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MUC DPICH & YEU CAU

Khéa hoc nay s cung cap cho hoc vién

= Céc ki€én thuc va ky niing can thiét dé giao ti€p
trong cong viéc & trong kinh doanh mot cach cé
hiéu quad va chuyén nghiép,

“G6ép phan tao nén vi thé, hinh anh va thuong
hiéu ca nhan ciing nhu cla doanh nghiép.

“Nhiing ki€n thirc, ky thuat can thiét trong xay
dung, duy tri va phat trié€n nhilng mOi quan hé
trong cong viéc mot cich hiéu quad thong qua giao
ti€p.



MUC DPICH & YEU CAU

Sau khi hoan tat chuong trinh, hoc vién c6 thé:
"Hi€u va bi€t cach xac dinh cic yé€u td can thiét
ciing nhu hudng dén thai do tich cuc trong giao
tiép hiéu qua

"Tiang cuong kha ning giao ti€p trong cudc sOng
ca nhan va trong cong viéc, kinh doanh néi riéng;
“Nang cao ky ning va nghé thuat giao ti€p, ciing
nhu hoan toan c6 kha ning tu tin trudc bat cu
tinh hudng nao trong cuOc sOng ca nhin va cong
viéc
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K¢ nidng giao tiép 1a mot cong cu quan trong
trong cuoc hanh-trinh fheo dudi muc tiéu,

di.la.véi.-giadinhy-dong nghlné_p_haE_khéch hang cia ban.

i Les Brown




GIAO TIEP TRONG CONG VIEC & TRONG KINH DOANH

“*Yéu t6 mo duong, quyét dinh cho
sW thanh céng hay that bai trong
moi mOi quan hé.

“* Ngén nglr - chinh la diéu kién
tien quyét dé xdy dung nén chudn
muc trong vin hoa sOng va giao
tiép hang ngay cUa con ngUo:.



P& giao tiép thanh céng,
tao thién cam véi nguoi doi
dien va dat duoc muc dich
dé ra thi doi hoi phai co
nghé thuat va Ky nang giao
tiép.



NGUYEN TAC 5C

1.Clear (ro rang)

2.Complete (Hoan chinh)

3.Concise (Ngan gon, siic
tich)

4.Correct (chinh xac)

5.Courteous (lich su).




Nguyén tac 7C

. Clear: RO rang.
. Concise:  Ngan gon.
. Correct: Chinh xac

. Complete: Hoan chinh,
. Consistency: Nhat quan.
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Nguyén tac 7C (tt)

Clear: Loi van, y t& phai ro rang, gilp nguoi
nhan hiéu duwoc dung thong tin mudn truyén
dat va co thé thwc hién cdng viec v&i nhirng
théng tin ay.

Concise: Ngan gon, c6 dong, nén di thang vao
van dé, néu bat cac nét chinh cua cac van dé
can thong bao, bao cao va trao doi, thao luan.
Correct: Cac van ban can duwoc viét dung,

... Céc van ban p ai U’O’C kiém tra y trede
khi phat hanh.




Nguyén tac 7C (tt)

* Complete: Cac van ban phai hoan chinh, phai
c6 day da nhirng nbi dung, nhirng phan,
nhirng diéu kién, diéu khoan can thiét.

 Consistency: Gilra cac y, cac phan trong van
ban phai nhat quan véi nhau.

* Courteous: Loi van phai lich sw, nha nhan.
Hinh thuc trlnh bay can than dep sang sua.




10 QUY TAC GIAO TIEP XA HOI

1. Lubn guan tam dén con nguoi.

2. Trong giao tiép phai biét tbn trong nguoi
khac.

3. Lubn biét cach tim wu diém cla nguoi
khac dé dong vién, khuyén khich nguoi
ta vron lén, tao moi diéu kién dé doi tac




10 QUY TAC GIAO TIEP XA HOI (tt)

4. Hay dat minh vao vi tri cua doi tac giao
ti€p dé cu xtr cho ding muc. Hay lubn
nhé: diéu gi minh khong muon hoac
khong lam dwoc thi cling dwng bat
nguwol khac phai lam.

