing kénh théng tin chinh thic nhlr h61 hop

" Tuong tv, ki€m sodt céng-viée ciing 1a met Iy do khic € hai hop

b(n le dﬁy cung la dreu khé kh&n dm vdl céc doanh ngh1ép lGn -
Nhu vﬁy chiing ta c6- ha1 Iy de t.l:uét thu’c aé té Chlfc nhﬁng cude

’ hOP dinh. ky ¥ chmh thatc, dé ..o

i

_; ] de trao 601 t.hﬁng tin. ;6t hdn Cha S e g

€. kié€m, spdt. qong;:vxéo:totahdn-- RN I P N TN

Trong thue t€, rit nhiéu.cude hop chf xoay quanh cdc muyc dich sau:

cung c4p théng tin (nhw khi mdt nha quan 1§ widw tdp nhan vién
hop d€ théng bdo vé k& hoach chuyén sang vin phong mdi),

‘thu thap théng tin (nhuv khi ngudi ta dé nghi dai dién ting phong
ban bio cdo vé qud trinh tri€n khai ¢ong viéc);

trao doi thong tin (nhu khi cdc dai 19 ban hang tit cic noi khéc nhau

- dén tham gia cudc hop d€ trao 461 kinh nghiém).

Ngoﬁi ra-cOn c6 cdc cudc hop nhiim tham khio § ki€n khi ching ta
muon tham do. cac: phﬁn 1ng ban. dau cia.moi ngudi vé cdc ¥ tudng

Ay ety nméil hay cac. dé xuat (nby khi phbng ti€p thi tham khio ¢ ki€n nhén

i

i, vién edc. phong kbéc trong, cﬁng ty vé nhﬁ'ng mﬁu md bao bi mdi
m; »1 ¢ho, $ém phdm). L
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2.2 Hop d& kiém sodt cong-viee -~ - I

Céc cong ty ton tar d& dat difoc nhitng myc tidu nhat dinh va moi

i i thogt d6ng hang ngdy cda ho d8u nhim thic hién difu ds. Tean bd
puLls dich cla cong tac quan ly la. dam bio moi viée chen 1a troi chdy
theo diing hmﬁng nhu vay.

H4

MGt fhit, cdc nha quén 1§ xdy ding k&€ hoach dé:
€1 o xdé dinh nhﬁ‘ng hoat dong c§n thiét de &at duge cde muc tidu;

!j & f, _‘:'-“'

" xic dmh nhlrng nguon Ilfc can thiet de thlfC hlen céc hoat dong dé;
® dit ra cdc chi tiéu, cho tit ¢4 céc cOng viéc lién quan. -

Mat khéc, ho ldp ra-céc hé thﬁng nhim so sanh nhu'ng gl thlrc hign
duge v6i k€ hoach da Iﬁp bao gbém viée:

. glzim sat vi do lu'(fng ket qua cdng viéc va hidu qué sif dung céic
E nguon lue;

i A chléu ti€n d6 cong viéc so véi k€ hoach chi tiéu;

. dleu chmh cac hoat dong trong tuong lai mdt cach phu hdp néu can.

gm;l& chu tr,mh klem soat.. Cac cuﬁc hop I:an cdo: dmh ky la mot
cdng cu-quan trong d€ dim bio ¢hu tinh miyhoat ddng tdt, bdi vi tat
cd céc cong viéc trén déu cin c6 thong tin. Trong thue t€ ching ta
w07, o+ gling thdy ring cdc cude hop dinh X§. 13 cdc hé théng xi-If thong tin.

ﬁmh ‘Dudng 13 mot cong ty xﬁy dyiig tunhan. Hang thang han’ quﬁn |y t6 chilc

¢4 cude hhp 08 xem xét cle hoat dong va- ngan'sdch: Trige cuﬁc hop vai

A " ngay, nhiing* ngubi tham dy $& nhan duc nhfmg tai figu c6 figw quan théng

thuong 1a- hai vifi 'ban: MBt van ban ting k&t c4c hoat dong ¢lia‘céc dy an

‘khic nhau Vin'bédn kia thg k&t doarih thu, chi phi va s0 sdnh chling vi ngan

- shich di kigh, Cudé hop chit tap trung vae nhing sai hlét lan trong thic t& so
vOi k& hoach, chi tigu va ngan ‘saeh, ching Ran nht

m dy dn khong dat cic chi tigw dé ra;
w doanh thu bi gidm nhigu;
a chi phi vugt troi. B

Cudc hop s& thdo Jugn nhing vin dé néy va cﬁ géng X4c dmh Xem:
fod g nhﬁ’ng $4i Bigt o6 thUc &80 kht’mg'-" ' e
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hiu qui s& 1a g n8u khdng khic phyc nhilng sai bidt nay?

cdn phdi 1am g1 dé khic phyc nhitng sai bigt?

ai s& chiu trach nhigm thyc hién cac bién phap khic phyuc nhiing sai biét?
khi nao s& xem xét vigc thyc hign cic bign phap khdc phuc nay?

Théng thudng d8i v4i muc dich kiém sodt cOng viéc thi:

H{i hop 13 quéd trinh thio ludn va xi 1Y théng tin nhim dua ra
céc quyét dinh, ti 46 xéc dinh nhitng hanh d6ng cdn phai ti€n hanh
va sau 46 xem xét viéc thyc hién ching.

Qui trinh nay c6 thé dugc minh hoa bing so 46 dudi day.

Trong nhi€u trudng hop, ban s& cdm thdy céc cude hop khéng phin
4nh dugc chinh x4c cong viéc clda nhém ban cling nhy nhitng vin
dé ban dang phdi duong d4u. Diu ndy mét phin c6 thé do sy khic
biét v& géc 46 quan sdt: cAp qudn Iy cao hon thudng mudn nhin
nhin vdn dé mot cich bao quét hon &€ cin nhic cic quy&t dinh,
trong khi 46 rat nhi€u nhin vién ludn ¢8 gdng tinh bay vin d& mot
chch tf mi. Tuy viy, ban vAn cé th€ cdi thién chit lugng théng tin
vé nhitng hoat d6ng trong nhém ban.

Hiy lu6bn nhé ring cAp qudn 1y cao khdng cin: _

nhitng 1&i thanh minh cho viéc tai sao ban khdng hodn thanh chi tiéu;
qué nhiéu thong tin chi ti€t khong cdn thiét,

Nhitng gl ma ho thyc su cin la:

céc thong tin 43 qua xi¥ 1§, chif khéng phdi cdc thdng tin the, dé cb
¢di nhin té’ng thé;



Lam thé ndo dé€ héi hop 6 hiéu qua?

thyc trang v xu hudng cia céc sai biét d€ cé thé chuéin bi, hoidc
phdn ing kip thai.

Bay gi% ching ta c¢6 thé t6m tdt c6ng dung clia cdc cudc hop:
Hop hanh 12 mét kénh trao d6i théng tin quan trong;
Hop hanh déng vai trd trung tim clia chu trinh kiém sodt trong quén 1y;

Ngoai tnlf nhitng cong ty rdt nhd, hop hanh 13 mét phuong phip thudn
tién va thyc & d€ dat duge nhitng diéu néu twén.

2.3 Nhilng vén dé doi vdi cdc cudc hop

C6 hai vin dé thudng xdy ra d6i v6i cic cude hop la:

thit nhat, ching tiéu t6n cdc ngudn lye — chi y&u 1a thdi gian cia
nhitng nhin vit chi chét — v vi th€ 1am phét sinh chi phi;

thit hai, viéc t§ chiic c6 thé kém hi¢u qui, din dén ling phi cic
ngudn hre,

Thuc hanh 3 4 phit 8

Hiy nh6 lai mot vai cube hop v6 b8 ma ban di tham du, sau a6
vi€t ra khodng ba d€n nim tit miéu td nhitng rhéu ban cdm thiy
sai s6t d6i v6i cdc cude hop d6.

...............................................

C6 1& tdt cd ching ta déu da timg trdi qua nhiing cudc hop vo bd, vi
viy t6i hy vong 1a ban di chon nhitng tir ngit d€ di&n t3 ban thit
vong nhu thé nio khi:

phii thdo ludn nhitng chuyén lit vit;
phéi tham di nhitng cudc hop ma ching c6 gi quan trong d€ thio ludn;

phdi ton nhi€u thdi gian v6i cdc cudc hop khong mdy lién quan d&n
cdng viéc cla ban.

Trudng hgp twong ty nhw sau ¢ 1& khéng phii 13 hi€m.
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Treng mGt cue hop HOi ddng quan tri cia mBt cong ty, cac thanh vién da
tranh ¢3i hang tiéng dong hd v& dé xudt mua mBt cai may didy hda vdi gia
3.700.000 dong, trong khi mdt dy &n ddu tu quan trong trj gid hang tram
tri¢u ddng fai chi dugc thong qua trong vai phit, Nguy&n nhan 13 vi tat ca moi
ngubi tham duy déu higu higt v& may didu hbda va thay minh c6 mot doi disu
cdn phai ndi. Trong khi d6 chi mdt hoac hai ngudi tham dy hiéu duge vé dé
xult dy &n ddu tu 16n, va nhiing ngudi khac thi lai khdng 6 gi d8 néi ca.

Ban cling ¢6 thé€ da phai tham dv cdc cude hop khéng di vao trong
tim cy thé, dugc diéu khién kém hodc bi 18n 4t bdi sy tranh cdi gilta
cdc phe phdi d6i 1ap. Nhitng cudc hop qué dai, din dén lac dé, hoic
khong théng nhi't duge vin dé ciing 1am ban buc minh khoéng kém.

That 1a khé chiu khi phdi tham dy mét cudc hop kéo dai cho dén
b€t giy trong khi c6 thé két thic sém hon, clng buc minh khéng
kém khi chi c6 mét vai cd nhan phit biu dai & thé trong khi nhitng
ngudi khdc thim chi khong c6 co hoi d€ md miéng 18y mot 1in.
Tuy nhién khong phai cudc hop ndo ciing gidng nhu viy. Nhy ching
ta s& thiy, cdc cude hop c6 thé ¢ higu qua cao, thdm chi thg vi néu;

» dugc t§ chic tot;

w dugc diéu khién tot;

® vé nhitng ngudi tham gia xit sy hgp I§.
Trd lai cAu hoi @ tiéu dé cda c4 phin ndy 1a “Tai sao chiing ta lai
phéi hop?”. N&u ban con xa la véi cdu hoi nay thi hiy tao cho minh
mét phdn xa “cd di€u kién” 12 mi khi ban ¢6 ¥ dinh 8 chitc mét
cugc hop thi ban nén bat diu véi ciu hdi: “Ligu ¢6 cin phai triéu
tip mét cudc hop hay khong?”’; “Cé nhitng cdch thie ndo khic 6t
hon d€ dat dugc muc dich ma ban muén nhung khong can phai hop
khong?”. Néu cdc ciu trd 137 Jin lugt 12 “C6" va “Khong”, thi viéc
8 chic cuéc hop mdi thire sy cin thi€t va c6 y nghia.

(Khéng nén trigu tdp mét cupc hop néu:

8 khéng cd muc dich ré rang,

w khong cdn ¥ kién tdp thé

W 6 thé lam cdch khdc t6t hon:

\ " chi vi dén dinh ky phdi hop; )




3.1

|

LAl

Lam thé nao d€ héi hop c6 hiéu qua?

W vdng nhing nhdn vir chinh;
W chi phi hop cao hon nhing lgi ich ¢6 thé dem lai do viée hop:

m khdng hop ciing chdng hai gi.

Mot khi dd ¢6 1y do chinh ddng dé 8 chitc cudc hop thi ban hay
bit tay vao viéc chudn bi cho cudc hop. Pay 1a khau kh4 quan
trong nhung thudng bj bd qua. Nhitng ngudi tham dyf hop ma khong
chudn bi chu ddo s& khong nhitng khéng déng gép duge v ki€n
ma con gdy dnh hudng xdu d€n nhitng ngudi khic trong cudc hop.

T chiic mdt cugc hop
Vi sao cdc cudc hop kém hiéu qua?

Thuc hanh 4 3 phiit &

Ban hdy nhd Tai mét cuéc hop ma ban cho 1a khdéng c6 hiéu qua.
Hay danh vai phit suy nghi tai sao cudc hop d6 lai kém hiéu qui?

C6 rdt nhiéu ly do khi&n cudc hop kém hiéu qué, trong d6 phd bién
nhat 1a:

Ngudsi dy hop khéng duge thong bdo truwde. Chic hin ching ta di
nhi€u 14n bi ai d6 dot nhién v8 vai va néi: “Nay, s€p goi vao hop
ddy!” va chiing ta khong hé bi&t trude 13 sé mat ci budi chidu cho
cudc hop ddt xudt nay.

Cudc hop khéng c6 chueng trinh lam viéc cu thé. Cude hop sé
bat d4du bing mot tuyen b8 dai loai nhu: “S& di t6i trieu tip quy vi
§ day dé gidi quyét van dé XYZ”
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10

» Khing ding ngudti ding viée. Ban ngdi vio hop va nlta chirng

chgt nhdn ra c6ng viéc cia minh chdng hé lién quan dén nhitng
diéu dang thdo luin.

Cudc hop khéng cé ai diéu khi€n. Nhiing cufc hop nhu thé
ndy thudng gdy ra nhitng tranh cdi trién mién va khong din tdi
két qui gi.

Trong nhiéu trudng hdp, cdc dp lre ngdm vé& quan hé, vé bdi cinh
khién cho cdc thanh vién khéng th€ dwa ra nhitng chinh kién cia
minh, vd k€t qui 12 budi hop chi di d&€n nhitng quyé&t dinh mang
ning tinh théa hiép.

Ching c6 ¥ ki€n d6ng gép ndo cé gia tri. B3 vi nhitng ngudi tham
dy mai doc cdc tai liéu ma ddng 1& ho phdi doc triSc khi tham dy
cubc hop.

Tinh trang nay hodn toan c6 thé tranh dugc n€u ching ta thuc hién
ot khdu chudn bi.

Ching ta s& 1an lugt nghién citu viéc chufn bi cia ngudi t6 chifc
cudc hop, ngudi tham gia cude hop va céch bd tri phong hop.

3.2 Viée chudn bi ctia nguoi t6 chuc cudc hop

Ban nén I4p cho minh mot ban liét ké chi ti€t nhifng viéc can lam
khi t8 chitc mét cudc hep d€ si dung cho d&n khi ban d4 quen vi
khong con ¢dn t6i né nita.

Muc dich clia cude hop 1a gi?

Viéc ddu tién khi ban 5 chitc mét cudce hop 1a xem xét k¥ muc dich
clia budi hop dé quy€t dinh ¢6 nén tri¢u tdp mdt cudc hop hay
khéng. N€u cau trd 13i 1a “C6”, thi muc dich clia cudc hop ciing 1a
cd 3§ d€ ban trd 13i cu hdi “Ai s& tham dy?".

Ai s& tham dy?

Khi xdc dinh ai s& tham du cudc hop, ban nén cin nhic:

nhifng ngudi ¢6 4l ki€n thic lién quan dé€n cdc ndi dung trinh bay
trong cudc hop € cé nhitng déng g6p hiru hidu;

s nhitng ngudi ¢6 thim quyén ra quyét dinh;
® nhiing ngudi ¢6 trich nhig¢m thuc hién cdc cdng vigc do cudc hop dé ra;
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» nhitng ngudi s& bi &nh hudng bdi cdc quyét dinh ciia budi hop hay

dai dién cda ho;

nhifng ngudi sé cén cdc théng tin dugc trinh bay trong budi hop
d€ c6 thé 1am viéc hieu qud hon,

Nén té chifc cudc hop khi ndo va & dau?

Nén nh¢ danh séch ngudi du hop s& 12 xudt phat diém rat tot d€ ban
c6 thé quyét dinh cudc hop sé phai ti€n hanh khi nao, bao lau, & dau,
Théng bdo mdi h¢p nhu thé nao?

Viéc théng bdo mdi hop 6 thé dusi hinh thic thu mdi hoic email
hoac thdng bdo qua dién thoai hodc gip mit néi tryc ti€p.

Cdc ndi dung trong cujc hop nén dugc tri€n khai nhy the nio?
Viéc hinh dung ra cdch thic trién khai cdc n6i dung hop sé gidp
ban udc lugng dugde thdi gian cho tirng ndi dung, dy tri nhitng tinh
hudng ¢6 thé xdy ra, chudn bi ching tai liéu hay cong cu hd trd cén
thi€t, va hon hét 13 im ra c4ch thitc phit hop d€ dat muc tiéu dit ra
cho cude hop.

Thuc hanh 5 4 phijt 8

Ban dy dinh (3 chitc mOt cude hop thédo ludn nhitng cii ti€n trong
céch thitc phuc vu khéch hang vao twén t6i. Ban giaoc cho Duyén ~
trg 1y cha ban phy trich khiu thong bdo v& cujc hop nay. Ban musn
Duyén s& 1am g} d€ gitip ngudi dur hop sfn-sing cho cude hop?

C6 mdt s6 thong tin t61 thi€u ma bA't k¥ ai chudn bi t§ chitc mot cude
hop cling phdi théng bdo cho ngudi tham dy, ching han nhy thai
gian va dia di€m ctia cudc hop. Tham chi truéc khi lam viéc nay,
ngudi t§ chitc cé thé s& phdi gap truc titng ngudi xem ho cé thé
tham dy cugc hop vio ngiy, gid du ki€n hay khéng.

11
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( D& chudn bi cho mét cudc hop, ban phdi xdc dinh: N

\" Cdc néi dung trong cudc hop nén trién khai nhit thé nao?

DE d&m bio nhing ngudi duge mdi c6 thé tham gia ddy di, ban
cling nén cin nhic thdi di€m hop sao cho thudn ti€n nhit véi moi
ngerl va ngoai trif trudng hgp khan cdp thi ban nén thdong bdo trudc
t61 thi€u 12 mot ngay d6i v6i nhitng cudc hop binh thudng, mot tudn
v6i nhitng cudc hop quan trong. Cudc hop cang ¢6 nhiéu ngudi tham
du (ching han nhw cdc cudc hop dinh k¥ trong cong ty) thi viéc thong
nhit ngay git cang khé khin hon. Do vay ban nén 1&n lich va thdng
bdo cing sém cang tot.

Ngoai ra, ngudi t8 chifc cdn giti cho nhitng ngudi tham dy:
danh sdch nhitng ngudi duge mdi tham dy cude hop;

cic tai lidu c6 lién quan dén vin dé s& dugc thdo ludn;
chuwong trinh cudc hop.

Chudng trinh cudc hop 12 mét danh muc nhifng n6i dung sé dudc
thdo ludn trong cudc hop. Th€ nhung, nhy ching ta s€ thiy trong
nhitng phin sau, chuong trinh cugc hop déng vai trd quan trong trong
viéc bao ddm cudc hop ti€n hanh trdi chdy va higu qua.

Muc dich cud¢c hop la gi?

Al 5€ tham du?

TS chitc cudc hop noi nao va & ddu?
Théng bdo mai hop nhu thé€ nao?

S

3.3 Viéc chudn bi cda ngudi tham du

12

Song song vd&i ngudi t6 chite, nhitng nguvi dy hop cling can danh
chut thdi gian dé chuén bi, bdi 1€ cudc hop dudc tri€u tap nhim cé
duge nhitng ¥ ki€n déng gop cla he.

Thuc hanh 6 4 phit 2

Vin ti€p tuc v6i cudbc hop vé nhilng cii ti€n cdch thitc phuc vu
khéch hang clia cong ty. Bay gid¥ gid sit ban 1 ngudi dugc mdi tham
dy, ban s& chuin bj cho cudc hop nay nhu th€ nao?
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.....................................................................................................

Lai vin 13 nhitng vin dé rit thuc t€ Ban nén:

a Ghi lai thdi gian va dia diém cla cudc hop, v ddnh diu vao lich
lam viéc cia ban;

® Thu x&p d€ d&€n hop diing gid;

m Doc tai liéu. N&u ban khéng hiéu hét tai lidu thi hdy nhd ai d6 gidi
thich, dirng chd d&€n khi vio hop dé€ tim cdu trd 19i;

m Chuin bj nhitng ¥ ki€n déng gép cho cudc hop.

Trong trudng hgp ban thay mit nhém cléa ban tham gia cubc hop,
néu c4c thdng tin khong c6 gi phdi bdo mét, hdy thdo ludn véi nhém,
C4c quan di€m clia cdc thanh vién trong nhém c6 thé s& rit hitu ich
trong cudc hop. Ban ciing nén thdo luin véi cdc déng nghiép bdi vi
vin d& c6 thé Anh hudng tdi nhidu b phén lién quan trong céng ty
ma ban chua hinh dung dudc 16 rang.

Néu ban du dinh déng gép y kién, hiy vi€t vdn tit cic v chinh ra
mdt 3 gidy nhd. Piu nay gilp ban ghi nhé dugc hét nhitng ¥ kién
ciia minh vid nhiing déng gép cia ban trong cudc hop sé trd nén
stic tich va hiéu qud hon.

3.4 B trf phong hop

Gifng nhu bit k¥ hoat dong ndo khéc, cdc cude hop cin phdi duge
td chitc trong nhitng diéu kién phd hop.

Phuong dugc mdi dy budi hop do phdng Ky thudt t8 chitc nhim gidi thich
nhiing thay dfi sip trién khai trong hé thdng mang may tinh cfia cdng ty.
Budi hop di&n ra vao chidu thir Sau, hdm &y trdi khd ndng va khding khi trong
phong hgp ngdt ngat bat thubng. Mei ngudi ¢8 xoay sd dé didu chinh cai may
diu hoa nhigt d§ nhung né da hu cach ddy hai hdm.

Cudi cling thi cube hop van dign ra thé nhung that khé dé tap trung vao ndi
dung trinh bay. Dugc 15 phit, Phuong d3 phai tu cdu vae minh dé khdi ngl
git. Cb nghe thdy t6 truing td bdo vé dang ngay nha nhe sau lung minh.

13
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Thuc hanh 7 4 phit 8

B& trf phong hop kém sé din dén két qud kém. Hay nghi vé nhitng
cudc hop ban &3 tham dy va néu ra ba diém trong v1éc b6 tri phong
hop ma theo ban c6 thé 1am tSt hon.

.....................................................................................................

.....................................................................................................

Trong cdc cudc hop, hiu h&t moi ngudi danh thdi gian d€ ldng nghe
- va ddy clng chinh 13 diéu khé khiin cho da s6 ching ta bdi 1&
viéc chiing ta néi thi d& hon 1a ngdi tip trung nghe.

Do vay chfing ta nén tao diéu kién dé€ ngudi tham dy tip trung hon,
diéu ndy c6 nghia 13 ching ta phai trinh b tri phdng hop & nhiing noi:

qud néng nuc hay qué lanh;
qui on do;

quéd chit chji;

qui bit tién;

qué 01 hay qud sdng.

Ciing nén han ché (51 da nhitng yéu t& 1am cho cudc hop gidn doan,
chdng han nbu:

Yéu cdu ngudi dy hop tit dién thoai di ddng;

Treo bing “PANG HOP” & truudc phong hop dé€ ngudi khdc khong
vio quiy rédi.

B& tri chd ngdi

B& tri chd ngdi trong phong hop ciing 12 di€m cin chid y vi né sé&
dnh hudng d&n mitc dd ham gia clia nhitng ngudi dy hop. Chiing ta
hiy thdo luan qua nhitng cdch bd tri chd ngdi thudng gip.
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Thuc hanh 8 4 phit I

Trong mét cude ‘hop, gh€ ngéi.”d.lr(jc sdp x&p phy sau;

.Quanh bﬁn cé bﬁy chS ng61 Theo ban ngu‘dl chu toa cudc hop sé

ngdi & dﬁu'?...._ ................... :
Hai ngudi quan:trong k& tlé'p 5€ ng61 g dﬁu"....;.'-.-. ........ R

V6i céch x&p chd kifu nay, ngudi chil toa cude hop sé ngdi & diu
ban, vj trf s6 4 (c6 thé gh& ngdi nay I6n hon nhitng gh€ khéc) — 15
rang 1 c6 dia vi cac hon nhitng ngudsi khic. Nhu’ng ngusi quan trong
ti€p theo s& ngdi & cdc vi tri k&€ bén 1a vi ti s8 3 va vi trf s& 5.

Vige sdp xEp gh& ngbithé hién sy khic bxét vé€ dia vi nhr thé

nay cé dlé'm nio bat ldl‘?

Cich sép x€p nhu viy s& lam nhﬁng ngudi ngdi & vi trf s6 1 va vi
tri 56 7 & the bat 1¢i. C6 thé ho s& cam thy khé giao ti€p bing mit
vdi ngudi chd toa va ¢6 thé cdm thay ngal ngin khéng dim d6ng
gop ¥ ki€n clia minh mic dd ho rit muén.

15
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Diéu nay 13 phin tidc dung vi muc dich triéu tip moi ngudi d&n cude
hop 12 nhidm thu thip nhitng ¥ ki€n déng gép hitu ich cla t4t cd
moi ngudi. Dl bt k€ y dinh clia ngudi t8 chic 1a gi, thi day ciing
1a mét ki€u bd tri chuyén quyén. Kiu bd tri nay khéng tao diéu
kién cho ngudi dy hop c6 thé€ 1am viéc vdi nhau nhu modt nhém.

Thuc hanh 9 4 phit 8

Dudi day 1a mot céch b6 tri khic cung thudng dugc st dung trong

cdc cude hop:

C4ch b8 tri ndy néi 1&n di€u g1 v€ dia vi cha nhimg ngudi khic nhau?

.....................................................................................................

Piy 1a mot cdch bd tri chd ngdi 1y twdng cho mdt cudc hop trong
d6 khong c6 mot chiit 4n ¥ nao vé& dia vi. Moi ngudi ngdi § dau
ciing dudc, ké cd ngudi chll toa. Kifu bd tri ndy dudc thi6t k& dé
tranh nhitng bat hoa vé dia vi.

