Trwong PH Khoa hoc Tw nhién TP.HCM
‘ Khoa Dién ti¥ - Vién théng >

=

Nhap mon ky thuat
DTVT >

Tuan 6: Ky nang giao tlep, ky
nang thuyet trinh, giao tiép k
uat va viét tai lleu ki thuat~

o

Muc luc >
. Giao tiép ky thuat
. Viét tai liéu ky thuat

. Ky ndng giao tiép
. K§ nang thuyét trinh “
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Muc tiéu

* Ky nang giao tiép

R

* Ky nang thuyét trinh hiéu qua

* Ky thut viét tai liéu, email, bdo cdo ky
thuat

* Tai liéu ban vé ky thuat

4

JIES

Giao ti€p ky thuat
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Giao tiép ki thuat 5

* Giao ti€p ky thuatla qua trinh tim ki€m, sir dung thong tin va chia sé y
nghia

* Cac cht dé vé chuyén mon hoic ky thuit

* Huwéng dan str dung cong nghé
k * Cung cp céc chi din vé cach lam 1 diéu gi d6 ‘
¢ Giao ti€p ky thuat thong qua céc tai liéu ky thuit N

* Vi du: sach gido khoa, sach huwéng din (san phdm), bai hudng dan thuc

hanh, tinh ning ky thut, tutorials, video huin luyén (Youtube), s tay
st dung (user manual), bao cdo (report), cac trang web, v.v.

JIE

Tai liéu ky thuat >
* Thong tin trung thuc
> Dung din

* Rorang

k * Truc quan
e Tin cay

* Toan dién

* Dé truy cap (Internet)

» Ngin gon
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Giao ti€p do hoa ky thuat >
* Ban vé ky thuit (2-D, 3-D)

* M0 phéng may tinh

- Pb thi

k * Qua trinh 13p rap

* Tai liéu hwéng dan str dung (User Guide, User Manual) N
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Giao ti€p do6 hoa ki thuat >

JIE

Ban vé ky thuat >

* Yéu cau ban vé ky thuit:
* Sang sta, dé hiéu va khong gay hiéu sai

* Daydu

* Biéu dién theo dung ti 1é
k e Ngon ngit doc lap (chi dung chit cho khung tén hodc nhitng
chd khong thé hién théng tin d6 hoa)

 Phu hop véi tiéu chuidn \
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Ban vé k§ thuat 3

* Mot ban vé kj thuit gom cac yéu td sau:

* T& gidy vi cac kho gidy khac nhau
* Khung ban vé va khung tén

 Biéu dién vat thé

k * Kich thwéc, dung sai
¢ Hinh 4nh

» Chir viét \

* Ky hiéu

* Phién ban cip nhat

» Tén nguoi vé/nguwoi cap nhat

* Logo (néu la cong ty)

-~ Tailiéuky thudttrongdiéntir- %
truyén thong 3

* Mot tai liéu ky thuat trong ki thuat dién tk - truyén théng
bao gom:

e Sodd mach dién

* Ky hiéu mach dién
k * Ban vé layout mach dién
* Datasheet
* Mo phdng mach dién \
* So do khéi hé thong
* Dicta ky thuat

* Tailiéu hwéng dan st dung
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Ban vé kj thuat

So Pbd Lip Riap
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Nguon: Tu val Thanh Long

Nguon: Thiét bi vé sinh I




Ban vé k§ thuat
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“C920_CS_mount *
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JIES

Bai tap >
* Poc tailiéu linh kién 74LS08

* Tim hiéu:

e Linhkién gi ?

* S8 chin?
* Chan nao Input/Output ? ‘
* Chén ngudn ?

* Dién thé hoat dong?

* Nhiét d6 hoat dong?

10
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k Viét k§ thuat

JIES

Cac hinh thirc viét ky thuit
* Huwéng dan sir dung san pham

* Huwéng dan quy trinh ki thuat

* Email

k * Bao cao ky thuat

* Bai bao hoi nghi, bai bao dang tap chi

* Dic tinh k{ thuit sdn phdm

* Viét thu ki thuat

* Gti cho cong ty

11



Email >\

* Tuy theo ddi twong giri email ma s dung ngtr phap phu

hop, cau tric cau thich hop

* St dung ciu, tir ngi rd rang, ding chinh ta

* Noi dung email ngén gon

* Doc cén thin trudce khi giri

 Tranh nhiéu 16i chinh t3, cAu van rudm ra, ciu tric luém \
thuém

 Kiém tra c6 1o chao, 101 cudi thuw, chir ky (signature) chwa?

)
.

L ———
@

161101+

Bai bao cao Hop thu dén x

G Gén thoai 1ndng minn Samsung Galaxy cia 01

161 t6i v
Kinh gii: Gido vién b mon nhap mon ky thuat
Emtén
- mssv I
e 4 Lop:20DTV2C _ .
Em viét thur nay nh&m muc dich gii cho thy bai béo cdo clia budi tham quan phong thi nghiém

|

[20DTV_CLC1]B&o cao Openlab #op thudén

. 0 I
I  <i- 5¢ ot tép OneDrive for Business v ban. Dé xem tep, hay bam vao lién ket bén dudi & '
@5 2oorv-crc-L1 | >«

w Tralsi = Chuyén tigp

12
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Email >\

(nosubject) = [mbox x = H
to me |+

W hoa Bién tr.docx '

badibdocao 1 mbex x

I o« -

tome [+

BAI BAO CAOQ

Lamicn s orsian

§ rocionicvimono B
RGO KO HOC T NI
0 Tk s

W DTV1 - Copy.pdf r \

Email >

= [Lre-] [hrngmansgecgcompaay.com
send

=

Subject: | Job Application: Susan Smath

Dear Hinng Manager,

| am writing to express my interest in the Web Content Manager position listed on MediaBistro.com
| have experience building large, consumer-focused heaith-based content sites. While much of my
experience has been in the business world, | understand the social value of the non-profit sector
and my business experience will be an asset to your organization

included the of the site’s editorial voice and style,
\he editorial calendar, and the daily comem pmgrammmg and production of the web site.
I look forward to hearing from you soon. \
Sincerely,
Susan Smith
Susan Smith
123 Main Street

Email: susan smith@gmail com

13



Email >\

i message has ot been sent.

