


»La mot qua trinh

»>Quan trong v&i moéi ca nhan, nhém, xa héi;
>Bao gom tao ra va hoi dap lai théong diép;
»Thich nghi v&i con ngwoi va moi trwong;

\f&“ KHAI NIEM GIAO TIEP
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Guwi Nhan

Nguwoi guwi Ngwéi nhan

\f&& QUA TRINH GIAO TIEP
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G"a' Ma" \Ngwei giao tiéy
Hoi dap

\f&‘% SO DO GIAO TIEP HOI THOAI
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SU’C MANH CUA THONG DIEP

O



1. Khai niém chung

2. Cac moi quan hé giao tiep noi cong s&

3. M6t s6 khé khan trong giao tiép tai trweoyng PHSPKT TP.HCM
4. Cach thirc giao tiép hiéu qua

\f&“ NOI DUNG
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» Giao tiép & qua trinh trao ddi thong tin hai chiéu gitra cac cha
thé tham gia, thong qua cac phwong tien NGON NGU’ va PHI
NGON NGU.

> 2
&
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Nabn nad- * N6i dung: Nghia cua tw, &1 noi
Jon hgt + Tinh chat: Ngi didu, nhip diéu, am diéu

* Dién mao: dang nguwoi, mau da, khuén mat
* Nét mat: c6 khoang 2000 nét mat
» Nu cwoi: thé hién ca tinh
Phi ngén ngie: - Anh mat: thé hién ca tinh va vi thé cua
nguwol giao tiép
« Cw chi, hanh vi
. Tw thé: bdc 16 cwong vi xa hoi

\&‘* 1. KHAI NIEM CHUNG

NghT tich cyrc - Positive Thinking. . Lam hiéu qua - Effective Doing



Giao tiép truyén théng: Giao tiép chirc nidng: Giao tiép tw do:

* MGi quan hé gitra nguoi va « Xuat phat tr sy chuyén hoa « Nhirng quy tac va muc dich
ngwoi hinh thanh trong qua trong xa hoi, ngén giao tiép khong quy ¢ dinh
trinh phat trién xa hoi. ngu .do la nhung quy trwdc nhw khudn mau, né

« VD: quan hé glua éng ba, wéc, nhung chuan muc, xuat hién trong qua tr|nh
cha me, con cai, hang thong lé chung trong xa hoi tlep xuc, tuy theo sw phat
xom,...va cubi cung troy cho phép moi nguwoi khong trien cua cac m0| quan hé.
thénh van hoa (rng x{ riéng quen biét nhau, rat khac Loai hinh glao tiép nay
trong xa hoi. nhau nhwng kh| thwe hién trong cudc song thyc té 13

nhirng va| tro xa hoi déu st vO cung phong phu, trén co
dung kiéu giao tlep do. s& nhwng thong tin co

e Vd: quan hé giira sép va duwoc va dé giai tod xung
nhan vién, nguwdi ban va dot moi ca nhan.
ngwoi mua, chanh an va bi
cao...

\t&;‘ PHAN LOAI

(THEO HOAT DONG GIAO TIEP)
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KHOANG CACH
TIEP XUC

Giao tiép truc tiép:
Phuong thirc mat doi mat
str dung ngdon ngir noi va

phuong thic phi ngdn nglr
(ctr chi, hanh dong,..) trong
qua trinh giao tiép.

Giao tiép gian tiép:
Phuong thirc théng qua
mot phuwong tién trung
gian khac nhu: thu tu, fax,
email,...

o

SO NGU'O1
THAM DY’

Giao ti€ép song phuong (hai
ngudi giao tiép véi nhau)

Giao ti€p nhom (trong tap
thé)

Giao ti€p xa hoi (quoc gia,
quéc té,..)

TINH CHAT
GIAO TIEP

Giao tiép chinh thurc: giao
tiép co sy an dinh cda
phap luat, theo mot quy
trinh da duoc thé ché hoa

Giao tiép khong chinh
thire: khdng co tinh rang
buéc hay mang nang tinh
cé nhan, nhwng van phai

tuan theo cac thong lé,

quy wdc thong thuong

PHAN LOAI

NGHE NGHIEP

Giao tiép sv pham
Giao tiép ngoai giao

Giao tiép kinh doanh

(THEO TINH CHAT GIAO TIEP)

. Lam hiéu qua - Effective Doing
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* Khi m¢i vao lam viéc, nén danh thoi gian tim hiéu vé noi lam viéc,
nhw cac moi quan hé cong viéc, cac tuyén bao cao, phoi hop,
chirc nang nhiém vu cua don vi va toan triwong.

