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Noi dung

1. Pham chat cian c6 cua thanh vién nhom

2. K§¥ nang lang nghe, thuyét trinh, to chirc
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Cdi mg, chia se va hagp tac

vé thong tin
VE y tudng

V€ quyeén Igi
vé trach nhiém
vé tinh cam
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Pham chat can co cua thanh vién nhom

4

Cdi mg, chia se va hgp tac

el —

= TOn trong y tudng, quan diém, trach nhiém...
= C& gang hiéu van dé bang cach dat cac ciu hoi
= Ludn hudng dan, cung cap, chia sé thong tin...

= Hgp tac trén tinh than hiéu biét, ton trong...
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Pham chat can co cua thanh vién nhom

Thich rng va linh hoat

V@i moi truong lam viéc

Véi phuong phap lam viéc
V@i doi tac lam viéc

V@i tinh hudng khan cap
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Pham chat can co cua thanh vién nhom

Thich rng va linh hoat

— - — - W W W e Sl

QA Tinh than tich cuc, luc quan
3 Thai do hoc hoi, chia se

d Thua nhan, tin tuéng nhau
3 Hgp tac ...
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Pham chat can co cua thanh vién nhom

Lang nghe va Thau hiéu

Doc Viét
17% 14%

Nghe
53%

Joshua D, Guitar - 2001

- Ky nang &'ng xu quan trong

- Lang nghe la nghé thuét dat dén thanh cong...

lan(



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

Pham chat cén co cua thanh vién nhom

LANG NGHE GI?

> Lang nghe thong tin
> Lang nghe cam xic

> Lang nghe déng co
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Pham chat can co cua thanh vién nhom

Nghe | Noi | Poc | Viet

Phai
hoc

Phai su
dung

Ducc
day
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Pham chat can co cua thanh vién nhom

Lang nghe va Thau hiéu
Nghe | Noi Poc Vviéet
Phal Pau tién | Tha hai Tha ba | Cudi cung
hoc
Phai su| Nhiéu |Tuong ddi|Tucng ddi| : . ~
~ a , It nhat
dung nhat nhiéu it
Dbugc > Tuong doi | Tuong doi| Nhiéu
day - it nhiéu nhat
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Pham chat can co cua thanh vién nhom

Lang nghe va Thau hiéu

Im lang la vang,

Lang nghe la kim cucong
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Pham chat can co cua thanh vién nhom

@

@ Ngh'l‘a
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Ky nang té chirc cuéc hop
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Ky nang lang nghe

Nghe thay

Nghe va

Séng am w=sp Mang nhi w=sp Nio wssp Nghia |éng nghe???

Lang ﬁghe
Chu y - Hiéu -
- H6i dap - Ghi nh¢’
« Nghe la qua trinh ti€p nhan sdong am thanh vao
mang nhi va truyén Ién nao

» L3ng nghe la qua trinh tap trung chd y dé giai ma
song am thanh thanh ngir nghia.
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Phén biét nghe va lang nghe

Nghe & Lang nghe
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o n?

Tam quan trong cua nghe hiéu

hiéu qua

Tai
Sao
phai
léng
nghe
77?7

6(Hiéu ro thong di€p dwoc truyén tai )

P

—

@' Tang cwong sy hi€u biet vé chu de

GCThl’lc d?iy st hop tac giira cac chu thé

@) (Tiing cwong k¥ niing giao tiép

)

) ( Ton trong ngwoi noi....

)
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Cic phuong phadp lang nghe hiéu qua

- Thay d@i thai dé

v'Ngung noi
v'Khao khat mudn nghe, tap trung tri tué vao nghe
vV(1t bo cai “TOI”

v'Kiém ché cam xuc

v'Kién nhan 13ng nghe, dep bé moi sy’ phan tan

v'CO gang dat minh vao vi tri clla nguGi noi
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Cic phuong phadp lang nghe hiéu qua

- Thay doi cur chi

v Anh mét: Nhin thdng vao ngudi néi

v'Gat dau hoa nhip cung ngudi noi, ngudi hudng veé
phia trudc, tu thé thoai mai, than thién

v'Vé mat thé hién su’ hao hirng mudn nghe, tudi cudi,

cGi maG...
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Cic phuong phadp lang nghe hiéu qua

- Thay déi 18i néi

DUng nhiing tr cdm than thé hién su’ quan tam: Thé
a? That vay sao? Tuyét qua! Hay qua!...