Attached: |y 1 Haac Tioh.

:
Emtén1d ABCXYZ, hién vira moi 18t nghiép trwong [ £ £uoc biét Quy Cong ty dang c6 nhu ciu tuyén dung cho vi tri Ké todn lim viée tai Hi Néi, v6i chuyén mén
435 L A S R 5 G 0 1 i 4 U M 00l 1R A5 Ve i g el i s o8 Y g X5 o W % 18 CV) 83 tich By e

twong thoi gian sinh vidn, em tin twémg ring s hoin thinh tét cing viée ms Ban ink do v b chirc giso pho. Dé trnh biy 18 ring hon, em xin g5 Auh chi bin €V cia e (fle dink kém)vi
it mong lia duvs s phin h3i 1 hi Aakchi

Eum chin thish eiim on Cang ty & t30 co 13 ho e, elng shi shong ing vién Mhie duve eing hidn vi lim viée hét minh

Mol théng tin ién quan, Auhchi vui long gvi vé dia chibén dusi

Mgt Lin ndafeim on Anhehi!

TRAN THI NGOC TRINH

Dia chi Abenyz K
4 di ding: 0123456789

Thank you & best regards,
Thanh Yen

LSI Design Manager & Technical Leader

FPT Software Strategic Unit No.11

F-Ville Building, Hoa Lac Hi-Tech Park, Km29, Thang Long Freeway, Thach That Dist, Hanoi, Vietnam
Tel:

Email: YenNT13@fsoft.comn

*** Visit us at - http //wuw fot-software com/ic-design/ ***

“Disciaimer*

“This e-mai and any attachments are confidential and may contain trade secrets or privieged or undisclosed information. They may also be subject to copyright protection.

Please do not copy, distribute or forward this email to anyene unless authorised. If you are not a named addressee, you must not use, disclose, retain or reproduce all or any

part of the information contained in this &-mail or any attachments. If you have received this emal by mistake please notify the sender mmediately by return emai and
sl copies of the email”

Email >

* Khong dung email khi c6 thé néi chuyén tryc ti€p

Véi cong ty/t6 chirc, nén st dung email cong ty trwong/t6 chirc dé
giao tiép

 Tim hiéu céc chinh sich vé email, bAo mit clia céng ty/t8 chirc

* Tranh st dung muc dinh riéng, hoic cong kich, bdi nho, néi xdu ca
nhan/t8 chirc

* Email khong riéng tw nhw chiing ta nghi \
* Tranh st dung email ca nhan (Gmail, Yahoo) trong cong viéc

* Bdo mat ndi dung email.

* Sir xw vin minh va chuyén nghiép khi giao tiép 1&i n6i hodc vin ban.

cac hop thw con dé d

14
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Viét bao cao ki thuat

e C4u truc ban béo cao:

» Tiéudé

* Loicam on (tuy chon)

 Tém tit (tiy chon)

* Mucluc

* Gioi thiéu

* Cacndi dung bao cio (c6 thé chia thanh cic muc con)

* Kétqua

¢ Thao ludn/Nhan xet (tuy chon)

* Kétluan

 Tailiéu tham khao

4

JIE

=N ~ ~
Viet ky thuat
» Viét bao cdo, do an
* Viét khéa luén t6t nghiép
* Viét bai bao nghién ctru khoa hoc
* Yéu cau:
* Trinh bay ro rang, sach dep
* KHONG c6 18i chinh t&
* Dung van phong trang trong
* Dung ngon ngir khoa hoc ky thuat
 Dung hinh anh, bang, biéu d6 (néu c6)
* Dinh dang trang (A4), danh sd trang, canh 1é theo quy dinh
* Kich thuéc Font chir vira phai (it nhat font chir 13)

15



Viét ky thuat >

— T R N S _—
L do1 vt . dun FAGS XY ol i odug tic Hy d . Do 5, e i héa VA0 86X 1 3 ke qu e it 12 6ng 13 S i rong Bing VI
1 Khng bop . Vi i,

hpub ek e B VI Tirg tn i AL
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- AL e o = ey o
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fen s [ T |
‘dwoc chia thinh 3 phin dc Iip: phin déu (<X va <), phin exponent (eX v ef) vi.
B a £ o i dab v = ! |gtesoey ot Rorsel
i i bt g [ [ome] % [CamRwu e oy Hinh 210 8 b 0 5 g quit c i-dom FUGIK o Mo 5

v matiss cia 53 c6 b mi i hom. G Eaf 1 i cia £\ v EAn. Chie:

g VL1 Thtng ton i it i FABE_ancorm:

i et Ly
il | gt T [Chbathsmangic e |
G K e e e
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6 i Z 0 g v thng qu tn i S K6t qu e phéptlh 5 —
16 vio tong st i gz K ud i pip — o | 22 o
i 20 T A0 o e e R A |
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: = gt i o O = ¥ g
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Hink25. 50 8t quit mé Gan FAGL K. it -

* TeX 1a mot hé thdng sap chit dwoc viét bdi Donald Knuth va
gi6i thiéu Ian dau vao ndm 1978 bing cach dung lénh.

* TeX dworc thiét ké véi hai muc dich chinh: cho phép bat ki
ai ciling c6 thé tao ra nhitng cudn sach chit lwong cao véi it
cong strc nhat, va cung cAp mot hé théng sip chit cho ra

~\

cung mot két qua trén moi may tinh.