Khi t8 chifc cdc cudc hop nhém, diy 1a cdch bd trf hop 9. Don gidn
hon th chi cdn x&p gh& thanh vong tron.
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Thuc hanh 10 4 phit 8 l

Cudi cing, day 13 mot cdch b& tri hoan toan khjc.

.....................................................................................................

.....................................................................................................

Hin ban ddng ¥ ring cach bd tri nay khéng pha hgp véi cic loai
cudc hop ma chiing ta da thdo judn. N6 gibng cich b& tri “dién gid

~ thinh gid” hon, tdc s€ c6 ai d6 ngdi hodc ding phia trude, tuyén
b3 hodc thuy&t trinh cho nhiing ngudi khdc. Cach bd tri nay khién
moi ngudi d€ trd thanh nhitng ngudi nghe thy dyng thay vi nhitng
ngudi tham dy, mic dU nhifng ngudi tham du c6 thé dit cdu hdi.

17
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“ 3.5 Chudng trinh cugc hop

€6 thé hdi
trude nhdng
ngudi tham dy
xem hg o
muén bd sung
didu gl vido ndi
dung hop khing
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Chuong trinh cudc hop 13 badn mé td trinh w va nhiing ndi dung
chinh s& dugc thio luin, ddng thdi cung cdp mdt s6 thong tin cdn
thi€'t gitip cho viéc t8 chifc cude hop.

Vi th€ chudng trinh cudc hop:

cho bi€t nhitng vin dé sé dudc thio ludn,

cho ngudi chd toa cii nhin tdng thé d€ diéu khién cudc hop.
Cang d46ng ngudi dy hop, cing phdi ¢6 mdt chudng trinh r6 rang.
Mot chuong trinh cudc hop thudng ¢é céc thong tin sau diy:

ndi dung chinh;

dia di€m;

thdi gian bit ddu, thdi gian k€t thic;

thdti gian gidi lao (n€u cé);

tén ngudi chi toa;

tén ngudi diéu khién chuong trinh (n€u cd);

tén céc chld dé s& trinh bay, tén ngudi trinh biy,

th&i gian dy ki€n cho mbi ndi dung;

tinh chdt m3i phin (ra quyét dinh, théng bdo, 18y ¢ ki€n...) va cdch
thitc tri€n khai (thdo Iuin chung, phit § tudng, c4 nhin trinh bay...);
tén ngudi ghi bién bian cubc hop;

cdc hudng din vé viéc chuin bj trudc cudce hop.

D€ bdo dam cudc hop sé tip trung hudng vao cdc ndi dung da dinh
trude, ngudi ta c6 thé dua ra mot danh sdch nhitng van dé “Khéng
thdo lugn” trong cudc hop nhim nhic nhd cdc thanh vién du hop.

Du6i diy 12 vi du v& mét chuong trinh hop dién hinh cho cudc hop
hing thdng cla mdt phong ban hang.
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Chii dé chinh:

Thdi gian:
Pia difm:
Cha toa:

Ghi bién ban:
Thanh phin:

CHUONG TRINH HQP HANG THANG
PHONG BAN HANG
Thing 1/2003

Bio cdo ti€n d6 cong viéc thang 12/2002 va c4c chuong

trinh khuy&n mii trong dip Tét Nguyén P4n

Nguyén Thanh Xuin

13:30 - 17:00 ngay 03 thdang Ol nim 2003
Phong hop Al - Vin phong cong ty
Vi Quang Hung - Gidm ddc bdn hing

Binh, Kim, Lan, Lim, Hung, Nguyén, Tri, Xuin

Muc N&i dung Thdi gian Ngudi trinh bay
1 | Néu nhitng ndi dung cia cubc hop bY Hung
2 Nhf.Tng\ van dé p.hnat sinh trong 30 Cic trudng nhém bén
gqud trinh thoe hién céng viée han
duge giao trong cudc hop trudc £
3 | Bédocdo k€t qua bin hang thing 60’ Céc trudng nhém bin
12/02 hang
4 | K& qua phat rién khach hang méi| 30’ Céc trudng nhém ban
hang
5 Tkllugng#bao chuong trinh khuyén 45 Nguyén
mii Tét
6 | Cap nhat K& hoach tai trg cude 15’
thi “Khéo tay ngdy T&t” tai cong Lan
vién Dim Sen
7 | Nhitng v&n dé khac 15’ Hung
8 | Tém tit 5 Humng
9 | Thdi gian ciia cude hop ti€p theo. 5 Hung
Ghi chi: Cdc Trudng nhém bdn hang chudn bi danh sdch nha phin phoi

trong khu viec minh qudn ly’ d€ ddng ky ché cho tiéc cudi nam.
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Céc hru ¥ khi 1&n chuong trinh cho mét cudc hop:

Han ch& s lugng cic ndi dung. Diéu nay sé khi&€n cho cude hop
tap trung hon, vd k&t qud dat dugc s& t8t hon.

Dung qud tap trung thio ludn nhiing chuyén di xay ra trong qud
khii. Ban hiy nhd ring muc dich cia cdc cube hop 12 dua ra nhiing
quy&t dinh cdn thi€t va d€ ra nhiing cong vigc s€ phai thuc hién
trong tudng lai.

Trinh bay cic vin dé dudi géc df cdc cd hoi tiém tang. Viéc tao
mét géc nhin lac quan gitp trinh khdi nhitng cdi va quy k&t trach
nhiém va huéng moi ngudi t6i cdc gidi phap.

Cho phép mét khodng thdi gian di rong. Ban c6 thé thay cdc
cudc hop thuding kéo dai hon dy dinh. Hay thye t& khi 1&n k& hoach
phin bd thdi gian.

Néu duge nhitng chi ti€t hita ich. D61 khi nhifng chi tiét nhd néu
trong cic ddu ngodc don cla ban chuong trinh 6 thé& rat hitu ich. Vi
du: “Xin tham khio trudc vin ban X" hodc “Xin chudn bi trudc
phuong 4n clia quy vi n€u du 4n'Y khong th thue hién dugc”, v.v...

Hai muc ddu tién trong chuong trinh hop néu tén thudng ap dung a6i
v6i chc cude hop thudng k¥, tuong ddi quan trong va ¢ ghi bién bén.
Bdy gid chiing ta hiy xem xét muc thi 2 vd muc tht 7 vi ddy 1a

phin d& gdy “sy ¢8” trong cubc hop.

“Nhifng vin dé phdt sinh trong qud trinh thye hién cong vig¢c”

Muc nay cho nhitng ngudi tham dy cé cd hoi cip nbit tinh hinh thue
hién cdc van dé da dudc thdo ludn & lAn trudc. Nén trdnh roi vao
tinh trang thio Iuin lai nhitng vin dé cii: chi nén dé cap ngdn gon
nhifng théng tin mdi v cin thiét.

“Nhifng vin dé khic”

Trong mét s6 trudng hop, ddy c6 thé 12 phin khd “nguy hi€m”.
Chiing ta hiy xem xét tinh hudng sau dy:

Cudc hop dd kéo dai hai git d& gidi quyét mot s8 vén dé vé slic khde va an
toan lao dong. Moi ngudi da thay dii va sin sang ra vé. Bong 6ng Phan hai:
“Bdy gits con vn dé gi khdc khdng?”

Chi Tam trd 18i: “C6 mdt chuyén nay, t8i mudn nhdc anh vé mot 58 van dé
quan trong méi phat sinh vai ngay nay..". Ti&p do chi néu ra mdt s6 cac su
cf ky thuat da xay ra tai phdn xubing cg khi trong nhiing ngay viia qua va
cho riing nhilng sy ¢d nay co thé gay ra tai nan lao ddng. Trudng phong k¥
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thuat va cac nhan vién clia anh ta b4t ddu dua ra mdt loat cac ly do va cac dé
xut. Cudc tranh Iuan vé cdc bién phap khic phyc lai trd nén cing thing.

Thuc hanh 11 4 phit &

& . Bay gid cudc hop s& phai kéo dai thém, c6 thé s& khd lau. Néu Ia
_ ' chil toa cudc hop ban s& lam gi?

.....................................................................................................

Vi dua ra mot vén d& phite tap trude cau hdi “Con vén dé gl khac?”,
chi TAim c6 thé phdi chju nhitng 4nh mit birc b6i clia moi ngudi.
Gid sl vige ndy thuc sy quan trong, chi Tam I& ra d& phdi lam gi?

Nhitng gi x3y ra § muc “Nhitng vin d& khic¢” thong thudng tiy thudc
vao tirng cude hop, thé nhung ngudi chil toa cling ¢6 thé kiém soat dige
finh huéng. C6 thé 4p dung qui tic 12 khong dugc néu ra nhitng vin dé
6 tinh chit phic tap va quan trong & muc “Nhiing vin dé khic”. Néu
c6 ai 46 “pham qui” va nhitng nguds tham dy khic khdng mudn thdo
ludn vin dé dugc dira ra ngay lic Ay thi ngudi chi toa ¢6 thé:

w tit chSi khéng thdo luin vin dé;
w hodn dé tai niy dén ky hop t6i;
w chi dinh m6t nhém d€ xem xét ridng van dé nay.

cubi cdag NE&u ¢6 mdt vdn dé thuc sy quan trong ndy sinh & nhitng phit cudi

 ngi dung  thi cudc hop c6 th€ budc phdi xi¥ 1y dit mudn hay khéng.
hop tinfimg . v oaa
th thisi gian Trong trudng hgp trén, chi Tam hoan todn sai. N&u d4 biét 10 vin dé

budi bep  trizge d6, thi chi nén gip ngudi chi toa hodc ngudi thu k§ va yéu cu
dua né vio ndi dung cudc hop. Sau d6, chudng trinh hop s& duge phin
phat trtdc dé€ nhitng ngudi tham du khic ¢6 th& chuin bj t6t.
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4.1

Nhu vdy, ching ta da thdo luin xong cdch thitc mi ngudi tham d
vA ngudi chli toa nén chudn bi cho modt cudc hop. Bay gid chir
ta chuyén sang tim hi€u nhifng gi s& di&n ra trong cudc hop.

Cac vai trd trong cufc hop

Trong muc niy, ching ta s& cing xem xét cdc vai trd khdc nha
trong mdt cudc hop va nhitng k¥ ning cin thi€t clia mdi vai trd. Hié
bi€t nay gitip ban c6 nhitng déng g6p quy bdu cho cudc hop du
bat k¥ vai trd nio.

Vai tro cta ngudi chu toa cudc hop

M6t cude hop 6 thé ti€n hanh ma khéng c¢6é sy hién dién cua ct
toa, thé nhung n€u c6 mdt ngudi chl toa t6t thi hiéu qud cda cud
hop sé& ting 1o rét.

Ngudi chii toa déng vai trdo ki€m sodt va diéu khién cude hop ¢
dat dwgc cdc muyc dich clia né. Ngudi chi toa cin:

bdo didm cudc hop didn ra theo ding cdc tha tuc;

bdo ddm cudc hop dé cip diy di cdc chd dé trong chuong trir
cudc hop trong khodng thdi gian di 4n dinh;

tao ¢ hdi cho mei ngudi trinh bay nhitng ¥ ki€n hitu ich, khor
nén d€ ngudi nio néi qua dong dai hoic 1an 4t ngudi khic;
huéng cdc v kién thio luin vio trong tim cGa cudc hop;

gitip cho cude hop gidi quyét cdc van dé va ra quyét dinh mdt cé
hiéu qud, biing cdch s dung nhitng cong cu va ky thuit thich he
(sé dugc dé cip trong phin sau);

cung cip cho cudc hop nhitng théng tin hitu ich ma chi & cip c
minh mdi nim dugc;

ddm bido cdc quyé€t dinh dat duge biing nhitng hinh thifc nhu da the
thuin (nhv bé phi€u, nhdt tri chung,...) va duge hi€u thau ddo;

dodn biét truée cdc khd ning bdt ddng hay xung d6t c6 thé xay
trong qué trinh thdo luén, tranh cii, st dung c4c k¥ thuit d€ loal |
xung d6t v déng vai trd trong tai hdoa gidi néu cén;

c6 ti€ng néi quyét dinh trong mdt s trudng hgp cAn thidt.



Lam thé nao dé hgi hop cé hiéu qud?

Trong nhitng cudc hop ¢6 quy mo I6n va trang trong, vai trd chd
toa s& chi cdn nit gon lai trong pham vi nghi thitc vi cdng bé cic
quyét dinh cudi ciing. Viéc dién khién chuong tinh duge tdch riéng
va giao cho mdt ngudi khic, khdng nhat thi€t phdi 12 mdt ngudi c6
chifc vu cao trong céng ty. Trong trudng hgp nay, ngudi chii toa s&
chi lién quan nhiéu dén néi dung cude hop, trong khi dé nguwi diéu
khi€n chwdng trinh s& chiu trdch nhiém v& ti€n trinh va didn bi€n
clia cudc hop. N6i mot cdch khdc, ngudi diéu khién chwong trinh 13
“nhac trudng” trong cudc hop.

Gidm dfic Than dang bdn chdn di lai trong van phong. Ong khang thé chi tri
duge cude hop “Cai tign chat lugng phuc vu khach hang” chidu hém nay vi phai
ti€p dot xudt mdt d6i tic quan trong tir Thai Lan sang. LE ra ngay mai mdi dén
hen vi vi khich nay nhung vi dng ta phéi v& nuic gdp nén cude hop dudc dai
Ién trube mdt ngay. Cude hop chidu nay lai cling khdng thé hoan duge vi kho
khan 1am dng méi sip x&p duoc cude hop vao thdi diém ma 18t ¢3 nhan vién
quan Iy chi chét clia cdng ty ¢d thé tham dy. Sau mt hdi can nhic, dng Than
nhdc may goi ¢d Dung, trg Iy clia ban gidm ddc. Ong nhé ring cach day vai
thang ¢& Dung dd tham dy khéa huin luyén v8 k¥ nang digu khién cudc hop va
cd thuing giilp Bng trong vige 8 chitc va didu khién cac cudc hop tai cong ty.

Thuc banh 12 4 phut 8

Theo ban, viéc ¢6 Dung thay 6ng Than di€u khién cudc hop cé
th€ c6 nhitng khé kbin vi thudn 1gi gi?

Viéc tdch cbng viée diéu khién chuong trinh ra khdi vai trd chd toa
c6 th€ mang lai hiéu qua ré't (5t vi né gidp loai bd anh hudng cia
y€u 8 cdp bac d6i v6i viéc déng gép ¥ ki€n va thdo luin vin dé.
Nhur d3 néu & wrén, nhiu cudc hop khéng cAn phidi c6 chd toa,
va khi khong phdi e ngai vé cdp bic, cdc thanh vién ¢6 thé déng
g6p nhitng § ki€n thyc sy hitu ich ma ho c6 thé s& chdng néi ra
néu c4p trén chil toa cudc hop.
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Tuy nhién, néu ngudi diéu khién chu'dng trinh thi€u kinh nghiém
vi khéng nim vitng cdc k¥ thult cin thi&t, cudc hop cé thé khong
dat dugc két qud nhy mong dgi. Bén canh d6 uy tin clia ngudi diéu
khi€n chuong trinh 13 rit cin thi€t dic biét khi phai gidi quyet nhifng
finh hudng bdt ddng ¥ kién trong cudc hop hay khi cidn c6 quyét
dinh cu6i clng.

Khi cudc hop khong dat dugc k&t qua nhu mong dgi, thi khdng ¢6
nghia d6 12 151 cla ngu’ﬁn chil toa hay cla ngudi diu khién chu’dng
trinh. D6i khi nhitng vdn dé khén thiét lai duge dua ra vao cudi budi
hop, diéu ndy c6 thé€ 1am cho cudc hop dién ra khéng theo chuong
trinh nifa. Ciing cé nhitng khi cubc hop khdng thé dat dugc k€t ludn
vé mét hodc nhidu vin d€ néu trong chuong trinh. Diéu nay dugc
minh hoa & tinh hudng sau.

M0t ndi dung trong chuong trinh cube hop cia Ban giam ddc |a tang cudng an
ninh sau khi xay ra mgt loat cic vy d¢t nhdp va trom cip tai sdn clia cong ty.
Mat thanh vign trong Ban giam ddc dugc giao nhiém vy fién hg v6i cac cbng
ty cung c4p cac thiét bi bao vé dé dé& xuit cic bién phap an ninh hién dai va
tinh toan chi phi mua sim va @p d4t cdc trang thigt bi bio vé.

Cac dé xuat do thanh vién nay trinh bay trong cudc hop cé ¥ nghia vé mit
thic tién nhung chi phi cao han nhidu so véi milc dy ki€n clia Ban gidm déec.
Sau mot cudc thao ludn dai, cude hop da chi dinh ra mdt nhom dé hoan chinh
ban dé xust sao cho chi phi ndm trong mic ngén qui du ki&n. Nhém c6 hai
tudn d€ lam vidc ndy va Phé Giam dfc diéu hanh dugc iy quyén dé ra quyt
dinh ngay sau khi nhan dugc bdn dé xut clia nhom.

Nhi vay cudc hop 1a mdt qué trinh xit 1§ thong tin. Nglrcn ta khdng
thé ¢6 mot k&t luin hay ra mot quyé&t dinh ding ddn néu cic théng
tin dau vao:

khong day 4q;
khéng ddng tin ciy,
khéng phd hgp.

Dim bio chit lugng cda théng tin trude cude hop Ja trdch nhig¢m
ciia nhitng ngudi t8 chic, tuy nhién nhirng ngudi tham dy cing
phdi chia sé trdch nhiém nay.

X1 1§ céc tinh hudng trong cude hop

Trong phan 16n cdc cude hop, khd nadng cia ngudi chi toa trong
viée xtt 1¥ cdc tinh hudng c6 th€ 4nh hudng rat 16n dé€n hiéu qua
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lam vigc. C6 rdt nhi€u tinh hudng ddi hdi ngudi chi toa phii sit
dung nhitng bién phdp hitu hiéu d€ khuy&n khich sy tham gia ciia
céc thanh vién va ngin chin cdc miu thuin hay xung dot c6 thé
xdy ra, ki€m sodt nhitng thanh vién c6 xu huéng 1dn ludt 4p ddo
ngudi Khdc, v.v... Mot s6 k¥ thudt tham khdo sau day c6 thé giip
ngudi chl toa ki€m sodt tinh hinh 8t hon:

Tién dodn trudc nhifng ciu héi hodc cdc tranh cii cé thé xdy ra.
Tuy nhién, ban khong cin thi€t phii ¢é ciu tr 13i cho moi céu héi.
Nhitng thanh vién trong cdc linh vife lién quan s& 13 ngudi dua ra
cau trd 18i. N€u ban chua tim ra ciu trd 13i cho nhitng vin dé thudce
trach nhi€m clia minh, hdy ndi v6i moi ngudi nhu viy. Hiy ghi lai
cau hdi, tim kiém ciu trd 13i vd phan hdi lai sau.

Ling nghe cdn thin va c6 thé 1ap lai hay 6m it lai ciu hdi &
xdc dinh xem ban 83 hi€u r6 ciu hdi chua hoic gidp moi ngudi
hi€u 15 cau héi hon. Hay c4m on ngudi da dat ciu hédi va of ging
hwdng cdc cau trd 181 thing vio trong tim vdn dé, cang ngin gon
cang t8t. N&u ban 13 ngudi trd 13i, hay nhin bao quit tit cd moi
ngudi khi trd 18i d€ tranh thd sy ddng tinh cla ho.

Tra 19i nhitng cdu héi phiic tap. Hiy bido ddm cho cdu héi dudce
tra 13i theo tirng ndi dung mdt, bt ddu tir nhitng vAn dé ban cim
thdy ty tin nhit. Khéo 1é0 bd qua nhing ndi dung kh6ng quan trong.

Tra 161 nhitng ciu héi vong vo. Hay di thing vao vin d€ bling cic cau
héi: “Chinh x4c 1a anb/chi mudn héi gi?” hay “Tai sao anh/chi lai héi
nhu vay?”, Pimg voi trd 18t cho t6i khi ngudi hét xdc nhan ban hay ngudi
dugc héi d4 hidu ding tinh thAn cau hoi, va n&u ban 1a ngudi duge hoi,
hdy trd 13i mdt cdch cudng quyét, nhung trinh gay git.

Tra 1¥i nhiftng cdu hdi mang tinh thich d6. Hay binh finh Iing nghe
va trd 18i mot cdch cudng quyét, tranh bi dnh hudng b&i cic cam xic.

Luu ¥ ngudi tham dy vé thdi gian. N&u thdi gian khong cho phép
ban trd 18i thém cdc ciu héi hay 6€p tuc thio luin mdt vin dé nao
d6, hay tuyén bS: “Xin mdi ciu héi/ ¥ ki€n cudi cling trude khi chiing
ta budc sang muc k€ ti€p!”. Hodc ban c6 hé thdng bido trude thdi
gian cho tirng muc. N&u vugt qud thdi gian qui dinh, ban hdi ngudi
tham du xem li€u ho c6 ddng ¥y kéo dii thdi gian hop hodc tam
ngung thdo ludn d€ chuyén sang muc khic. N&u vin dé thit su biic
bach, ban cé thé thda thuin véi ngudi tham du cdch dinh thém théi
gian cho vdn dé (ching han nh bing cich cit b&t muc nio dé trong
chudng trinh, hay chuyén van dé sang mdt cude hop khdc, v.v...).
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a Kiém sodt nhifng thinh vién dang chi€m qué nhiéu thdi gian clia
cudc hop, vd mdi goi § ki€n déng g6p tif nhilng thanh vién td ra rut
re. Ban c¢6 thé néi: “Xin cm on anh X, T6i nghi 1a chi Y cting dang
mudn chia s& quan diém ciia minh. Xin mdi chi Y!". Mot cdch khic
12 ban si dung hinh thtc phdt § tuéng (s& dé cap ky & phdn sau)
trong d6 mdi c4 nhan ghi ¥ ki€n minh ra gidy sau d6 ddn 1&n bang
d€ moi ngudi cing xem. Lam nhu v3y ban s& han ché dugc nhiing
thanh vién c¢6 khuynh hudng 4p ddo ngudi khic va tao diéu kién
cho nhitng thanh vién rut ré, it n6i déng gop ¥ kién.

u Ung pho véi cdc quan diém cd nhén. Tranh 4p dat cic quan diém
c4 nhan hay hdi clf toa v& cim nghi cia ho d6i véi nhitng vin dé
¢6 khi niing gdy tranh cii phién phitc. Hay ghi chép lai nhifng quan
di€m khac nhau va fim sy phan quy&t & cap c6 thim quyén cao hon
néu ban cim thiy khong ty tin.

» Xi Iy cAc tin d6n. N&u ban bi yéu ciu phdi xdc nhin mdt tin dén,
hay dit nguge cdu hdi “Quy vi da nghe nhifng gi?” hay “Quy vi da
nghe tin dén d6 tir dau?”. Ban chi nén trd 18 bing nhitng thong tin
chinh thifc. Ban cing c6 thé cho bi€t ring ban c6 nhifng thong tn
ddy du hon, nhung chua d€n ldc ¢6 thé thio luan duge. C6 thé o
toa s& khong that hai 1ong v6i cdu trd 18i nhu viy, nhung trong phén
i6n cdc trudng hdp, ho s& ton trong vA chap nhin diéu dé.

= Théng bao nhitng tin x4u. Ban nén trdnh xu huéng trl hodn thong
bdo nhifng tin xdu d&n cudi cudc hop. Hiy bit d4du cudc hop vdi
nhitng thoéng tin tich cyc, va ciing k&t thiic v6i nhitng thdng tin tich
cuc. Chon mot thai diém thich hgp trong cudc hop dé théng bdo
cdc tin tdc xau.

s Ung phé v6i nhitng ngudi tham dy hay ngdt 10 Viéc trd 18i 1ap tlc
moi ciu hdi ¢6 thé phd v3 mach cla cude hop, nbung ciing khong
nén yéu ciu tri hodn tat cA moi cdu héi. Ban ¢6 thé cung ¢ip nhifng
ciu trd 137 that vdn tft n&u c6 thé, nhung ciing ¢6 thé cho ho biét
cau hdi 46 s& dudc trd 13 trong phin sau hay vio mdt dip khdc.

» Ung phé vdi nhitng ngudi tham dy cé thai 49 chéng doi. Hay yéu
cdu ho trinh bay ting ngudi mot cho d&n ngudi cudi cling. Ding
chc can hdi d€ x4c nhin va ghi ching lai thay vi dua ra tai chd nhitng
quan diém cla ban. Ban khong thé bio dim c6 cau trd 131 cho tdt
ci céc ciu hoi, hay chdp thudn moi quan di€m, nhung ban c6 thé
im ki€m cau tra 13i t¥ nhitng cdp c6 thim quyén lién gquan.
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4.2 Vai tro cda ngudi tham du

Sy tham gia va hdp tdc clda ngudi tham dy 12 mét trong nhiing y&u
t6 khi€n cudc hop thanh cong, Ngudi tham du khong chi don thudn
la ¢6 mit trong cudc hop vad xem viéc chudn bi 13 trach nhiém cia
ngudi 8 chitc. Trii lai, ngudi tham dy cin:

» Chudn @i trude khi dé€n cude hop;
s Ling nghe ngudi khdc trong cudc hop;
» Phit bi€u y ki€n trong cudc hop.

Chiing ta d4 thdo lusn khau chuin bi & muc 3.3 trong phin ndy. Biy
gid ching ta s& nghién citu hai khau con lai.

