INNMA m

KY NANG THUYET TRINH

PRESENTATION SKILLS

Nguwéi hwéng dan: Vi Thai Ha, MBA
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T Life’s Big Question:

Who Am I?

Contact Information

Telecom Networks
(Speaalmng in Switching Systems

(Appllcatlons over IP

General Management / \
Entrepreneurship

(Project Management

QMS/ISO 9000 Skills Obtained
ISMS/ISO 27001

Leadership Skills

Customer Services

CBusiness Process Management
L Prafessional Consulting &

Training Skills
(HR Management & Develcpment}j

Work Experience

Education

@)
)

Technical & Management)

Project Implementation &
Customer Support

1996-2004
Vice Director/COO

company with 03 offices & 50 employees

Taking care of all operational matters of the

)

Managing Director,lFDunder)

Bring the company to success)

Business Comultant,!(:n—Founder)

Consulting on operational matters of
the company with 40 employees

)
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Muc tiéu cua chwong trinh

Chuong trinh duoc thiét ké nham gitp hoc
vién cai thién ky nang thuyét trinh, dac biét
trng dung trong cong Vviéc.

v Nam bat va (ng dung céch tiép can moi
dé thuyét trinh hiéu qua;

v’ Xay dwng cac ki nang moi
v/ Cling co cac ki ndng san co.

Chwong trinh dworc thiét ké theo hwédng
thwe hanh va doi hoi s tham gia tich cuwc
cua hoc vién.
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Thuyét trinh 1a gi? 6’

La mét cdng cu giao tiép, thuyét trinh cé
nhirng dac diém riéng khac v¢i cac cong cu
khac.

Thuyét trinh khac véi cac hinh thirc giao
tiep khac nhw thé nao?
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Thuyét trinh 1a gi? - tt

Thuyét trinh

v Vai trd ctia ngudi thuyét trinh dwoc xac
dinh ré rang

v/ Poi héi rat nhiéu tw duy va suw chuan bi
v/ COng cu hd tro vé hinh anh dwoc st
dung t6i da

v' C6 muc tiéu rd rang

v  Thoi gian gidi han -

v C6 tinh cau truc cao \ ?
Effective
Communication @

?
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Ki nang can c6?

Pé thuyét trinh hiéu qua, ngudi thuc
hién can c6 mdt s6 ki ndng dwoc két
hop khéo 1éo, co thé chia lam hai
nhém chi yéu:

v Hoach dinh va t6é chirc (planning
and organizing), va

v Trinh bay (delivery/performance)
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Hoach dinh va t6 chirc
v/ Phan tich va hiéu rd dbi twong nghe
v  Dat muc tiéu rd rang

v Tim kiém céac théng tin, y twdng va vat
liéu lién quan dé ho tro cho muc tiéu
trinh bay

v Sap xép thong tin, y twéng va cac vat
lieu ho tro moét cach hop ly, thuyét phuc

v' Chon lwa cac véat liéu am thanh, hinh
anh hiéu qua

v Sap xép noi thuyét trinh phu hop voi
nhu cau

www.imvn.biz www.abcdaotao.com www.abcsach.com




INNMA m

Trinh bay

v Thoai mai, tv tin khi dirng trwéc cur
toa

v Str dung ngdn ng hinh thé, ngdn
nglr khéng I&i dé ho tro théng diép

v Xt ly cau hoi, nhan xét va phan
trng mot cach kheo leo

v Biéu chinh cho phu hop v&i hoan
canh, néu can thiét

v Thu hut sy quan tam, chu y cua cw
toa
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Mong do¢ii cua ban...

Tén:

Vi tri cbng Viéc:

S¢& thich:

Kinh nghiém
thuyét trinh:

Piém manh cla
ban:

Mong mudn cai
thién gi qua khoa
hoc nay:
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Cac bwéc chuan bi thuyét trinh

Sw chuan bj chu dao sé
giap cho néi dung thuyét
trinh dén v&i ngwdi nghe
mot cach hiéu qua nhat,
gan lien v&i sw quan tam
cua ho.