* N6 phd bién trong méi truedrng han 1am, dic biét 1a trong \
cong dong todn hoc, vat li va khoa hoc may tinh.

* TeX néi chung dwgc xem 13 cach t6t nhit dé gd cong thirc
toan hoc phirc tap, dic biét la & dang LaTeX, nd ciing dwoc

dung viét khoa luin t6t nghiép, bai bao khoa hoc, tai liéu ky

thuat, v.v.

16



Document :

) tutoriel_texmaker.pdf vow

ceuld

[ Fint | extemal viewer

tutorel_texmaker.tex £

boite de dialogue ci-dessous

On_peut y définir les caractéri:
colomnes, alignenent, separateu
directenent le texte de chaque

05 00 tableau (nonbre e Lignes et e
- IL est nene possible d'entre:
e (on peut ausss les Taisser vides et

comlter Lo tableay alors dans Léditeur) . Le code \Larex- adeasat esc Terom, Texiaksn 5
alors automstiquenent
\subsection{Tabulation} Sinon, o peut auei Iancer e commandes une pas e selon s bescius v

76| Li*Assistant Tabulation® du_menu *Assistants® permet d'ir
Sutometiaanent L& cors \LATOR e tebuLotion empte rdce’ la botte
de dialogue ci-dessous.

utils” (raconreis-clviers : P2

Tows o wne extension
echouerant.
Siles chemin e s ontils BIEX. o

7]
Firences. \subsection{Insertion d*images}
{Insertion de- Lrinsercion d-wne image se fait grice d la comand

ol s, e s "o

e possible de lncer ln commande” apprat
menu *LaTex". En cliquant sur L'icéne ~ L commande "Nettoyee? (tmean *Outik®) permet effscer tous les
{Confguratiol fichier: de Lo botte de Giatoge c1dessous, on peut alors sélectionner chiers générés pac ITEX. (sauf le fchie postacript ot pel)
Ulnage & inclure.

81 \textit{Remarques :}
2 \beginiicentze
B8 it 1L et il st et e a0
Enviromenents®) avant d'insérer une
{support et 4Vt Lpcion seae purmet oot Vethette o graphioue.

85[\1ten Si L'image est au format Eps, ses dimensions sont affichées dans le

23 Les fichiors log

ons do alnon 00 commande *Compllion rpie’, e Gcir log
ot par BTEX. st nutomatiauesnent afiché dan Mesages

Fichier Log" s une ceeus de compiltion  disctb. Lo Tgne
Verreus ppasait alors en rouge. U elic sur lo suméro de line peoy
attindee dirctement cete lgne dons Veliten

s L tres ca, s simple clc su Js boutans "Erveus LuTeX suivante
\subsection{Références croisées et notes} 1 B LD kel pcmtdic e e g ot datee

Messages  Log Fle

e TR = 3 Autres carapgéristiques de TEXMAKER
tutone | Waming ine 20 [viancyheadss " 51 Documents scindés en plusiours fichiors
utorel texmaker ex waming ne 21 ancynead' € opcon without cwside aption s .. || e e A e
tutorie_ (cs) You seem 5

siurs fickirs.

G FILE Pour inclure un fichicr o docamert, il st s n com-
Thisis pafeX, 1415926-1.40.10 (TeX Live e ol Gy "8 e bite de dislogue permet slors
7

e sélectiomner lefichicr & inclue. Ce fichier spparest lors 1 de n vie

*Stouctuze’. Un double-clie sur son nom permet do Lo automatiquc.

dffle Normal Made | turore ment.

IA )

2.5 Hop trong BTEX 19 50 Cic phuong trinh nhidu dong

Mot doan ¢ thé dua vao mdt cii hip lin bing cich sit dung lénh
\parbox hay 1a dit né trong méi trirong minipage. Ta sé ¢6 vi du vé
n6 & dudi day.

o Mot rule box cho phép vé mét hop den chir nhit véi chiéu dai va rng
xéc dinh, cau tric cia né 1a \rule[1ift]{vidthHheight}.

Sau diy la nhimg vi du vé cac lénh trén. Lénh \frasebox thi khong cin

phai dua vao vi du vi nd qua o rang. Lénh \rule{\textuidth}{ipt} si

cho ta duséng thing ngang dai bing dé dai cita lgnh \textuideh va d day
lalpt

— va diy la lénh \rule{0. 3\textuidth}Hipt}.
Ciic tham s width va hed ght c6 thé thay tity ¥ bing o dai hay cic linh
xdcdinh d dai nhur trén. Vi du tinh té hon vé Ienh \rule va \baselineskip
& file rule_command_demo.pd.
D6i vdi lénh \parbox, day 1a ciu triic ducc diing trong rét nhiéu vi du:

[height] {width}Hrext}

Problem 1

The mechanism shown at the right consists
of the disk whose center is pinned at O and
two links AB and BC. The disk O has radius
R and is rotating with a constant counter-
clockwise angular velocity wy. If the lengths
of AB and BC are also equal to R, determine
the angular accelerations of link AB, aas,
and link BC, agc, at the instant shown.

