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1. Can biét khi thuyét trinh bang Tiéng Anh

Ki r6i minh vita hoc qua mén Giao tiép kinh thuong ( Business Communication), thay kha th vi,
dudi day la 1 sb diéu minh suu tdm, thu nhat va téng hdp dudc vé kinh nghiém khi thuyét trinh
bing TA, chang biét sau nay hoc I&n, thuyét trinh nhiing van dé I6n hon thi sé thé nao nhung
hién tai minh thay day la nhiing diéu co ban, thiét thuc cho Iinh vuc nay, ko chi danh cho TA ma
bat clf ngdén ngi ndo ciing can nhiing diéu tudng chiing nhu " Ai ciing biét rdi day" nhu thé | hi
vong sé c6 ich cho cac ban. Ai co kinh nghiém gi thém thi chia sé nita nhé

*Téng quan
Theo nguyén tic chung trong giao tiép, su I3p lai la c6 gia tri. Trong cac bai thuyét trinh, c6 mot
quy tac vang vé su lap lai:

- N6i nhiing gi ban sé noi
-N6i diéu do6 ra
-Sau dé néi lai nhiing gi ban vua néi

N6i cach khac, ta diing ba phan thuyét trinh dé cling cb thong diép clia ban. Trong phan gidi
thiéu, ban néi théng diép clia ban la nhiing gi. Trong phan thuyét trinh chinh, ban chuyén tai
thong diép thuc su clia ban. Trong phan két luan, tém tat théng diép cla ban.

Bay gid chling ta sé xem xét tting phan chi tiét hon.

1.Phan gidi thiéu

Phan gidi thiéu c6 18 la phan quan trong nhat trong mot bai thuyét trinh. Day 1 phan
gay nhiing an tugng dau tién cho ngudi nghe déi vdi bai thuyét trinh clia ban. Ban nén
thuc hién nhiing budc sau:

-Chao céac khan gia

-Gidi thiéu ch( dé cla bai thuyét trinh

- Phéc thao cAu tric clia bai thuyét trinh
-Dua ra cac chi dan vé cac cau hoi

Sau day dua ra céc vi du vé cac cau triic ngdn ngit cho tling budc trong phan gidi thiéu:

a. Chao khan gia



- Good morning, ladies and gentlemen (Xin chao quy vi)
- Good afternoon, everybody (Xin chao moi nguai)

b. Gidi thiéu cht dé clia bai thuyét trinh

- | am going to talk today about...(Hom nay toi sé& néi vé)

- The purpose of my presentation is... (Muc dich bai thuyét trinh clia t6i 1a...)

- I'm going to take a look at... (T6i s& xem xét vé...)

- I'm going to give you some facts and figures... (T6i sé dua ra cho quy vi mét vai su
kién va con sb...)

- I'm going to concentrate on... (T6i sé tap trung vao...)

- I'm going to fill you in on the history of... (Téi s& cung cap thong tin vé lich st cla...)
- I'm going to limit myself to the question of... (T6i sé tu gidi han cho cau héi vé...)

c. Phéc thdo cAu tric cla bai thuyét trinh

- My presentation is in three parts. (Bai thuyét trinh cla toi c6 ba phan.)

- My presentation is divided into three main sections. (Bai thuyét trinh cla t6i dudc chia
lam ba phan chinh.)

- Firstly, secondly, thirdly, finally... (Thit nhat, thi hai, thi ba, cudi cuing...)

- To start with....Then....Next.... Finally.... (D& bat dau.... Sau dé.... Tiép dén....Cubi
cung....)

d. Bua ra cdc chi dan vé céc cau hdi

- Do feel free to interrupt me if you have any questions. (Blng ngai cat ngang i t6i néu
quy Vi c6 bat ki cau hdi nao.)

- Il try to answer all of your questions after the presentation. (Tdi sé cb giai dap moi
cau hdi clia quy vi sau bai thuyét trinh.)

- | plan to keep some time for questions after the presentation. (T6i sé danh mot
khodng thdi gian cho cac cau hdi sau bai thuyét trinh.)

- There will be time for questions at the end of the presentation. (Sé c6 thai gian cho
cac cau hdi vao cudi bai thuyét trinh.)