)
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Cac bwéc chuan bi thuyét trinh - tt
Theo ban? .

www.imvn.biz www.abcdaotao.com www.abcsach.com




INNMA m

Cac bwéc chuan bj thuyét trinh - tt

Pinh nghia cia 9.
“chung ta”: 8.
7.
6.
5.
4.
3.
2.
1.
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T Nhirng

dau? thanh to
' cuia giao
tiép - hay nhin

Tai lai

ai
sao?
Pén
dau
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Nhiéu
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the door®
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Sw nguy hai ctia sai nham trong giao tiep

.-l""':q"'\-\.

Lanh dao yéu cau BP. Mua hang BP. Tiép thi mé
dat hang ta

BP. Thiét’ ké thiét BP. San xuat hién Cai ma nhan vién
ké thwc thwc sw mudn
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Bwéc 1. Phan tich doi twong

9. REVIEW
8. DELIVERY

7. REHEARSAL
[ S0 What k: 6. READ THROUGH
5. CREATE VISUAL AIDS

4. DECIDE ON A STRUCTURE
3. CoOLLECT INFORMATION

ii 2. SET AN OBJECTIVE
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Bwéc 1. Phan tich doi twong - tt

= Nhi*ng yéu t6 ndo sé co tinh thuyét
phuc cao nhat doi v&i ngwoi nghe?

= Phong cach trinh bay nén nhuw thé
nao la phu hop? (Cw chi, hanh vi,
giong diéu, anh mat...)
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Céac phong cach giao tiép...

Results Strategies
Objectives Organization
Achieving Facts
Doing

ACTION | PROCESS

IDEA PEOPLE
Concepts Communication
Theories Relationships
Innovation Teamwork
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Cac kiéu giao tiép - chién thuat giao tiép ctia ban?

ACTION | PROCESS

IDEA PEOPLE
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Tim théng tin: Bang cach nao? T dau?

Bang cach nao?

Tw dau?
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Bwoc 2. Dat muc tiéu

9. REVIEW
8. DELIVERY

7. REHEARSAL
[ S0 What k: 6. READ THROUGH
5. CREATE VISUAL AIDS
4. DECIDE ON A STRUCTURE

3. CoOLLECT INFORMATION

1. AUDIENCE ANALYSIS
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Pat muc tiéu

‘What do | want my audience to do as result of my
presentation?’
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Noi dung cua phan trinh bay

Tai sao mét néi dung nao d6 xuat
hién trong phan trinh bay?

Nguwoii thwee sw hiéu qua la nguwoi hanh déng don
gian, vi anh ta khéng co théi gian dé thwc hién
nhirng thao tac thuoa
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INNMA M

Bwéc 3. Tim kiém théng tin

9. REVIEW
8. DELIVERY

7. REHEARSAL
[ S0 What k: 6. READ THROUGH
5. CREATE VISUAL AIDS

4. DECIDE ON A STRUCTURE

V2. SET AN OBJECTIVE
1. AUDIENCE ANALYSIS
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Théng tin hoé tro muc tiéu trinh bay

Pac diém cla Loi ich hay
van dé, sy mo&i quan tam
Kién, sw vat... cua nguol

nghe

www.imvn.biz www.abcdaotao.com www.abcsach.com



INNMA m

St dung cac bang chirng khach quan

v Nhirng sw that hién nhién

v’ Con so6 thong ké

v Céc tinh hudng dién hinh va vi du @G <erry D
I'M AN EMAN -AHoOLIC ...

v Trinh dién thdr (demo)

v Nguon tham khao va I&i khen téng

i

(€]

v' Hinh anh séng déng

v’ Suw twong tw, twong dong

AR 15 %’ O
*-"r_-w -!:,.»--H.