N6 duge tao ra bing cich diing doan sau:

\textsf{\textbf{Problem 1}}\\\parbox[t][] [t]{3in}{\textsf{
The mechanism shown at the right consists of the disk
whose center is pinned at $0% and two links $AB$ and
$BC$. The disk $0§ has radius $R$ and is rotating with
a constant counterclockuise angular velocity $\omega 08.
1f the lengths of $AB$ and $BC$ are also equal to $RS,
determine the angular accelerations of link SABS,
$\alpha_{AB}$, and 1ink $BC$, $\alpha_{BC}$, at the

\begindalign}

£0uy) k= x +y, & gly,z) &= ys\sin(z), & h(x,2) &= \log x +
\sqrt{z}, \label{AlignExh1M\\

\phi(x,y) &= (x + y)*{3}, & \psi(y,2) &= \sqrt{y\sin(@)}, &
\zeta(x,z) &= \frac{\log x + \sqrt{z}}1+lz|},\label{AlignExA2}
\end{aliga}

Dua vao i phap ciia méi truong align, ta thiy ki ty & duge ding voi tic
dung ngin cich cic gt voi nhau. Bay gid ta sé xem xét nhimg vi du khc.
Gi sif ta mudn canh ngay cong thifc sau

Fl)sing)
1+1log 7)

)+l +

l+|sm(!j+‘/yT| ]“/
va cong thiic
pon g + [ —LU50 g

110z ()

Ta c6 thé ding moi trumg align dé carh ngay hai cong thitc trén the diu
ngode don nlr sau:

, ) +_wsa o,
90 + 50+ T=+[sin(D) + V(b +f’“ VIHl“E( L)
frevd

(413)

-p(yu).y(u.gumf; ”Jg“(") dr|. a1y
1+ log

\begin{align}
\dot{y}(t) + \ddot{yMt) + & \left( \frac{\ddet{yH(t) }{1 +

Nsin(t) + \sgrt{y(t)}} + \int_{-\infty}~{t}

—

17



JREY

LATEX

e Phan mém Latex trén HPH Windows:

wN

MIKTeX: https://miktex.org/

 TexStudio: http://www.texstudio.org/

* Phan mém Latex trén HPH Linux: C6 sin trong cc goi
package cai dat cia HPH.

4

JIES

K¥ nang giao tié€p

18



JIE

Tam quan trong

* Ky ning giao ti€p 1a mot trong nhirng kj ning mém cuwc ky
quan trong.

* La ciu ndi gitra ngwoi ndi vai ngwoi nghe:

Quan hé véi ban be, ddong nghiép tré nén gan giii hon.

Co hoi thang tién cling rong mé hon.

Mé& rong quan hé khach hang, déi tac.

Truyén tai thong diép dén v&i nhau méi dam bao cudc sdng vui vé
hanh phuc.

Giao tiép trong gia dinh: C4c thanh vién hiéu tam ly va dé dang
chia sé cdm xuc v&i moi nguoi.

* Tap hop nhiéu ky nang nho khac bao gdm: kj ning lang nghe,
k¥ nang thiu hiéu, ki ning st dung ngdn ngitr co thé, ky nang
str dung ngdn tir, am diéu, ...

19



JREY

Phwong tién giao ti€p

¢ Loinoi, Am thanh
¢ Hinh anh
e Ct chi, hanh dong, ky hiéu

» Cac giac quan

JIES

7 ~ v . - AN
Cac ky nang giao tiép
* Trang phuc chinh té
* Dung gio
* Lingnghe
* Tap trung

¢ Thodi mai, tw tin

e Thanh that va chan thanh \

* Biéu cam (d6ng cam, nhiét tinh, quan tAm)

» Néi ngin gon, rd rang, am lwong di 16m, tdc do vira phai, giong diéu, ngit diéu

* Vuivé, nhe nhang

20
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Cac k¥ nang giao tiép >

 Lap bang ké hoach cho cudc gap/ sw kién: D& chu dong giao tiép

* Muc tiéu cudc gap/suw kién

* Chwong trinh cudc gdp/sw kién

* Déi twong
* Thoi gian

* Dia diém

* Trang phuc
* Chuin bi ndi dung

Céc ciu hoi (Néu co)

JIE

Cac ky nang lang nghe >

* Chu tam

* Tap trung nhitng diéu ddi twgng dang néi, ké ca tir ngir va cac yéu to
khac

 Tranh mit tip trung, giy xao lang

k + Thé hién dang lang nghe va phan hoi

* Hbi dap véi d6i twong nhu: gat dau, nhin vao mét, noéi,... N
 Khong ngit 1o, hay dé déi twong noéi hét y

+ Dién datlai y ngwdi néi hodc dit cau héi

+ Ngon ngilt co thé (tw thé dirng/ngdi, hay cic ctr chi khac)
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¥

Nhirng k¥ nang giao ti€p quan trong >

+ Dung ngdn ngir co thé

* Ling nghe cht dong & hiéu nguwdi nghe

* bong cam

e Chan thanh va dang tin cay ‘
¢ Can nhic trwéc khi néi, phai biét minh néi gi

* Té6n trong nhitng diém khac nhau/bit dong

 Ung bién cam xtic

Dit cau hai thu vi, bt chuyén xa giao

JIE

Ky nang giao ti€p lam viéc nhém >
* Dirng ngai thé hién suy nghi, y ki€n ctia minh

* Sir dung hiéu qua cic phwong tién trao d6i théng tin
(Skype, Email, Facebook, Viber)

* Ling nghe va thiu hiéu
* Ton trong y kién cta cac thanh vién ‘
* Dirng quén giao tiép bang vin ban \

* Danh thoi gian giao ti€p ca nhan ngoai cong viéc

* Déi xtr/khen ngei ngudi khac mot cich trung thye va thit
long
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Cai thién k¥ nang giao ti€p nhom >

* Tw duy phan bién

* Nhin sy viéc tir quan diém ngudi khac

 Chd y dén nhitng ngwoi xung quanh

k * Luyén théi quen ldng nghe 1 cach tich cuc ‘

A Y N A A < e . .
* Tao moi treong lam viéc gitip gan két moi ngwoi N

 Giup hoa giai mau thuin

» Can nhic 1 néi ctia minh

birng phan nan

JIE

| 3 A ¥ A2 A 3 AL

can tranh khi giao tiép >
* D€ vat dung xung quanh

* Xem dong ho

* Dung dién thoai

k » Ngidm moéng tay, gai dau, gii co ‘
+ Khong giao tiép bang mat truc tiép véi nguoi ddi dién N

* Nhin xuéng

* Khéng nén khoanh tay

Lic lw qua nhiéu
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K§ nang giao ti€p khi phong van X

Trang phuc nghiém tic
o r v O

Ngon ngit co thé (ki€u ngoi, di, ding tw nhién, tw tin,
thing)

Thai do tw tin, thing than
Khéng néi nhitng diéu tiéu cuc (vé t6 chirc/ngudi khic)

Biét cach dat cAu hoi dé tranh thu dong

1.

