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@ Noi dung chinh

Cac hinh thirc giao tiép

Cac kénh giao tiép
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Giao tiép la gi?

e SU truyén dat thong tin, y tudng, suy nghi tu
mot nguGi, mot nhdm ngudi dén mot ngudi, mot
nhom khac

So do giao tiép hoi thoai

=

| whigsp | /| TI;Ong 1 U criems
[ | Gidlma { diép | | Hbiaip
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V4 2 n an AF
Muc dich cua giao tiep

Truyén tai dugc nhiing thong diép

Nhan dugc su’ phan hoi cua ngudi nhan
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Cac yéu to cau thanh giao tiép

Qua trinh giao tiép

Guri Nhan

Giaima

Ngwo'i guri Ngwoi nhan

4
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sending the mago
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Tam quan trong cua giao tiép

- Ca nhan: diéu kién phat trién tam ly, nhan cach

e Thoa man nhu cau : nhu cau thong tin, nhu cau
dudc thua nhan, nhu cau dugc nhirng nguGi xung
quanh quan tam, nhu cau dudc hoa nhap vao
nhirng nhdm xa hoi nhat dinh...

» X3 hoi: la diéu kién cua su ton tai va phat trién.
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Tam quan trong cua giao tiép

Trong hoat dong QTKD:

Truyén dat nhiém vu, dong vién, khuyén khich...

Khién trach, phé binh, giai quyét cac xung dot.

Thiét 1ap cac mbi quan hé vdi nhitng cd quan, doan
thé, cac td chiic chinh quyén nhdm tao diéu kién

cho hoat dong cua DN co hiéu qua.
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ChUc nang thong béo ‘

e /
e

Chuc nang thuyét phuc

o /

Ch(rc ndng thé hién y chi, quan diém
. /
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Qua trinh giao tiép

QUA
TRINH TAC
DONG
QUA LAl
LAN NHAU

QUA
TRINH
TRUYEN
THONG
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Qua trinh truyén théng

1. Ca nhan — ca nhan: qua trinh phat va nhan tin

Thoéng tin phan hoi

Y nghia -> M3 héa Thong diép

Tiép nhan -> Gidi m3
Ngwoi nhan

Nguwoi phat Kénh
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Qua trinh truyén thong

1. T6i dang ndi chuyén veé cai gi? (What)

2. TOi dang giao ti€p vai ai? (Who)

3. Cudc giao tiép dién ra trong nhi*ng hoan canh nao?
(Where)

4., Tai sao toi tham gia vao cudc giao ti€p nay? (Why)

5. TOi phai trinh bay nhu thé nao? (How)

6. Khi nao thi nhirng diéu do6 nén dudc noi ra? (When)
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Qua trinh truyén thong

2. Truyén thong trong to chirc

f / Mang hinh sao: Truong \

nhom giao tiép voi tat ca cac

thanh vién, nhung cac thanh
vién khong thé giao tiép voi

nhau va chr giao tiép vdi

\ truong nhom /
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Qua trinh truyén thong

2. Truyén thong trong td chirc

& =)

Mangq vong tron: moi thanh

vién co thé giao tiép vdi
mot nguoi gan minh nhat

@ -4
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Qua trinh truyén thong

2. Truyén thong trong td chirc

-

~

Mang dan cheo. Tat ca cac

€

thanh vién déu giao tiép
duoc voi nhau

>4
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Qua trinh truyén thong

2. Truyén thong trong td chirc

\

Mang phan nhom: cac

thanh vién trong nhom

phan chia be phai lam suc

manh nhom giam xuon
o 2 Y
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O . - " aeme
@ Cac loal hinh giao tiep

1. Theo tinh chat cua ti€ép xuc: giao ti€p truc ti€p va
giao tiép gian tiép.
©ile)il=s) @ truc ti€p gap g, trao doi

tru’c t|é'p vG3i nhau

e tiép xuc qua phuacng tién
(dién thoai, thu tin...