Ling nghe

Bé ¢6 thé déng g6ép modt cach hidu qui vio cudc hop, thl mét trong
nhitng diéu cAn phadi 1am 13 ldng nghe mét cdch tich cuc. Ngudi ta
phén loai khi ning nghe thanh b&n cip bic:

s Phdt 1&: khong nghe g1 hét;

w Gid v¥ nghe: git g, ¢6 vé dang nghe nhung thuc ra lai suy nghi
vé nhitng viéc khic;

m Nghe chen lgc: chi nghe nhitng théng tin ndo 46, phdt 19 mét s&
théng tin khéc;

m Ling nghe tich cye: tip trung hoan todn vao nhitng gi dang trinh
bay d€ thdy dugc nhiing gl ngudi néi dang nghi, cdm nhén duge
nhitng gi ho dang cdm nhén.

Trén thyc t€, c6 rdt it ngudi thuc sy bi€t 1ing nghe mot cdch tich
cyc. Trong cuBn “The Seven Habits of Highly Effective People”
(tam dich 1a Bdy théi quen cia ngudi thanh dat), tdc gid Stephen
Covey vi€t ring khi ngudi ta cdng ngdi thao luin ¢& gidi quyét vin
d€, xdc 1dp muyc tiéu, chia s& ¥ ki€n, thuong legng... phin 16n ngusi
ta chi 1am ¢6 hai viéc: néi, hojc 12 chudn bi ¢€ 1.6i ti€p. Thire vay,
khi nghe, ngudi ta it khi nghe v8i muc dich d€ hi€u, ma thudng
v6i muc dich d€ trd 15i; va nhu viy, mdt cude hop rdt dé trd thanh
mdt budi ddc thoai ludn phién cla tap thé.

Déng gop ¥ ki€n

Khi tham dy mét cudc hop, ban c6 th€ d6ng gép ¥ kién do nhiéu
Iy do. Ban cé th&:
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12 ngudi chiu trdch nhiém gidi thiéu hay dé xudt mdt trong nhifng
ndi dung cudc hop;

thao ludn, gidi thich vd bdo vé quan diém clia ban;

dit ciu héi;

trd 15i cdu hdi cia nhitng ngudi khdc.

Tai sao phai ¢ ging d€ tham gia phat biu ¥ ki€n trong cudc hop?
Cé bén 17 do chinh, d6 13;

Ban sé& gitlip cudc hop dién ra sudn sé va dat k€t qud 5t hon;

Ban c6 cd hdi d&€ dat duge cac két qué ma ban than ban dang hudng 16i;
Ban ¢6 dip d€ ting cudng uy tin c4 nhin d6i véi cdc ddng nghiép;

Ban ¢6 cdm gidc lam chd nhifng quyé&t dinh dua ra, va do d6 ban sé
quyé&t tim hon dé thyc hién cong viée.

Nhung 1am th€ nio d€ c6 thé dira ra nhitng ¥ kién “cé chit lugng”?

Thuc hanh 13 3 phut &

Hay vi€t ra 6 tif m6 td mot ¥ ki€n “c6 chit lugng”.

.....................................................................................................

Ban c6 thé€ di vi€t nhitng tit nhu: phdt hgp, sdc tich, ngin gon, cé
nhiftng théng tin hitu ich, cé 1y luin chit ché&, v.v... Thuc ra viéc
ddnh gid xud't hién trong ddu cla ngudi nghe khi ho nghi thim:
“Piéu 46 nghe c¢6 1y qud”. Chi diéu niy mdi néi 1én thdng diép
da dugc ti€p thu, duge thiu hi€u va dugce ton trong.

Sau diy 1a cdc y&u 8 d€ 1am nén mdt ¥ kién ¢ chdt lugng. Chiing
ta c6 thé chia thanh ba nhém.
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CAC YEU
TO VE CAU
TRUC

phin diu | néu tém tit nhitng ¥ chinh ciing 1y do
trinh bdy.

phdn giita | gidi thich chi ti€t cdc y tudng cda
minh.

phén cudi | tdng két cdc ¥,

Ba phan ndy phai két ndi hgp 1§ vdi nhau nhd d6 toan bd
y kién s& tré nén chit ché.

CPEC YEU phdi phd hop | tdp trung vio chii dé va xdc dinh muc
TO VE NOI tiéu clia chinh ban.
DUNG ~
phdi khach | hd ¢ ¥ wdng cla ban bing théng tin,
quan cdc tham khdo, cdc tinh huéng cu thé,
con s&, dit kién, v.v...
phdi ngdn | gitt ngdn gon, trdnh lac dé.
gon
CAC YEU phong thdi | hiy diém tinh, hap 1§ va nhd nhin nhung
TO VE qua quyét — difu ndy gitp ngudi nghe dé
CACH chdp nhan ¥ ki€n cda ban.
TRINH BAY — . — o x Les
: ngbén nglr st dung ngdn tir don gidan vid dé hiéu,
thing thin — didu nay sé& gidp thong diép
dé ti€p thu.
giong néi  |néi ré va a4 to 4€ moi ngudi déu nghe -

diéu nly ciing gilp tao ra sy tin tudng &
ngudi nghe vio nhifng g1 ban phit biéu.

phuong tién
hé trg

sit dung bang biéu, biéu d6, hinh 4nh d&
hd trg.

ngdn ngilf i
chi

hiy ti€p xic bing mit v4i nhitng ngudi
tham du - trdnh nhitng cit chi diéu bd giy
mat tap trung.

Di nhién 1&i khuyén nay chii y€u 4p dung cho cdc ¥ kién dai. e
phin B, khi dé cip vé k¥ ning thuy€t tinh ching ta s€ trd lai cdc
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vin dé ndy mot cdch chi ti€t hon. Pa s6 cdc ¥ ki€n cda ban tai
cudc hop tuong d8i ngdn, do vdy diéu cSt y&u 1a hdy phdt biéu
don gidn va dé hiéu.

Pong gbp ¥ ki€n khi nao?

R6 rang ludn ¢6 nhitng ¥ 46 tén tai trong mdt cudc hdi hop. Trong
qud tinh thio ludn, mot s6 ngudi ¢ ¥ “1y di€m” sém. Mot s6
ngudi khdc lai thich ngdi im cho d€n cudi cude thao ludn, va rdi
phuc kich nhitng ngudi khdc biing nhitng 19i phét bi€u diy thuyé&t
phuc. Vai ngudi thi nghi ring ho nén 8 ging phét bi€u cang thuong
xuyén cing tot, cho du nhitng ¥ ki€n clia ho ¢6 hitu ich hay khong.

Céc nghién coffu cho thdy riing nhifng ngudi hay néi, ndéi dai dong
vi néi qui tré trong cdc cude thdo ludn thudng khoéng tao duge uy
tin d6i v4i ngudi khéc.

& day chi€n thuat 15t nhat ia:

Hiy bdt ddu tham gia d6ng gép ¥ ki&n khi cudc thdo ludn da bt
ddu;

» Ling nghe nhitng gi ngudi khic néi;
m Chi quay lai vAn d& khi ban c6 nhitng 1y 1& hop ly.

4.3 Vai tro cua nguoi ghi bién ban

That thi€u s6t nf€u bd qua vai trd cha ngudi ghi bi€n ban cudc hop.
Ngudi ndy sé c6 trich nhiém ghi lai nhitng § ki€n, nhitng quyét dinh
hay nhitng hanh déng di dudgc théng qua trong cudc hop.

Mot ciu hdi dit ra 13 nén ghi bién ban cufc hop nhu th& nao?

Nhiéu bién ban cudc hop ghi chép ca trinh ty hop bao gdm ca chi
tiét nhitng phét biéu cla nhitng ngudi tham dy. Piéu nay khién cho
viéc ghi bién ban trd thanh modt cong viéc ning nhoc, cing thing
vd chdn ndn. Hon n@ta, cach ghi chép day dic s&é khéng giip xédc
dinh mdt cdch nhanh chéng nhitng céng viéc can phdi duge thuc
hién vén l1a két qudé ma moi ngudi mong dgi tif cudc hop. Vi viy
bién badn chi cdn ghi nhitng chi ti€t sau:

m nhifng ngudi tham du cude hop;
m cidc ndi dung di dugce thio luédn;

m nhitng quy€t dinh 43 dugc dua ra;
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m nhifng c¢dng viéc phai thyc hién: phdi 1am gi, khi ndo va ai s& 1am.

Hiay tham khdo mdt miu bién bdn cudc hop duéi diy:

BIEN BAN CUOC HOP HANG THANG
PHONG BAN HANG

THANG 1/2003

Ngay: 3/1/2003
Pia di€m: Phdng hop Al - Vin phdng cong ty

Thanh phidn tham du: Binh, Lan, Lam, Hung, Nguyén, Tri, Xvan.

Ving mit: Kim (di tham thi truding d6t xuét véi Phé Tong Gidm d6c méi)

Muc Noi dung hop "Thdi gian'| Ai thiye | Ghi chi/
' C4c quy&t dinh va hanh ddng thychién| hién | ti€nd)
1 | Théng qua ndi dung cudc hop Hung
2 | Nhiing vdn dé phdt sinh
m Cong ty Ban ndi trg Khuy&n mai khich
hiing 15% cho sin phim diu gbi Sach
= Ngung qua ting cho ddu gdi Elma tip | Tuin1 Binh
trung cho diu gdi Vic
= Xin thém 15000 qua gdu bong cho ddu gdi | Tuan | Binh
Vic
» Quéin 7 chira t8ng k&t doanh s6 quy 4 do
anh Tri di Pa Néng dot xudt trong thing
12/02
= B4 sung ngay trong tuin Neay4/l | Tri
3 | Béo cdo két qua ban hang thing 12/02
= Téng hdp va chuyén bdo céo ciia Ngay4/1 | Laim
nhém cho Gidm d6c Ban hang
4 | Chudng trinh khuy&n mai Tt 2003
" Tuin Ca
I 3 &4 nhém
|
9 | Thai gian hop ti€p theo 1/212003 Ca
nhdm
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Luvu ¥ ring n€u ghi bién bin dai dong va khdng rd rang, moi ngudi
s& rat it khi doc lai d€ xdc nhan va théng qua d€ cling cam két
thyc hién. Viéc 4p dung mét miu ghi bién bin c6 cdu tric rd rang
va phll hgp v8i tinh chat cong viéc cia nhém sé& gitip khic phue
tinh trang trén.

VA trén hét, ngudi ghi bién bdn cudc hop cin nhd ring:

bién ban cudc hop 13 cong cu t8i cin thi€t d€ gilp theo ddi viéc
thire hién cdc cong viéc do cude hop dé xuil;

phdi ghi nhitng ndi dung chinh xdc, khdch quan;

khéng chen vio bién bdn cdc chinh ki&n, quan diém clia ngudi ghi
bién ban;

ghi 16 thdi gian dia di€m, ndi dung cia cudc hgp sau (dic biét 1a
d&i v6i nhitng cude hop khdng dinh k¥);

nén doc lai toan bd bién ban cudc hop cho moi ngudi cing nghe
truée khi két thic cude hop;

phai giti ban sao bién bdn hop cho cdc thinh vién dy hop va nhitng
ngudi lién quan trong thdi gian sém nhat.

Thue hanh 14 4 phut X

Kinh nghiém cho thiy riing sy chim tré trong viéc gli bién bdn
hop cho céc thanh vién tham dy c6 thé giy ra nhitng ric r6i. Ban
hiy nghi xem tai sao lai nhy viy?

.....................................................................................................

.....................................................................................................

Né&u cude hop chi 13 mét “ndi dé€ néi chuyén” thi viéc gii bién
ban t& khong thanh vdn dé. Nhung n&u cudc hop c¢6 dua ra nhitng
quy€t dinh va ¢6 phin cbng cdng viéc cho cdc ¢4 nhin thi d6 lai
12 chuyén rit khdc: cdc quyét dinh ¢6 thé bi quén lang va khéng
duge tri€n khai, cdng viée cé thé bj chim tr& hon nhidu so véi du
dinh. V1 vy, n€u cé mdy photocopy tai chd thi nén sao chup bién
ban va phdt cho cdc thinh vién trudc khi ho rdi khdi phong hop.
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5.1

Lam thé ndo d€ hdi hop c6 hiéu qud?

Si dung céac cong cy hd trg

Né&u muc dich cia cudc hop ma ban dang chd tri khéng chi don
thuan 13 théng bdo cdc théng tin, thi viéc ndm viing va s¢ dung
linh hoat c4c k¥ thudt h® trg sé g6p phin rit quan trong trong viéc
mang lai hiéu qui cho cudc hop va ti€t kiém ddng k€ thdi gian
cho moi ngudi, Ngoai ra, ching con tao ra mt mdi trudng 1am
viéc gitip gidm thi€u nhitng bdt déng va cdi vd khdng cin thi€t.

Trong pham vi cudn sdch nay, ching t6i xin gidi thiéu hai céng cu
sau; '

Ky thuit phdt ¥ tudng (Brainstorming)
K¥ thudt ding bing so sinh (Force fields analysis)

Ky thudt phat y tudng

K¢ thuit phdt ¥ tudng, nhu tén goi cla nd, thudng dugc st dung
khi cin phdi huy déng t8i da cdc ¥ tudng cla cdc thinh vién tham
dy nhim muye dich tim ki€m ¢4c lya chon hay gidi phdp cho mét
vin d&. N6 tao ra co hoi d€ khdo sit mot vAn dé tir nhiéu géc dd
khidc nhau va dua ra nhitng y twdng sing tao nhat, trinh dudc nhitng
suy nghi theo “15i mon”.

K¥ thudt ndy dugc chia ra lam hai budc nhu sau:

Budc 1: Chuéin bj cho viéc phdt § tudng

Cong cu hd tr¢: Bang wing hoic bang gidy khd 16n (Flipchart), bt da.
Céch thyc hién: Ngudi didu khién s& 1dn Iugt thue hién cic bude sau;
Pim bdo nhitng ngudi cdn 14y ¥ ki€n ¢é mit;

Pam bdo phdng hop cé diy dd nhitng cong cu cin thi&t, va khéng
bi quiy rdy;

Néu ré vdn dé cdn phai gidi quy€t hay cdn 14y ¥ kién;
Néu 1o nhitng quy tic phdt ¥ tudng nhu sau:

» C6 gdng dva ra cang nhiéu ¥ tudng cang tSt trong khodng théi
gian ngdn nhit (ching han nhu 10 hoic 15 phit).

= S8 lugng § trdng quan trong hon chd't lugng ¥ tudng.
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» Y tudng ding hay sai khong quan trong. Mot y tudng cé thé
rit la 1Am v3 sdng tao, thdm chi ¢6 vé “di€n rd” ciing vin t4t
Vi né s& gitip dva d€n mot y wdng hay va téo bao.

« Khong ddnh gis hay binh phim cdc ¥ twdng - s€ c6 thdi gian
danh riéng cho viéc nay sau.

« Khéng cin phii néu cdc ¥ twdng theo bdt c& thit tu nao.

» C6 thé phat trién ti€p céc ¥ twdng méi dya trén viéc mé rong
vi k€ thita m6t cdch sdng tao cdc ¥ tudng dd néu.

Y&u ciu moi ngudsi ding quanh béng A€ chuin bi phat ¥ trdng. Dong

tic ndy s€ tao ra mot kich thich tdm ly tich cyc cho cdc thanh vién.

Budc 2: Phit ¥ tudng
Yéu cidu moi ngudi bit ddu;
Khuyé€n khich nhitng ngudi tham gia t¢ do phat biéu;

S& dung hinh 4nh hay nhitng cdu chuyén din dit d& gidp ngudi tham
gia ting tinh sdng tao cho ¥ twdng ciia minh;

Ghi chép that nhanh moi § tudng 1én bang hoidc gidy. Luu ¥:

« Khong cdn phii nin n6t. Ban c6 thé ghi chép & bit cif chd wdng
nao thuin tién nhit.

» Khong nén cd ging chinh lai cfu tric vin pham hay ngit phdp
cia cic ¥ tudng.

» Khi mdt ¥ tudng nghe ¢6 vé nhu i duge néu rdi, ding bd qua.
Hiy ghi chép tat c.

» Lién tuc khuy&n khich moi ngudi néu cdc § wdng méi. Toc dd
12 y€u & quan trong.

» Tuyét d5i tudn theo nguyén tic khong binh phim hay dinh gia
céc ¥ wdng - binh phim cic ¥ tudng vao lic ndy sé 1am nhifng
ngudi tham dy chuyén sang bio v& ¥ ki€n clla minh vd khong
nghi thém dudc ¥ wdng mdi.

Ban thdy ddy, cdc bu6c néu trén thit don gidn. Khi ban cim thay s0
lugng cdc ¥ tudng da phong phid, hodc khi cdc thanh vién bit diu
can cdc ¥ tudng, hiy tuyén b8 két thic. CAm on v mdi moi ngud
trd v& chd ngbi.
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Thuc hanh 15 3 phit X

Cude hop chiéu nay véi cdc trubng:phong 3 Cong ty xdy dyng Thién Nam
dugc triéu t4p khd dot xust khi ma s6 nhan vién ty v nghi viéc da 18n
d&n 10 ngubii chl trong vong vai tudn 1&. C6 L& Thu, Phé Giam dfc
Nhén sy vé cing lo lng vi thai gian qua ¢lng chinh 13 kic ¢6 dang
phai ra céng tdc tai Ha N§i d€ gilp xdy dung chi nhanh mdi cho cdng
ty tai phfa Bdc va c6 chua kip nim lai tinh hinh cdc din bi€n clia cong
ty. C6 L& Thu hy vong cufc hop ndy cé thé giip ¢6 hiéu 6 nhing
nguyén nhan clia ven dé a8 tir d6 dua ra bién phdp khdc phyc.

D€ thu thip ¥ ki€n cla cdc trudng phong v& nguyén nhén khi€n
nhiéu nhan vién nghi viéc, ¢6 Thu quyét dinh van dung phudng phap
Phdt ¥ tudng trohg cudc hop. Gid sit ban duge mdi tham du cude
hop ndy, ban hiy thit dua ra nhitng ¢ twdng clia ban v& van d& nay.

C6 thé nhitng ¥ wdng ciia ban niim trong s& nhitng ¥ ki€n ma cdc
trudng phdng déng gép nhu sau:

CAC NGUYEN NHAN KHIEN TY LéE NGHI VIEC
GIA TANG:

- Luo‘ng nhan vign +|«\c’i'p,:

- Tinh trang lam vide qud +4j

- Cdp teén it quan tam d&n nhan view

- Tinh trang kgf xey

- Dia &ém cia cdng ty qud xay

- Céc céng ty canh tranh mai goi nhan view,
- Gié xdng l&n;

- Mic luong téd khéng ddng déuw
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- Mdie tang luong khéng cao;
- Gy lam vidco k"\é‘)ng Ir\cp‘p |)‘,}
- Tiédn ’rl«\uc’:'ng kl«\é‘mg théa c'ldng,-

- Céc nhén vign guén ly gidi nght vide anh hudng 161 tinh thén cap
C!Mé’i,'

- Céc chl tiéu cdng vide qud cao;

- Cae khi€u nai trude day khdng duoc xi ly #8141

Thit tuyét vdi! Git ddy ban di c6 trong tay rat nhi€u y tidng ma c6
th& m&t minh ban phai mat rdt nhiéu thdi gian cling khong nghi ra
dwge! Nhung phai lam gi véi nhitng ¥ twdng so luge nay? Dung lo,
hiy ti€p tuc véi budc 3.

Budc 3: Nhém cdc § tudng

Gid 12 lic ma ban c6 thé dit cdu hdi dé 1am 16 thém ¥ nghia ciia
phitng ¥ tudng cdn chwa 16 ring hay qud ngin gon. Ban ciing ¢6
thé cho phép nhitng ngudi tham dy dua ra nhitng nhan xét hay binh
phdm vé& “chat lugng” clia cac y twdng. Hay ra sodt lai timg § tudng
va dit cdu hdi. Nhitng chi nhin cia cdc ¥ tudng s€ giip ban lam
cho néi dung cia chung 1d rang va du nghla hon. Ban ciing ¢6 thé
ciing moi ngudi quy€t dinh xem c6 thé bd di nhitng ¥ tudng nio
khong 1ién quan hodc khdng thyc t&, hodc bi tring 1dp. Ban ciing
¢6 thé mubn b8 sung thém mdt s§ ¥ tudng khic c6 lién quan. Hiy
viét fai cdc ¥ tudng di duge “trau chuSt” sang mot phin bang con
tréng hodc mdt t& gidy mdi.

Gia st bay gid danh sdch cdc ¥ tudng nhu sau:

CAC NGUYEN NHAN KHIEN TY LE NGHI
VIEC GIA TANG:

- Luong nhan vién thap so véi thi trudng;

- Tinh trang lam vidc qué tai trong thai gian gdn day ngay

céng +|v\u‘c'fn9 xuyén hamy
- Cép teén it quan tam d&n nhén vién;
- Tinh trang ket xe ngay cang nghiém trong)

- Dia diém cha cong ty qud xa frung t8m;
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- Cdec ebng ty canh franh mai goi nhan viaw,
- Giid xdng lan dnh hudng 181 chi phi di lai cia nhan vign,

- Mac |chm9 td cho nh&ng ngudi lam ciing mét céng vide nhu

whau chénh lech khé whidw,

- Mic tang luong hang nam khéng cao;

- Gir lam vige khéng hap ly;

- Tidn thudng thdp so véi céc céng ty canh tranh,

- Céc nhan vign quén ly gioi nghl vigc dnh hudng 161 tinh than
cé’p duéf'r,:

- Céae chi Héu c8ng viec qud cao;

- Céc khidu nai trude day khong duge xa ly 164

Gig diy cdc ¥ wdng trong da c6 vé sdng siia va rd nghia hon, ban
hiy luét qua mét 1an nita toan bd danh sdch d€ xem c6 gi 1ié€n quan
gilta cdc ¥ tudng trén hay khéng.

Thue hanh 16 3 phit &

DPoc k¥ danh sdch trén ban s& th{y cdc § tudng thudc nhiéu loai
nguyén nhin khdc nhau. Y tdng ddu tién “Liong nhan vién thap
so vdi thi truong” ¢6 vé nhu lién quan dé&n ch€ 6 luong bdng trong
cOng ty. Bdy gi¥ ban hiy nhém nhitng ¥ tudng thude nguyén nhin
lién quan dén ch€ d6 luong béug trong cong ty.

.....................................................................................................

Ban c6 thé viét lai cde ¥ trdng cliing nhém vao mét 13 gify hay
phin bing méi va gach bd cdc ¥ ndy trong danh sdch ban diu.
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DANH SACH BAN DAU

Cée nguyén nhdn khidn ty & nghi

vide gia tdng:

]":l.«ton&j reAToTeTT i’li'\{.;}_l STeamied Tll'\l iruér\g,
Tinh trang lam vide gué tai trong thai
gian 951«1 aay ngdy cang ’rhuc‘xng xuyén
hemy

Cdp tran it quan tam d&n nhan viéw
Tinh trang ket xe ngay cang nghiém
hong;

Dia didm cua cdng ty qud
g

xa trung

Céac edng ty canh tranh moi gei nhén
viédng
Giéd xdng 1an dnh hudng t&i chi phi i

lai cia nhén vién;

A4 1 M L] 1 ] [ Y
Jvid L IMU!’\g TPLA L I"\I’\Hl’\a Y\SHUI T FRL

5 N . 1 ! 1o 1o
T o T cURY THAT T TTRAT CAETR

bk ivté

M g :uuncd ‘r\&.ng TIPS IK}\U!\S atstay
Gieg lam vige khéng hop Iy;

%1 !‘ II 5 I! El E- ! 5 I
Tt

Cac nhan vien quén ly gidi nghl viéc
anh hudng & tinh thdn cdp dudi)
Cae ehi tigu cdng vide qud coo;

Céc khidu nai truse day khéng duge
xu ly toh

DANH SACH MOJ

Nguyé‘.n nhéan lign quan
dé&n ché dé luong bo"hg:

L'udng nhan vidn thdp so
véi thi trudng;

Tidn thudng thdp so vdi
cac cdng ty canh tranh;

Mue ehe

nha’ng ngurc‘:ti lam ciong

luong trd

mdt céng vidc nhu nhau
chénh lach khd nhidu;
Mue tdng luong hang

héam khéng caoy
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That tuyét! Xem ra cdc nguyén nhin c6 vé nhiéu hon ban nghl. Nhé
gach bd nhitng § tudng trong danh séch cii ma ban dd chuyén sang

Pl

d&€ nhém lai § day. Ti€

p dén, hiy xem nhing ¥ tudng con lai. Pau
tién 12 “Tinh trang 1am viéc qué tdi trong thdi g

ian gin ddy cang
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thudng xuyén hon”. Y tudng nay xem ra ¢6 vé 1a nguyén nhén lién
quan d&n cdch b trf cbng viée, va ban ¢6 th€ s&8 mudn cé6 modt nhém
mé&i v6i nhitng ¥ tudng tg. Vi diy, nhém k& ti€p s& 12 nguyén nhéin
lién quan dén cach bd tri cong viéc:

ANH SACH BAN DA U

de nguyén nhén khighh ty 1& aght
éc gia tdng:

Tton—gdnday gy Tag ey
XTyEFToNT

Cé’p trén it quan tam dé&n nhan vidwy

Tinh trang ket xe ngay céng nghigm

trong;

Pia digdm cia cdhg ty quéd xa trung
téam;

Cdéc cdng ty canh tranh mdi geoi
nhdn viéen;

Qia xdng l2n dnh l«\u‘éng t&i chi phi

di lai cha nhan vidw,

Cac nhan vién guédn ly gidi nghl vide
anh I«\u‘é’ng t&i tinh thdn c8p dudi,
CHochitRe T ooy v gqud—coor

Cac khigu nai trude day l(lf\ﬁng duge
xu ly t61.