10.

ilil,

12,

‘Nhitng cau héi "kinh dién” cianha 4 |

tuyén dung >

Ban hdy gi¢i thiéu vé ban than minh

Tai sao ban nghi viéc & cdng ty cii? (Tai sao ban mudn bé cdng viéc hién tai?)

DPiém manh ctia ban la gi?

Diém yéu ctia ban 1a gi?

Ban biét gi vé chiing tdi ?

Tai sao ban mudn lam viéc & day?

Tai sao ching t6i nén nhan ban vao vi tri tuyén dung? \
Diéu gi 1a dong luc gitp ban hing say 1am viéc?

Ban thich lam viéc trong méi trudng nao nhit?

Tai sao ban lai muén cong viéc nay?
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trng cau hoi "kinh dién" cia nha ¥
tuyén dung >

* Ban c6 thé néi cho t6i biét vé ban than?

* Tai sao ho héi diéu nay? Nham xac dinh (tng vién nhin nhan
ban than, vi né lién quan dén vi tri va cich ho tu tin thé hién
cac ky ning. “Nha tuyén dung mudn xem &ng vién c6 chuin bi

k tot. Néu ciu tra 1oi mé ddu nay khong du thuyét phuc thi phan

con lai clia cudc phéng van c6 thé tré nén toi té hodc ngin di".

* Visao né phirc tap? N6 c6 thé khién ban noi vé cudc séng ca \
B A o n a o ey T ems T raflrm o 7 5
nhan, diéu ma ban khong nén lam. “Hau hét cac &ng vién hoan
toan khong xem cau héi ndy nhw cau hoéi meo. Vi vy, ho c6 thé
tra 1o bing goc do ca nhan nhuw: c6 ba dira con, di két hén..”.

* Nén trd loi thé nao? Tap trung truyén dat gia tri ctia ban cho
cong ty va bd phan. “Nha tuyén dung ndy mudn nghe vé nhirng
3 i én dung hai Au ngan dé tr

g )
~?
</
tuyén dung >\
+ Hay miéu ta ban than bing mét tir
* Taisao ho héi diéu ndy? Théng qua tir d6, nha tuyén dung c6 thé danh

gia ca tinh ctia ban, ban ty tin vao nhén thirc thé nao va liéu phong
cach lam viéc ctia ban c6 phu hgp khong.

vao lic dau budi phong vin vi ban khong biét nha tuyén dung dang

tim loai cd tinh nao. “Co mot ranh gidi gitra tw khen véi ty tin, khiém

t6n v&i nhut nhat. Va moi ngudi co rit nhiéu mat. Vi vy, gan nhw

khong thé nhan xét vé mot ngu’(‘ri trong thoi gian ngan”, Lynn Taylor -
Chuyén gia vé cong s&, tic gia quyén “Tame Your Terrible Office \
Tyrant”, cho biét.

I * Visao nd phirc tap? Cau hoi nay c6 thé 1a mot thach thirc, dic biétla

* Nén trd loi thé nao? Hay tra 1o than trong. Vi du nhw ban dang rng
tuyén cong viéc ke todn thi khong nén dung tir “sang tao”. Con néu vi
tri d6 la dao dien thi ban dirng miéu ta ban than bang tir “ding gio”.

tuyén dung ngay
D ITF d

nay tim kiém cac thanh vién 1a
U dwo’C d uar 'u dng d

L'C, Iac quarn,
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trng cau hoi "kinh dién" cia nha g),
tuyén dung >

« Vi tri ndy so v&i cac vi tri khac ban dang ing tuyén nhw
[ thénao?

« Tai sao ho héi diéu ndy?y\é co ban, ho héi “Ban cé dang xin viéc
khac khéng?” Va ho mud6n xem cach ban néi vé cac cong ty hay
vi tri khac ma ban quan tam v&i do thanh that dén mirc nao.

k * Visao né phirc tap? Néu ban trd 1o "Day 1a cong viéc duy nhét
tdi g tuyén", ngwoi phéng vén sé lo lang. Rat it ngudi chi
nop don rng tuyén mot cong viéc. Vi vay, ho cd thé nghi ban
khong trung thwc. Con néu ban néi qua nhiéu trién vong khéc, \

ho c6 thé cho la khéng thué dwoc ban va bé qua.

* Nén trd loi thé nao? “T6i ciing 6 di phéng van & vai cong ty.
Tuy nhién, t6i van chwa quyét dinh c6ng ty nao phit hop nhat”,
Goiy day 1a cach cin bang gitra viéc no6i ddi va khoe khoang.

TN

}Wﬁﬁmﬁiﬁlﬁﬁw =
tuyén dung >

» Ban c6 thé néu ba diém manh va diém yéu ctia minh
khong?

* Tai sao ho héi diéu nay? Nguoi phong vin dang do nhitng khia
canh khong phit hgp véi yéu cau cong viéc, chang han nhw
khéng c6 kha ning hop tac véi dong nghiép hoac khong thé

k hoan thanh céng viéc ding han.