 Néen danh thém chut tho&i gian & lai lam sau gi(‘)’ cung cac dc‘“)ng
nghlep ‘cao nién" hay cap trén, vi khi mé&i vao lam, hiéu qua
coéng viéc con chwa cao va phai hoc héi nhiéu.

* Nén chu dong dat ra cac muc tiéu phat trien sw 'nghiép ca nhan,
dé cap trén biét va hau thuan tao diéu kién, néu nha trwéng
chwa dwa vao ap dung nhw mot quy trinh noi bo.

*Co thé chu dong néu cac dé xuat hu’o’ng téi hoan thién cong viéc,
té chirc...v&i cap trén, song khong nén dwa ra qua nhiéu cung
mot luc.

t&‘% THICH NGHI VOI MOl TRUONG

LAM VIEC
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Khi gap kho khan hay chwa r6, nhw vé phwong tién lam viéc, phwong phap
lam viéc, 10i tlep can, hién trang, tap quan trong qua khtr, nén chi dong
hoiy kién cap trén.

Nén tim hiéu mirc dd mong dei ctia cap trén trong hoan thanh cac nhiém vu
dworc giao.

Nghiém tuc thwec hién cac trach nhiém trong mé ta chirc danh hay mo ta
cong viéc.

Trong nhirng trvo'ng hop nhat dinh, nén dé xuat VO cap trén 2-3 phwong an,
cung v&i cac mat tich cwec va cac mat han ché cua tirng phwong an. Khi
cap trén chon phu’o’ng an khong phal phwong an ma minh mong de¢i hon,

hay bang long v&i quyét dinh cta cap trén. Cap quan ly bao gi® ciing ¢6
nhirng ly do dé ra quyét dinh.

Nén co gang dé tré thanh mot "chuyén gia" trong mét linh vwe nao do, du la
linh vwec hep, tai noi lam viéc.

c&& DOI VO'I CONG VIEC
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 Khi dwoc giao cac nhiém vu bat thworng, co6 thé ngoai pham vi mé
ta cong viéc, nén nhiét tinh thwc hién; Néu can, nén khéo léo héi
(tim hiéu) ly do tai sao minh dwoc giao nhiém vu nay (Tranh cac
biéu hién vé tinh, cé thé bi danh gia la sw tho o hay thoai thac,
khong nhiét tinh)

» Lam hét strc minh ho tre cap trén trong viéc thie hién cac nhiém
vu bat thwong hay dac biét quan trong ma cap trén dwoc giao
pho.

 Ton trong cap trén song tranh cac hinh thirc xu ninh.

» Chu déng quan ly cong viéc ban than (1ap ké hoach,thwc hién, tw
giam sat). Cap trén chi cé vai tro dinh hwéng, diéu phoi, tw van.

\f&“ DOI VOl CAP TREN
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o

Chu dong dé xuat viéc cap nhat Mé ta cdng viéc, néu cé thay doi dang
ké.

Ton trong va cw xuw dung muwc vo&i cap trén. Can hiéu rang cap trén
khéng phai la "siéu nhan" cung c6 cac mat han ché.

Tuyét doi tranh khdong nén "noéi xau" cap trén sau Iwng, ngay ca khi
tam giao v&i nhirng ngu’o’l ban than thiet nhat. Ai ai ciing c6 nhirng
diém dac thu, phong cach riéng.

Nén nhé& rang cap trén ciing luén co gang dé hoan thanh nhiém vuy
dwoc giao pho, song phong cach lam viéc cua cap trén khong nhat
thiét phai lam vira Idng minh (cap dU’O’I) Cap dwdi nén tim nhirng diém
manh trong phong cach quan ly ctia cap trén dé thira nhan, tén trong
va hoc tap.

POl VOI CAP TREN
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2.1. V&i cap trén:

Nhirng diéu nén nhé, nén lam khi nhan viéc:

* Hoi rd két qua viéc la gi, deadline, hdi rdé cach lam.
* HGi rd thir tw wu tién cua cbéng viéc do.

\g}$ 2. CAC MOI QUAN HE GIAO TIEP

NO'l CONG SO’
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2.1. V&i cap trén:

Nhirng diéu nén nhé, nén lam khi nhan viéc:

- Rat it nguoi co, thé lam tot viéc ngay lAn dau giao viec, can Xac
dinh rd minh can phai cé sw tro gitp thuwdng xuyen moi co thé
hoan thanh t6t, nén bao céo tién dd thwong xuyén mot cach kheo

leo. Hay trinh bay ban draft cang nhanh cang t6t, nhan phan hai,
cai tién, trinh bay, nhan phan hoi, cai tién, trinh bay

* Quan Iy cua ban hoac ngudi da Iam cong viec do trwo’c day co rat
nhiéu kinh nghiém, nén lam theo hwéng dan cla ho, chi nén cai
tién ttr 1an tho 2.