- I'd be grateful if you could ask your questions after the presentation. (Tdi rat biét on
néu quy vi co thé dit cac cau hdi clia minh sau bai thuyét trinh.)

2.Phan thuyét trinh chinh

- Phan nay can dudc t6 chuc tot, phan chia hap Iy.

- Trong bai thuyét trinh, kha can thiét dé nhac lai cho ngudi nghe vé Igi ich clia nhiing
gi ma ban dang néi. Ban c6 thé diing cac mau sau:

+As | said at the beginning...(Nhu téi d néi luc dau...)



+This, of course, will help you (to achieve the 20% increase).
(Diéu nay, tat nhién, sé giup quy vi (dat dudc muc tang 20%).)

+As you remember, we are concerned with...
(Nhu quy vi ciing biét, chiing ta dang quan tam dén...)

+This ties in with my original statement...
(Diéu nay trong quan hé vdi tuyén bd ban dau cia t6i...)

+This relates directly to the question | put to you before...
(Diéu nay lién quan truc tiép dén cau hdi toi dat ra cho quy vi trudc khi...)

- Gilt cho khan gia luén tap trung vao ban:

Hay nhd nhiing gi ban dang néi gan nhu 1a mdi véi khan gid. Ban da lam rd vé cau trac
bai néi clia ban, nhung phai dé khan gia biét khi nao ban chuyén sang mét van dé mdi.
Ban c6 thé lam diéu nay bang cach noéi right, hodc OK. Ban ciling c6 thé st dung mét
s6 cac mau sau:

+ I'd now like to move on to...(Bay gid t6i muén chuyén sang...)
+ I'd like to turn to...(T6i mubn chuyén sang...)
+ That's all | have to say about...(D |a tat ca nhiing gi toi c6 thé néi vé...)

+ Now I'd like to look at...(Bay gid t6i mudn xem xét...)
+This leads me to my next point...(Diéu nay dan t6i dén van dé tiép theo...)

Néu ban c6 lam muc luc, thi hay ludn xem lai dé lam khan gia ludn tap trung vao bai
thuyét trinh clia ban. Ngoai ra, bang cach liéc nhin muc luc ciing sé gitp khan gia nhan
ra rang ban c6 1& sdp chuyén sang van dé méi.

Diéu quan trong la phai dua ra nhiing yéu t6 minh hoa cho khan gia. Ban cé thé dung
céc cAu trdc sau:

+ This graph shows you...(D4 thi nay cho quy vi thay...)

+ Take a look at this...(Hay xem céi nay...)

+ If you look at this, you will see...(Néu quy vi xem xét diéu nay, quy vi sé thay...)

+ I'd like you to look at this...(T6i mudn quy vi xem xét...)

+ This chart illustrates the figures...(Biéu d6 nay minh hoa céc s6 liéu...)

+This graph gives you a break down of...(Biéu dd nay cho quy Vi thay SU sup dé cla...)

-Cho khan gia thdi gian dé hap thu cac thong tin vé mét thi giac. Sau dé gidi thich tai
sao nhiing hinh &nh minh hoa lai quan trong bang céch dung:



+As you can see...(Nhu ban thay...)

+This clearly shows ...(Diéu nay cho thay ré rang...)

+ From this, we can understand how / why...

(Tt day, chiing ta c6 thé hiéu 1am thé nao / tai sao...)

+ This area of the chart is interesting...(Phan nay cla biéu d6 kha thu vi...)

- Nhé nhiing diém mau chét trong phan thuyét trinh chinh:

+ Khéng voi va

+ Nhiét tinh

+ Danh thoi gian cho cac hinh &nh minh hoa

+ Duy tri viéc giao tiép bang mat véi khan gia
+ Diéu chinh giong néi clia ban

+ Than thién

+ Gilf cho bai thuyét trinh mach lac

+ SU dung cac ghi chi cla ban

+ Dua ra chi dan xuyén subt bai thuyét trinh

+ Ludn lich su khi gédp phai nhiing cau hoi kho.

Source :

Chlc cac ban sé c6 cac bai thuyét trinh t6t hon &