DANH SACH MOJI

Nsuyén nhéan lign quan dén

cdch béd tel céng vide:

- Tinh trang lam vidc qud tai
Qﬁh day
ngdy cang thudng xuyén
hony

frong' theri gian

- Giier lam viéde khéhg kc_:rp |)};

- Cdc chi tign cong vide gqud

caocy

Nguyén nhan lien quan dén
che 515 Tudhg béng:

- Luong nhan vign thép so
véi thi teudrngy

- Tién thudng thdp so vdi cdc
cdng ty cgnl«\ tranh,

- Mue ]udhg tré cho r\lf\ﬁng
ngudi lam ciing mét céng
viée nhu nhau chénh '!é_lclq
Lkhé nhidw,

- Muc tdng luong hang ndm
kkﬁng coo;
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Tuong ty, ban cling hily nhé gach bd cdc ¥ trén trong danh sdnh ban
d4u mbi khi chuyén ching sang nhém mdi. Khi di hét cic ¥ lién quan,
hay t&p tuc véi nhitng ¥ twdng cdn lai trong danh sdch ban diu va
chiing ta s& cé thé lip ti€p mdt nhdm nhilng ¥ tudng vé mot khia
canh khdc. Ban ti€p tuc lam cho d&€n khi d3 nhém hét cdc ¥ wdng.

Viéc phan nhém nhing ¥ tudng cho phép ban dé dang nhin biét
c6 thé ti€p tuc k&€t hgp hay bd bét nhitng ¥ twdng ndo hodc can phii
ti€p tuc b8 sung & mbi nhém nhitng ¥ twdng ndo.

K¢ thuit phit ¥ tudng cd thé khéng true ti€p dua ra cau trd 13i cho
moi vin d&, nhung trong hiu h&t cdc trudng hop, né gitp ban nhin
sit viée mdt cdch bao quit, dz’iy dt va mdi mé hon, dﬁng thd1 rat
ngin mdt cdch ddng ké thdi gian nhd tin dung dudc triét 4é sic
manh cda tip thé, K&t qui phdt ¥ twdng thudng 1a nhitng cd s6 t6t
cho qué trinh x& 1y thong tin v ra quy€t dinh cho cude hop cla
ban. Nh3 k¢ thudt niy, nhitng gidi phdp ctia ban nhiéu khi mang
tinh sing tao mot cach bt ngd.

5.2 Ky thuat dung bang so sdnh

Chiing ta vita nghién citu mét hinh thic phdt ¥ twdng von duge sif
dung khé phé bi€n trong khi diéun khién cdc cudc hop. Poi khi ngudi
ta goi hinh thitc wrén 13 phdr y tudng ti do bdi vi nhitng ngudi tham
du chi viéc néu ra bit k¥ ¥ tudng nio xudt hién trong diu ma khong
theo mdt trinh tw nio ca.

Ngoai ra ciing ¢6 nhing hinh thic phdt ¥ tudng theo trinh 1 trong
d6 ngudsi diéu khién dua ra mdt khuén mau d€ din ddt nhitng ngudi
tham gia déng gép ¥ ki€n 1an lugt tdp trung vio mét khia canh nao
d6. Chiing ta hdy tim hifu mdt hinh thirc phdt ¥ tudng theo trinh tyf
tiéu biéu sau diy, dudc goi 1a ky thudt dung bdng so sdnh.

Cudc hop bit ddu trd nén cang thing khi Giam diic Minh, ¢hll toa cubc hop dé
cap dén phin chinh trong chuong trinh: “Chuy&n vin phong cdng ty vé khu
trung tAm thanh phd”. Trubng phong kinh doanh phan khich néu ra hang
inat nhitng thudn Igi khi van phong doi vé gdn khédch hang han, con trudng
phang tai chinh k& toan cling khéng kém phdn hing hdi dua ra ting tuén
diém dé ¢ g&ng phan ddi vi kia, khi 6ng ta dang phai chiu qué nhidu ap luc
vé tién bac. Cac nhan vién clia hai phong va ca cac phong ban khac cling
khong bd 18 co hdi dé Ging hd va phan d6i nhiing ¥ kign duge ndu ra bing
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nhifng dp ludn ddy stc thuy&t phyc, Sau hai gid d6ng h8, moi ngudi 4 chia
ra fam hai phe d6i lap 0 rang, mdt phe gdm nhitng ngudi khap khéi vi c6
thé sdp co chd 1am gén trung tdm hon, phe con lai 1d nhiing ngudi kich ligt
phan d6i vi Iy do ngugc lai. VAo thii difm ma rat nhiéu thanh vién d3 6 ra
mét mdi va dya vao Jung ghé, v6i anh mit chan nan, byc bdi, dng Minh
chgt nhé d&n mgt ky thudt dng vita doc va vb tran IAm bdm: “Tai sao minh
khéng thi* 4p dung ki thuat diing bang so sanh nhi?”

Ky thuit ding bing so sdnh con duge bi&t dén dudi tén goi Force
fields analysis do nhd tdm 1y hoc Kurt Lewin phét tri€n. K¥ thuat
don gidn ndy td ra cyc k¥ hitu hidu déi vdi qud trinh xit 1§ c4c thdng
tin d€ ra quyét dinh — muc dich chinh cda rft nhiéu cudc hdi hop.
Hay xem cong cu nay dugc st dung ra sao.

Cong cu hd trg: Bing tring hoiic bang gidy, bit viét.

Céch ti€n hanh: Ban hiy ding biit chia bdng hodc gidy ra 1am hai
theo chi€u doc. Mot bén ban ghi tiéu dé “Thudn 16i” cdn bén kia,
tieu dé 1a “Khé khin”.

Hay ghi vin dé dang cin cin nhic 1&n phia trén bang so sénh.

Vi du:

Chuyén vdn phong cbng ty vé khu trung tdm
Thuin lgi Khé khidn

Hiy b4t ddu bing viéc mdi goi 4t cd cdc thanh vién suy nghi va
liét ké ra nhitng thuén 1¢i ¢6 thé ¢6 khi di chuyén van phong vé
khu trung tdm thanh ph6. Hay bdo dim ring moi ngudi liét ké 1d?
cd nhitng thuén Igi ma ho c6 thé nghi ra dude, va chi nghf vé nhimg
thudn lgi ma thbi,

Sau khi ban da chic chin 12 moi thinh vién di liét k& hé&t nhitng
thudn lgi, hdy yéu ciu moi ngudi tdp trung vdo viéc suy nghi vé
nhirng khé khin, va chi nhitng khd khdn ma thoi. Hiy viét ra tit ca
nhitng khé khin c6 thé c6 vao phia bén tay phii.
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Chuyén vin phong cong ty vé khu trung tém

Thuan loi Khd khan
Rut hgéh khodng cach va thail| Tham chi phi di chuyén van
gian di tham khach hang phong
Giicdm nhidu thei gian di lai e Thém chi phi trang tri nai that

mdi

Cé loi cho uy Hn cha céng ty
s Tham chi phiin &n lai dia chi

Co s& ha tdng 18t how :
céng ty tpan danh thi&p va

Co hei d& thuong lueng lai gia
thué van phong theo thai gid

maln vin thue

e ; . 1. 5t 58 nhan vign hign cd nha
mdi vdn dang gidm thép so vai Mést 56 1= i

e e 95?\ céng ty cé thé& r\gh? vide

Co hai d€ hop Iy héa dign tich
st dung cia vin phéng

Co hsi dé thu hut thém céc
nhan vign fré, gidi

Va gitf ddy, ban dd c6 mdt cdi nhin dng thé vé nhitng khé khiin va
thuén 1i cha vdn dé. Hiy mdi moi ngudi cing nhin vao hai phia
ciia don cin va can nhic xem phia nao “ning” hon. Ciu trd 13i da
c6 thé hién 1o tredc mat ban mot cdch thuyé&t phuc.

D3i vdi nhitng van dé khéc nhau, ban c6 thé linh hoat khi st dyng
nhitng cap tiéu d& khic khi dit lén dia cin nhy: “Diém manh va Pi€m
y&u” hay “Cd hoi va Nguy cg” hay “Chi phi va Higu qud”, v.v...
Ky thuat ding bing so sanh ciing cho ban mdt cai nhin trfc quan ma
néu khong sit dung, ban sé (5t khé dira ra mot quy&t dinh hop 1§ Vi
chc cip ngiu luc khong thé sip x€p dugc cd dinh trong diu ban, 4p
luc ciia chiing dudng nhf thudng xuyén thay d8i khién ban khong
“thé quy€t dinh dit khodt dugc va d6 ciing 1a 1§ do tai sao k¥ thuat
ndy con c6 tén goi “Bang phén tich céc ngudn e tic dong” (Force
fields analysis). Viéc tap trung vio chi mot bén clia bang so sanh giip
cc cubc hop trinh dugc sy cdi va khong cin thidt, vi n6 héng tat ci
moi thanh vién ciing suy nghi v& mot hudng cha vin dé tai mdi thdi
diém, va i thé tao ra mdt khong khi hop tc, phét ti chit khdng phai
1a mot cude chién cla nhiing ¥ chi gitfa cdc thanh vién.

Nhu vdy, ban di nghién cifu xong nhitng k§ pang vé hoy hinh.
Biy gid ban hay danh it phit 48 hoan t&t bai ty ddnh gid sau.
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Hay ty danh gid 1 10 phut &

Céc cudc hdi hop dinh ky trong cdéng ty dudc t8 chitc do hai muc
dich chinh. b6 13 gi?

.....................................................................................................

.....................................................................................................

D& chudin bi t6t cho mét cude hop, nhitng ngudi tham du phdi lam
ba di€u gi?

.....................................................................................................

.....................................................................................................

.....................................................................................................

Cho bi€t ¥ ki€n ngidn gon clia ban vé cdc phat biéu sau d6i v6i vdn
dé hoi hop.

N%i dung cudc hop nén linh d6ng d€ ngudi tham dy ¢6 th€ thém
vio cdc muc néu ho mudn.

Bién ban hop nén ghi chép cdc dién bi€n cing chi ti€t cing (6t
Nhirng ngudi tham dy khong néi hét nhitng gi cin ndi ciing 12 mot

vin dé nghiém trong nhu viéc ho néi qud nhiéu.
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5 Nam didu ma ngudi 8 chic cdn chudn bi cho cuge hop 1a gi?

.....................................................................................................

.....................................................................................................

.....................................................................................................

6 Sau diy 1a trich doan cia mot budi hop phét ¥ tudng ma Hién —

Trudng phdng kinh doanh - ti€n hanh trong nhém cda minh. Ban
hiy doc va chira 3 - 5 diéu ma Hién nén cdi thién khi st dung k¥
thuit phdt ¥ tudng.

Hi&n: Nao moi ngudi, ching ta hiy danh vai phit ngdi lai véi nhau.
T6i cin ¢ ki€n d6ng g6p ciia moi ngudi vé vén dé ma chiing ta dang
gap phai. Ching ta sé sif dyng cdch phdt ¥ wdng d& tim ra nhiing
gidi phdp cho van dé.

Tién (nhin vién tap vu): T6i ban phdi n¥a ly tich réi. C6 can toi
tham gia khéng?

Hidn: C6 chi, “cing déng cing vui” ma. Ching ta bit diu nhé.
Vin dé cla ching ta 12 1am thé& nao d€ ting hiéu qui 1am vigc.
Ching ta s& danh 5- 10 phit d€ nghi ra cang nhiéu § ki€n cang
t51. C6 ai ¢6 ¥ ki€n nao trwdc khdng?

Huong: Ting ludng. T6i sé 1am viéc t6t hon n€u dugc ting ludng.

Chudng: Lam sao ma céng ty c6 thé ting luong duge trong giai
doan khé khin nhu hién nay.

Phuong: Viy trang bi thém mdy vi tinh cho nhin vién dugce khéng?
Huong: Thém mdy vi tinh thi duge g1? Toi thiy ching ¢6 gl lién quan.
Reng.. reng.. reng...

(Tiéng chubng dign thoai vang lén va moi ngudi chot im lang dé xdc
dinh dién thogi cia ai dang reng.)
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Tién: Ti€ng chudng niy 1a chubng dién thoai cia Hién.

Chudng: Biing 1éi, sé€p tdng goi vé d€ nghe bdo cdo d6. Lic nao
di cong tdc xa s€p ciing goi vé vao gid nay.

Hién (véi va): Hudng nay, em ti€p tuc din dit moi ngudi thio luin
trong khi chi nghe dién thoai nhé.

.....................................................................................................

.....................................................................................................

Ban c6 th€ tham khdo cdc cu trd 181 & phdn Pdp dn bai tép tu
ddnh gid & cubi cudn sdch.
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6 Tom tit

Tat cd céc*-:éuﬁc.héi hop tai noi 1am vige d&u nhiim vao myc
dich trao a6i thong tin hoic kiém soét cbng vigc.

Hop hanh tét hitu fch va cin thi€t, th€ phung tiop hanh ciing ¢6
mit trdi cGa né. T4t c nhi¥fng cudc hop déu chi€m dung thdi
gian 1am viéc va nhilng cudc hop duge t8 chic kém 1am tiéu

t6n thai gian v ich.

‘Mot cudc hiop s& dat higu qud cao néu:

» dugc 1 chici6t; o

= nhing ngudi tham gia'x¥ sy hdp 1y.

Khiun chuﬁnbltS chitte cuéc hop khé quan trong, ba'd.:-gﬁm: _
» sip xép thasi gian hop phd. hgp; -

. phan phét tru6c chudng trimh hop v chc i ligu lién quan;
= bdo aim ndi t8 chitc-hop phil hyp va b tf ch8.ngdi hap 1.
Ngudi t6 chic va nguoi tham dy c6 trdch nhiém cﬁﬁng 1A lam

- cho cudc hop dién ra subn sé.

Ngudsi chii toa déng vai trd ki€m' sodt va didu khién cuéc hop
d€ dat dugc cic muc:dich da dit ra. Trong m{t 6 trudng hop,
d%c bit 1a khi mudn loai bd dnh hudng ciia cfp bac trong viée
d6ng gbp ¥ ki€n, viéc diéu khién chuong trinh dugc tich khoi
vai trd cdia ngudi chi toa. Ngudi chii toa phdi didm bio:

% cudc hop dién ra theo ding cdc thi tuc;

». cubc hop dé cap Qﬁy- dG chc chid d& trong chuong trinh cudc

hop:trong khodng thdi gian da #n dinh;

. moi ngdi c6 ¢ hoi tinh bay nhitng ¥ kién hitu ich, khong
. -4é ngwdinio n6iqud dong dai hofic 1dn 4t ngudi khic;

w chc ¢ ki€ ';héo' Jluin hudng Y "_i:rr_';ing\ tam ciia cudc hop;
o cudc hop tap trung gidi-quy€t cdc vin d€ va di dé€n nhifng

y quyét.dinh mbt céch hidu: qui;

' u cc quyét dinh dat dugc bing nhitng Minh thic nhy dd théa

~ thu§n (nhubd phi€u, nhit trf chung,...) va dude hiéu thiu d4o;
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Ngudi thami‘dit cAn phi chuZn bi:
= Doc trude i lidw;
' Yéu cfu duge gidi thich tru6c nhiing diéu c6 lién quan 48n:
cudc hop ma ho chua 13;
» Nghi tru6c vé nhitng vin dé s& hop va néu du’dc trao d6i
chitng v4i nhitng ngudi khic; :
= Viét ra giffy nhimg ¢ ki€n ma minh s& déng gép trong cuge hop

Cic k¥ thuﬁt phdt ¥ tuéng vi bang so sdnh- b3 nhﬁ‘ng cong cu
hitu ich gip cho ngudi chii toa huy ddng:15i:da sy dong gbp ¢
kién-va g1é.1 quy€t nhilng bt d6ng y kté'n ong cc cube hop.

'B& tham. du‘ ‘cudc hop mt. céch hxéu qué nhﬁng ngu’fil tham dy.
nén:

= Sip xép thdi gian va doc @i lleu true khl dén C’uﬁc hop;
" Lﬁng nghe ngu'ﬂl khic trong cuﬁc hop,_
"« Phét bidu. § ki€n trong cudc hop. '

Nhitng ¢ ki€n déng gép nén ngdn gon;' b6 cuc chac ché va di
thing vao vin d& d€ gilip nhitng ngudi khic dé tiép thu,

Ngudi viét bién ban ghi lai ¥ kié’n,"_qujré't dinh vA hanh déng da
thdng qua trong cudc hop mét cdch chinh x4dc va khdch quan.

Chuong trinh cuéc hop quyét dinh ti€n- trinh hop. Mot chuong

- tiinh cuge hop t5t phdi ddm bio tinh tap trung v& ni dung va’
hop Iy vé& mit thoi glan .

Bién bin hop cidn tém ¢t 13 ai chiu tréch nmém thl.l'c hién viéc
gi va khi ndo thyc hién. Bién bdn cdn- gm ngay cho ngudi tham
dy cang sém cang t6t; :
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7 Suy ngdm

) Biy gi¢ ban danh 5 phiit d€ suy ngAm nhitng vin dé vira nghién
¢cu va nghi xem ban s€ ép dung ching vao thuc t€ cong viéc cha

ban nhu th€ ndo. Hiy vi€t ra nhitng suy nghi cia ban.

A1 T61d4 hoc duge ...

A T6i dd hoc duge ...
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han B
)é thuyét trinh

anh cdng

Ddn nhgp

DGt phd voi sy hdi hép
Tdng cuong su tu tin
Phdc thdo bai ndi

Hay dién dat tit nhitng

ghi chi cia ban

Cdc phuong tién hé trg

tric quan
Dién tdp va thuyét trinh
Tém tdr

Suy ngdm

1 Dan nhap

T6i rat khdm phyc nhitng ngudi ¢6 thé v tin
ditng trrdc moét khdn phong diy nhitng
ngudi xa la va dién thuy€&t mét cich hiing
hén. Ban thi sao?

T6i ot ty héi sao ho c6 thé can ddm nhuy th&?
Sao ho khéng run va néi ldp vi hdi hop?
Lam sao ma nhitng di€u ho néi ra déu cé
vé rdt quan trong va ddy thuyét phuc?

Hin ban s& nghi ring ho 1 mét loai ngudi
khdc hdn chiing ta — ho 1a cdc “dién gid
bdm sinh”.

Tuy nhign, khong hé c¢6 nhitng “di&n gid bim
sinh”, Chiing ta déu ¢6 khd nang thuyét trinh
mdt cdch hiéu qud néu ching ta hoc d€ 1am
diéu d6. Néu cho riing nhitng ngudi thuding
xuyén thuyé€t trinh nhu cdc chinh trj gia 1a
nhitng ngudi c6 khd ning thuy&t trinh bim
sinh thi khong ddng. Tai tin 1a lic méi bit dau
ho ciing bdi 181 nhu ban hay t5i thdi, va ho ciing
di trai qua sy bé bang nhu nhimg ngudi khac.
Nhu vy ho kbdc chiing ta & di€m nao?
Chi ¢6 ba diéu:

ho d3 quyét tam;

ho d4 thyc hanh nhiéu:

he d3 hoc dugce nhitng k¥ niing cin thiét.
Phin nay sé din dit ban tim ra cich thdc d&
¢6 th€ thue hién thanh cong viéce thuyét trinh.
Piu tién, ching ta s& tim hidu nguyén nhan
gdy ra tdm ly hdi hdp khi phdi thuy&t trinh
va céch thitc dé ting sy ty tin khi thuy&t tinh.
Sau d6 ching ta s& nghién citu cic budc dé
vach ra ndi dung cia bai thuy&t trinh, cudi
cung 13 tham khdo phuong phép luyén tip va
di€n tdp d€ thuy&t trinh modt c4ch higu qua.
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Sau khi hoc xong phin nay, ban s& c6 khd ning 16t hon dé:

Giai thich nguyén nhén giy ra tam ly hoi hop khi thuyét trinh;
M4 i cdch thite dé tang sy ty tin khi thuy€t trinh;

Liét ké cdc budc dé€ phdc thdo ndi dung mdt bai thuy€&t trinh;
M6 ta phuong phép luyén tap d€ thuy€t trinh mdt cach hiéu qua.

2 D6i phé v6i sy hdi hip

2.1

R4t nhidu ngudi cim thdy hdi hop, thim chi lo s¢ khi phdt biéu
trude dam dong. DE c6 thé ch€ ngy dugc cdm xidc ndy, 6 1€ ching
ta nén bit ddu bing viéc fim hidu né.

Vi sao ching ta cadm thdy hoi hop?

C6 1& ban di c6 d6i 1dn phai doc mot bai didn vin hay trinh bay
m6t vin d& ndo 46 trong nhitng tinh hubng nhu:

trinh by v6i cdc 46ng nghiép va ban lanh dao v& mot dy 4n ma
ban phai thyc hién;

trinh bay v6i mdt nhém khdch tham quan vé céng viéc cua ban;

gidi thiéu mot sdn phim méi cda cong ty trong mot budi hoi nghi
khich hang;

phét bidu tai mdt bita tiéc tién mot thanh vién ky cuu cha nhém nghi huw;
T4t c chc tinh hudng nay la:

khd trang trong;

khd quan trong;

ddi héi tinh nghiém tic;

ngudi phat bi€u phai chiu nhiéu tréch nhiém.

Diéu d6 c6 nghia 13 ngudi phat biéu phai chiu dyng nhifng dp luc,
va do d6 cim thdy lo lng.

M6t ngubii ban clia tdi dd md ti cdm gidc cba anh trong Idn d4u tién phai noi
truc mot clf toa lon, 46 12 khi anh phai trinh bay vé k&t qua nghién clu clia
nhém dy 4n ma anh tham gia trudc Ban gidm ddc.

“B4u tien t6i cAm thay rat lo Hng. Bau 16i udt dm md hdi, va khdng hify sao
toi khdng thé nhin 1S — moi vat d&u nhde di. Tim t6i dap manh nhu mudn roi
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ra ngodi. Toi hdp tap bt ddu va ndi Iip bdp nhu mét thiing ngde. Giong toi
run run va i nudt nuéc migng lién tuc vi cd hong toi khd khdc.

Rdi khi 10i ngung lai mdt chit, tdi dot nhign nhan thdy chin tri cia minh
bi run khéng sao kifm soat dugc, t8i nghi moi ngudi déu c6 thé nhin thdy
didu nay. Lic do t6i hdi hdp thyc sy, t6i khang bigt minh dang trinh bay
d&n dau, t6i noi Ip bdp va bit ddu toat md hoi. Toi thyc sy khdng bidt
minh da k&t thic nhu thé nao.

Kni vifa k8t thic xong t6i ¢hi mudn bd chay. T6i nght minh s& 1am trd cubi
cho moi ngudi. Nhing that bubn cudi 13 chdng c6 ai dé ¥ dén vige nay, va
dng Phé Giam doc chi néi mdt cdch chan tinh ring: ‘T8t IAm, nhung 14n sau
cdu hay ndi chdm mot chit’.”

To4t mé hdi, run giong, tim didp manh, khd ¢6 hong, tay chan run
rdy 14 céc triéu chitng ciia co th€ khi bi hdi h§p thdi qui, hay néi
cach khac 46 1a sy lo s¢.

Sy lo s¢, dii nhe nhang (cAm thiy hdi hp) hay nghiém trong (cAm thiy
khi&p sg) 12 nhimg phan tng sinh hoc ty nhién cla cd thé trube sy nguy
hiém hay méi de doa nguy hiém. N6 cdnh bio d€ chiing ta khong di
vao noi nguy hiém, va néu chiing ta thuc sy gip nguy hiém, né s& gitip
cd thé chiing ta dat trang thdi sin sang chay thodt @€ ctu mang minh -
hogc d€ chién dau chdng lai sy nguy hiém. C6 diéu 12 chiing ta lai thudng
s¢ hii trong nhiéu tnrdng hgp ching ¢6 sy nguy hiém nio hién dién
cd — nhu khi thuyét trinh trude ddm déng ching han.

Thuc hanh 17 2 phit 8

Biy. gu‘.l ban hﬁy ngﬂ‘ng lai hai phét va nghi xem- tai sao chung ta
; Ipthamchilosqkhltr’lnhbﬁymétvﬁ'ndénao

dé e el tqa_.
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Nhitng bai thuy&t tiinh dit ching ta vao tinh huéng ma chdng ta
1a ngudi duy nhdt phdi ndi. Qud trinh thong tin dién ra chd yé€u
theo mot chidu va do d6 khi ding trudc dam d6ng, chiing ta thudng
khong biét 16 nhifng ngudi d6i dién dang chd dén ching ta véi
th4i d6 ndo, he dang suy nghi ra sao, sip stta phan Ung nhu thé
pio véi nhitng gi chiing ta ndi, va chinh cim gidc khong chic chin
ndy sé khi€n ban mdit ty tin va lo sd.

Dién nay con li€n quan d&n cidm gidc khong an toan vi ban s0
ring nhitng gl ban trinh bay s& ¢6 th€ Jam hai ban. N&u ban cdn
nhé 1§ thuyét v& nim mic nhu cdu cda con ngudi theo nghién ciu
clia Maslow ma ching t6i da trinh bay trong cudn “Tao dong luc
lam viéc” (nim trong BO sich Tang hi¢u qui 1am viéc c4 nhin cia
Business Edge), ching ta cé thé thdy ring khi phai trinh bay trudc
d4m d6ng, phin 16n cic mitc nhu cdu cla ching ta (trif nhu cau
sinh hoc) déu c6 nguy cd bi de doa bdi nhing gi ching ta s& néi
ra.
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Nhu cAu ty
khing dinh
Nhu ciun dugc B
tén tron.
Nhu cdu ong Phéat 1ién cd
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l\Fhu cin Budc yéu thuong | 5o cgng nhin
sinh hoe Sy dam bio Pudc 14 thinh ‘ '
Sy §n dinh vién cda tap thé
Thyc phdm Sy hda binh Tinh ban T
Khéng khi ) 7 o S ...-."".
Nuéc
Gific ngd

Hidu 16 dudc nhitng nguyén nhin sdu xa niy, ching ta sé c6 thé
nhan ra nhitng nguyén tfc co bén d€ dep bd ndi lo s¢ khi phdi trinh
bay trrdc ddm déng, hay it nhdt 1a ciing c6 thé ch€ ngu dugc nb.
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2.2 Ché ngu su hoi hp

the gign s&
yén  4&di
g chiy hda
t do sy o
g tdo nén,
T8t d& ad
- cdch 1am
1 dd.