Tzaen
D3t cau hdi cho ngudi ndi... Me
To
7
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Ky nang thuyét trinh
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Ky nang thuyét trinh

Chuén bi thuyét trinh

SUr dung ngdn ngil’ ca thé
St dung cdng cu ho trg nhin
Tién hanh thuyét trinh

Sau thuyeét trinh

ccccccccccccccccc
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T

huyét trinh thu

uuDuongThanCong.com

https://fb.com/tailieudientucntt



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

Sur’ dung ngén ngir co thé

- Phong thai tu' tin, dinh dac
NGON
NGUICO: Trang phuc chinh té phu hop
IHE,
Cila\C) P3u toc gon gang, nén trang diém nhe
I
AHOING Lura chon ché dirng, thé dirng gdy 4n tuong
O]
Nguoi thang,mim cuoi,giao tiép mat,...

ongThanCong.com
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Siur dung céng cu ho tro nhin

L

@ Lua chon cong cu phu hop

C6N§ @ Dé théy, dé s’ dung
CU HO
TRQ @ Dep, hién dai, cuén hit
THUYET
IRINA @ rhist ké slide voi ngi dung ha chon hop Iy

L@ Khac phuc sur cé ky thuit
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Tién hanh thuyét trinh

» Chuan bi tinh than
« Sap xép khong gian thuyét trinh

e Tra ICi cau hoi
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. Q&A
e Tom ludc noi dung thuyét trinh

« Cam on

DuongThanCong.com https://fb.com/tailieudientucntt
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Ky ndng té chirc cuéc hop

Chuén bi cho cudc hop
Tién hanh cudc hop
Két thuc cuoc hop

Cong viéc ti€p ndi sau cudc hop
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Chuén bi té chirc cuéc hop

O Muc dich cudc hop phai ludn ré rang ngay tu’ dau

n A2

Hieu ! N .
~ O Xac dinh to chuc cuoc hop la can thiet

ro
muc !

;" Can nhac cac van dé lam cho cuoc hop thanh con
dich O ve nop g
cuac - ~ N7 AT 7 n? >
h O-p O Dy’ kién nhing van dé co thé xay ra

O Dur kién cach thuc thuc hién cuoc hop
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Ky ndng té chdc cuéc hop

Phan loai cudc hop

—(—

i

Cudc hop biéu quyét
Cac thanh vién lua
chon giai phap dé thuc
thi

Cu6c hop giao ban
Muc dich chinh la dé
thong bao tinh hinh
hoat dong, va nhan
phan hoéi tu cac thanh
vién

\_ /

S
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Chuan bi té chirc cuéc hop

Moi ai dén tham du cudc hop
« NguGi ra quyét dinh chinh

« Ngudi c6 thé cung cap cac
thong tin co lién quan

« NguGi co vai tro trong viéc
giai quyét van deé

« NguGi can biét thong tin
bao cdo dé ti€én hanh cong
Viéc

« Ngugi thi hanh quyét dinh
cua cudc hop.
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Chuan bi té chirc cuéc hop

Lam ro vai tro

-_'-——

Ngddl

dan dat

m Cuoc hop

O
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Chuan bi té chirc cuéc hop

o vt — -

Dia diém Thiét bi
Dién tich phong hop bién thoai
Céch sdp x&p cho May chiéu
ngoi Bang trang
- Tinh toan phu Phan, but...
hdp vai muc dich > Kiém tra tat ca thiét bi

cudc hop trudc cube hop

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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Chuan bi té chirc cuéc hop

Chuén bi néi dung khac

Thu thap cac van ban, dif li€u can thiét

Phat trudc cho nguGi du’ hop cac thong tin co lién quan
Phan phat lich trinh cudc hop

NOi chuyén vdi cac doi tugng co lién quan vé y kién va
muc tiéu cua ho

Khuyén khich ngudi tham du cd su chudn bi trudc khi
dén hop

Tom tat ndi dung cho cac nha lanh dao khong dén tham
dy nhung ¢ quan tam
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Chuén bi té chirc cuéc hop

O N6i dung chinh héi hop

O Thoi gian bat dau, két thuc, nghf gidi lao
Chuong

Trinh - o, - B sty (s o
H(f)i O én ngudi chu toa, ngudi diéu hanh (néu co)
hop Tén cac chii dé trinh bay, ngudi trinh bay,

Tén ngudi ghi bién ban

() Tinh chat méi phan (théng béo, 18y y kién, quyét dinh...)
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Tién hanh cuoc hop

« Nhac lai muc dich cudc hop

» Tuan thu dung lich trinh

- Pam bao moi nguoi cung tham gia

» Ty nhan thic vé ban than nhu mot ngudi dan dau
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Doi pho tinh huong bat ngo

Mot vai nguoi

théng tri toan bd
cudc hop

Moi ngudi dén
muobn & bod vé
so'm

Cudbc hop roi
vao bé tac

Tat ca thanh vién

Xung doét A cung im lang

Xay ra J

Moi nguoi khéng
néu tryc tiép van
dé can thao luan

Moi ngwoi néu
di néu lai mo6t
vai diem
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Két thuc cuoc hop

Tuyén bo lai hodc tdm tat nhirng van dé da dat dugc,
cac diém chu chét, cac quyét dinh

Lam rd nhitng gi s& dién ra ti€p theo va nhan manh tdm
quan trong cua ké hoach hanh dong

Nh&n manh tdm quan trong cta cac y kién, quan diém
Lap ké hoach cho cudc hop ké ti€p (néu can)

Pé nghi moi ngudi gop y dé cudc hop sau dugc t6t hon
Cam an vi su’ tham gia va dong gop cia moi ngudi

. S _
i 2
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banh gia
hiéu qua
cuoc hop

Bién ban Ké hoach
cuoc hop hanh dong
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