5. Nén dung cach noi té nhi, co ly, co tinh,
tranh dung cach ndi vo mat, s sang.




10 QUY TAC GIAO TIEP XA HOI (tt)

7. Tranh dung cach n6i mia mai, cay doc.

8. Dai khi nén dung cach nai triét ly dé giam
b&t noi bat hanh cia nguoi khac.

9. X ly cdng viéc phai thau tinh, dat ly.

10. Luon gitr chir tin trong kinh doanh ciing

nhu trong cudc sc”)ng.
O




CHAO HOI THONG THUONG

" Dan ong chao dan ba trudc

" Mudn nho nguoi khdc thi minh chao truoc

= Khi trong phong déong nguwoi, ngWoi vao sau
chao moi ngWwoi cé mat truroc

* Trong ban ti€c minh vao sau chao moi nguoi
réi moi ngoi

“  Minh la khdch vao nha phdi chao ba chu roi
dén ong chu

" Chao cé thé€ bang ctr chi: cii ddu, b6 non, gio
tay, 101 ndi, va...tuy theo van héa



BAT TAY

Gio tay bat (ti€p xic co thé€) khi gap mat
nhau

Quy tac chung:

1. Theo thur tu trudc-sau: thé hé trudc, cap
trén, chu nha, phu nir

2.Kip thoi: tranh cham treé vOi nguoi gio
tay ra truoc

3.Thoi gian, tu thé ddng,mat nhin,

4.Giao té: bat tay- 6m hon



KHI BAT TAY TRANH:

Bat tay qud lau, lac qud manh

Chup ca hai tay

Bat chéo tay qua nguoi khdc

VUa bat tay vUa vO vai khdch

Bat tay nguoi nay noi voi nguwoi khdc
Hai tay bat tay v6i hai nguoi khdc
Xiét chat tay phu nir

Vira bat tay vlita ng@m thubc hay tay kia duit tii
quan
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GIOI THIEU

La cong viéc dau tlen klen tao mOi quan hé
chinh thuc gilta cadc nguoi trong nhém hoac
khac nhom

Quy tac chung:

“*Néu minh tu glo’l thi€u: thi nguoi tre
“GT” trudc, dia vi thap hO‘n “GT” trudc ,
dan ong “GT” trudc, c6 mat sau “GT”
trudc

“Neu minh glO’l thi€u nguoi khac vOi moi
ngll‘dl theo thu tu chu’c vU cao, quan trong
vOi cong viéc duoc glo’l thiéu trudc

“Cuntiv Bhal chu i ve vin héa dan tOCivumiri



KHI GIOI THIEU:

1. Hudng vé ngudi minh gidi thiéu

2. Khong dung ngoén tay chi ma dung ca ban
tay

3. Khong chi vao mat

4. O cudc hop thi phai giGi thiéu day dua tén,
chuc vu...

5. Nhiéu doan khach thi chd nha phai giéi
thiéu ho véi nhau

6. Tu gioi thiéu thi tranh dung loi khoe
khoang qua murc.



DUNG DANH THIEP

1. Danh thiép dé tao ra cdc moi
quan hé cong tdic hay cd nhan

2. La c@u néi, la mét hinh thic
quang cdo cd nhdn, nhom, cong
ly...

3. Cdch giao tiép don gian ma lich
sur

4. Tién loi, de luu lai khi can lién

- héa



DANH THIEP

< Trao truc tiép (trtr khi chu di vang)

“*Lan gap dau: chu trao trudc khach

< Nguai cé dia vi, chtrc vu thap trao trudc

“* V@i nguoi nudc ngoai : tim hi€u van héa cua
ho de trao cho dung

“*Hai tay cam danh thiép cao ngang nguc

“*Nhan thi can doc tran trong

< Khéng dé vat khac dé che danh thi€p trén
ban
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CAC TINH CHAT CUA XA GIAO
UNG XU
“*Tinh van hoa
“*Tinh khoa hoc, nghé thuat
“Tinh qulc té, dan tOc, ton
gido...
“*Tinh truy@n thOng va hién dai