Nhu viy phan @ng hét hdp hay thdm chi lo sg 13 diéu tu nhién.
Tuy nhién, chiing ta ¢6 thé vugt qua bing cdch:

hoc cdch ki€m sodt phan tng clia co thé:
hoc cdch d€ bt “nhay cadm” v8i “sy de doa”;
nhidn thitc ring “sy de doa” t thin né ching c¢6 gi 1a nghiém trong;

trau d6i k¥ ning di€n thuy&t ciia minh dé ¢6 dugc nhitng thinh cong
budc diu vd nhd d6 s& ty tin 1&n.

Thuc hanh 18 3 phit &

Hiy nhé lai mot trﬁé!ng hgp ma ban chitng ki€n di&n gid o ra hdi
hop khi dang phidt bifu. C6 thé 1a phat bi€u tai ndi lam viéc, trong
mdt ddm cudi hay trong mot budi hdi hop.

Ban hiy néu ra nhitng bi€u hién héi hop cla didn gid,

Nhitng bi€u hién ca sy hdi hop thi nhidu vé k&, nhung thudng Ia:
min mé do quan, db trang sic, téc, gidy td mdt cich lubng cudng;
tAng hing lién tuc;

todt mé hdi;

run tay;

giong néi gdp gdp, run run, hay khéng thét nén 19i;

vy...

Sau day la vai cdch don gidn d€ d6i phé véi cdc tricu ching héi
hép ciia cd thé trude khi trinh bay:

cho minh thdi gian: di vai mét d€ d&n vi ti dién thuyét,

cho minh thdi gian: danh vai gidy d€ sip xép gidy 3 trdc khi bt diu;
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ndm chit ban tay rdi tha 16ng cang cham cing t&t, 1am nhifu lin;
thuc hién cdc bai tdp ki€m sodt hoi thd va giong ndi;
hoc mét vai k¥ thuédt thu gidn.

Nhung dé c6 thé kiém soat va loai trit sy hdi hép va lo ldng mot
cach triét a& hon, ban cé thé€ thir 1am nhitng diéu sau:

Thyc hanh. Thyc hinh cang nhi€u cang tt.
Chuéin bj that chu ddo.
« Hiéu that 16 nhitng gl ma ban s& ndi;

» Hiy ludng tridc nhitng cdu héi héc bia va nhitng tinh th€ khé
khin d€ khdi phdi bi dong.

Nghi ngei. Trudc ngdy thuy€t trinh, ban hdy cho minh thdi gian
nghi ngoi ddy &, ding thitc qud khuya hay bd bira &n d€ c¢6 lam
ndt viée gi 6. Pdm b3o ban khdée manh va tinh tdo trong ngdy
thuy€t trinh.

C6 m#t sém. Ban nén d&€n trudc vai phit dé ki€m tra k¥ cic thiét
bi nghe nhin trwdc khi bit diu.

Ty dong vién. Hiy ty nhi ring, ban 2 mot di€n gid xudt sic va nhd
lai nhitng 14n ban da thanh cdng trong qua khi.

An mic. Ban cin in mic lich sy v3 chon trang phuc cho phii hop
v6i béi cdnh va d61 twgng thinh gid.

Géy thién cdm véi cuf toa:

= Hiy gi6i thiéu ban v6i moi ngudi ngay tir diu, va mdi ho tu gi6i
thiéu néu c6 thé.

» Nhanh chéng hoc thudc tén cla nhitng ngudi trong cif toa hoic
yéu cdu c6 bang tén cho m3i ngudi (n€u c6 thé).

« Hiy tim hiéu trudc vé& ck toa cha minh. Khi cin ban ciing c6 thé
tranh thil thién cdm cda mdt s6 cif toa cé uy tin v nhd ho ting
hd ban trong khi ban néi.

= Hiy tin ring ¢ toa 12 nhitng dong minh dang sfn sang nhiét liét
ing hd cho ban, chf khéng phdi la nhitng ngudi dang thi dich
hodc tim cd hdi d€ ch€ nhao ban.
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2.3 Gidm thiéu “su nhay cdm”

khong the
qua dirge
 1&ng néu
g 481 mit
6; néu ban
1 né, mot
gn &€ trd
Si t¢ hdn,

G qudn in néu c6 ai d6 dap v mot tii khin lanh & ban k& bén,
ban s& gidt ndy ngudi. D6 12 phdn ¢ng s¢ hii v thifc. Mot vai
ngudi dé gidt minh hon ngudi khdc nhung vé co bidn ching ta déu
¢é phdn dng tuong ty nhu viy.

Nhung né€u ngudi ta lién ti€p dép cdc tii khdn lanh 46 c@ vai phit
mdt 14n, vai gidy mot, v 1am suft cd ngay thi ban s& phdn ing
nhu th€ ndo? Ban s& phdn ng it din, cho d&n khi ban khdng con
chi ¥ dén sy viéc d6 va ciing ching con gidt minh nita.

-

R4t don gidn 12 ban di quen vdi né. Pidu dugc coi 13 “sy de doa” 1an
diu tién sé bdt de doa trong lan thit hai, va cudi cung thi n6é khdng
con 1a sy de deoa nita. Theo thudt ngt tim 1y, ban 44 bi “giy t&”.

Thuc hanh 19 2 phut 8

Hay dé xudt cdch ty giy té d€ chdng lai “sy de doa” khi phai dién
thuy€t trudc d4m déng.

-----------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------

Vi du v& tdi khiin lanh & trén d3 cho ban cAu trd 181 kh4 rd rang:
Ban cin trdi qua tinh th€ bi “de doa” nhiéu lan;

Thye t€ va kinh nghiém s& 1lam ban b8t lo 1ing khi ban bi&t chic
khéng c¢6 gi nguy hiém ca.

Nhitng ngudi phadi thuy&t trinh trudc ddm déng déu thdy ring mic
dii 1dn thif nhit c6 v& tdi t&, 1an thit hai s& 6t hon, va cff ti€p tuc
nhu thé€, Bi€u ¢4t 16i ma t6i mudn nhin manh & diy l1a: thyc hanh
mgt cach thudng xuyén va kién tri s& giip ban manh dan, tu tin trong
viéc thuyét trinh vA nhanh chéng nhin ra ring viéc ndy ching déng
sd chiit ndo, n€u khéng néi 13 rat thd vi.
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3 Tang cudng sy ty tin

M6t cich khdc d€ gidm sy h6i hop hay sd hai la tdng cudng sy wf
tin &€ tir d6 ban c6 thé trinh bay 8t hon.

Thue hanh 20 3 phit &

&Y Gid sit ban phii thuy8t winh trong vai tudn t6i. Hiy ghi ra hai viéc
L_J ban ¢6 thé 1am ngay tir biy gid d€ tao ra sy & tin cho minh.

.....................................................................................................

.....................................................................................................

.....................................................................................................

Bit ct viéc gi c6 thé gitp ban thyc hién mot bai thuy&t trinh thuy&t
phuc v hiéu qud hon déu giip ban c6 thém tf tin vao ngay thuyét
trinh, dic biét 1A viée:

s Ién k&€ hoach va chudn bi ¢dn than;

s thuc hianh cdc k¥ ndng cia ban.

Lén k& hoach va chudn bj

Né&u ban da chudn bi bai thuyét trinh (hay bai ndi) mdt cdch
chu ddo, ban s& c6 di co s3 d€ 6 dugc sy ty tin vao ngdy ma
ban thuyét trinh. Nhung ban pha1 nd lye trong céng tdc chudn
bi. Pa s6 cdc dién gid déu néi ring thoi gian chudn bi cho mdt
bai thuy€t trinh it nh4't ciing nhiéu hon gdp nim lin thdi gian
thuy€t trinh thye sy.

Mot cong thitc d€ chudn bi cho bai néi la:
Budc 1: Xdc dinh cdc muc tiéu

Hiy nghi v& muc tiéu cia ban, nhu cau cla ngudi nghe, va boi1
canh clda cudc néi chuyén.
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B ¥ do cia bai thuy€t trinh 1a gi?

T6i mudn dat duge gi qua bai thuyét trinh ndy? (truyén dat thong
tin, dng hd, phdn d6i, vin ddng, kéu goi sy hd trg ¥ ngudi khdc,
vv...)

® ngudi nghe li nhitng ai?

Ho c¢6 nhitng mdi quan tim gi? Liéu nhitng diéu ma t6i trinh bay cb
gitp ich gi cho ho khéng? Ho cé chinh ki&n nhu th€ nao? Hidu bi&t
va kinh nghiém ciia ho vé v&n d& niy ra sao? Ho c6 hi€u duge nhitng
thudt ngit chuyén mén ma téi trinh bay khoéng? Phuong phap tiép
cdn nao 1a t6t nhit ddi véi ho? v.v...

w thuy€t trinh & dau?
Dia di€m thuyét trinh ¢ phd hgp v6i dé tai cha 51 khong? C6 i céc
yéu cdu k¥ thudt va phuong tién cin thi&t khong? Pia diém c6 thuan
tién cho van dé di lai clia clf toa khong? Sip x&p ban gh& ¢6 phit hop
khong? Véi dia di€m nhu vy t6i ¢6 thé st dung dude nhitng gi dé
hd trg cho bai néi clia minh? THi nén trinh bay bai néi trong bao 1iu?
Buée 2: Xac dinh nhitng § chinh

Quyét dinh nhitng § chinh nio cin chuyén tai d€ dat dugc muc tiéu
cia minh,

Budc 3: Tim mdt cdu tric hgp Iy

Tao ra mét cdu tric hdp 1y véi cic ¥ chinh di chon, v4i phin mé
dau (gi6i thiu), phin gita (phin chinh clia bai thuyét trinh) va phén
cudi (t8ng k&t va k&t ludn).

Budc 4: Chuin bj cac ghi chii

Phéc thdo ngin gon nhiing gt ban mudn néi d€ gitip ban din dit bai
n6i va ddm bdo ban khéng bd s6t bat ¢ diéu gi. Ban ciing c6 thé
ghi vdn tdt nhitng s6 liéu, dit kién hodc cdc trich din cdn thiét.

Budc 5: Chudn bi cdc phuong tién hd trg
Chon lya va chufn bi cdc bi€u d8, mé hinh miu, phim dén chidu

(transparency) va trang thi€t bi d€ gilip ngudi nghe dé ti€p thu dugc
ndi dung.

Buéc 6: Dién tip

Thite hanh tru6e bai thuyét trinh d€ bi€t chic thdi gian trinh bay,
tc dd cin thi€t v cdc tit ngif st dung.
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Thuc hanh 21 3 phut &

@ - Gid s ban: phﬁl trinh’ bﬁy cho mft nhém- nhan vién mdi vé hoat
déng cha cong ty va phong ban cia ban. Ban mudn cung cip cic
* thong tin lién quan va hifu ich’ nhft 4 ho khong-bi b3 ngd khi bit
dau cong viée. Téng céng ban ¢6 15 phut cong thém mdt chit thdi

gian cho cdc cdu hoi. -

 Hay s¥ dung ky thuft. “Phét y tu'&ng” ma ching ta.d3 nghién cifu
trong phin A dé ligt ké cic ¥. chinh ma ban muSn tﬂnh béy (budc
2 trong cfng tht?c trén) : : .

Hay phic- thé.o phin gidi thléu va phﬁn két luan Mai phan ngin
gon trong mdt dén hal ciu. . _ S _

4 Phac thao bai néi

Ching ta s& bt ddu bling cach liét ké cic ¥ chinh.
4.1 Ligt ké cac y chinh

Thuc hanh 22 10 phat &

J Ta két qud- cua bai thizc hank 21, ban hiy s{p x&p cdc-§ chinh
theo mét tinh-t¢ hop: 13- ‘P& bii néi b dqng 2 sﬁc tich, ban
“nén. gi6i han: khong- qud nidm §- ¢hinh... ' :
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.....................................................................................................

0] diy, ban d4 vira 1dm mot cong viéc quan trong 14 cin nhic tinh
logic ciia trinh ty nhitng ¢ chinh ma ban s& tinh by, N&u ban ¢6 thé
can nhic thém cd viéc lidu trinh ty ndy ¢6 phi hgp véi clf toa khodng
thi cang t6t. Ban ¢6 thé nhd mot dong nghiép nghe thir v gép ¥ kién.

Khi ban ¢4 hai ldng véi thit wf cdc ¥ chinh, hiy vi€t chiing ra mét
trang gidy tring. Pdy sé chinh 13 sudn cho bai néi cla ban,
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4.2 Ligt ké cdc y phu

By gid ching ta da c6 thé xem xét ting ¢ chinh dé xem cdn phdi
trién khai thém nhifng ¥ phu nao.

Thuc hanh 23 15 phit 8

Ban hiy lin lugt xem xét lai ting § chinh ¢ bai thyc hanh truéc va

‘nght xem & m&i § ban s& dinh ndi gi. Hay liét ké cdc § phy ra va

dim bio ring ching dudc sip x&p theo mdt trit ¢ hop 1.

Ching han nhy véi § chinh ddu tién 1a cOng ty chia ban c6 “Uy tin
v& chit hugng”, ban c6 thé phat trién nhitng ¥ phu nhu:

Y CHiNH 1 UY TiN VE CHAT LUONG

Nhing vy phu 1.1 sdn xudt ra sén phdm vl chat lugng cao
nh&t dap dng nhu cdu cha thi trudng
1.2 khach hang déi hdi p8t coo (loal bd tat cé

nhitng san pl«\c?:m khang dat tidu chudn coo)
1.3 canh tranh gay 95{: chat luong tae va su
trung thanh cia khach hang
1.4 46t ngii lac déng tanh nghé da ddu tu nhidu
cho vide dao tao {cde vi eu)

1.5 kidm tra chat ché t&t cd cde giai doan sdn

xuc':l“}

Bay gi¥ ban da c6 mot d& cuong hoan chinh cho phin thin bai néi
ctia minh, hay viét nhig diém can trinh bay & mdi ¥ chinh d6 theo
tht ty vao nhitng 3 gidy hodc nhifng t&m thé riéng. Phdc thic ddn
gian nay c6 thé 1a cd s§ dé phdt trién nhirng phuong tign hd trg tryc
quan ma ban s& tao ra.

4.3 Phin mé diu va phin két thuc

60

Biy gid ban s& cin thém hai tJ gidy hoic tim thé dé phdc thio phin
md diu va phin két thic. Trudc khi bit diu, ban hiy nhé ring cd
toa s& dén hét sy chi y vao ban trong vaj chuc gidy dau tién, va
sau 46 ho s& quy€t dinh ¢d nén ti€p tuc quan tim tdi bai ndi hay
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khong. An tugng dau tién déng vai trd quan trong trong viéc hinh
thanh nhitng dinh ki€n vé ban, vi viy mét phin md diu diy &n urgng
s& dua bai thuyét trinh clia ban dén rdt gin v6i thanh cong.

Thuc hanh 24 10 phut &
@1 Ban hiy 1dy mot & gify hodc mot tdm thé va ghi chit MG DAU.
' Sau 46 ghi nhl‘.tng diéu ban mubn n6i trong phﬁn md diu cAng ngin
gon cing t6t.
Vi du:
MG DAU
m Xin chao ...
s Téntdila...
s Hién a...
s Bai trinh bay clia t6i nhim..
w Anh chi cif tif nhién ngét 13i i néu co didu gi...
w T6i s& sdn sang trd 15i cdc ciu héi sau khi d3 trinh bay xong.
Thuc hanh 25 10 phat &

4§ Ban hdy ddng mft & gxay hoiic t6'm the khéc dé' lﬁm ttrdng tr cho
" phin TOM TAT VA KET LUAN.

TOM TAT & KET LUAN
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@ phén k€t thic ban cin phii luu § mot chit. Hiy nghi xem cdc
nhan vién méi ndy cin bi€t diéu gi, ching han:

thai d6 cha ban d6i véi ho,
cong ty mong ddi gi ¢ ho;
he mong dugc hoc hoi cdc kinh nghiém gl.

Dén diy hiu hét cac phin viéc khé di dude lam xong. Ban da tao
ra dugc mot c4i sudn cho bai thuy€t trinh. Bay gid diéu ban cdn quyét
dinh 12 xem ban s& didn dat bai thuyé&t trinh nhu thé nao.

Hiy nhé ring diy méi chi 12 nhitng ghi chi cla ban, nd chua phai
1a mot bai phat bi€u.

Thuc hanh 26 2 phut &

 M§t vai diln gid thich vi€t ra toan b bai thuy€t trinh va sau d6

doc titng chit. C6 18 1a bdi vi ho cim thdy nhu vy s& it 6 nguy cd
mic 15i hon. Hiy chi ra m6t vai han ché€ cla phuong phdp ndy.

.....................................................................................................

N&u ban chi doc bai viét sin:

c6 thé s& nghe khong ty nhién (rdt kh6 vi€t duge mot bai néi mot
céch ty nhién),

ban s& ludn phéi tap trung vio & gidy (vi vdy ban khéng thé thiy
duge nhitng phan ing cla cf toa v6i nhitng gi ban trinh bay);

cit toa s thic mic tai sao ban khong dua cho ho bai néi cha ban aé
ho ty doc cho nhanh;

s& it khé d€ tao “thién cdm” hay mdi quan hé qua lai vdi clf toa.
Moét khi ¢4 gdy dugc thién cidm, ban dé dang Jam cho thinh gid thich
thi vA “cudn hdt ho theo minh”. Pdng thdi, ban cé thé bi€t thinh

gid dang nghi g1, ban dung trinh bay ¢¢ thu hit khong. Né&u cén,
ban ¢6 thé titc thdi diéu chinh nhitng gl ban dang ndi.




5.1
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Khi n6i ban hiy giao tiép bing 4nh mit vdi cing nhiéu thinh gid cang
t5t. Ban nén lin lugt nhin vio ting ngudi, nhin tip trung vao mdi ngudi
mdt vai gidy cho dén khi ban néi xong mdt cau, ding 4nh mit d€ thu
hiit sy chii ¥ vi ddng tinh clia ho. Tranh nhin ludt qua ¢ff toa dé 1dy 18

Héy dién dat tir nhiing ghi chd cha ban

Nhitng ghi chi ciia ban 13 mét dan bii d€ ban dya theo. Nhd d6
ban s& dé cip dugc tat cd nhitng di€m quan trong, theo diing thit ty
ma khong bd qua bt ky diém nio va ban s& cung cip cho khdn gia
nhitng gi ho muén nghe.

Nhung cdc ghi chd chi 12 mét loat cdc danh sdch 1iét k&, ban cin
phai bign chiing thinh bai néi, v d€ 1am dugc nhu vdy ban cin thém
cdu chit d& lién két ching lai véi nhau.

Chuyén cdc ghi chu thanh bai thuyét trinh

Piy 12 vi du vé mdt phdn md dau, dya rén gdi ¥ cla bai thyc
hanh 24. T6i dé cdc noi dung da ggi ¥ trong phin vi dy 1& chi in
hoa; phin cdn lai 12 nhitng phin dién dat ma t6i thém vao dé
chuyén nhitng ghi chd thanh bai néi thye sy:

“XIN CHAO, cam on anh chi da tham gia budi gisi thigu nay.
Tai hy vong s&€ mang dégn cho cde anh chi nkﬁng ’rhﬁng tin hitu
ich” (TAM NGUNG)

Trudc Hidn &1 xin 91d| thizu vé minh, TOJI TéN L;a\\ Nguyén
Thanh Phong, 'HJE.N LA ‘f'l‘u{dhs phong sdn xud't. BAJ
TRJN'H BA\_/ CM;"-\ TOJ N‘l‘TJA\M cunhg Cé‘ap cho cac anh Cl'u
nhur\g fhéhg tin hitu ich vé céng ty, vé phong ban cha cl'\ung ta
va dac bigt [a v8 cong vide mdi cha cac anh chi d€ gitp céc anh

chi nhanh chdéng bdt tay vao céng vide. (TAM NGUNC)

“Pau tign, 181 s& danh mat vai phit 3E wédi véi cde anh chi vd
cdng ty. Trong khi t8i néi, cac anh chi cé thé ngo+ & nEu céd didu
gl l(lf\ong hidu, D1 nhign la 181 cing sé& SAN SJb\NG TR;A LO:)'
CAC CAU HOT CUAA SAU KHI PA TRINH BAY
XONG.”
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Thuc hanh 27 15 phit &

Biy gid ban hdy chuyén nhing ghi chi trong phin md ddu cho
bii n6i clia ban (ma ban di 1Am & bai thirc hanh 24) thanh mot phén
hoan chinh. Hiy thém nhiéu X vdo dé nghe sao cho hop Iy.

Ban s& cAn phai doc to phiin ndy 1én. N&u duge, ban nén dé nghi
nhitng ngudi ban hofic ddng nghiép déng tin cly nghe va g6p ¥,
hodc ban ¢6 thé ghi am va ty nghe lai. Lam nhiéu 1an cho d&n khi
ban cé thé noéi:

m ban 43 sit dung thém rit nhidu tir 48 thém thdt vao cdc ghi chit
cd bin;

m ban d3 st dung nhiéu cum t¥ n&i khéc nhau d€ lién k&t ching
lai mot cdch subn sé;

= ban 43 ngit cdu hop 1y.

5.2 S dung cdc ti ndi

64

Ban c¢6 thé s dung cdc tif n8i d€ chuyén nhirng ghi chd cda ban
thinh mét bai thuy&t trinh tréi chdy. Chidng han nhu:

“Tru6c tién t6i cin phai gidi thich ring..”
“Thi hai 1a..."

“Mot yéu t8 quan trong khdc 1a..”

“Ching ta cing...”

“Lé& dudng nhién...”

“Piéu nay ¢é nghia 1a.."

“Cé th€ ban sé ngac nhién khi biét ring...”
“T4t nhién...”

“Giai doan ti€p theo 1a..”

“Mait khéc..”

“Cudi cang...”

Bi quy€t 1a st dung cang nhiéu ciu k€t ndi khdc nhau cﬁng tét,

thuc hanh nhidu Iin s& giip ban nhanh chéng md& rong vén tir néi
ca minh. Piéu nay gidp cho bai ndéi cia ban nghe thuyé&t pbuc
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va sinh dong. Ro rang, mot vai két ndi nhu “thi hai 12> hodc “cubi
cing” s€ chi thich hgp v6i mét s chd nhat dinh nhung c6 v6 sd
bi€n th€ d€ ban sit dung. Tuy nhién:

dirng sit dung ciing mét tit ndi qud thudng xuyén (vi cilf toa sé
cdm thdy nham chdn véi von tir it i clia ban);

ditng thém thit qui nhiu vao nhitng ghi chii cdia ban (vi diéu nay
c6 th€ khi&n cho thdng diép ciia ban trd nén khé hiéu).

5.3 Két thic

Céch ban md dau v k&t thic sé gdy 4n twgng & ngudi nghe. Tat
nhién ban s& cho ring ndi dung 12 phin quan trong nhAit, nhung mot
151 md& dau t8t s& 1am cho ngudi nghe thay thich thd, chi ¥ va ding
vé phia ban. Tuong ty, mot k&t ludn 6t ¢6 thé 1am ting tinh thuyét
phuc clia todn bd bai néi va dé lai 4n tugng tt cho it toa.

Phin k&t ludn 13 cd héi cudi cling d€ nhic lai v tém Iugc toan bd
nhitng di€m chinh, € ban khing dinh nhifng chinh ki€n cia minh
vi nhin manh nhitng gi ban mudn thuyét phuc ci toa. Hiy két thiic
§ trang thii cao traio d€ dem lai 4n tudng tot cho off toa. Mot ciu
chuyén vui lién quan dén dé tai, mdt kinh nghiém thyc t&€ diy thuyé&t

‘phuc, mét ciu danh ngdn cé ¥ nghia... dén cé thé 13 chit ligu €

ban tao ra mot phan k&t manh mé&, Hiy xem vi du sau;

“Nhu vy la ching ta da thao luin rat nhigu v8 nhiing khd khan va thuan Igi trugc
mat néu sang nhugng lai cdng ty. Nhung mdt hinh anh hign 18n trong dau toi lic
nay 12 thoi didm nAm nim vé trudc khi ding trén manh dat tréng ma hign nay
3 tru s& clia cdng ty. Khi dé ching ta chi ¢ mdt s6 von khiém 1Bn 12 hai trim
triéu ddng dé khdsi nghiép. Vay ma ngay hdm nay, cdc d5i thl canh tranh clia
chiing ta d3 phai chao gid gip mdt tram 14n d& cd dugc thuong hidu va co ngoi
clia chiing ta. (tam ding, ¢t toa v& tay) Co dugc didu ky digu dé, chinh la
nhd mdi ngubi trong ching ta da sat cinh bén nhau quy&t tim xdy dung cdng
ty nay, va tbi tin chic 13 khdng ai trong ching ta mubn ra di dé nhudng lai san
choi ndy cho bat ky ai, voi bat ky gia ndo. Xin cAm dn ¢ic anh chi.”

Thuc hanh 28 10 phit &

Hay cho biét nhin xét clia ban v& nhitng cdu md ddu va k&t thic
sau diy. Gidi thich 1y do tai sao ban lai nghi nhu viy. *
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¥ -‘;ifang_;_::-.tﬁi:é--itn{:4;nhu c4c ban:biét dy, t6i chua phat bifu nhu thé nay

- nhiu Vi-vay1i - Um - khong thé hita hen gi nhidu. Nhung vi ngudi ta yéu
cAu 181 'néi vai 13i v cong vige trong bo phan clia 16i - Ip-rép cac bd
_phéin - ving; xin bit ddu..” _

2 “Bufi i -_nay"'iﬁ.chﬁc d_émh_riéng.- cho Giang va 4t ¢a ching ta déu biét

~ Glang khong thich ngutsi ta tan duong minh. Giang-da ¢dm khdng cho t6i
phét bidu; nhung ching ta knéng thé clf ¢8 cho Giang di ma khdng cho
anh 3y biét nhing c&m ngh ma ching ta danh cho anh-dy..”