Reproductionirights obtainable fron e
e .
winew CartoonStock com
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Bwéc 4. Xac dinh bo cuc

9. REVIEW
8. DELIVERY

7. REHEARSAL
[ S0 What k: 6. READ THROUGH

5. CREATE VISUAL AIDS

3. CoOLLECT INFORMATION
V2. SET AN OBJECTIVE
1. AUDIENCE ANALYSIS
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Mét vai lwa chon cho bo cuc

« Trinh bay thong tin
«  Thuyét phuc truce tiép
«  Thuyét phuc gian tiép
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. . M& dau
Trinh bay
thong tin Chi dé
Thoéng tin 1 Thoéng tin 2 Thong tin 3
Khai quat Khai quat Khai quat
Chi tiét Chi tiét Chi tiét
Két luan Két luan Két luan
Tom tat 1 Toém tat 2 Tom tét 3
1
2
3
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p M& dau
Thuyet
phuc trwc Vén d
tiep

Luan dé 1 Luan dé 2 Luan dé 3
M& dau M& dau M& dau
NGi dung NGi dung NGi dung
Két luan Két luan Két luan
Tém tat 1 Tom tat 2 Tom tit 3
1
2
3
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p M& dau
Thuyet
phuc gian Van dé
tiep

Luan dé 1 Luan dé 2 Luan dé 3
M& dau M& dau M& dau
NGi dung NGi dung NGi dung
Két luan Két luan Két luan
Tém tat 1 Tom tat 2 Tom tit 3
1
2
3
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Khi nao (*ng dung cac bo cuc nay: ‘,
>
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pé bat dau...

WHATEVER YOU CAN DO,
OR DREAM YOU CAN,

BEGIN IT!

BOLDNESS HAS

GENIUS, POWER
AND MAGIC INIT.
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Pé két thuc...

AN

ARE YOU

WAITING

—ORP
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Cach trinh bay van de

Phan tich van de: dé giai quyét van dé
A. Van dé B. Kha nang khac C. Giai phap
A. Tinh hudng B. Phan tich C. Bé nghi
Phan tich chién lwoc: cai thién tinh hinh hay hoan thanh muc
tiéu tot hon
A. Muc dich / nhu B. Chién lwoc C. Cach lam
cau
B. Muc dich B. Chwong trinh C. Phwong an trién
hanh dong Khai
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Céach trinh bay van dé - tt

Phan tich tinh huong: nham phan tich cach phan &ng lai mot
tinh hudng nao dé

A. Mb ta B. Cac yéu to (thuan | C. Bé nghi
I0i/khé khan)

Ban hang: dung dé thuyét phuc

A. Phan tich nhu B. San pham/dich | C. Bac diém/loi ich
cau vu/giai phap
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Céach trinh bay van dé - tt

Pé nghi, de xuat: dung dé ban giai phap

A. Thiét ké B. LAp dat/trién khai |C. Chi phi

Bao cao nghién cilru: trinh bay cac két qua tim ra

A. Gia thiét B. Cac két qua C. Phan tich két qua
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Mot so goi y khac vé cach trinh bay

A. Quan trong nhat |B. Quan trong ké tiép | C. it quan trong
nhat

A. Trwdce day B. Bay gi¢ C. Twong lai

A. Khéi quat B. Van dé lién quan C. Cu thé hon

A. Chién lwgc B. Ké hoach C. Lich biéu

A. Truwéce B. Trong C. Sau

A. Ngan B. Trung binh C. Dai
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Mot so govi y khac ve cach trinh bay - tt

A. Quan sat B. Phan tich C. Quyét dinh

A. Cac kha nang B. So sanh C. Chon lwva

A. Nhac lai B. Thong tin méi C. Dv béo

A. Chiing loai B. Cac phan nhém C. Cac yéu t6 co
SO

A. Gigi thiéu B. N&i dung C. Ké luan
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u l 4

Cach chuyény, noiy

Khai mac, bat dau vao van de:

Diéu da lam cho t6i di dén...

...v&i suy nghi dé, t6i mudn thao luan/dé nghi...

...va dé dam bao diéu nay...

...dé dap lai diéu nay, td6i mudn...

...va chinh diéu nay da dwa dén van dé cla ching ta
hém nay la...