D
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CACH GAY THIEN CAM

* Thanh th@t chii y dén nguoi khdc,

" Giltnu cwoi vUra phai , thuong xuyén
" C6 nhotén khdach

= Lang nghe khdch noi

*  Trdnh tranh cdi, hiéu thang

“ Tontrong ngU’Ot déi thoai, suy nghz diéu ho
noi, thang than nhan sai néu co

" POng cam

"  Khong ké ca, cta quyén, ra oai

" Phé binh va tur phé binh

* Tao thanh danh cho nguwoi khac sau khi doi
thoai



Quy tac chung:
“Minh muon nguoi khac
doéi x& véi minh nhu thé
nao thi hay doi xu véi ho
nhu vay trudc da”



LANG NGHE




Viét 14%

NOI 16%

Poc 1/%
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NOI VA THUYET TRINH




CHUAN BI BAI NOI

* Chudn bi ndi dung la budc quan
trong

" Liét ké cac ¥ chinh

" Liet ké cac y phu...

" C6 k& hoach cho m@ dau va két
thuc

- Cl}uﬁn bi mot 736 ghi chu, cac tu

&



CAC BIEU HIEN HOI HOP

Mén mé qudn do, gidy t0...
Pang hang

Todt mO hoi

Run

Giong gdp, vap, nhanh cham
Mat cdng thang
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pOI PHO VO1 HOI HOP

1. HOi hop trudc dam dong la ban chat tu
nhién

2. Chuan bi ky noi dung, thuc hanh trudc khi
noi...Ia nhitng cach doi pho tot nhat (¢ gay

te”)
3. Su dung cac chuyén hai hudc vira phai,
phu hop
4. S dung ngon ngir khong loi
5. S dung céng cu ho tro
6. Coi cudc thuyét trinh nhu budi néi chuyén
vOi nguaoi than, ban than

e




PpOI PHO VOl HOI HOP

1. C6 mat som

2. Trang phuc lich su, phu hop doi tuong
nguaoi nghe

3. Pi thu tha Ién dien dan

4. Sap x€p cac giay to trén ban, buc trong vai
giay

5. Nam chat tay roi tha Iong tu tur

6. Thé sau va kiéu soat hoi thé



VE NGON NGU CO THE

Anh mat nhin thang, bao quat, than thién

Nét mat tuoi

Trang phuc phu hop vin héa nguoi nghe

Ti€p xiic truc ti€p: vO vai, bat tay

Tu thé dung théng, thodi mai, tu nhién, khong
cui qua, khong nghiéng

Cu dong tay nhe nhang, vira phai, két hop st

dung ban tay, ngon tay khi can minh hoa, khong
khoanh tay, chap tay, bo tay vao tui

7. Di lai nhe nhang, tranh V01 va, khong roi qua
xa vl tri néu khong can thiét

8. Chu y vin héa cla nguoi nghe!
\ 4
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VE CACH MO PAU THUYET TRINH

1. M& dau c6 thé bang mot hoat ddng nho, mot
tro choi lién hé vai noi dung

2. M@ dau truc ti€p thang vao van dé

M?)’ dau c6 thé bang mot ciu chuyén lién quan

dén noi dung, cau chuy€n giy chan dOng

MG dau c6 thé c6 mOt cau hai hude

M& dau c6 thé bang ciu hoi

M& dau c6 thé bang ciu néi clla danh nhan

M6 dau c6 thé bang... linh hoat!...
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GIAO TIEP TU CAP TREN XUONG
CAP DUOI

ti€p xuc véi nhan vién nham :

- Ki€m tra viéc thuc hién cac quyét dinh;

- Danh gia tié€n d6 thuc hién cong viéc trong don vi dé
udén nan sai sot, déng vién Kip thoi nhitng nguoi tot
viéc tot;

- Panh gia cap duéi vé pham chat dao duc, nang luc
chuyén mén, kha nang té chuc tét cong viéc;

- Nam bat tam tu, nguyén vong cta titng nguoi dé co
bién phap giao duc, nang do ho.




GIAO TIEP TU CAP TREN XUONG
CAP DUO'

8 nguyén tac khi giao tiép véoi cap dudi

1.Hay tin tudng va tin nhiém nhan tai.