Giao tiep
glan tiep hodc ngudi thi ba)
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&4 . _ " aeme
@ Cac loal hinh giao tiep

2. DOoi tudng giao ti€ép: giao ti€p bén trong, giao ti€p
bén ngoai

Giao tiép
bén trong

e Thu dién tu, to trinh, bao
cao, phat biéu...

o e Thu, cong vén, phat biéu,
Glao tiep hoi nghi, toa dam...

bén ngoai
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cac loai hinh giao tiép

3. Theo vi thé
ti€ép G thé ¢

giao tiép: Giao ti€p ¢ thé manh, giao

an bang, giao ti€p G thé yéu.

4. Theo sO lugng ngudi giao ti€p va tinh chat
cua moi quan hé

a. Giao tié
b. Giao tié

0 gilra hai ca nhan
p gilra ca nhan vdi nhém

c. Giao tiép giitra cac ca nhan trong nhom

d. Giao ti€p gilra cac nhém
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Cac kénh giao tiép

Giao tiép chinh thirc

« TU cap trén xuong cap dudi (downward): hudng
dan cong viéc, quan hé cdng viéc, quy trinh,
phan hoi, ...

« TU cap dudi lén cap trén (upward): bao cao, deé
nghi, ...

» Gilra cac dong nghiép (horizontal): hgp tac, giai
quyét cong viéc, chia seé thong tin, thuc hién bao
cao, ...
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Cac kénh giao tiép

Giao tiép khéng chinh thirc

e Mang tinh ca nhan

» Cac chuc nang:
+ Xac nhan thong tin;
+ Mo rong thong tin;
+ Lan truyén théng tin;
+ Phu nhan thong tin;
+ B4 sung théng tin.
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Cac phuong tién giao tiép

1. Ngon ngit: ndi, viét

= NOi dung cua ngbn ngl{r

= Giong noi, giong van

= Toc do, nhip do ndi, cach nhan giong

= Phong cach ngdn nglr: thé hién qua I8i ndi, 16i
viét, cach dung tur ngit dé dién dat y trong giao
tiép...
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Cac phuong tién giao tiép

1. Ngon ngit: ndi, viét

= NgOn ngir trong thuyét trinh
= Ngon ng{ trong van ban

= Ngon ng(r trong email, tin nhan...

KISS
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Cac phuong tién giao tiép

2. Phi ngon ngir (20% ngon ngir c6 am thanh,
80% ngon ngir khong co am thanh)
. Anh mét
« Phong cach an mac
« Tu thé (di, di'ng, ngoi)...
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Anh mdt
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Anh mdt

» Nhin thang vao ngudi doi thoai

« Khong nhin ngugi khac vdi anh mat coi thudng,
giéu cgt hodc khong thém dé y

« Khong dao mat hoac dua mat li€c nhin mot cach
vung trom.

« Khong nheo mat hodc nham ca hai mat trudc mat
nguai khac...
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An mac p

An mac p

LY

LY

0 vai thdi gian (T)

y dia diém (P)

An m3c thé hién muc dich (P)

TPP
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- Dang, di lai, vung tay
- Khoang cach

»  Di chuyén...

Tao dang nang dong va nhiét tinh

Van dong, di chuyén lién tuc...
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Tu'thé

« Di nhanh va nhe nhang
«  DAu ngang cao
« Nguc hoi udn ra phia truéc mot chut

- thé hién su tu tin, ndng dong, giau nghi luc.

“Pi nhw gié, dirng nhw cdy théng va ngéi nhw chuéng”
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Cac phuong tién giao tiép

» Giao ti€p ngon ngll' va phi ngon ngir it khi tach rJi

nhau, ma thudng bo sung cho nhau.

» Giao tiép ngon ngll' va giao ti€p phi ngdon nglr phoi

hdp vOi nhau tao ra hién qua cao nhat.
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@ Nguyén nhan giao tiép khong hiéu qua

e Nhan thdc khac nhau
e Suy dién sai

e Nhdm Ian nghia cla tUr
eThai gian khong hap ly

e Qua tai thong tin
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@ s A a A [ u AT
ﬁ Quan niem sal ve giao tiep

e Giao tiép la viéc dé
e Giao tiép luc nao ciing tot
e Giai quyét dugc moi chuyén

e Giao ti€p nhiéu han sé tot hon
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