...hoan cénh clia ching ta Itc nay rat giong v&i/nhac
chung ta nh¢ deén...
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Cach chuyén y, noi y - tt

Hwéng dén phan chinh cua ndi dung
« T6i sé trinh bay van dé ... tr ba quan diém chu yéu...

. Tbi sé thdo luan van dé ... tlr ba quan diém co ban...
« Hay xem xét van dé ... véi ba yéu to chl chot...
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Cach chuyén y, noi y - tt

Mao dau

Hay cha y déen...

Pau tién, hay xem xét...

Pé bat dau, chung ta hay...

Pé bat dau véi van dé nay, chung ta co...
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Cach chuyén y, noi y - tt

Chuyén ttr phan néi dung thir nhat sang
thr hai

 Chuyén sang phan ké tiép ma chung ta
gquan tam...

- Tiép theo, chung ta chuyén sang...

« Bay gio, chung ta hay xem xet...

. Pé tiép tuc van dé, chung ta...

. Piém quan trong tiép theo la...
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Cach chuyén y, noi y - tt

Vao phan cuoi

« Cudi cung va quan trong nhat, chung ta
se...

- Cudi cling, va chac chan 1a khong kém
phan quan trong...
« Cudi cung, hay xét dén...
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Cach chuyén y, noi y - tt

Tém tat di dén ket luan, dé nghi hanh déng

« Vivay...

« Chung ta c6 thé di dén két luan rang...

. V&inhing gi da thay, téi dé nghi rang...

« Suy nghi ma téi mudn néu ra & day Ia...

+ Diéu ma téi muodn rut ra tr day 1a...

 Tom lai, cac qui vi dong y rang...

. Toi dé nghi dit khoat rang...

- T6i khdng ngan ngai dé nghi rang...

 R® rang rang, budc ké tiép cta chung ta la...
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Bwée 5. Tao cong cu hinh anh

9. REVIEW
8. DELIVERY

7. REHEARSAL

So What 6. ReAD THROUGH
4. DECIDE ON A STRUCTURE
3. COLLECT INFORMATION

V2. SET AN OBJECTIVE
1. AUDIENCE ANALYSIS
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Chon...

Yéu to dé xem xét

. Kich thwdc phong thuyét trinh?

. SO nguwdi nghe?

- Khoang cach?

 Anh sang?

* Phong cach cua ngu¢i nghe?

« Ho biét gi vé dé tai?

« Tinh hudng trinh bay la chinh thirc hay
than mat?

« Théng diép don gian hay phirc tap?

« Cb can nhiéu chi tiép khéng?

« Thoi gian cho phép la bao [au?

« Ban c6 khuyén khich ngwdi nghe tham
gia cung? _
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Goiy...

0O NO OV b WODN -

. Dung font Arial

. CO font 18-28, khdng dung chi¥ in toan b

. Khéng dung cap mau xanh — do

. Tiéu dé: left-justify, tdi da 2 dong, c& font 32-36.
. Tranh chia nhiéu cap ndi dung (liét ké)

. Pat hinh anh & tat ca cac slide

. Gi&i han s6 muc trén mét slide

. DUng cac cu tir ngan gon

Q.

Han ché sb dong (khodng 4, néu co thé)

10. DUng céach viét lui hang (indent), bullet néu can

11. Khdéng qua nhiéu hinh anh déng (animation
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Anh hwéng cua cau viét trén slide...

Cau hoan chinh...

« Chuy vao ndi dung slide

« Can thoi gian dé doc

|t mém déo

« Co tinh chinh thire, bao thu, it than
mat
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Anh hwéng cua cau viét trén slide...

Néu chi dung keyword...

Tap trung vao nguwoi trinh bay
Can dién giai nhiéu

Mém déo hon

Than mat

Nhe nhang
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Buwéc 6. Xem lai

9. REVIEW
8. DELIVERY

7. REHEARSAL
[ So What

5. CREATE VISUAL AIDS
4. DECIDE ON A STRUCTURE
3. CoOLLECT INFORMATION
V2. SET AN OBJECTIVE
1. AUDIENCE ANALYSIS
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Mot luc nao do, qua say suwa
v&i chi tiét, chung ta co thé
quén ngudi nghe muon nghe
gi, quén muc dich ban dau
da datra...
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Chay...