2. Hay dung nguoi dung Ngu’dl quan tri phal
nhin thay duoc tai hang cua nhan vién va

phal luong tai dé su dung, tai Ién thi giao
viéc Ion, tai nho giao viéc nho.

3. bao tao b0| du‘dng nhan ta| dap ung duoc
yéu cau cua hoat dong cua doanh nghiép
trong canh tranh va hoi nhap.



GIAO TIEP TU CAP TREN XUONG
CAP DUO'

8 nguyén tac khi giao tiép véoi cap dudi

4. Hay lang nghe y ki€n cua cap dudi.

5. Hay t6n trong va quan tam dén cap dudi.
6. Hay dén véi nhan vién bang tam long va
trai tim. Phai cu xt bang tam long chan thuc,
tang cuong moi quan hé tinh cam, tam ly.




1 Giao tiép tir cap trén xuoéng cap
dwol

4. Hay lang nghe y ki€n cuia cap dudi.

5. Hay ton trong va quan tam dén cap
dudi.

6. Hay dén véi nhan vién bang tam
long va trai tim. Phai cu xu bang tam long
chan thuc, tdng cuong moi quan hé tinh
cam, tam ly.




1 Giao tiép tw cap trén xudéng cap
dwol

7. Khéng quén loi htra, Néu khéng thuc hién
duac phai phan hoi, tham chi xin 10i. Cé6 nhu thé mai
tao duoc niém tin noi nhan vién.

“8. Khen ché kip thoi, khen ché phai dung murc,
khach quan, cong bang, néu khéng sé phan tac
dung.

Ngu@i co thanh tich déu muén khen truc dién,
cong khai truéc moi nguoi. Poi véi nguoi co sai lam,
khuyét diém thi nén gop y trao dai riéng, that ding
lic, dung cho, thich hop véi tam trang



2. Giao tiép tir cap dwéi Ién cap
trén
Giao tiép tu cap dudi lén trén dac biét
duoc dung dé dat 3 muc tiéu :

“*- D& bao cao cong tac hay thanh tich ca
nhan, ban nganh

- P& dua ra cac dé nghi, y kién

\/

“- D& phat huy su tham gia vao quan ly




2. Giao tiép tir cap dwéi Ién cap
trén
1.- Hay tuan thu trat tu dang cap Moi mot to chuc déu

duoc té churc theo cap bac va yéu cau moi nguoi can phal
tuan theo, khong duoc vuot cap trong hé thong dang cap.

2.- Can phai phan hoi thuong xuyén vé viéc thuc hién
cong viéc cua minh

3.- Hay tiép nhan nhiing 10i phé binh mét cach vo tu

4.- Hay quy trong thoi gian cua ho. Khi can bao céao, ban
viéc vai ho, ban nén trinh bay ngan gon, rd rang, cu the

5.- Hay cu xtir mot cach khéo 1éo, khong noi xau ho, khéng
ché bai ho sau lung.

6.- Hay hoc hai nhitng phong cach va kinh nghiém tot cua

ho.




GIAO TIEP VO'I PONG NGHIEP

- Khéng to mo veé viéc riéng, cudc sdng riéng tu cia nguoi
khac, khong binh luan sau lung nguoi khac, khong lat long,
khong co6 chap véi nhitng sai lam cua dong nghiép

- Can co di co lai véi dong nghiép, khong nén trao doi 1
cach thuc dung

- Giao tiép truc tiép véi nhau nhung gitt mot tan sé hop ly
- Canh tranh 1 cach lanh manh vi muc dich chung

- D8I xr 1 cach chan thanh , khen ngoi nhitng uu di€m cua
dong nghiép mot cach tu nhién

- Phan biét ro viéc cong, viéc tu.



GIAO TIEP VOI BEN NGOAI

1. Giao tiép véi khach hang
Trong giao tlep vGi khach hang, can phai dat
duoc cac muc dich sau :

- Tim hiéu hhu cau mong muon cua khach hang
dé kip thoi théa man.

- Théng qua du luén, déng gop cua khach hang
dé cai tién, hoan thién, nang cao chat luong san
pham, dlch vu, phong cach giao tiép va thai do
phuc vu lam hal long khach hang.