'3 *“Sauthang qua ching ta-dd [am viée vdi dy an Delt'a: (di khi 12-hai muci

jam gid mdt ngay). La gidm st by phin 161 mudn gidi. thich mot chit

4 “Va-'ng;. fdi:.n:gﬁT:nﬁﬁ vay Ié da dﬁ Vang, tdi nghl vdy. Xin hét".

5 “Nhuvay 60ng vide chit yé ola ching a trong.nAm tai chinh 1igp theo 2

__-phai duy tr-dugc cong: vigc nhut miie-hign tal. V2 d€ lam dugc diéu d6
ching i cdn sy:ling h clia ¢ac ban, Xin cimdn." - _

.....................................................................................................
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Ban ¢6 thé tham khdo nhitng ¥ kién sau ddy cda t6i.

Dién gid 1

Khong t8t. Khi nghe di€n gid n6i diéu niy, ban ¢6 thé thong cim
cho sy hdi hop clia anh ta nhung ban s& khéng ¢6 4n tugng gi v6i
anh ta cd. N&€u ban néi ban s& tam khéng t8t, ngudi nghe s& d& dang
tin nha vdy. Pitng ty “vach 40 cho ngud¥i xem Iung”. Khi ban ditng
thuyét trinh, ban di quyét tdm lam dugec, v vi th€ ban nén & ging
thé hién mot céch t6t nhat.

Dién gid nay ciing khd dai dong, chiing ta khéng bi€t anh ta dinh
néi gi, chi thdy ring anh ta thi€u ty tin. T6t hon 14 di thing vao vin
dé nhy didn gi3 3.

Dién gia 2
T6t. Loi phat bidu dé cip ngay vao vin dé mét cich thin mit va

ngay lip tie 16i cudn ngudi nghe ditng vé phia dién gid (“nhung
chiing ta khéng thé ¢€ anh &y di...”).

Cich trinh bay rat ty tin - dién gid dla nhe véi viéc Giang khéng
mudn nghe céc bai phit bifu.

Dié&n gia 3

TG6t. Phong cdch phédt bi€u rat giéng véi didn gid 2, mic di tinh
hudng khdc nhau, Dién gid di di thing vio vin dé& va c6 mdt chit
hai hudc (“d6i khi 12 hai mudi [dm gid mét ngay”) d€ tao khong khi
thin thién véi ngudi nghe.

Dién gid 4

Khéng t6t. Tudng tu v6i viéc khong nén bt ddu bai phat bifu bing
céch ty nhan 151, ban khéng nén dé cho bii néi cia minh k&t thic
mét cdch nhat nh&o. Ban c6 thé phd hdng mdt bii néi hay bing mot
k&t thic m& nhat nha vidy. P6 1a 1y do tai sao ban cAn phai phic
thio mét cdch chinh xd¢ nhing cdu cudi cing. Nhiéu khi nhitng
ngudi nghe thim chi khéng bi€t 13 ban di bd sét mit mdt phin ndi
dung néu ban két thic didy an tugng.

Dié&n gia 5

T&t. Loi phat bi€u nay t8t hon 15i phat biéu s6 4. Dién gid da nhic
lai rat ngdn gon nhitng di€m chinh trong bai phat bi€u (“viéc chil
y&u clia chiing ta trong nim tai chinh ti&p theo 12 duy tri cong vigc...”)
khi€n cho ngudi nghe hi€u 16 ngudi ta chd ddi gt & ho.
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Va khi n6i xong dién gi ngung lai ngay ma khong cin diing nbiing
13i vu vo d€ ndi ring diy 1a phin két.

Ciing can chi § 12 khi k&t thiic didn gid ndy d3 cdm on ngudi nghe.
Né&u ban cam thdy can pha1 cim on cv toa v& nhifng thién chi cda
he thi day chinh 1a hic d€ bay td.

Bay gid ching ta di c6 mdt danh sdch nhifng viéc nén va khong
nén 1am khi phdc thio bai thuy&t trinh. B6 1a:

khong nén ty xin 18i;

nén vao dé& cang sém cang tot;

khéng nén lip di lap lai mdt cum tir;

n€u dude thl nén cim dn khdn gid khi két thic;

khong nén k&t thic bai néi mét céch nhat nh&€o ma hdy k&t thic
that 4n tugng.

Cac phuong tién ho trg tryc quan

Tai sao phai st dung cdc phuong tién hd g tryc quan?
C6 ba 1y do quan trong nhét:

6 nhitng didu d& truyén dat bing hinh dnh hon 131 ndi;

ngudi nghe nhé nhitng y chinh ciia ban t6t hon qua nhitng phudng
tién hd trg truc quan;

bai thuyét trinh s& hip din hon va thuy€t phuc hon Khi dugc hd trg
bing hinh dnh hay nhifng cong cu minh hoa khic.

Thuc hanh 29 5 phiit 3

Theo ban, cdc loai phuong tién tryc quan ndo sé-hﬁ*u ich cho bai
thuy&t trinh v& cOng viéc cla ban nhv di néu ¢ nhitng bai thye

‘hanh tru6c? Hay néu bén gdi § khdc nhau.
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T6i khdng bi€t cong viée cia ban 13 gi va vi thé chi c6 thé dua ra
cdc ggi ¥ chung. N&u tdi 12 ban, t6i s& ty héi lam th€ nio d€ gidi
thiéu cho ngudi nghe:

vé& mbi trudng lam viéc (s& dung phim dén chi€u, hinh &nh, c6 thé
1a bing video?);

vé sdn phim cla céng ty (sif dung mAu sdn phdm, hinh 4nh?);
quy trinh sdn xudt (s& dung so d6, bi€u dd, bing video?);

finh hinh ting trudng clia sidn xudt va kinh doanh (s dung biéu
a6, 46 thi, video?).

Di nhién, cdc phudng tién truc quan khoéng nén chi hidu theo nghia
i3 cdc “hinh 4nh”. Mot trong nhitng cdch ma ban ¢6 thé ding d€
lam “néi bit” cdc ¥ chinh cda bai vi€t 1a tém tdt cdc ¥ chinh cia
ban 1én bdng gidy (flipchart) hoac phim d&n ¢hi€u, ban ciing ¢6 thé
chuin bj trong cdc slide trén mdy tinh khi ban trinh bay.

Thi du né€u ¥ chinh ddu tién ctia ban 14 “Cong ty ludn git viing uy
tin v& chat lugng”, ban cé thé chuin bi trén d&n chiéu hay tén bing
gidy nhu sau:

1 UY TIN VE CHAT LUGNG

Ban ¢6 thé git nguyén dong nay cho dén khi ban trinh bay diém
k& ti€p. M&t cdch khic 14 ban liét ké tat cd cdc § chinh vio mdt
trang va ldn lugt néi timg diém mat.

@

tham khdo
phy Tyc cudi

sdch vé
g phuong
nfc guan mi
¢ thd s

(Cifn hiu ¥ rdng méi trang trinh bay nén: )
w néu khéng qud 5-7 ¥,
m chi néu gdn gon cdc ¥ chinh;

w sit dung cdc hinh dnh va mau sdc dé minh hoa, tuy nhién ding
lam dung qud miic;

\" sit dung cdc hinh dnh dong, tuy nhién dang lgm dung qud mm?/

Céc phuong tién trtc quan cyc k¥ hitu ich nhimg cAn phii duge chudn
bi cén than, do d6 phii bdo dam ban c6 i thdsi gian cho cbng viéc nay.
Cac phudng tién tnyc quan t6t s& 1Am bai thuyét trinh ciia ban hiéu qué
hon, nhung néu ban mudn dung cac phudng tién trtc quan ma lai khong
c6 thdsi gian d€ chuin bi chu ddo thi 6t hon 1a khéng nén ding ching.
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7.1

Ki€m tra truée khi bit ddu
Chufn bi t5t nghia 12 kiém tra va ki€m tra lai nita:
ki€m tra xem moi phuong tién hd trg da sin sang chua;

ki€m tra xem moi thi€t bi c¢6 hoat dong t5t khong.

Nén nhé: su thinh thao dem lai sy ty tin!

Nhu vy phin chufn bi ctia ban cho bai thuyét trinh gan nhu d3 hoan
chinh. Biy gig diéu ban cin 1am 13 dién tap d€ sao cho ban ¢

th€ trinh bdy mot cdch hiéu qud tit cd nhifng ¥ ma minh mong

mudn trinh biy.

Dién tap va thuyét trinh

N€u ban chua ¢ nhiéu kinh nghiém trong thuy€t trinh, ban nén
luyén tip cang nhidu cang tot.

Luyén tap va dién 13p
N&u ban phii trinh bay mgt bi thuy&t trinh quan trong 14n dau tién,

ban cin phii 1ap k€ hoach k¥ ludng vé chudng trinh luyén tip va
di&n tip nhv sau:

Giai doan thye hanh 1: thyc hanh ci nhin

Chon mdt noi riéng tu d€ tip ndi, hy thi ding nhing ti ndi khic
nhau va thém thit nhitng tit khidc nhau cho d&n khi ban cdm thdy
hai long.

Giai doan thye hinh 2: ghi 4m va nghe lai

Trinh biy todn b6 bai néi, vin st dung ghi chi cla ban nhur la dé
cuong ciia bai néi, v ghi 4m lai. Sau d6 nghe lai va nghi xem can
phai thay d8i gi khéng.

Giai doan thuc hinh 3: t§ chifc budi thuy€t trinh thi

Pé nghi mot dong nghiép, ban b¢ hodc ngudi thin d6ng vai khdn
thinh gid va thuyét trinh cho ho nghe; héi xem ho nghi gi, bai thuyét
trinh nghe ¢6 ty nhién khéng, c6 qud nhanh, qud chdm, qud khé
hi€u khong, v.v...
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Giai doan thyc hanh 4: didn tap that

Pé&n giai doan nay, ban di gidi quyét tat cd cdc vudng mic trong
bai thuy#ét trinh cta minh, hiy si dung nhitng ghi chid cla ban thém
mot 14n nita va dién tip toan bd bai thuy&t trinh. Ping quén sd dung
cic phuong tién hd trg tryc quan d€ 3dm bdo ring cdc phan cia bai
ndi dn khép v4i nhau.

N&u ban vaAn con thdi gian, thi hiy ghi 4m lai phin dién tdp va nghe
lai thém mbt vai 1an nita.

C6 nhiéu viéc qud khong?

C6 1& viy, nhung d&€n lic thuyét trinh thit ban sé thiy sy luyén tip
va di&n tip c6é ich nhu thé nio.

7.2 Ngay thuyét trinh

Chuén bj chu ddo & 1am cho ban thém ty tin, nhung cho d&€n lic
ndy thi ban vin chua d&i mit v4i khdn thinh gid that — va ddy mdi
1a ldc ma sttc ép that sy dé€n véi ban.

Thuc hanh 30 4 phut &

Hay nghx vé ngay t.huyé't tﬂnh hinh dung lli "."'ban phﬁl dz‘mg Ién

Hay trung thuc ngln xem tmng tham tﬁm ban sgf dleu gi & xﬁy ra'?

Du6i diy 12 mdt vai diéu ma cic dién gid thudng lo 1ing trong ngay
thuy&t trinh, ciing v8i nhifng ¥ kién cia tdi:

& “Hp biét chdc la t6i h6i hop nhu thé nao.”
Khong, ho s& khéng biét — trir phi ban th€ hién ra bén ngoai hoic
néi v&i ho. Hiy ki€m so4t cc clt ddng ciia ban, vd khdng bao gi¥
d4u hang bling cdch n6i nhitng diu nhy “Hay théng cdm cho t6i vi
t61 khdng gidi viéc ndy”, hay “Q)i, that may mdn 13 t3i n6i xong 161"
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“«Chée chdn 1a 16i sé dién dat rdt lon xén.”

Khong, ban s& khong bi vip vap — mién 12 ban trinh bay mot cich
chim rdi dinh dac, khong ding nhitng tir khé va dai hofic nhiing tu
ma ban khong quen sit dung (hdy giff cho bai néi ngéin va don gidn!).

“Téi thudmg quén mdt minh dang ndi dén ddu va bi béi réi.”

Khong, ban sé khong quén — ban dd c6 nhitng ghi chd gidp ban.
N€u ban quén minh dang n6i dén chd nao, chi cin ding mdt chit
d€ tim lai; nhung ditng bao gid néi “Xin 151, t61 khdng nhd minh
dang néi d&n dau rdi..."

“Chdc 1g 16i s& quén hét nhitng diéu t6i mudn ndi va hodn toan khong
bict noi gl.”

Khong, ban s& khéng quén — chi cin ti€p tuc mdt cdch binh tinh
cing nhitng ghi chi ¢ia minh.

Khi that sy bt dAu thuy&t trinh, ban ¢6 thé gay dung Jong tin § cif toa
va 1am cho bai thuy€t trinh cBia minh 16i cudn hon bing cdch nhw:

Hiy tao uy tin clia ban trsée clf toa cang sém cang tot. Hay néi trong
phin gi6i thiéu nhitng cdu nhu: “T6i a4 titng 1am viéc véi cdc chuyén
gia hang d4u trong linh vyc ndy tf nhiéu nim nay”, hay “T6i da
tirng dAm nhén rit nhidu vi trf qudn 1y trong cdc cong ty khdc nhau
va vi viy...”

Ditng néi qud khiém t6n kiu nhw: “C6 18 101 khong hiu biét gi
nhidu Em vé linh vyc nay, nhung hy vong t6i s& ddéng gép dudc
chit gi d6 cho cdc ban”. Hiy nhd ring cf toa dang trong d¢i & ban
bi&t bao nhiéu, vA ban lai doi mét gdo nude lanh vdo hy vong cla
ho. N&u ban iam thé, ho s& sém tha't vong va td ra nghi ngd ohiing
didu ban trinh bay, cho dil ban c6 giéi dén diu di nira.

Ding cdc ky thuit 18i kéo cif toa cing tham gia, vi du nhu hdi ho
cdc cau hoéi, thém mét chit hai hudce cho khong khi thém vui nhdn,
khen ngdi mot ai d6 trong cff toa, dung cic ciu 48, mdi ai d6 chia
s& kinh nghiém hay thay ban trd 13i cdc ciu héi cho cde c toa khic,
mdi ho ciing thdo ludn ...

Hiy ding 4nh mit d& thuy&t phuc cit toa. Ngon ngit cif chi cla ching
ta dem lai hon 60% hi¢u qui thuy€t phuc, trong d6 4nh mat la céng cu
¢6 sic manh 16n nhit. Hay tao cho minh mdt ddng vé ty tin v6i nu cudi
thin thién, ban s& nhanh chéng chi€m dugc cdm tinh cla moi ngudi.
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a Dirng ¢& 1am cho khéng khi qud trang trgng hon mdc cin thiét.
DPiéu ndy sé& khi€n cho khong khi bi d6ng bing vd moi ngudi (ké
¢4 ban) s& cim thdy khéng thodi mdi.

C6 18 ban ciing ty hdi n€u khéng may ¢ sy ¢ xdy ra trong lic
thuy&t trinh thi phdi W¥ng x{ nhu th€ nao, phai khong? Mot s cdch
san ddy c6é thé gidp ban khi rdi vao tinh hudng nay.

Ban hiy:
m dirng cho khan thinh gid thdy ban dang mit binh tinh;
m chi cdn tam ditng lai vA cho minh chit th&i gian d€ sip x€p lai;
» dirng phin bua;
m xin 18i khdn thinh gid n€u 46 13 16i cia ban,

m vi hon hét 13 cho ho thdy ban 12 ngudi dang 1am chi mei viée, va
ban dang 1am nhitng g cin phii tam. Day chinh 12 di€u khén thinh
gid chd dgi noi ban.

7.3 XU ly cdc cdu hoi khi thuyét trinh

M6t diéu ban khong th€ tranh khdi khi thuy&t trinh 13 nhitng cdu
hoi dit ra cia cd toa.

Ban s& &ng xi nhy th€ ndo diy?

Nhin chung, ban ¢6 thé 4p dung phin 16n nhitng k¥ thudt ma t6i da
trinh by & phin A. Tuy nhién, ching ta cling nén nhiic lai nhitng
ky thuat d6 dudi géc d6 cla ngudi thuy€t tiinh, Viée xif 1y tOt nhitng
cau hdi c6 thé tao cho ban co hdi lam ting tinh thuy&t phuc ciia ndi
dung ma ban trinh bay.

T5i xin chia s& v6i ban mdt sd thi thuat ma tdi cing nhu nhiéu dién
gid khdc dd dp dung khd thanh céng nhi sau:

m Hiy b thoi gian tim hiéu k¥ cd tea cla ban. Viéc nim dugc quan
diém, thai d9, chinh ki€n clia mdi c4 nhan vé vin dé ban trinh bay
¢6 thé gitip ban chuén bi t8t cich thife ti€p cdn va ladng trudc nhitng
ciu hdi ma ho ¢6 th€ dua ra, Ban s& khong bi roi vao tinh trang
ling ting va bi déng. Sy chudn bj va khd ning trd 13i tic thdi va
thda ddng cic ciu héi ludn dem lai cho ban sy chd dong, ki€m sodt
dugc tinh th€ va tao &n tugng thuy€t phuc cho moi ngudi.
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Véi mbi ciu hdi, hiy Mng nghe mot cich ciin thin, lip lai bodc tom
Iide lai cAu hdi d€ td ra ring ban da ling nghe va hi€u rd van dé. Khi
lip lai cau hoi, ban nén hudng &nh mit v& nhitng cl toa khic. Lam nhu
vy, ban c6 thé 161 cudn sy quan tim cha toan bd cif toa, va tao hidu
ding tim 1y 12 ho dang ditg v& phia ban d€ chun bj trd 18i cho ngudi
héi. Viec lap lai hodc t6m huge cAu hdi cdn gilp nguoti hoi suy nghi lai
chin chin hon n&u ho chua thyc sy dua ra mdt cau hdi ding trong tam,
va cho phép ban c6 thém thdi gian suy nghi cu trd 13i.

Hiy cim on ngudi d§t cdu hdi va ghi nhdn tAm quan trong cia
ho biing cdch néi: “Xin cAdm on anh/chj di dit cau hdi nay, v t&i
nght ring ddy 13 mot cdu hdi rat hay...”

Né&u ban 33 c6 céu trd 10, hay trd 13i thing vio trong tim, cang
ngin gon cang t5t. Khi trd 13i, hdy hudng vé todn bd cif toa, trinh
trd 13i cho mdt minh ngudi hdi, hay chi nhin vio ngudi dé.

N&u ban cidm thiy cdn cdn thér mdt it thii gian d& suy nghi hoic
cin nhic cdc ludn diém clia minh, mdt thi thudt don gian cé thé sir
dung 13 43t cAu hdi ngude cho ngudi hdi: “Vay theo anh/chi thi vin
dé& nay nén gii quy&t nhur th€ ndo?”. Ban ciing c6 thé kéu goi cf
toa giip d3: “Toi nghi nhiéu quy vi & diy ciing rat quan tam t6i vin
dé nay. C6 ai mudn chia sé khong?”

Né&u ban khéng mu6n cf toa cit ngang mach trinh bay cia minh,
hiy néi ngay tir ddu: “Toi s& danh it phit sau phdn trinh bay aé
trd 10i moi cAu hdi lién quan cia quy vi".

V6i nhitng cu héi mang tinh thit dich, chim choc hay éc ¥, ding
bao gi¢ cf trd dita lai ngudi hdi. Hay tap trung vao vin dé vi c8
gfng kiém ch€ cdm xidc cla minh.

Né&u ban chua thé tra 15i mét cau héi nao 46 vi cau hdi 4y khong
thich hgp, hiy n6éi; “T6i s& rat vui 1ong thdo luln riéng van dé d6
v6i anh/chi trong gid gidi lao” hodc: “T6i s& dé cdp d€n vin dé d6
trong it phiit nita, vd hy vong anh/chi s& fim dudc ciu trd 161"

N&u céu héi vugt qud khd niing cda ban, hiy néi cho ngudi dat
ciu hdi bi&t ban c6 thé givp ho tim ki€m cdu trd 15i. Nhé ghi lai cau
hi clia ho. Pitng of ging dua ra mdt cdu trd 13i vu vd, khong thuyét
phuc vi clt toa s& c6 thé deo bam d&n cing va chi ra ring ban sai.

N&u ban mubn cif toa biét thisi gian khong con nhiéu, hiy néi: “Tdi
chi con mét phit cho cdu hdi cudi cing...”
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Viéc tip luyén nhuin nhuyén nhimmg k¥ thuit néu rén ¢b thé dem lai
nhitng k&t qui t6t cho ban. X{& 1y cdc cdu hdi 13 mdt phan rdt quan
trong quyét dinh thianh céng cia mét bai thuy&t tinh, dic bigt 12 khi
can phai thdo luAn vA ra quy&t dinh. Mot s6 dién gid ¢6 kinh nghiém
c6 thé a€ danh nhitng van dé thd vi cho phin hdi d4p, va bi€n né
thanh mdt phin két thic tuyét voi cho bai thuy&t trinh cda minh.

7.4 Rut kinh nghiém cho Ian sau

Toi chic 1a ho khﬁng hoan héo Nmmg h En la

Khéng thé c6 dugec mot bai phat bifu hoan hio ngay 1an diu tién,
bdi v1 hoc cdch € thuy&t trinh mot cdch c6 hiéu qud ddi hdi phai
c¢6 kinh nghiém cling nhw sy chuidn bi. Lic mé&i b4t diu, chi cAn trinh
bay dugc hét ndi dung thuy€t trinh trong khodng thdi gian cho phép
12 ban d3 ¢6 thé hai Idng v6i minh.

Nhung khi ban di cé ti€n bo, ban nén nghi dén viéc hoan thién k¥
niing thuyét trinh cia minh.

Thuc hanh 31 4 phit &

Hay nhé: )ax nhffng Hn-ma- ban nghe ai: dé phﬁt blél.l hodc thuyét
trinih gﬁn .44y .nhit, Hay nhd" xem hQ tr‘mh bhy nhu the nao, dic
blet 1a nhﬁng cu chi cua ho ' :

thién hon? -

Mot vai dién gid qud coi trong ndi dung nghiép vu vi th€ bai néi ud
nén té nhat vad don diéu, nhung nhitng diéu bd va nhitng théi quen
khé6 coi ciing 1a mét vdn dé. B&i I& chiing 1Am khén thinh gid buc
minh vi khé tip trung dugc vio bai phét bidu.

T&i khong bi€t liéu ban di liéi ké ra nhitng “nhugc di€m” sau diy
trong cdu trd 13i cda ban hay chua, nhung ching 12 mét trong s&
nhitng diéu ma t6i thudng gip:
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a nhifng ciu néi gy byc minh:

dién giﬁ. luén ding nhitng cédu ki€u cdch: “Ndi thuc ra thi, noi
thdt I2”... viy nhing lic khdc thi ho todn néi d&i u?

dién gid n6i dém va € i lién tuc: “Ban biét ddy”, “A hd” va
“Vang , “Véng, 4, do la, véng, nhu ban biét ddy, danh tiéng rdt
161 vé, a, chdt lugng. Vang..”,

dién gid ludn e h&ém mdt cdch ling ting trudc mbi ciu;

dién gia lu6n 1dm bdm mdi khi thay mdt cdng cu hd trg: "OK
diing vdy.. bdt dén chiéu lén... ding vdy.. ddy roi.. ding vay.”

= nhitng o chi gy buc minh:

difn gid ludn quay lung lai va néi vsi bing tring hay man hinh
den chi€u thay vi quay mit vé phia khdn thinh gid - nhu vdy ban
mdr co hdi ding dnh mdt d€ tgo sy thdn thién va tqo thém suc
thuyét phuc cho 131 ndi ciia mink;

din gid c6 d8i mit khén thinh gid nhung khong bao gid ngude
mit 1én nhin vao c¥ toa - ci chi nay dong nghia vdi viéc ban
chdng quan tdm dén ho hay ban sg sét hay khong thanh that,
hay ban khéng tin tudng vao nhitng gi ma ban dang noi;

difn gid bdt ddu néi khi dang chudn bj vigc gi d6 trén ban hoac
con dang viét trén bing, rdi khi chua néi hét cdu, lai quay lung
vi€t bang hay cii xudng ban rdn chudn bi viéc khac - hdy lam diit
diém nhitng viéc trén, va chi ndi khi ban da sdn sang. Ci toa ¢6
thé cho ban ma.

dién gid chi nhin vio mdt khin thinh giﬁ trong sudt thdi gian
thuy€t trinh - nguoi ndy sé cdm thdy béi rol, trong khi nhing ngudi
khdc bdt ddu cdm thdy “Khéng biét 16i cd nén ngo; d ddy hém
nay khong? Ong ta chdng dém xia gi dén 161 cd”;

dién gi4 lién tuc di ti di lui trudc mét khén thinh gid - di chuyén
mét cdch vita phdi va phi hgp s€ tao dn tugng sinh déng va ty
nhién, nhung néu thdi qud sé lam cho ban trong cd vé bén chén,
gidn da, hay b€ tdc;

di&n gi ludn lam nhitng viéc v6 vin, ching han nhw bim dau bt
bi lién tuc, hay cdm trong tay nhitng dé vat ma thyc ra ho khong
cin diing t6i - mot cit toa tink ¥ sé rdt bubn cuoi vi diéu dé. Hay
ding déi tay dé minh hoa hé trg cho ban mot cdch hidu qud nhdr,
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= tay dién gid lubn clf ddng: qud chung quanh, dit tay vio wii quin
rdi lai nit ra, nhit cii gi d6 & trén ban 18n, rdi lai dit xulng, gii diu,
sau d6 cho tay vao tii, roi lai dua tay 1én xoa cim... — nhitg dong
tdc nhu thé ndy rdt khé coi va dén ddn cit toa 52 tap trung vao viéc
dé y xem ban sé lam ci chi gi k& tiép, thay vi ldng nghe ban ndi.