* Visao né phirc tap? Ban c6 kha nang tw phd hiy co hoi. Viéc
néu ra nhirng diém yéu c6 thé 1am hai ban néu nhw khong thé
giai thich dwgc cach ban gidi quyét van dé tirng budc mot. \

e Nén trd loi thé nao? Trudc hét, dirng néi dén diém yéu cia ban
1a “1am viéc qua chdm chi”. Nhitng ngu¢i phong vin dang “do
xét kha nang tw danh gia cia ban cung véi sw trwedng thanh va
tw tin”




3

ung cau nol Kin ién" cua nha g)

tuyén dung

+ Tai sao ban muén lam viéc & day?

* Taisao ho héi diéu nay? Ho mudn biét diéu gi thuc day ban nhiéu
nhat. Ban di nhén dinh cong ty t6t nhw thé nao va ban mudn céng
viéc nay dén mirc nao.

* Visao nd phuc tap? “R6 rang 1a ban mudn l1am viéc cho cong ty vi
nhiéu 1y do. Nhung cach ban sap xep wu tién khi néi ra sé tiét 16 rat
nhiéu vé nhitng gi quan trong ddi véi ban", Taylor noi.

* “T6i khong nhan duoc nhitng gi toi xttng dang”, hodc “T6i c6 mot dng
chid khin khlep hoic "Ngu moi thir xay ra nhuw mon doi thi doan \

duong dilam sé cuc ky ngan” - khéng cb bat ky cau nao trong sé d6
gitip ban thém diém trwéc ngudi tuyén dung.

e Néntrd loi the nao? Nguoi dat cau héi mudn thay ban danh thoi gian
nghién ctru vé cong ty va hiéu biét vé viéc trng clt ra sao. Hay thé hién
diéu do.

g )
tuyén dung
* Sao ban mudn nghi cong viéc hién tai?

* Tai sao ho héi diéu nay? Ngwoi hoi dang tim nhitrng biéu
hién tiéu cwc, dic biét 1a néu ban nhay viéc nhiéu. Ho ciing
~ < 7 . 7 3 . S 7 . A A
c0 gang xac dinh xem ban c6 gap van dé véi dong nghiép
nén mudn chuyén viéc hay ban nhanh chan cong viéc.

* Visao né phitc tap? Néu ban khong khon khéo tra 1o thi sé
lam ting thém céc ciu hoi vé sy nghi ngd hodc hiy toan bo \
co hoi cta ban.

e Nén trd loi thé nao? Ho hy vong ban dang tim kiém mét vi
tri kho6 khan hon, pht hop véi ki ndang cia ban hon hay cé
mot cai gi d6 cu thé vé cong ty ho ma ban dang mong doi.

27



3

trng cau hoi "kinh dién" cia nha g),
tuyén dung >

» Ban dinh nghia thanh céng nhw thé nao?

* Taisao ho héi diéu nay? Nhitng nguoi phéng ven mudn cé cai nhin
A < z A A A N Y
sau sac ve cac wu tién cta ban: ban quan tim nhiéu dén tién lwong?
Thach thirc ban than? Hoc hoi kj nang m&i?

* Visao nd phikc tap? Cau héi nay rit nguy hiém vi “thanh cong” mang
nghia rit chi quan. ThAm chi, mdt phan ng hoan toan hop Iy c6 thé
dé dang bi hiéu sai.
+ “C6 motlan ranh nhd gitta biéu hién day tham vong v&i biéu hién nhw
thé ban dang nh3m dén vi tri thit nhit trong van phong, béi vi ban \
thwe sy mudn thing tién va tao nén sy khac biét", Taylor noi.

* Nén trd l&i thé nao? Nén 1am cho cau tra 10i tré nén gan nhuw khong
thé bi phan déi. “C6 ging xac dinh dinh nghia thanh cong theo cach cé
lién quan vi sép twong lai, dua trén nhirng gi ban biét tir mo ta cong
viéc va vao cudc néi chuyén”, c6 noi.

~ ) R
tuyén dung >
* Ly do gi ma ban bi sa thai?

* Tai sao ho héi diéu nay? Nha tuyén dung mudn biét 1am thé
nao ban vt qua ap lic trong nhitng hoan canh kém may
man nhuw mit viéc. Ho mudn thay ban tich cwc va sdn sang tré
lai lam viéc véi quan diém hoan hdo. Ho cling muén thiy sw tw

k tin chir khéng phai 1a thit vong hay giin di.

* Visao né phirc tap? D6i véi nguedi méi bi sa thai, ban co thé
cam thiy cay dén&hoéc tirc gian, va ciu héi nay c6 thé 1am ban
ndi x4u sép cii - dieu khéng bao gir nén lam trong mot budi \
phong vén xin viéc.

* Nén trd loi thé ndo? Dura ra ciu trd 101 binh tinh vé quyét dinh
cla cong ty cii. Khong d8 16i hay t6 ra bAt man nao. Hay tra 1oi
dua theo su that ban biét.




3

trng cau hoi "kinh dién" cia nha ¥
tuyén dung >

* Ban sé&lam gi néu tring x6 sé doc dac vao ngay mai?

* Taisao ho héi diéu nay? Ho mudn biét liéu ban c6 con lam viéc néu
khong can tién. Ngudi tuyén dung sé biét vé dong lwc va dao dirc nghé
nghiép ctia ban thong qua ciu tra 1oi. Ho ciing ¢6 thé mudn biét ban
sé chi tiéu s tién d6 nhw thé nao. Piéu nay minh hoa cich ban chiu
trach nhiém véi viéc chi tiéu va ban trwdng thanh & mirc do nao.

* Visao né phirc tap? Cac ciu hodi nay c6 thé phuc kich ban, khién ban
maét binh tinh. Chiing hoan toan khéong dinh dang dén cong viéc sap
t6i. Khi d6, ban c6 thé d& dang m4t di sw diém tinh néu khong sdp xép \
suy nghi truwede khi tra loi.