- Thong tin cho khach hang biét vé su doi méi
cua doanh nghiép vé san pham, cong nghe
nham lam tang uy tin, hinh anh cua DN va kKhoi day
nhitng nhu cau ti€ém an cua khach hang



GIAO TIEP VOI KHACH HANG

a Hinh thirc giao tiép véi khdch hang:
- Tlep xuc truc ti€p cua nhan vién giao dich, xay
du’ng hinh anh tot dep cua DN trong mat khach hang,

*- Giao tiép cua nha quan tri, cua nhan vién vaéi
khach hang trong nhiing hoi nghl khach hang, hoi
cho, tri€n [am vé cac hoat déng ctua DN;

Di\lTo chuc nhitng cudc tham quan cua khach hang
tai

*- Si dung cac phuong tién truyén thong dai
chung, nhu cac phong su truyen thanh, tuyen h|nh
chuang trinh quang cao glm thiéu san pham moi;

- T chirc cac cudc trién 1am, gidi thiéu san
pham



GIAO TIEP VOI KHACH HANG

b. Nguyén tac giao tiép voi khach hang:

1.- Dat tinh than phuc vu Ién hang dau.

2.- Co trach nhiém v@i khach hang, dap uing kip
thoi cac hop dong, cac nhu cau cua ho, khong dé
cham tre.

3.- Thong tin cho khach hang mot cach kip thoi
néu c6 cham tre vé san xuat va giao hang.

4.- Ton trong ho, khong can thiép vao nhirng
cong viéc lién quan dén ndi bé doanh nghiép cua
ho, trir khi nguoi ta yéu cau ban cho 1oi khuyén.



GIAO TIEP VOI KHACH HANG

5.- Khong nén toé ra qua than thién, vi diéu
nay khién cho ho c6 y tuéng muon duoc nhitng
uu dai dac biét, ma ban nén gilr khodang cach
hop ly.

6.- Moi khach hang déu quan trong, cho du
ho chi dén dé tham quan doanh nghiép cua
ban ma thoi.

7.- Khuyén khich khach hang phan hoi
théng tin vé san pham dich vu cua DN.



KHOANG KIEAN NONH

NAEC NIEAM

* Hay nghi ngog
** Thieéu toi tin

** Do doi

** Maéc co60

THAUI NOA

“* Tri hoadon quyeat fionh

** Houa hein

<* Tim kieam thoang tin

** Tim kieam soi inatim baitio




1.Daing khauich hagng “KHOANG KIEAN
NONH”

Chuung ta nean lagm gi ?

v'Kiedn nhaan, Néa ra nhieau
logi naim bauo
v N6a ra nhieau 10ii ich cho hoi
neau nho quyeat honh ngay baay
gioo
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“ THICH CHZA TRICH”

NAEC NIEAM
THAUI NOA

“*Hung Haéng Toe choai NVBH

“*Ded noai nong Tog choai satin phaam
“*Boac fioang Phagn nagn lean
caap GN

“*Toi phui Haém doia




2.Daing khaiich hagng “ THICH CHAE
TRICH”

Chuung ta nean lagm gi?

* Haoy binh tonh & laéng nghe
moat cauch tich coic

* Noong phaiin 6ung

* Co0gi vag tooi taenh



CAUI GI CUONG BIEAT

NAKEC NIEAM THAUI NO
“*Toi tin Xem thoogng ng6ogi baun hagng
“*Bieat moii thou Hay notui vea kiean thouc cuiia
anh ta
“*Hay khoauc latc Muoan daiy bain cauch lagm

vieac




“CAUI GI CUONG BIEAT”

Chuung ta nean lagm gi ?

*Chiu theo soi hieau bieat cuda hoi,
taang boac hoi

*"Nhin nhaan lo6gi phea binh anh ta
nea duy tri cuoac baun hagng

*Khoang nean thou thauch hoi
*Négng tradl Auda , Gi66 vel binh

b
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“ TRAAM LAENG

Naéc nieam Thaui noa

<*Khoang c6iii moo Khoing quyeat fionh

“*Khoang quau giao du Laéng nghe raat toat

“*Nieam téonh

*Bea ngoagi nghieAm khaéc Traunh trai 16gi cadu hoii

Chuung ta nean lagm gi ?

