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Muc tiéu:

Vé kién thirc:

- Trinh bay dwoc khai niém thuyét trinh; cau
truc cua moét bai thuyét trinh va cac bwdc thuyét
trinh; cach str dung ngon nglr va mot so yéu to
phi ngon nglr chinh trong thuyét trinh.

- Phan biét mot sb loai cau hdi cla khan gia
trong thuyét trinh.
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Vé ky nang:
- S&r dung duoc ngdn nglr phu hop va mot so6
yéu to phi ngdbn ngl chinh trong thuyét trinh

- Ap dung dwgc k§ nang tré loi cau héi trong
thuyét trinh

- Kiém soét tam Ii trong thuyét trinh.


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

NOi dung:

1. Khai niém thuyét trinh

2. Cac buwdc chuan bj thuyét trinh
3. Cau truc bai thuyét trinh

4. M6t sO ky nang trong thuyét trinh
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1. Khai niém thuyét trinh

Thuyét trinh 1a trinh bay vé mot cha dé
nao do nham thuyét phuc ngwdi nghe
dong y hoac hanh ddng theo quan diém
cua minh.
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2. Cac bwéc chuan bi bai thuyét trinh

- Danh gia nang lwc cua ban than

- Tim hiéu khéan gia

- Xac ginh muc dich, muc tiéu cua bai
thuyét trinh

- Thu thap tai liéu

- Luyén tap thuyét trinh
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3. Cau truc bai thuyét trinh

Mé bai

-Gidi thiéu vy
twong, thong
diép chinh

- Gidi thiéu
tom tat cac noi
dung

diép chinh

Sap xép

thr tw, van diéu
Lwa chon tho
gian phu hop

Ket bai

-Tom tat cac
noi dung

-Pwa ra thong
diep

- Kéu goi, thach
thire
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3.1. Cac cach mé dau bai thuyét trinh

- Dan nhap truec tiép

- Dan nhap twong phan

- Dan nhap ké chuyén

- Dan nhap dat cau hoi

- Dan nhap trich dan

- Dan nhap gay chan déng
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3.2. Than bai

e Lam ro thong diép chinh
» Str dung nhirng lap luan chat ché
» Giai thich day du
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3.3. Két bai

- Myc tiéu: Lam thé nao dé tom tat
nhirng diém chinh?

- NGi dung:

+ Thong béo truwde khi két thic

+ Két lai van dé da trinh bay

+ Dé lai cho ngwoi nghe mot thong
dieép an twong
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4. Mot so ky nang trong thuyét trinh

4.1. Ngbén ngr va phi ngon nglr
4.2. K§ nang tra I&i cau hoi trong thuyét
trinh

4.3. Str dung cbng cu trwc quan trong
thuyét trinh
4.4. Tam li trong thuyét trinh
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4.1.1. Ngon ngir trong thuyét trinh

5 nguyén tic s o

5C
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Nguyén tac st dung ngén ngir:

» Clear: R® rang: Thong diép phai rd rang dé
ngudi nhan chi cd thé hiéu theo 1 nghia duy
nhat.

« Complete: Hoan chinh: Thong diép phai chlUa
day du thong tin can thiét.

- Consice: Ngan gon, sic tich: Mic du thong
diép yéu cau phai chia dung day du cac thong
tin can thiét, tuy nhién phi ddm bao ngan gon,
suc tich khdng nén rudm ra, chda nhirng noi
dung thua.
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Nguyén tac st dung ngdn ngir:

» Correct: Chinh xac: Thong tin dua ra phai
chinh xac, co can cuU.

» Coutours: Lich su. Thong diép phai dam bao
cd noi dung dap Ung cac yéu cau trén nhung veé
hinh thdc cling phai tét, lich su tuy theo tung
doi tugng nhan thong tin.
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4.1.2. Phi ngén ngir trong thuyét trinh

- Giong nai:
+ Am lwgng: Vira phai, di nghe, tay
thudc vao hoan canh cu thé
+ Nhip d6: khoang 100 tw/phut
+ Ng&r diéu: thay déi nglr diéu dé
tranh nham chan
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4.1.2. Phi ngén ngir trong thuyét trinh

- Trang phuc: gon gang, lich sw, phu
hop véi chi dé thuyét trinh va doi
twong khan gia.

- Mat: Thé hién su than thién, gan gdi
vGi khan gia.

ccccccccccccccccc


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

4.1.2. Phi ngén ngir trong thuyét trinh

- Anh mét:
+ Nhin = nhin thay?
+ Nhin theo hinh chi’ W hoac M
+ DUrng cudi moi y
+ Nhin vao tran
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4.1.2. Phi ngén ngir trong thuyét trinh

- Tay:
+ Trong khoang tU cam dén that lung
+ DUng tay dé minh hoa cho I8i noi
+ Khong: khoanh tay, cho tay vao tui
quan, tro tay.

- Tu' thé: nghiém tuc, tao su thoai mai
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4.2. Tra |&i cau héi trong thuyét trinh

Cau héi tot: Hay cam on ngwdi da dat cau hoi
va binh tinh tra 1&i cau hoi.

Céu héi khé: Hay néi la ban khong biét, hoac sé
tim hiéu thém, hoac dé nghi khan gia goi y.

Cau hoéi khong can thiet: trd 1&i lai mot céch
ngan gon va chuyén sang cau hai tiép

Cau hoi khoéng lién quan: Hay khéo léo dé
chuyén sang cau hai tiép.
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4.4. Tam li trong thuyét trinh

-
Thuyét trinh tw tin - Thanh

y cong!
Thu hut khan gia

Xt li khan gia tich cuc va tiéu cuc a
Ung pho véi sy doi nghich e
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