* Nén trd 1o thé nao? Ho mudn nghe ban sé tiép tuc lam viéc vi ban
dam mé nhirng gi ban 1am. Ho mudn biét ban sé& dwa ra quyét dinh tai
chinh théng minh ra sao. Néu ban v6 trdch nhiém vi s6 tién cia
riéng ban, ho sé lo ling ban sé& bat cin véi cong ty.

g )
~
</
tuyén dung >\
* Tai sao ban nghi viéc qua lau?

* Tai sao ho héi diéu nay? Pay 1a mot cAu hdi dic biét kho vi n6 mang lai
cam giac khoé chiu. Cau héi chira mot loat ham y 1a ban c6 thé khong
dl nang lwc dé dam bao cdng viéc; ban dang bi phan tAm béi nhitng
dy dinh khdc; ki nang ctia ban khong dwoc cap nhat; c6 van dé véi
cac nha tuyén dung ban trong qué khit...

* Visao né phirc tap? N6 dworc ddt ra dé ki€m tra khd nang kién tri clia
ban. Diéu quan trong 12 khong dé bi mic by va chi tra 1oi mot cach
binh tinh, trung thuc.

 Nén trd lori thé nao? Ngudi tuyén dung nay mudn duoc ddm bao rang
ban c6 sang kién ngay ca khi that nghiép, vi sdng kién va sy kién tri sé
thé hién tdt trong mai trwdng cong ty.

* Cau tra 1o mau: “To6i vin phéng van déu din, nhung mudén tim sw phu
hop ly twéng trude khi toi nhan viéc va phat huy 110% kha ndng ctia

td1,” hodc “To6i van ren luyén trong khi tim viéc. T6i duy tri ky nang
(NONEg qua KNnod , 'l"'l" Xd O dIm g1a Ca

oD 5
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k K§ nang thuyét trinh

JIES

Thuyét trinh trudc dam dong
|a noi sg 16n nhat clia dan cong sd

B Thuyét trinh, néi trudc ddm dong
I Sgchét

M Sgkhong tra lucng

W Sépkho

B Sg dong nghiép khéng than thién
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Phan loai >

* Da&i twong: ban b, thay co6, khach hang, dong nghiép,

4

chuyén gia va cong chung, v.v.
* Tuy theo ddi twong ma bai thuyét trinh theo hinh thic
trang trong hay than mat
* Hinh thitc trang trong: chuin bi k¥ lwdng, c6 thiét k& dep, logo
cong ty/t8 chirc (néu cd)
* Hinh thtrc thAn mat: ngin gon va khong cin nhiéu thoi gian \
chuin bi

4

JIEY

Chuan bi 5
* Can phai t6 chirc tot

* Xac dinh ndi dung trinh bay

* C6bé cucrd rang

* Dung cac template/theme thiét ké dé hd trg ‘

* Luyén tap cach trinh bay
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Chuan bi thuyét trinh

* Phén tich tinh huéng néi

4

* Muc dich bai bdo cdo = bé tri chit dé va ndi dung phu hop
* Dai twgng va sd lwgng nguwdi nghe
* Lwong théng tin truyén dat

* Thoi gian bao cdo bao lau

* T8 chirc va phat trién viéc thuyét trinh

* Muc luc va céc tiéu dé thuyét trinh

JIE

* B0 cuc bai b4o cdo, trién khai cac y chinh
* Danh s8 trang cac slides

e Str dun

han mém chuyén nghiép dé xay dung bé cuc va hoan thanh bai

Chuin bi thuyét trinh

* TG chirc va phat trién viéc thuyét trinh
* Trang phuc phu hop
* Chao nguoinghe
* Gidi thiéu ban thin/nhém
* Muc dich bai trinh bay
* C4u trdc bai trinh bay
* Noi dung trinh bay
* Kétluan, tom tit y chinh

* Quan diém twong lai lién quan bai b4o céo

* Moi dat cau héi 1 cach lich sw
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Chuan bi thuyét trinh 3

* Chuén bi cac d6i twong d6 hoa

* Lam ndi bat ndi dung va bai bao cdo

+ Bang biéuy, s6 liéu thdng k&, hinh anh, video, hinh dnh s6ng
dong, do hoa chuyén nghiép

k * D3i twong d6 hoa: rd rang, dé nhin, dé doc, don gidn va dung

 Tranh ghi qua nhiéu chi tiét va nhiéu chit, hinh dnh khong can

thiét \
* Str dung cAc phan mém trinh dién, str dung hiéu tng (trdnh

lam dung hiéu rng)

+ Dung lai cdc ngudn tw liéu hinh anh, video, tir ngir phai c6
trich d4n ho#c xin phép ban quyén

JIE

Chuan bi thuyét trinh >

* Luwa chon cach dién dat hiéu qua
* Noi to, rd rang, cham rai

* Tao sw cudn hit cho ngwdi nghe

 Tranh n6i déu déu
k * Tranh néi nhitng tir thira (a, rm)
* Quan sat ngdn ngit co thé ddi twong nghe (ctr chi, 4nh mét,
thai d6 ngwdi nghe) \

* Trinh bay logic (chit ché): thong bdo ndi dung sip trinh bay,
trinh bay cac y chinh rd rang, cAu chuyén y tir ndi dung nay
sang ndi dung khac, v.v.
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Chuan bi thuyét trinh 3

* Trinh bay th

* Gilp ngwoi nghe luyén tap vé kich ban, cach néi, bd cuc va noi
dung bai thuyét trinh

* Plrng trwdc mdy tinh hodc dirng trwdc gwong noi
 Kiém tra c6 ding thoi gian bdo cdo quy dinh khong

 Trinh bay thitr 1 minh dén khi théa man véi phién trinh bay >
trinh bay thir trwedc nhém \

* Dirng ¢ gdng nho, thudc long bai thuyét trinh

* C6 thé ghi chu bang cach thém ndi dung vao phan Notes &
dwéi ndi dung Slides trong Power Point

JIE

Chuan bi thuyét trinh >

* Trinh bay thi

* Lan thi nhat: Khong quan tAm dén tw thé hay phat giong. Chi
can trinh bay 16 tiéng vai slides dé ndi lwu loat, chuyén y
thuén lgi khéng ? Néu c6 vin dé gi thi dirng lai va chinh stra
cho phu hop. Trinh bay lai.