*Naét cadu hodi moi

*Dugng soi im laéng fiea buoac anh
ta trai logi

'Tieéi Xxuuc voui toac noa binh




« COUIMOU”

NAKEC NIEAM THAUI NOA

< Ded meam logng Noui nhieau

% Toi tin Traunh fiea cadp iiean coang
viedc

%* Thadn thiein Thich thain thiein voui

moii ngo0si

** Tin tooltng Thich toii ra toat buing
X H.am hoouc'Chuun g ta nean | Ml& q?lan taam nean thoui
gian

" Naét cadu hoiii fioling

* Noégng bo laic hodung

= Hooung hoi vago coang vieac kinh doanh
hiean hagnh



6.Daing khauch hagng “BAUO THUU ”

Naéc fiieAm Thaui fioi
* Codng quyeat Thich traii gian
* EUp buoiic Luoan nogi giatim giau
<* Khou tinh Hay fiea caip fiean vaan fiea cainh tranh
< Toi troing cao Thich ngaét 1oui ngoogi khauc

<* Khoang dea tin

Chuung ta nean lagm gi ?
" Thaat binh ténh

[ = Laéng nghe caan thaan
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7.Daing khauch hagng “TICH COIC ”

Naéc fiieAm Thati fioi
< Raat tich coic Luoan fiaét cadu hoii
“* Thich quan tadm Naét ra phatin khauing cou lyu
“* Thoiang minh Laéng nghe
<* Cou tinh logic Thoic tea
%* Nhieiit tinh Suy tinh troduc
< Toi 1ic
“* Quan tadm fiean ket quai

Chuung ta nean lagm gi ?

" Tieap xuuc moat cauch choong chaic
*= Haoy chaan thaat
= Sou duing kyo naéng baun haeng

= Chaap nhaan thoa thauch cuda anh ta

~
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“TIEAU COIC”

Naéc fiiedm Thaui noa

<* Baiio thuii Kho4ng chaap nhaiin yu kiean
moui

<* Khoéang thoAng minh Quan tadm radtchi tieat

<* Thie4u toi tin Hay fiea caip vaan fied quatu khou

<* Khoang thich maio hieam Khaét khe thoui quen mua hagng

< Khoang cou ouc tooling t6ding Khou thuyeat phuic vea co hoii
moui

Chuung ta nean lagm gi ?

»Xaay doing tog nhoong thagnh coang trong quau
khou

>Néa ra nhieau baéng chéung fea hoa troi yu t66dng
moui



KHACH HANG LA PHU NU:

1.- Phu nir hi€u biét vé hang hoéa tét hon
nam gioi, ngoai tru nhimg hang héa nhu
hang dién, kim khi, may méc.

2.- Phu nif tinh to4an ti€n nong gidi hon.

3.- Chd ¥ nhi€u hon téi mot va lua chon
ky vé mat nay.

4.- Thuwong thich mua hang giam gii, ha
gia hon nam gigi.



KHACH HANG LA PHU NU':

5. - Co thi hiéu phat trién hon nam gidi.

6. - Chiu anh hudng manh cda cac diéu kién
mua hang, luva chon lau hon baéi ho can nhac
hon nhiéu yéu td ma nam gidi it dé .

7. - Quan tdm nhiéu hon téi cac quay trung bay
mau hang, quang cao hang.

8. - Thuong dé ra nhitng yéu cau cao hon doi voi
nguoi ban hang.



KHACH HANG LA NAM GIOI:

- Thuong mudn duoc nguoi ban khuyén nhu.
- Quyét dinh mua hang nhanh hon phu ni.
- Thudéng dé y téi chat luong hang héa hon gia ca.

- Thanh nién thuong c6 tam ly chay theo cai maéi va
c6 tinh chat thoi thuong, doi héi hudng thu cai
dep.