Pat cau hoi voi chinh ban:

e Tbi ¢ can nghe diéu nay khéng?
 Nhuw vay thi tiép theo 1a gi?

. T6i c6 hiéu chi tiét nay khéng?

* NO co y nghia gi?

Thure té cho thay, viéc doc lai c6 thé

giam dén 30% d6 dai nhung tdng dg
tap trung vao chu dé

www.imvn.biz www.abcdaotao.com www.abcsach.com



INNMA m

Bwéc 7. Trinh bay thw

9. REVIEW

8. DELIVERY
[ So What }<:

6. READ THROUGH

5. CREATE VISUAL AIDS
4. DECIDE ON A STRUCTURE
3. CoOLLECT INFORMATION
V2. SET AN OBJECTIVE
1. AUDIENCE ANALYSIS
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Trinh bay thw

v Phat hién su bat hop Iy
v/ Cai thién
v/ Dy tru tinh hudng phat sinh

v Thtr nghiém phong cach trinh
bay

v Kiém tra thoi lwong

S
R ;
P TR L
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Bwée 8. Trinh bay
9. REVIEW
7. REHEARSAL
[ S0 What k: 6. READ THROUGH
5. CREATE VISUAL AIDS

4. DECIDE ON A STRUCTURE
3. CoOLLECT INFORMATION
V2. SET AN OBJECTIVE
1. AUDIENCE ANALYSIS
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Trao déi anh mat

Nén dung... Khéng nén dung...

Néu qua nhiéu...
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Giong diéu
Tac déng cua giong diéu

Céac yéu to:
« Am lwong (Volume)
* Nhip diéu (Pace)
« Am sac (Tone)
« Nhan (Emphasis)
« Cam xuc (Emotion)
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Poi ngwei nghe tiép 10i...
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Am lwong 9 Cuc lon
va phong 8
cach trinh
bay 7
6
5
. 4
3
2
1 Thi tham
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Giong diéu
Tac dong cua cw chi

Mdrc do thé hién: \
* Tinh p -

= \/lra phai

* Pong

-
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Di chuyeén

Tac doéng cua di chuyén

Mdrc do thé hién:
* TTnh

= \/lra phai

* Pong
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Ky thuat xw ly cau hoi trong khi trinh bay

Goi y vé cac budc xi ly cau hoi:

4
QUESTIONS
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Buwéc 9. Panh gia

8. DELIVERY

7. REHEARSAL
[ S0 What k: 6. READ THROUGH
5. CREATE VISUAL AIDS
4. DECIDE ON A STRUCTURE
3. COLLECT INFORMATION

V2. SET AN OBJECTIVE
1. AUDIENCE ANALYSIS
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Ky thuat str dung cau hoi

Cau héi hwéng dan:

« Thuhutswchuy.

« Tao kén thdng tin hai chiéu.
 Thuthap thong tin.

. Kiém tra sw hiéu biét ctia ngudi nghe vé
van dé, tranh hiéu lam.

« Kiém tra mirc @6 dong thuan cda ngudi
nghe.

Dat cau hoi la mgt trong nhiing ki ndang
quan trong nhat cta nquoi thuyét trinh Ol I |6
dl'c

AsKing
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Ky thuat str dung cau hoi - tt

Chuan bj cau héi:

Chuan bj trwdc cac cau hoi quan
trong.

Xac dinh trwdc thoi diém, thoi
gian danh cho cau hai.

Chu y cac tinh hudng can dwa

cau hoi ngoai dv kién (VD: Khi
ngwdi nghe bdi rdi, nghi ngod:...)

Pirng lam dung viéc dat cau hai.

Phan héi tich cwc cho nhirng cau
tra 10,

www.imvn.biz www.abcdaotao.com

arg yOU asking
e rigt questions?
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CHUC CAC BAN THANH CONG!
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