= dién gid ludn chip tay trubc nguc, hay sau hng — nhing hink dnh niy
don thudn 1o kho coi, v sé mang lai nhimg dn tupng khong 16t vé ban.

= dién gid (nam) luén tay kéo quin 1&n, hoic dua tay vudt téc (dién
gid nd) — thdt budn cuoci phdi khdng ban?

C6 it nhiéu cit chi xdu ki€u nhu trén — vd hdu hét déu 1a do vo
thitc. Pon gidn 12 cdc dién gid khong nhin ra ho dang lim gi.

Thuc hanh 32 20 phijt &

Ban hiy nght kj vé nhitng ot chi v 131 n6i cia ban khi phat bidu
trude ¢l toa. Hay tham kbdo v6i nhitng ngudi d4 ting xem ban
ph4t bi€u trong moét vai-tinh hubng trinh trong, hodc khi ban phai
chiu sic €p vi mot vai Iy do khic. '

Néu c6 thé, ban nén thu x&p quay video dé sau d6 xem lai.

Sau d6 hay vi€t lai nhitng diéu b6 ciia ban, cing trung thic cang
t6t. Chi ¥ nhitng diéu bd c6 kha ning 1am khin thinh gid m4t tap
trung hoic buc bdi nhit,

.....................................................................................................

Bay gid hidy tip néi ma khong ding cdc diéu bd nay. TSt nhat 13 mdi
I4n ban trinh bay hiy chi tip trung cii thién mot di€m. Saw mot vai ln
trinh bay thanh c6ng, ban hiy chufyén sang hoan thién mét di€m khac.
Buong nhién, thinh thodng ban cé thé dung mdt clt chi nao d6 d&
nhin manh mdt diém nio d6 thi t5t, nhung n€u ban lam dung nhiéu
thi s& c¢6 dnh hudng xdu d€n thong diép va lam gidm tinh chuyén
nghiép clia ban.
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Cudi cling, c6 mdt cich rdt don gidn: quan sdt nhing ngudi din
chuong trinh chuyén nghiép, cdc chinh trj gia hay cdc phdt thanh
vién dua tin tryc Gi€p trén truyén hinh hay nhing ngudi din chuong
trinh ma ban thdy rit 4n twgng. Ban hiy:

s Quan sit ho mit cich k¥ ludng:
« ho thu thdi, binh tinh, ty chd va biét kiém ché;
« ho rit hi€m khi ¢6 nhifng ctt chi va di€u b gy byc minh.
» Ling nghe ho mdt cich cdn thin:
= ho ludn st dung ti¥ don gidn va rd rang;
« ho néi 15 rang va t¥ ©n;
a ho da hoc cach thay d8i giong n6i vi am do & phi hop vdi ndi dung.

Hiy quan sit vd ling nghe cin than vi day 12 nhing ngudi chuyén
nghiép. Chiing ta c6 thé ching bao gi thé hién hodn hio nhu ho,
nhung cin phai nh6 ring da ting c6 hic ho ciing gidng nhu chiing
ta ma théi. Sy khic biét duy nhit giita ho va chiing ta 13 ho dd luyé&n
tip tich cyc, da thuc hanh cdc k§ thujt va ludn chd y tich liy rat
nhiéu kinh nghiém.

Tit ca 13 v&n d& hoc cdc k§ ning thuyét trinh. Ho di hoc duge va
ban ciing ¢6 thé hoc duge.

Biy gid ban hdy danh it phit cho bai tip ty ddnh gid nhim cing c6
nhitng ki€n thic vira hoc dudgc.
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Héy tu dé4nh gid 2 15 phut &

M6t s8 nhitng cich thitc d€ ché€ ngy cdm gide hdi hép khi thuyét
trinh 1a gi?

.....................................................................................................

Né&u ban lo s¢ v& didu gi d6, c6 1& 1 ban sé c8 g&ng d€ trdnh d8i
mit véi diéu d6. VE lau dai vigc ndy s& giy ra dnh hudng gi?

CHu tric clia mét bai thuyét trinh ludn bao gém ba phan riéng biét.
P6 1a nhitng phin nio, vd ching bao gbm nhitng ndi dung gi?

.....................................................................................................

.....................................................................................................

Khi n6i mdt didn gid giy duge “thién cAm”, ching ta mubn néi diéu g1?

Poan dudi diy dugc trich tit mot bai dién vin, bao gém hai “ciu
k&t n8i”. Gach chin hai cidu d6: :

“Nhu vdy &6 13 1 do tai sao chiing ta cdn phdi ting cudng kj ning
giao ti€p v6i khich hang. Trudc khi t5i k&t thic chi d€ nay, t6i mudn
nhan manh lai ¥ chinh 14n nita. R4t it khdch hang nhén ra nhitng
diém manh trong k¥ ning giao ti€p v&i khdch hiang, nhung tdt cd
moi khdch hang déu nhin ra nhitng di€m y€u trong kj ning dé.
Bay gid, tdi mudn chuyén qua mot vai vin d& thyc hanh khic...”

Ban c6 thé tham khdo ciu trd 18i & phAn Ddp dn bai tdp tu ddnh
gid & cufi cufn sich. 19
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‘w Al ciing c6 khA niing tré thanh mdt didn gid t6t. Diéu d6 phu thude
vao viée rén luyén cdc k¥ ning va hoc hdi cic ky thuat thuy&t trinh.

Thuy&t trinh trudc ci toa khi€n ching ta hdi hop va lo ldng bdi
vi ban thin viéc thuy&t trinh gdy cho chiing ta mft dp luc va
didu nay khién co thé phin tng lai nhu thé dang bi de doa.

Chiing ta c6 thé ch& ngy cim gidc hdi hdp cia minh bing cich:
e hoc cich ki€m so4t phén dng clia cd thé;

« hoc cdch d€ bdt “nhay cdm” véi “sy de doa”;

= nhan thitc fing “st de doa” ty than n6 chiing c6 gi 1a nghiém trong;

» trau ddi k¥ ning dién thuyét ciia minh d€ c6 dudc nhitng
thanh cong budc diu va nhd d6 sé tu tin lén.

Viéc 1p k€ hoach cho mét bai thuyét trinh nén bao gbm sdu
giai doan:

= xéc dinh 15 cdc. myc tiéu cla ban (tai sao, ai, va d diu);
s xdc dinh nhitng ¥ chinh clia n0i dung;

= xiy dung mdt bS cuc hap 1If; _

« Iya chon v chufin bj cdc phuong tién hd tg; -

= phéc thdo ghi chd; '

= luyén tip va dién tip.

St dung c4c phtong ti¢n hd tr¢ tryc quan s& lam cho bai thuyé&t
trinh clia ban thi vi hon va gidp cho khén thinh gid d& ti€p thu
thong diép cla ban.

P&i v6i bt ky bai thuy€t tiinh ndo, phdn gidi thi¢u va phin

ket ludn fa ohitng diém quan trong chi y&u. Vi vy cén chudn

bi trudc thit ky.

= Nhing ghi chii cid ban 12 & cudng cho bai thuy&t trinh, ban cin:

» s¥ dung thém tf ngit a2 t5 diém cho chiing;

= s dung cdc tt n8i khic nhau d€ lién k€t cdc ¥ wdng lai
mét cich tr6i chdy;

= danh thdi gian v nhé ngdt doan hgp 1.
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s Né&u ban sit dung cic phl!dng tién hd tr¢- trt;fc quan, hiy ddm
bio ring: -~

= thiét b1 hoat déng hﬁt,

» ban bi€t:cdch sit dung thlé't bi;

= s dung cdc phuong tién phd hop vdi ndi dung;

« céc phuong tién that sy Am ting tinh thuy&t phuc, clia bai néi;

= ban n6i chuyén véi clf toa chit khong phé.l vdx céc phlrcmg
tién hd trg.

m Né&u ¢6 sy ¢ xdy ra trong qud trinh thuyét trinh ban nén:
» ding cho khéin thinh gia thdy ban dang méit bmh finh;
 chi cdn tam ditng v2 cho minh chit thdi gian dé sip x€p lai;
» dirng phidn bua;
= xin 15i khdn thinh gid néu d6 13 15i cila ban;

« va hon h&t 13 cho ho thdy ban 1a ngtrin dang 1am chi moi
viéc, vi ban-dang 1am nhitng gl cin phdi lAm. Day chinh 14
diéu khén thinh gid chd dgi ndi ban.

g1
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9 Suy ngam

m Bay gid ban danh 5 phdt ¢€ suy ngdm nhitng v&n d€ vira nghién
L2 ctuva nghi xem ban s& 4p dung ching vio thuc t& cong viéc cla
ban nhu thé nido? Hay vi€t ra nhitng suy nghi cla ban:

AlT6ida hocduge ...

Ap dung khi nao?

Ap dung diéu 86 & cong viéc nao?

A! T6i di hoc dugce ...

Ap dung khi ndo?

«
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Danh gia két qua

1 Bai ki€ém tra nhanh

Ciu 1

Ciu 3

Ciun 4

Ciu 5

Tra 181 that nhanh cdc ciu héi dubi day dwa trén cdc ki€n thifc ma
ban da ti€p thu dugc tY cudn sich nay.

P& mdt cudc hop dat hiéu qua cao thi cdn nhitng y&u t§ g1?

Khi chudn bi cho cudc hop, mét trong nhitng vin dé& cdn cin nhic
12 nén mdi ai. Theo ban, nhitng ai nén duge mdi tham du cude hop?

Mot chuong trinh cudc hop nén bao gdm céc thdng tin chi y&u nao?

Trong mét s8 cudc hop, viée tch cong viéc diéu khién chuong trinh
khdi vai trd clia ngudii chil toa 6 thé gilip cho cudce hop dat k&t qua
tot. Tai sao lai nhu viy?

Né&u ¢6 mét vin dé thyc sy quan trong duge dua ra vao phiit cudi
cudc hop, thi ngudi chit toa c6 nén hoin viéc thdo luidn vin dé nay
d&n k¥ hop t6i hay khéng? Tai sac?
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Ciu 6

Ciu 7

Ciu 9

84

Trong cudc hop, thdi diém t6t nhit dé déng gbép ¥ ki€n la Wic ndo?

Bé cudc hop dat k&t qua, nhing ngudi tham gia nén tich cuc dua ra
cc phit biéu c6 chit lugng. Viéc déng gop ¥ ki€n trong cudc hop
con gidp ich ngay cho ban thin nhitng ngudi tham gia. D6 1a nhifng
i fch gi?

Bién ban cudc hop nén ghi lai nhifng thong tin g1?

Ky thuat “Phdt y tudng” va “Bang so sinh” c6 cong dung gi ct
cudc hop?
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Cdu 10 Tai sao ching ta khéng nén dénh gi4 cdc ¥ kién dua ra trong qué

Céu 11

Céu 12

Ciu 13

Ciu 14

trinh phét y twdng?

Ba nhém yé&u 6 dé€ lam nén mét ¢ ki€n ¢é chat lugng trong cudc
hop 12 gi?

.....................................................................................................

Hiy liét k& cdc bube cin phdi chuin bi cho ndi dung bai thuy&t trinh?

Trong phin md diu cda mdt bai thuy€t trinh, ban cin néu nhitng
di€m nao?

.....................................................................................................

.....................................................................................................

.....................................................................................................

Tai sao khi trinh bay chiing ta phdi ki€m sodt nhitng cif chi, diéu bd
va 181 ndi cilia minh?

Ban ¢6 thé tham khdo cau trd 151 & phdn Pdp dn bai kiém tra nhanh
¢ cudi cubn sdch.

85



Ddnk gid két qud

2 Bai tap tinh hudng

Ban hidy doc k¥ tinh hudng dudi ddy va c8 ging vin dung nhitng kién
thitc mi ban ti€p thu dugc tit cudn sach d€ trd 1&i tit cA cdc ciu hai.

Céng ty nhya gia dung Thai Phong do ban 1am Téng Gidm d&c c6 k& hoach
xem xét va diBu chinh Jai chinh séch dai ngd va ch& dd ludng thubng hang
nim cho nhan vién trong cdng ty. Muc dich nhdm giti chin nhan vién gidi,
thu hiit th&m nhén tai, cling nhu t8i vu hoa viéc quan ¥ nhén sy trong giai
doan cdng ty md rfng san xudt kinh doanh sang thi truing nudc ngoai.

Ban da giao cho Giam ddc Nhan sy chiu trach nhiém chinh trong vigc trién khai k§
hoach nay. Hon ba thang qua, Giam ddc Nhan sy da ti€n hanh tham do ¥ kign cla
nhan vién trong cdng ty, tham kh2o cac cdng ty trong cling finh wvifc vé chinh sach
va ch& d9 luong thubing, dBng thii cling ra soat lzi nhing diém con bét cap trong
hg thdng iuong thubing clia cong ty. Dya trén phan tich v& nhiing s lidu va thdng
tin ¢6 dugc, Giam ddc Nhan sy da dua ra mot dé xudt kha tho bao v& mit cach
tinh lung thubng méd. Ban nhan thay ring d& xudt nay tuy cdn mt vai han ché
nhung mang lai nhiu Igi fch cho cdng ty bai 18 nd chi ra phuong thikc tinh méi oo
the sl dung hiu qud qui lung ddng thii ¢ling gian tidp tao ra sy gan bo clia nhan
vién vak cong ty. Theo nhu d8 xudt nay, cling $& co nhimg thay ddi lan trong thu
nhap hang nam clia rdt nhiu nguts 1au nay v8n hubing Igi &r nhimg nhude digm
trong céch tinh luong thuling hién tai. Va ban cling dd hinh dung ra dugc nhiing
phan (ng cla ho.

Trude khi hodn thign va thue thi d8 xut, ban quyét dinh trigu tp mdt cude
hop vdi nhing gidm ddc chic ndng trong cdng ty d€ thim dd phan ing
déng thdi tham khio y kign ciia ho.

Cudc hop duge &n dinh vao thir Tu tulin sau, vi ddy 1a d8 tai kha “nhay cam”
nén dich thin ban va Gidm déc Nhin sy bit tay vao chuéin bj cho cufc hop
quan treng nay.

Theo ban thi ai ndn [a Chi toa cla cudc hop nay?
Chil toa cla cudc hop nén chuin bi nhilng gi trudc cudc hop?

Nhiing ngudi duge mdi d¢ hop cdn phdi dugc cung cdp nhling thong tin va
nhitng lwu y gi d& tham gia vao cude hop mft céch higu qua?

Trong cudc hop, Gidm dfc Nhan su s& trinh bay v8 dé xudt chinh sich va
¢hé df luong thuling mdi trudc cdc thanh vién dyf hop. Ban sé& khuyén Gidm
d6c Nhan sy trién khai ndi dung nhu thé nao?

Ngoai ndi dung ra, Gidm ddc Nhan sy c&n chuln bj gi khac cho phdn trinh
bay khong?

Ban.cé thé tham khdo ciu trd 18i & phdn Pdp dn bai tdp tinh hudng
& cudi cudn séch.




Hay tom lugc va suy ngam

1 Tém lugc va suy ngdm

Nhu vdy, ban di doc xong cudn sich vé H4i hop va Thuvér trinh,
biy gid chiing ta hdy cing xem lai nhitng myc ti€u ma ching ta dit
ra tit ban diu.

Muc tiéu dau tién 13 ban s& ¢6 khd ning t6t hon dé:
m Mb ta cach thic d€ t6 chitc va diéu khién mét cude hop.

Hoi hop 1a mot ¢dng viée rit quan trong d6i v6i cdc doanh nghiép,
nhung rd't it ngudi dugc hudn luyén vé k¥ ning hdi hop, théng thudng
ngudi ta ¢6 khuynh hudng lam theo kinh nghiém. Tuy vay, viée t3
chitc va diéu khi€n mét cudc hop khong phdi 1a didu gt qud khé
khin d6i vdi ching ta. NG don thuin chi 1a Fam theo nhitng thi tuc
va hudng din di dudc hiéu ro.

Nhu vy, cang tham dy nhiéu cudc hop, ban cang cam thiy thodi
méi trong moéi trudng hdi hop va ban s& hiu 15 hon vé didu gi ot
va diéu gi khong tSt. Vi thé nén tich [dy kinh nghiém va nghi mét
cdch nghiém tic vé& nhitng cudc hop ma ban tham du.

m Ban sé lam gl dé 6 nhiéu kinh nghiém hon vé viéc chudn bi v diéu
khién cdc cudc hop nay?

Ngusi ta thudng c6 khuynh hudng suy nghi €ch lac ring ngudi chi
toa chiu trdch nhiém moi viéc trong cudc hop. Tuy nhién nhitng ngudi
tham du phdi cliing chia sé trich nhiém, vi ho c6 thé xiy dung hoic
pha hdng mot cude hop. Chuin bi khéng t, c6 thdi do tiéu cuc va
khong nghiém tic 1a nhitng y€u 8 1am hdng cude hop. Nhu viy
cling 1a ty hai bdn thin minh. Hoi hop di€n ra 1a ¢6 1§ do, vi chiing
12 mot phiin céng viéc cla tit ci nhitng ngudi tham dy. Nhing ngudi
c6 d6ng gbép tich cyc ¢é thé nhan duge cde Igi ich.

Vi th€ muc tiéu 1i€p theo 12 ban s& cé kha ning t5t hon dé:
® M0 td cdch thifc d€ chudin bi va déng gép ¥ kién ¢6 hiéu qué vao
cujc hop.
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jy 16m luge va suy ngém

DPéng gbép ¥ ki€n c¢6 hiu qud s€ lam cho cdc cudc hop dién ra
sudn s& hon, gidp cho ngudi déng g6p dat dugc muc tiéu c4 nhén
va ting thém uy tin chia ho. O day mot lin nita chdt lugng cia ¥
ki€n dua ra ciing quan rong nhit céch dwara ¥ ki&n. Bén canh 46,
viéc chufn bi 13 eye ky quan trong. Ban ¢dn hiéun 15 cac vdn dé,
nghién cfu cdc vdn bin va cé nhing thong tn thyc t€ trong tay.
C6 th& ban cén thdo ludn vin dé& v6i nhém cla minh va ti€n hanh
vin dong hanh lang nhing ngudi s€ cung tham dy hop.

Thyc vay, ban nén quan wim d&n cudc hop mdt céch nghiém tdc.
Ngodi ra viéc chufn bi 1t ciing & 1am ban & tin hon.

w Ban hdy liét ké ra gidy nhiing g! ben sé tam dé chudn bi cho cudc
hop ma ban sdp tham du.

Chiing ta cling dd xem xét mbt chi @& ma qhiéu nha quan 1y, quan
A8c va trudng nhom thudng (&t o 14ng: thuyét trinh trudc ddm dong.
3 day muc tiéu ctia chiing ta la:

s Ban s& cé kha niing (&t hon d€ giai thich cdc budc d€ phic thio
vi luyén tip cho mot bai thuy€t trinh.

Thé nao 12 mot bai thuy&t trinh “t6t"? Don gidn 6 12 mot bai thuyét
trinh gdy dugc sy chi ¥ noi clf toa vi dam bio ring i toa tiép thu
dugc nhing § chinh. & aay, 1én k& hoach va chudn bi 1a da thanh
cong duge mdt nda. Chiing ta ciing danh thoi gian thdo luan chi tiét
chc kbau chudn bi mdt bai thuyét trinh. Piu tién 13 sudn bii r6i
Aén ndi dung cu thé trong t¥ng y chinh. Ching ta nhin manbh s¥

cin thiét phai c6 mot b3 cuc 6t va tap trung vao chc ¢ chinh.

Chiing ta ciing da xem xét cch khic phuyc cm gidc hoi hop, cach kiém
soét giong n6i, va sy ¢in thiét phdi thuc hanh tit nhiing ghi chd.

Cé nhifng k¥ ning chi ¢6 duge thong qua thye hanh. Hay tan dung
moi co hoi € thyc hanh. Viée tuge hanh “phét bi€u” khong nhit
thi€t phai qud dai - tham chi mot vai phit ciing ¢d fjch — va ban ¢o
thd tim thiy céc cd hoi & ndi lam viéc ciing nhy bén ngoai. Viéc
14ng nghe céc di&n gid khdc mot cich nghiém wic va viéc ghi lai
nhitng ky thudt ho si dung ciing rit quan trong.

s Bgn s& lam gi dé: (a) thuc hanh phdt bidu trudc cit toa; va (b) xem
va nghe nhing dién gid ¢ nhiéu kinh nghiém hon?

.....................................................................................................




Hay tom luge va suy ngdm

.....................................................................................................

Lap k€ hoach, chuin bi, v thyc tip k¥ ludng s& gitip ban ty tin hon
v3d nhd dé cdi thién cdch trinh bay ciia ban. Ngudi ta thudng khéng
gidi ling nghe, vi viy k¥ thuit va k¥ niang thuyét trinh 13 quan trong.
L&i khuyén & day cling giéng nhu 13i khuyén cho bat ky viéc trao
ddi théng tin ndo la:

ph4t bi€u ngdn gon va don gidn;

rit ngdn lai: bén hodc nim di€m chinh 13 qud dd cho mét bai
thuyé&t trinh 15 phit;

chidm lai: ¢ toa clia ban ciing chi 14 con ngudi — ho khéng thé
ti€p thu n€u ban néi qué nhanh;

tap trung: chi khai thdc nhitng ¥ chinh ma ban mudn trinh bay;

t8 chidc: trinh bay ndi dung cia ban theo trat tr hgp Iy dé ching
cé ¥ nghia;

ki€m tra: bio ddm ring n6i dung ma ban trinh bay di dudc ctf
toa hi€u thdu ddo trude khi chuyén sang ndi dung khéc; ki€m tra
lai mét lan nira khi k&t thic;

lap lai: lap lai ting diém va sau d6 t6m tdt lai t&t 3 khi k€t thdc.

T4t cd nhitng diéu ching ta vita ndi sé tqo ra sy khdc biét gi cho
bai thuyét trinh sdp tdi cida ban?

Bay git ban hiy xem lai muyc fi#u hoe ma ban 83 tr d3t ra cho minh &

d4u cubn séch, Ban tr d4nh gi4d xem muc tidu da dat dude & mirc dp nao?
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C6 1& ban di phin nao thda min v4i muc tfieu nim bit ki€n thite,
nhung cdn nhitng muc tiéu mang tinh chit hanh ddng thi sao? Phin
ti€p theo s& gidp ban dp dung nhitng ki€n thitc ma ban git hdi duge
vao thyc tién céng viéc.

2 K& hoach hanh ddng

2.1 K& hoach hanh dong la gi?

K€ hoach hanh déng 1a mdt cong cy gidp ban 4p dung nhiftng gl rit
ra duge tif cudn sdch vao thyc & cbdng viéc.

22 1am thé nao d& 1ap mot k& hoach hanh dfng?

Pay I lic ban xem lai nhitng ghi chép cha minh & trang Suy ngém
sau mdi phin trong cudn sich va nhitng cau tra 13i & muc Tém liwge
va sty ngdm.

Tru6c tién, hiy xac dinh cdc myc tidéu ma ban mong mudn dat duge
12 gi? P dat dugc cac muc tiéu ndy, ban ¢6 thé s& gap phai nhifng
vin 48 nao? Hiy liét ké ching. Sau d6 hay phan tich xem aé gidi
quyét titng vin d€, ban s& cdn thyc hién nhitng hanh dong gi, vdi
cic nguén lyc ndo, v trong thdi gian bao lau?

Hiy dim bio nhitng k€& hoach hanh déng ban dit ra cho ting muc
tiéu ludn dip Wng cic tiéu chi sau

cy thé;

c6 thé do ludng dudgc;

c6 thé dat dugc;

¢6 tinh phdt hgp (v6i myc dich va muc tiéu chung ctia doanh nghiép);
thdi han hgp 1y.

Vi du:

Muc tiéa :khﬁng.rii vhng: - Luyén p ky-lutng & thuyét trinh t5t hon.,
Mpye tiduw rd rhng. . Ap dung 5-budc h:xy_\é,'n:tap va.dién tap 48

: koo tinh b3y bai n6i vé sin phim mdi cia
s cOng ty trong vong 15 phit vao chiéu thit
. Séu tudn t61. -




Hay t6m luge va suy ngdm

PBé ddm bao tinh khd thi, trong mdt k& hoach hanh ddng, ban chi
nén dé xuit mt muc tiéu cin dat dugc vi khéng qud ba vin dé
can thi€t phii gidi quy&t trong mdt khodng thdi gian nh4t dinh.

2.3 Lam gi vdi k& hoach hanh déng?

Khi da 14p xong k& hoach hianh ddng, ban nén bit tay ngay vio viée
thye hién. Pitng dé€ bat k¥ diéu gi tri hodin ban! Trong qué trinh thuce
hién, rit c6 thé s& c6 nhifng yéu t& anh hudng dén nhitng dv ki€n
cia ban. Ban hdy phan tich kj Iudng nhitng 4nh hudng niy va trong
trudng hdp can thiét, ban dirng e ngai gl n€u phai thay d8i mot sd
dir ki€n trong k€ hoach hanh ddng clia minh. Nhung luu § riing cudi
ciing ban phai dat dudc muc tiéu di dat ra.

K& hoach hanh ddng 1a danh cho ban. Trir khi ban yéu ciu, khong
ai danh gid, chim diém va xem xét k€ hoach cia ban. Hiy treo k&
hoach hanh dfng & ndi 1am viéc va bit tay thyc hién ngay!