2. Giao tiép v&i nha cung cap

1.- Ton trong ho, khong bat ho phai chor doi,
doi véi ho thai gian Ia vang bac. Va déi x& véi ho
nhu nhu’ng khach hang

2.- Bao trudc ve bat cu su thay doi nao vé hop
dong, ké hoach san xuat kinh doanh, dé€ ho co su
diéu chinh ké hoach phu hdp

3.- Néu ré nhitng yéu cau cua minh bang VB

4.- Thanh toan dung han va thé hién su hai
long doi véi nhitng hop dong hoan thanh tot.

5.Gitr bi mat trong kinh doanh

6.Yéu cau ho cho 10i khuyén va théng tin tin
tdrc trong ngang



GIAO TIEP VOI BAO CHI

- Khi tié€p xiic vOi cdc nha bao, phai t0 ra cOi mO’ va
lich su. Khéng nén t0 ra kho chlu va co thdi dO lang
tranh.

- Cung cap ngay cho ho nhung thong tin can thiét,
trtr bi mat kinh doanh cUa céng ty.

- Tdac phong nhanh nhen khi xudt hién trudc bdo
chi va goi dién phuc dap ho, néu ho can dén ban.

- Quan tam dén viéc tlep xic vO‘t bao chi, va hay t0
ra thanh thao trong nhimg cuOc phOng van. Khi
cdc nha bdo da co cam tinh va quen lam viéc vOi
ban roi thi ho sé thuong xuyén gap go' va co co
hOi ho sé dé cao doanh nghiép cla ban.



GIAO TIEP VOI BAO CHI

“Khi duoc phong van, chu y cach dung ngon
tu, can than vé cu phap va van pham.

“Khi tra 10i phong van cho dai truyen hinh hay
dai phat thanh, can chuan bi ky veé cac phuong an
tra loi va tap du’o*t trudc. An mac nghiém chinh,
lich su, tu thé dang hoang, nhin thang vao oéng kinh
va n0| mot cach tu nhien,

*= Khi tlep xuc voi bao chi, ban nén chuan bi
nhung gl hén noi, nhung gi khong nén noi.

- Khi ban muon dang bao mat tin tuc gi vé
cong ty minh can bién tap mot cach can than. Dat
tén bai bao an tuong dé gay duac su quan tam.

Kl?ong nén gui dang nhiing tin tic vé bé, nham
chan



Phan I:
GIAO TIEP TRONG CONG VIEC &
TRONG KINH DOANH

I. Tam quan trong cUa giao ti€p;

II. Quy trinh xw ly théng tin

II1. Cdc rao can trong giao ti€p & ky
thudt phd vO'rao can

IV. Cdc yéu t6 anh huong dén giao ti€p

V. Vin héa giao tiép hién dai; Vin hoa
giao tiep Pong & Tay



Il.
ll.
V.

VL.

VIL.

Phan Il: NGHE THUAT LANG NGHE VA
UNG XU TRONG GIAO TIEP

Nghé thuat lang nghe (Listening = Hearing +
Understanding + Remembering)

K§ nang lang nghe chi déng (Active listening)
Cac phwong phap lang nghe hiéu qua

Céac thoéi quen xdu trong lang nghe & cach khac
phuc

Cac phwong phap thau hiéu “sw that ngam hiéu -
trust insights”, thau hiéu “y nghia dau kin - hidden
meanings”

Nghé thuat va phwong phap dat cau hoi

Nghé thuat va phwong phap tra Ioi hiéu qua



Phan Ill: e y
VAN HOA GIAO TIEP HIEN DAI

. Van héa giao tiép qua van
ban thw tin

Il. Van hoéa giao tiép qua email,
qua fax

lll. Van héa giao tiép qua dién
thoai

IV. Van héa giao tiép trwc tiép



€% Phan IV:
THAI PO, KY NANG & NGOAI HINH
TRONG GIAO TIEP CHUYEN NGHIEP

I. KY niing Ung xUr va trinh bay
trong giao ti€p

II.Ngﬁn ngU hinh thé trong giao
tiép

II1.Ngoai hinh va trang phuc ]
chuyén nghi€p trong giao tiép



TS. BUI QUA ¢
HV CHINH TRI

BT 091é
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