‘}‘ 2. CAC MOI QUAN HE GIAO TIEP

NO'l CONG SO’
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2.1. V&i cap trén:

Nhirng diéu can tranh doi véi cap dweéi:

» Khéng tuén tha quy dinh cua to chirc. Néu thay c6 nhirng bat hop
ly thi nén dé xuat thay 4doi.

- Gidi quyét mau thudn ca nhan trong gi® lam viéc.

» St dung dién thoai (di dong hay dién thoai ban) qua nhiéu trong
gio’ lam viéc vao viéc rieng. Neu can, nén giai quyét nhanh gon;
tap cach “cat” nhirng cu goi dén cua ban bé vi ly do “chit chat”.

» Lam dung viéc nghi 6m

\g}$ 2. CAC MOI QUAN HE GIAO TIEP

NO'l CONG SO’

NghT tich cyrc - Positive Thinking. . Lam hiéu qua - Effective Doing




2.1. Véi cap trén:

Nhirng diéu can tranh doi véi cap dweéi:

- Khéng dé y dén cach an mac, ngoai hinh, vé sinh ca nhan...

*Ludén miéng kéu ca phan nan: tao ra cho ban than hinh anh

khdng hay. Néu 1a vi cac yéu to lién quan dén td chlrc, hay
chuan bi va gop y kién chinh th&c tai cac dip thich hop (cac
cudc hop, cac budi danh gia cong viéc...).

- Tuyét ddi tranh khdng nén "noi xau” cap trén sau lwng, ngay ca
khi tdm giao v&i nhirng ngwdi ban than thiét nhat. Ai ai cling co
nhirng diém dac thu, phong céch riéng.

\g}$ 2. CAC MOI QUAN HE GIAO TIEP

NO'l CONG SO’
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Céac van dé thwéng gap:

- Nhan viéc xong, khdng biét viéc nao quan trong hon, viéc nao lam trworc,
sau.

*Dang lam do thi cap trén thu hoi viéc, tw lam hodc giao cho ngudi khac.
» Cap trén cw bat lam theo cach ctia ho, bwc minh.
» Khdng chac minh lam dwoc hoac khong thich viéc do, khéng nhan.

\f&“ DOl VOI CAP TREN
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 Phat huy cac diém manh ctia ban than, nhw cac méi quan hé céng
viéc ci, quan hé véi cac co quan chirc nang, quan hé mang lwéi
trong qua khtr...va tinh hiru ich ctia chiing doi v&i cdng viéc m&i
(Thé hién cac "gia tri gia ting" cua ban than).

» Néeu dwoc cap trén dac biét tin nhiém (va déi khi wu ai), khéng nén
"lam dung", dic biét trwé¥c mat cac dong nghiép khac dé "thée
hién" minh.

e Thwérng xuyén hé tro, giup d& cac dong nghiép va ca cap trén
trong linh vwc hep nay. Pay ciing la moét "tip" dé nang cao uy tin
ca nhan va danh dwoc sw mén mé ciia moi ngwoi.

\f&“ DOI VO'I BPONG NGHIEP
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2.2. V&i dong nghiép:
Céc van dé thwong gép:
* Phan cong khong ro, sot viéc.

- Két qua cong viéc cua minh khong phdi ghép dwoc véi két qua
cbng viéc cua dong nghiép.

» Co nhirng cOng viéc dén luc phdi ghép méi phat hién ra la chwa
co ai lam.

» Khdng bén nao mudn chinh sra phan cdng viéc ctia minh.

\g}$ 2. CAC MOI QUAN HE GIAO TIEP

NO'l CONG SO’
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2.2. V&i dong nghiép:

Nhirng diéu nén nhé, nén lam khi phoi hop:

*Trach nhiém cua hai bén la hoan thanh codng viéc I&n
chu khong phai chi phan cong viec dwgc phan cong.

Nén nh& rang néu viéc I&én khdng hoan thanh thi cac
ban déu dwgc danh gla khong tot.

*Duwng nghi rang ban co6 thé nght hét cac viéc rat chi tiét
va khong viéc nao bi bo sét. Cac viéc con sot sé dé
dang duoc tim ra néu cac ban thwdng xuyén trao doi
v&i nhau tién dd céng viéc

\g}$ 2. CAC MOI QUAN HE GIAO TIEP

NO'l CONG SO’
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2.2. Vé&i dong nghiép:

Nhirng diéu nén nh&, nén l1am khi phéi hop:

Ban rat it khi lam mot 1an 1a thanh cong ngay, dirng qua
cau toan va nght rang chi can dén ngay deadline, cac ban

dem két qua clia minh ghép véi két qua cla dong nghiép
la xong. Hay lam nhuw sau:

