K§ Ning Giao Tiép Qua Email

1/ Tgi sao ky néng giao tiép qua email lai quan trong?

Trong thoi budi @ hién nay - ching ta s& khong c6 thoi gian va
diéu kién dé gap mat tat ca moi ngudi ma ching ta can gap - vi
vay email s& 1a phuong tién trao doi chu yéu. Chlng ta st dung
email rat nhiéu trong cudc séng - ca cong viéc 1an cudc song
riéng - do d6 viét email mét cach hiéu qua ciing 12 mét diéu
quan trong. Va hon 50% nhiing ngudi chdng ta sé gap la nhing
nguoi chung ta d4 tiép xdc qua email - vi vay email con dong

vai tro quyét dinh "an tuong dau tién" caa ching ta.

2/ Nhitng Iwu ¥ vé dia chi email: c6 I8 chung ta ¢4 nghe nhiéu

vé diéu nay trong nhitng bai bao dé cap dén nghé nghiép roi -



KISS [Keep It Short & Simple] lai l1a nén c6 mot dia chi email
ngan gon - d& nhé theo mot ¢t phap nao dé [vd (tén).(ho) hay
...] va lién quan dén cong viéc chung ta dang 1am hién tai thi

cang tot.

3/ Nhitng luu ¥ vé t&n email: thuc té rang cang ngay ching ta
cang nhan nhiéu email hon tir nhiéu ngudi khac nhau - do d6 sé
dan dén viéc ching ta can nhac xem nén ma email nao ra doc va
tra loi trude. Vi vay tén email nén bao quat thong tin trong email
va c6 ca ngay can duoc reply - qua do sé gitip nguoi doc dé dang

hinh dung va sap xép cong viéc.

Cu phéap Diing hay dung trong tén email la :[ngay gui];[ai gui
ai];[danh muc nao?];[noi dung gi];[ngay hét han - can duoc

reply]



Vd Diing giri mot email cho doi tac vé viéc ky két hop dong:

[3.1.2009]:[Em Diing giri anh Toan];[Vé viéc ky két hop
dong];[Hop déng mua thiét bi ngay 2.1.2009];[Deadline

7.1.2009]

4/ Nhigng Iwu y vé chir ky [signature]:

C6 nhiéu ngudi trong ching ta hay si dung chit ky [signature].
Pay ciing 14 mot diéu rat hay dé cho nguoi doc thém thong tin
contact mot cach "té nhi" . Co vai luu y trong viéc sir dung chi

ky:

Cellphone: nén dé la +84 hay vi 0...
Email cho thém - ¢6 thé la contact ca nhan [néu st dung email

cong viéc] hay Y!M/Skype/Twitter.



Ngoai ra chiing ta cd thé cung cap ID ctia minh & mot vai social
network ma ching ta thay home page ctia minh & d6 c6 thé cho

nguoi khac biét thm nhiéu diéu vé minh [nhu Diing 1 cyvee]

5/ Vé cach thé hign ngi dung trong email:

Hay trinh bay theo cach "know the audience" - hiéu ngudi sé
doc email cia minh. Str dung ngon tur cling nhu font chir phu

hop [luu Y néu giri vao mail yahoo].

Ngoai ra nhimg diéu nén cé trong noi dung email:

- Muc luc [dé nguoi ta biét dwong ma ... hy vong]

- Noi dung thé hién sinh dong [xudng hang - in dam - nghiéng
lam noi bat va thé hién tét nhat noi dung]

- File dinh kém - moi email nén gtri kém mot file word 1a noi

dung email dé phong truong hop ngudi nhan khong doc duoc



email.
- Tasks List - tong két [KISS]: nhitng diéu ching ta yéu cau

nguoi doc email thuc hién sau khi doc email nay.