* Lin th hai: Tréi chdy hon IAn d4u, thwc hién thay déi cho

slides (néu can). Sau do, kiém tra xem du thoi gian trinh bay

hay khong. N
* Lan th ba: Trinh bay trong hoan canh thwc té hon, truéc

nhirng ngwdi khac. Co thé ghi 4m, quay phim sau d6 tw danh

gia dén khi trdi chay va hai long.
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Trinh bay bai thuyét trinh >\

* Binh tinh, kiém so4at lo 1dng va bon chon

4

* Kiém soat hoi thé
* Bai thuyét trinh da chuin bi ki cang
* Ngudinghe dén day 1a ling nghe, khong phan xét
* Bwéc cham rai va chuén bi tai liéu sdn sang
* Giong noéi: kiém soat am lwong, tdc dd néi vira phai (lo ldng \
va khong kiém soat thoi gian), d cao thip , phat 4m rd

rang, lru loat.

W

JIE

Trinh bay bai thuyét trinh >

* Dung ngdn ngit co thé

* Quan sat nguoi nghe, dirng nhin chdm chdm vao man hinh, san
nha hoac ra ngoai ctra

* Dung ctr chi tw nhién (canh tay, ban tay, nét mat, am lwong, di
chuyén) khi trinh bay

* Tranh budc tui bwdc lui nhiéu qua
* Dung khong bi che khudt man hinh \

+ Dung but laser (néu c6) d€ gidi thich tir ngit hinh dnh

* Diéu khién sy chi y ngwoi nghe
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=== Trinh bay bai thuyét trinh
7 - Quan satngwdi nghe, dimg nhin chim chim vio man hinh, sin

i ‘nha hodc rangoai cira

+ Dilng e chi tirmhién (cénh tay, ban tay, nét mat, 4m lwong, di

chuyén) khi trinh by
« Trénh buéc tui bwéc lui nhigu qui ‘

Dk

%8

« Pimg khéng bi che kit man hinh v

- Diing biit laser (néu c6) 48 gid thich tir ngi¥ hinh dnh.
+ Diéu khién su chi j ngwdi nghe ]

Tra 1o cdu hoi sau thuyét trinh >

¢ Sau thuyét trinh, cAim on ngudi nghe

* Lich sw héi nguoi nghe c6 dat cau héi khong

* Céc tinh hudng c6 thé xay ra:

* Khéng chic chdn moi ngudi nghe ré cau héi = Yéu cau lip lai.

» Khong hiéu ciu héi > Yéu ciu ngwoi dit ciu hoi lai cho rd. Sau khi tra 101
hay hdi xem cau tra 1o dd dap rng ngwoi hoi chwa \

 Datra 1oi cAu héi - Hay nhiclai cAu trd 1o 1 cach lich sy, dirng néi 1a “Toi
da tra 1o cAu héi nay roi”

* Nguoinghe phan déi ciu trd 1o = Lich sy dé nghi thio ludn & ngoai sau khi
két thiic bai thuyét trinh

Khong tra loi dwoc cau hdi 2 Thanh that thira nhan khong tra loi




Nhirng 16i phd bién khi trinh bay
* Chon mau slide (mau nén va mau chir khéng hop)

* Chir: Font chit, C& chit, Qua nhiéu chir
* Viétslide nhw van ban

k * Khong c6 thong diép chinh

* Thong tin nghéo nan

Khéng hop

+ Dung anh ddng, clipart qua nhiéu

* DPocslide

* No6i no6i dung ngoai 1é qua nhiéu
Khoéng dung but laser (cho cac bao cao khoa hoc)

No6i qua gior

Tot
Khaéng tot

~ R ~ = N . \ \
Nhirng 16i pho bién khi trinh bay >

Chuan bij slide tét, nhwng cach trinh %

bay cén quan trong hon nhiéu! (N=159)
T et
+ Birng lam dung higu &ng hinh anh (nhu video) ‘u' qf", i _ tcn' "g ?C Lf)qc ’

R . N _ R Céu dai, khéng co gach dau dong 47.8
+ Khéng dirng “nhuw tréi trong”™ nhung ciing divng . S

qué nhay mual Chon mau kho doc 371

« Pirng vung but chi (lazer pointer) long vong Chix chay long veng, hoat canh nhigu 24.5
- Dimg néi chuyén véi slide, néi voi thinh gia Dyngiam thanhdem veoichiz 2.0
3 Biéu db, hinh minh hoa qua phtrc tap 22.0

Birng &p ung, dirng dung tr d@m UMMH hoic

AHHH dé dém hoac chuyén y.

(Paradi D, 2003)
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JREY

Cong cu thuyét trinh 3

* Microsoft Power Point (Microsoft Office)

wN

* Microsoft Sway (dung account SV)

* Open Office

* Prezi ‘

W

JIES

Cong cu thuyét trinh 5
* Chuwong trinh Prezi: https://prezi.com/

e Video Prezi:
https://www.youtube.com /watch?v=V3FBHgI3KbE

* Video Sway:
https://www.youtube.com/watch?v=W9913w-GZlw ‘
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