1. Lam that nhanh ban draft

2. Ghép thr v&i ddng nghiép,

3. Tim ra sai sot,

4. Lam ban tlep theo, ,

5. Ghép th&r v&i nhau va tiép tuc... tiép tuc...

\g}$ 2. CAC MOI QUAN HE GIAO TIEP

NO'l CONG SO’
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2.2. Vé&i dong nghiép:
Nhirng diéu can tranh trong QH dong nghiép:
- Ganh dua khéng lanh manh v&i déng nghiép:
- Co minh, khép kin, khéng chia sé nhirng y kién ctia minh;
- Bao tha, khéng tiép thu y kién ctia ngudi khac;
- Ké ca, thiéu tdn trong ddng nghiép;

\g}$ 2. CAC MOI QUAN HE GIAO TIEP

NO'l CONG SO’
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2.4. Trong lam viéc nhém:

Khai niém lam viéc nhém: doéi vé&i sinh vién

* Tap hop mét nhém ngudi (tir 3 thanh vién tré 1én, td6i da 10 thanh
Vién).

* C6 cung mét nhiém vu, muc tiéu.

» Co sw hop tac, mdi quan hé gitra cac thanh vién

\g}$ 2. CAC MOI QUAN HE GIAO TIEP

NO'l CONG SO’
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2.4. Trong lam viéc nhom:
Loi ich cua lam viéc nhém:
- Tap hop nhiéu y twéng

» Phat huy tri tué tap thé

* Tang hiéu qua

- Tao dwng modi quan hé

* Tang tinh sang tao

\g}$ 2. CAC MOI QUAN HE GIAO TIEP

NO'l CONG SO’
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2.4. Trong lam viéc nhém:
Mot so han ché trong Iam viéc nhém:
- Mat nhiéu thoi gian,
- Doi hoi nhom trwdng cé nhiéu k§ nang:
>ky nang tong hop théng tin,
»phan tich van dé,
>hwong dan thdo luan,
»>Png XU,
»lanh dao nhom.

\g}$ 2. CAC MOI QUAN HE GIAO TIEP

NO'l CONG SO’
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2.4. Trong lam viéc nhém:
Cac nguyén tac lam viéc nhém:
* TOn trong:
>1ang nghe y kién cda cac thanh vién trong nhom.
- Binh dang:
»>moi ngudi cé quyén dwa ra y twédng,
>cac y twéng déu co gia tri nhw nhau.
* Chia sé:
»>moi ngudi co trach nhiém chia sé y twdng voi ngudi khac.

\g}$ 2. CAC MOI QUAN HE GIAO TIEP

NO'l CONG SO’
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2.4. Trong lam viéc nhém:
Cac nguyén tac lam viéc nhém:
* Tro’ giup:
>néu mot thanh vien gap kho khan thi ca nhom cling ho trg (tinh
than, vat chat)
* Chung strc:
>tinh than doan két, vwot qua kho khan

\g}$ 2. CAC MOI QUAN HE GIAO TIEP

NO'l CONG SO’
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Con ngwoi la nhan to Van dé giao tlep trong M@i trwérng lam viéc, moi

quan trong nhat, nhan to ndi bd t6 chirc thé hién quan hé trong t6 chirc
quyét dinh moi van dé mét phan cta van hoa anh huo’ng I&n dén kha
trong mot to chire .. cla t6 chure do. nang sang tao, nang lwe
lam viéc, v.v. cua nguoi

lao dong quyét dinh sw

thanh Cong hay that bai

cula t6 chie do

\t&“ 4. CACH THUC GIAO TIEP HIEU QUA
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‘Q CAC YEU TO ANH HUONG DEN MO
\ 3 TRUONG GIAO TIEP TRONG TRUONG:
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Anh hwéng cua phong tuc, thoi quen, truyen thong, van héa Viét
Nam

Phan dau dat cac muc tiéu ca nhan (chuyén mén, tai chinh, thang
tien...)

Phu thudéc ca nhan dang & dau trén Nam bac thang nhu cau (cua
Maslow).

Xay dwng "nhan hiéu" (rat quan trong doi v&i sw nghiép ca nhan)

CAC YEU TO ANH HUONG DEN
VAN HOA UNG X
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Vi dy chung

. Vidu trong nha trwong

Tw

hoan thin \
tich |

Dia vi Sur kinh trong

ban Sur thira nhén
y &n dinh Sur an todn

L Nhu cdu sinh Iy

c&“ NAM BAC THANG NHU CAU CUA

MASLOW
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« Tai liéu cua Topica
« Tai liéu ctia B6 mon Phat trién ky nang
Trung tdm dao tao Ngoai nglr, trwdng dai hoc Thuy Lo

\f&“ TAI LIEU THAM KHAO
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