Ban nén xem xét lai k€ hoach clia minh theo dinh ki (¢ thé hang
thing) va di€u chinh k€ hoach khi cin thiét. Hay xem lai:

s nhifng gi dang phdt huy tdc dung?

a nhitng g} cin dugc cdi ti€n?

s lam thé€ ndo 48 ¢ th& thure hidn cdc cai ti€n d6?
Khi d4 thuc hién xong k& hoach hanh ddng, ban dirng nén voi vang
¢4t n6é vao ngin bin, Ban nén danh chit thai gian d€ danh gia viéc
thyc hién k€ hoach hanh ddng va so sanh xem két qud ma ban dat
dude ¢6 nhu mong mudn hay khéng. Diéu ndy s& gidp ban tich lay
kinh nghiém d€ thuc hién thanh céng cic k&€ hoach hanh déng trong
trong lai,
Pbiung quén ghi nhin nhifng ti€n b6 mi ban da dat duge. Hiy an
ming nhitng thanh c¢éng clia minh!
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Hay tom luge va suy ngdm

3 Pap an bai tép ty danh gia

[ 5 T . <

=

Bai tdp ty danh gid 1
Hai myc dich chinh cda cdc cudc hop dinh ky trong cOng ty la:
dé trao d8i théng tin t5t hon;
dé€ ki€m so4dt céng viéc t5t hon.
D& chuin bj t8t cho cudc hop, nhitng ngudi tham du hop cin phii:
doc cdc tai li€u;
yéu cau dugc gidi thich truée nhitng diéu c6 lién quan d&n cudc
hop ma ho chua 1,
vi€t ra gidy nhitng gl muén phét biéu.
Viéc sip x€p chd ngdi trong mdt cude hop 1a di€u quan trong Vi
né c6 th€ ngu ¢ (hay nhin manh) tinh trang khong binh ding giita
nhitng ngudi tham dy. Diu ndy ¢6 thé ngin cdn viéc tham gia

déng gbép ¥ ki€n cda nh@ng ngudi tré tudi hon, hay it thim nién
han, hay it kinh nghiém hon hay & c4p bic thip hon.

Hén 12 nbi dung cudc hop nén c6é dbéi chiit linh ddng, nhung viéc

d& cho moi ngudi ty do thém vdo qud nhidu muc 12 mét ¥ tudng
khoéng hay. Khi d6 cufc hop s€ qua dii, va moi ngudi s€ khong
th€ chuin bi t6t cho viéc thdo luin.

Piy 12 mot ¥ ki€n rdt d& - mot bdn sao nguyén ven nhu vy c6
thé can d€n hang 18 gidy, gy ton kém va 1am ndn Jong ngudi doc.

Hién nhién day 13 diéu ddng lvu ¥ - khi m&i mdt ngudi tham du
cude hop chinh xdc 12 ta cin cic phat bi€u d6ng gép ciia ho. Nhung
trong thyc t€ néi qué nhiéu ciing c6 thé 12 mot vin dé.

Nim diéu ma ngudi t8 chife cdn chuin bj cho cudc hop 1a:

Xéc muc dich clia cudc hop d€ quyét dinh c¢6 nén hop hay khong;
Can nhic ngudi tham dy 12 aj;

X4c dinh dja di€m va thdi gian cho cudc hop;

Quy&t dinh cdch théng bdo cude hop (bing email, dién thoai,
AN
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Chuién bi chudng trinh hop trong 46 néu rd nhifng myc s& thdng
qua trong cudc hop.

M4t s6 di€m ma budi hop phat ¥ tdng cla Hién cdn céi thién 1a:

Hién cin tap trung moi ngudi & moét noi khéng bi quiy 81 d€ moi
ngudi c6 thé t4p trung vao viéc phat y tudng.

Hién nén cén nhic d6i tugng tham gia. Trong trudng hgp ndy thit
khé xdc dinh chi Tién tap vu c6 thé d6ng g6p dugc gi cho ndi
dung ctia budi hop ph4t ¥ tudng.

Hién cAn néu vin dé cu th€ hon, va ¢6 1€ nén dua ra mdt vi du
d4€ moi ngudi khéng di qua xa khi phdt § tudng;

Tru6e khi bit ddu Hién cin nhic nhd nhirng ngudi tham gia nhitng
qui tdc cda phit ¥ twdng, dic biét 12 qui tic khong dénh gid cic ¥
ki€n khi trong budc phdt ¥ tudng;

Khi Hwong va Chudng phé binh cdc § tudng, 1& ra Hién phédi ngin
chin lip tic;

Hién nén x{p x&p thdi gian sao cho chi c6 thé din dit budi hop
phat ¥ tudng tir ddu d€n cudi.
Bai tap ty d4nh gid 2

Ban c6 thé ch€ ngy cdm gidc hdi hdp khi thuyét trinh biang mdt
s6 cdch nhu:

Thyc hién bai tip ki€m so4t hoi thd va giong néi;
Danh thdi gian nghi ngoi hgp 1y trudc ngay thuyét trinh;
Nim vitng ndi dung ma minh trinh bay;

Tim hiéu k¥ cif toa 12 ai;

V2 hon hét 14 thyc hanh cang nhiu cang t5t.

Né&u ban fim cdch tranh né nhitng didu ban cidm thdy lo ngai, ching
han nhy viéc thuyét trinh truSc d4m déng thi truGc mat ban s& cdm
thdy thodi m4i, nhung:

¢6 th€ ban chi td hodn dudc sy cing thing d6i chit;

theo cdc nghién cu khoa hoc, sy trénh né vé& lau vé dai chi giy
cdm gide cing thing hdi hép hon.



Ciu 2

Hay 16m lugc va suy ngdm

M6t bai thuy€&t trinh luén bao gém:

phin m& diu: gi6i thidu v& ban (n€u cin) va nhitng g} md ban s& néi;
phdn ndi dung: trinh bay chi ti€t nhitng ndi dung ma ban mudn néi;
phin cuéi: tdng k€t nhitng gi ban &3 ndi.

Viéc d4u tién ban cdn lam d€ phéc thio cho mdt bai thuyét trinh
la THUC HIEN PHAT Y TUGNG VA NHOM Y TUSNG PE
LIET KE CAC Y CHINH MA BAN PINH TRiINH BAY.

Khi néi d€n “thién cdm” chiing ta dé cip 4€n md&i quan hé hai
chiéu t5t dep gilfa di€n gid va khdn thinh gii.

Theo t6i hai nhém tir duge gach chin 13 cdc cAu k€t nbi:
“Nhu vy d6 12 Iy do tai sao chiing ta cin phai ting cudng k¥ ning

giao ti€p v6i khdch hang. Trudc Khi t6i k€t thic chy d€ nay, t6i
mudn nhdn manh lai ¥ chinh 14n nta. R4t it khich hang nhin ra

nhitng di€ém manh trong k¥ ning giao ti€p véi khdch hang, nhung
tat cé moi khdch hang déu nhin ra nhitng di€m y&u trong k¥ ning

d6. Bdy gid. t6i muén chuyén qua mét vai vin dé thyc hinh
lghﬁg....

Pap an bai ki€m tra nhanh
D€ m6t cudc hop hiéu qui cdn phdi c6 nhitng y&u t§ sau:
m cudc hop duge t§ chiic tt;
m cufc hop duge diéu khi€n t6t;
m va nhing ngu¥i tham gia x\ sy hgp I¥.

Khi quy€t dinh nén mdi ai tham dy cudc hop, ban nén cin nhic
dén:

s nhitng ngudi c6 dd ki€n thdc lién quan tdi cdc néi dung trinh
bay trong cudc hop d€ c6 nhitng déng gép hitu hiéu;

s nhitng ngudi cé thim quyén ra quyét dinh;

w nhifng ngudi c6 trach nhi€m thyc hién cdc cdng viéc do cufe
hop dé ra;
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nhifng ngudi s& bi dnh hudng bdi cdc quy€t dinh cda budi hop
hay dai dién cda ho;

nhitng ngudi sé cdn c4c théng tin dudc trinh bdy trong budi
hop d€ c6 thé tam viéc hiéu qui hon.

Mdt chuong trinh cudc hop nén bao gém cdc thong tin chi yéu
nhu sau:

ndi dung chinh;

dia diém,

th&i gian bit dau, két thic;

thdi gian giai lao (n€u c6);

tén ngudi chd toa;

tén ngudi didu khi€n chudng trinh (n€u cé);
tén cdc ndi dung hoic thio ludn s€ trinh bay,
thdi gian dy ki€n cho mbi ndi dung;

tinh ch&t cda mdi phén;

tén ngudi ghi bién bdn cudc hop;

cdc hudng din dé€ chudn bi trude cudc hop.

Viéc tach cong viéc didu khi€n chuong trinh ra khéi vai trd chd
toa c6 thé mang lai hiéu qui rit &t vi n6 giip loai bd aAnh hudng
clia y&u t8 cdp bic d8i v6i viéc déng gép ¥ ki€n va thdo Judn
van dé. Nhu dd néu, nhién cubc hop khéng nhi't thi€t phai ¢
chd toa, v khi khong phdi ngai nging v&€ cdp béc, cdc thanh
vién c6 th€ déng gép nhitng ¥ ki€n thyc sy hifu ich ma n€u
cAp trén ngdi & ghé€ chd toa, ho c6 thé s& ching néi ra.

Né&u ¢6 mot van dé thuc sy quan trong duge dua ra vio phit
cudi cudc hop, thi cudc hop ¢6 thé bude phai ti€p tuc dé xit 1y
vAn dé nay did nhing ngudi tham dy mudn hay khong.

Trong cuéc hop, hic t5t nhat d€ phdt bi€u y ki€n 1a lic cudc
hop mdi bdt ddu. Nhitng ngudi chd d€n lic cudi mdi phdt bidu,
hay phét bi€u qua nhiéu rit d& ddnh mit sy tin nhiém v6i nhitng
ngudi trong cudc hgp.



Céau 10

Cau 1)

Hay tém lugc va suy ngdm

Phit bi€u ¢ chdt lugng gitip ngudsi phét bi€u dat duge k&t qui
ma anh/cé ta mong mudn, giip ting cudng uy tin ¢4 nhin d6i
v6i cdc dong nghiép, ngodi ra con gitip cho anh/cd ta ¢6 cim
gidc 1Am chd nhitng quy€t dinh dua ra, vi do d6 anh/cs ta sé&
quy&t tdm hon d€ thyc hién cbng viéc.

Bién bdn cudc hop nén ghi lai nhitng théng tin sau:

nhiing ngudi tham du cude¢ hop;

cdc ndi dung da duge thdo luin;

nhitng quyét dinh di dudgc dua ra;

nhitng cdng viéc phai thuc hién: phai lam gi, khi nio va ai sé lam.
“Phdt y tudng” va “Bang so sdnh” 13 hai cOong cu hitu ich din
dit thdo ludn trong cudc hop. K§ thuit Phit ¥ tudng thudng dugc
stt dung khi cdn phdi huy dong t8i da céc ¥ tudng clia cdc thinh
vién tham gia cudc hop nhim tim ki€m cdc lya chon hay gidi
phap cho mét vin dé. Va Bing so sdnh cic ngudn luc tic dong
dugc dp dung trong tinh hudng phdi cin nhic giita nhitng mit

Igi va bét 1gi hay nhitng mit holdn toin trdi nguge nhau do quyé&t
dinh dem lai d€ xét xem c6 nén dua ra quyét dinh 46 hay khing.

Chiing ta khong nén ddnh gid cdc ¥ ki€n trong qud trinh phéat ¥
tudng béi 1& viéc dinh gid s€ cdn trd viéc dua ra nhitng ¥ tudng
sdng tao tdc thdi va vi vdy s& khdéng dat duge muc tiéu 13 cé
that nhiéu ¥ ki€n trong mét thdi gian ngin. Viéc ddnh gid qua
sém cing khi€n cho nhitng ngudi tham gia khéng c6 cim hitng
d€ nghi thém duge ¥ trdng mdi.

Ba nhém y€u t6 d€ 1am nén mdt ¢ ki€n 6 chdt lugng la:
Céc y&u t6 vé cdu tric: ¥ ki€n phdi c6 phin ddu, phin giita va
phin cudi, cdc phin nay phdi dugc k€t néi vdi nhau;

Cédc y€u t8 vé ndi dung: ¥ ki€n phadi phit hop, khdch quan va
ngdn gon;

Céec y&u t§ vé cdch trinh bay: khi trinh bay ¥ ki€n phii hwu y
dén phong cdch trinh bay (diém tinh, nhi nhin...), ngén ngl
sif dung, giong néi (16 va di to d€ tit A mei ngudi cé thé nghe
dugc), ngdn ngit ¢l chi (ti€p xiic bdng mdt va trdnh nhing cd
chi diéu bd gdy mit tap trung), va n&u can thi€t ban ¢é thé sir
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“Au 12

“du 13

"du 14

dung phudng tién hd trg tryc quan d€ 1Am cho ¢ ki€n thém sinh
d6éng va thuyét phyc.

Céc budc cin phai chudn bi cho ndi dung bai thuyét rinh bao gdm:
x4¢ dinh cdc muc tiéu,

xdc dinh nhitng ¥ chinh;

fim mdt ciu tnic hgp ly;

chudn bi cdc ghi chi;

chudn bi cdc phuong tién hd trg;

luyén tdp va dién tip

Trong phdn md diu cda bai thuyét trinh, ban nén:

chio mitng khdn thinh gia;

gidi thiéu v& minh;

gidi thich minh dinh néi gi;

gidi thich thd tuc (néi trong bao 14u, dat ciu hoi th€ nao, v.v...)
tom tit v& céc chli d& chinh v néu o thai d6 quan di€ém clia minh.

Khi trinh bay ching ta ciAn ki€m sodt nhitng cif chi, diéu bo va
18i n6i cia minh d€ trdnh gdy byc minh hay khé chiu cho khén
thinh gid.

5 Dap 4n bai tap tinh hudng
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Sau diy 13 ciu trd 101 goi ¢:

Chi toa c6 thé 13 ban, véi cudng vi Tong Gidm ddc cia cbng ty, ciing
¢6 thé do Gidm d6c Nhin sy ¢dm nhiém. Tuy nhién, trong ci hai
trudng hgp Gidm d6c Nhin sy gilt vai trd didu khién chuong trinh cé
1& t6t hon. B&i vi & vi tri hién tai cha minh, Gidm d3c Nhéan su nim
vitng nhitng théng tin cling nhit co cdu ché 46 luong thudng vi vay
c6 thé din dit cude hop di ding hudng. Mic khdc, v8i chil toa 1a
Gidm d6c Nhin sy thi nhifng ngudi tham du s& khéng bi dp lyc vé
dia vi do d6 ho c6 thé cdm thdy thodi mai tham gia déng gbp ¥ kién.
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Bé chudn bi t8t cho cubc hop nhu thé nay, chil toa ciia cudc hop
nén lvu ¥ d€n cdc khia canh nhu:

Ngoai cdc gidm d&c chitc ning ra, ¢6 nhitng ai khdc cdn duge moi
tham dy cudc hop khéng? (vi du nhu dai dién clia cdng doan, nhitng
ngudi ¢6 ¢§ phin trong céng ty, nhitng ngudi 1am tr vin ddng tin
cidy cla cdng ty...)

Ai c6 thé 1a nhitng ngudi “nhay cdm” nhit véi dé xuft nay? Thai
dé cia ho ra sao vi ¢6 thé inh hudng d€n toan cuc nh th€ nao?
Sé phdi tng x¥ nhur th€ nio trudc thdi 46 cla ho?

Cudc hop nén tip trung vio nhdng ndi dung chinh nio trong bdn
dé xuft? C4c ndi dung hop nén sip x&p nhu th€ nao cho hgp 1§?
Théi lugng 1a bao nhiéu?

Nhifng tai liéu ndo nén phin phat trude cude hop d€ nhitng ngudi
du hop doc trude?

Phong &c, ban ghé s& sép x&p nhy th& ndo d€ tat cd moi ngudi cé
thé tham gia déng gép ¥ kién?

D€ d3m bio nhitng ngudi dy hop tham gia vio cudc hop mdt cdch
hiéu qua, ban can:

Cung c4p cho ho nhitng théng tin d€ doc trudc nhu:

Nhitng thong tin nhy bin tém tft v& ch€ 46 va chinh sdch luong
thudng hién tai cing nhitng vu nhugc diém;

Mot s8 dit liéu v& tinh hinh luong thuéng hién tai clia nhitng cdng
ty canh tranh trong nganh;

Nhitng ¥ ki€n phdn héi cla nhin vién vé ch& 46 vi chinh sich
hién tai cda cOng ty;

Va ciing cdn luu ¥ ho vé:

Chudng trinh cude hop;
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Muc dich va tinh chat quan trong clia cudc hop;
Ho s& lam gi trong cudc hop;

Nhitng théng tin cin doc trudc d€ ¢é th€ ndm bdt vin dé nhanh
chéng trong cudc hop;

Py 1a lic ban ¢dn cin nhic “nén néi gi?” vad “néi nhy th€ ndo?”
v6i cit toa. Trong hon ba thing qua, ban vd Gidm d8c Nhin sy da
khd quen thudc véi chii dé s& trinh bay nhung d6i véi cif toa -
von 14 nhitng gidm ddc chifc niang thi nhitng thong tin, nhitng phén
tich hay nhitng s& liéu trong bin dé xuit cé th€ 1a diéu khd mdi
mé. V1 viy, ban phdi hru ¢ xdp x&p ndi dung bai néi sao cho thuyét
phuc va dé ndm bit.

Ban ¢6 th€ sit dung k§ thudt Phat § twéng d€ im ra nhitng ¥ chinh
cla bai néi, Nhitng ¢ chinh c6 thé 1a:

Néu 1y do hay co s8 cia dé xudt;

Nhifng nhude di€m cia chinh sdch va ch&€ d4 luong thudng hién
tai vd 4nh hudng cua né;

Tinh hinh khdch quan v& chinh sich va ch€ d9 cla cdc cong ty
trong cung linh vuc;

Nhitng dé xud't thay déi cing cdch thyc hién;
Nhirng Igi ich cu th€ ¢6 duge khi 4p dung cdch tinh mdi;

Gidm d8c Nhin sy cdn chudn bi thém nhitng chi tift nhu:
Nhitng bi€u 48 hojc s& liéu minh hoa;

Nhitng kinh nghiém thuc t&€ v& viéc thi€t 14p chinh sdich va ch&
a6 luong thudng;

Suy nghi trtde vé€ nhitng cdu hdi md ¢ toa 6 thé dat ra;
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6 Phy luc
CAC PHUONG TIEN TRYC QUAN PHO BIEN

Cdc phudng tién tritc quan khd phd bi€n ma ban c¢6 thé sit dung
khi trinh by cé thé ké dé&n:

1 Bdng vi€t la thiét bi tryc quan don gidn vA it quen thudc. Uu diém
16n nh&t clda né 12 tinh phd bi€n va tién Igi. Khi st dung bang,
nén chi y trinh bay sach s&, gon gang véi khd chit 16n c6 chiéu
cao it nhat tf 5 dé€n 7cm d€ c6 thé€ nhin 1§ tir xa.

2 Bang gidy (Flip Chart) thudng s& dung kh8 gidy Al va rit hitu ich
khi thdo ludn theo titng nhém, hay khi ban mudn trinh bay cic ndi
dung cin phdi chudn bi tir trudc. Uu di€m cia loai bang nay la
ban c6 th€ lwu fai nhitng gi da ghi chép A€ tham khio vé sau. Tuong
ty nhu bing vi€t thudng, ban ciing nén trinh bay rd rang bing khd
chit 1dn. V8i bdng gidy, ban con c6 thé ghi chii trde cic thong
tin bén 1€ gidy hodc v& nhdp trudc cdc db thi, bi€u db bing nét
bt chi md d€ thudn tién khi dirng trinh bay.

3 Mdy chi€u sit dung phim trong A4 (transparency) hay con thudng
goi la OHP (Over Head Projector). Thi€t bi nay dudc sit dung khd
rong rdi vi don gidn, dé st dung. Ban ¢6 th€ ding médy tinh véi
cdc phin mém, thong dung nhit 13 Power Point, d& chudn bi va in
cdc phim trong tf mdy in vin phong. Ban ciing ¢6 thé diing biit
da d€ viét tryc ti€p 1eén phim khi trinh bay hoic khi ban chi c6 vai
phit chudn bi khéng thé in &n dugc. Nén han ché s§ lugng phim
trong bing cich chi t6m tit nhitng di€m chinh va cdc bi€u dd, hinh
dnh minh hoa. Dirng bao gi¥ in chi chit c4c néi dung nhy mét trang
ddnh mdy trén phim vi s& ching ai doc duge. Khi cdn che cédc ddng
ndi dung trén phim, hiay diing mdt t3 gid'y tring &4t phia dudi phim
vi nhu thé, ban sé& cé thé bit duge ¥ ti€p theo 1a gi va chudn bj
chuyén ¥ mét cdch hiéu qui hon.

4 Mdy chi€u da phyong tién: v6i loai mdy chi€u ndy, ban c6 thé k&t
n8i v8i nhiéu phuong tién nghe nhin khic nhau nhr may vi tinh,
diu miy Video, Video CD hay DVD... va céc thi€t bi am thanh khéc.
Thi€t bi nay rdt hiéu qui vi cdc chifc ning rit da dang phong phii
vi thudng dudc bi€t d€n dudi cdc tén goi Multimedia Projector,
LCD, Barco... Nhuge di€m chinh clia thi€t bi nay 12 dft tién va
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431 héi ban phai nim viing Ky thuat s& dyng v6n khd phdc tap.
NE&u ban khong ty tin vé cdch sit dung, hay yéu ciu c6 K¥ thuat
vién thudng tryc khi ban trinh by va nén tim hifu mot s§ thao
t4c co ban nhu b4t va {1 mdy, diéu chinh 4§ nét (focus) va 49
phéng 18n {zoom) cla mdy.

M4y thu hinh (TV) va céc loai ddu mdy phat hinh {Video, VCD,
DVD) 14 céc thi€t bi quen thudc. Khi sit dung céc phuong tién nay,
hiy xem trugc vd dénh d&u nhitng doan tai liéu ma ban cdn ding
€ khong phdi médt thdi gian tim ki€m.

Céc thiét bi khac c6 thé it phd bién hon gbm: miy chi€u phim slide
(phim duong bén finh, ¢ kich thudc 35mm trong khung bia cing),
m4y chi€u phim 16mm hay gmm, mot s§ méy chi€n b thé€ phéng
trye ti€p céc tai liéu ma khong cin chup lai trén phim trong.

7 Ngoai ra, nhing h3 g tryc quan hiéu qud khic ma ban c6 thé st

dung 13 céc miu vat, md hinh, sa ban, tranh anh, v.v ... ciing dem
Jai nhitng hiéu qué it 18n.
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BQ SACH QUAN TR| NGUGN NHAN LYC
= Chir doanh nghigp v chic nang quén iy ngudn nh;
u Phin tich clng viée

= M8 & cdng vidc, y8U cfiu chuyén mén va cac tié
kéit gua cong viee

 Thu hit, tim kiém va iva chon ngudn nhan e
a Hé thiing tién cang va tién luang

BO SACH QUAN TRI TAI CHINH & KE TOAN
» Kiém =04t chi phi
= LAp & gudn Iy ngdn sAch doanh nghidp
= K& toan e¢ bin danh che nha quan Iy
u Phan tich gy an a4y ty

B SACH QUAN TR) MARKETING
» Thu thap Ihdng tin & khach hang

® Thu thap théng tin v& qua rinh va xu hugng musa h
khach hang

» Thitruding myc tidu

= CAc khainig¢m co ban vé Marketing

= K& hioach hoa va phat tridn s&n phdm

» Gi& v chién Iuge g

a Khuy#ch trudng san phdm va quéng cdo
» Chiém séc khach hang

BO SACH QUAN TR| SAN XUAT & VAN HANH
« Kiém soat ngudn e vat chat
» Chat lugng c6 |1a digu ban nghi kh&ng?
s Phii chang dat chal lugng (2 didu xa vai?
= Duy tri chit lugng bAng cdch nao?

80 SACH TANG HIEU QUA LAM VIEC CA NHAN
« Teo dhng e iam vide
« Thidt p va = dyng quyén ye
» Qudn Iy thai gian
= Thudt lEnh dan nhom
= Lam chil sy thay o8i
= Oy thae cbng vige hidu qui
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mdi phat hanh

Tua mau xanh dudng; sép phat hanh
Tus mau den: da phat hanh




| HOP VA THUYET TRINH

 hop va thuyét trinh Ia mdt trong nhilng hoat déng dién ra thudng xuyén trong mdi truding codng viéc bdi
Jay l& mét trong nhitng kénh trao déi thong tin chinh thuc trong viéc truyén dat va kiém soat cdng viéc.
u t8 chic, diéu khién va tham gia mdt cudc hop hidu qua, ban s& ndm bt dugc thong tin va xif ly cong
c subn sé. Néu trinh bay v&n dé mot cach thuyét phyc, ban s& chuyén tai thdng diép tron ven va gay
jc tc ddng dén ngudi nghe nhu y mudn. Théng qua dé, ban cé thé ting cudng uy tin c4 nhan ciing nhu
| néing gay Anh hudng dén ngudi khdc. Trong mdt s8 doanh nghiép, nang Iyc clia mot c4 nhan cé thé
jc danh gi4 qua cac cudc hop hay nhilng dip thuyét trinh truéc dam déng. Vi vay, néu hoan thién 18t ky
1g hdi hop va thuyét trinh, ban s& cé co hdi thé hién minh mdt cdch t5t hon trong mét thudc cép, déng
1iép va cép trén.

5n sach nay sé gidp ban tim hiu cdc ky nang hodi hop va thuyét trinh modt cach cé hidu qua trong béi
1h cbng viéc.

u khi hoc xong cudn sach, ban s& cé kha nang t&t hon dé:

't céch thic 18 chuc va diéu khién mét cude hop;

A céch thic dé chuén bj va déng gop ¥ kién c6 hiéu qua vao cudc hop;
i thich céc budc dé phac thdo va luyén tap cho mot bai thuyét trinh.

Hii hop va thuyét trinh
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