C4m nang BO tdi

Bj sdch Cdm nang B tidi cung cip nhitg gidi phdp thiét
thyc cho nhitng thich thilc thubng gdp trong cong vide hing
ngiy cia cdc nha quin ly. Mbi cubn trong b sich niy I
nhiing cong cu tign ich, nhiing bai tut kiém tra, nhimg vi du
thyc tién, giip ban nhin bigt dugc stic manh, diém yéu ciing
nhi cd duge kij ndng phin teh sic sdo. Dit ban dang & van
phong, trong cude hop hay di trén duimg, nhiing cudn cim
nang b6 tii nay ciing sé gidp ban gidi quyét nhitg khiic mdc
hdng nghy trong odng viéc d€ c6 duge t6c dp lam vige nhanh
hon, hiéu biét nhiéu hon va cong vige ngay cang higu qud.

Céc cubn trong ciing bé sach:
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Diéu hanh cujc hop Ky ning hudng din nhin sy
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LOI MG PAU

huy#t trinh chic hian khéng con 1a mét thuat ngit
Txa la 461 v&i da s6 ching ta. K§¥ ning thuyé&t
trinh dang ngay cang dudc chii ¥ nhiéu hon trong moi
hoat déng cda cube s6ng. Ban phdi thuy&t phuc nha
diu tu, nha cung cap, hay cé thé 1a cdp trén vé tinh kha
thi cia mét du an? Hodc don gidn, ban cén trinh bay,
dién gidi lai ndi dung mot k€ hoach, mét céng trinh
thiét k& truc mét s6 ngudi quan tim? Chic hin ban sé
nhan ra khéng it nhidng khé khan trong qua trinh nay
nhi: Sy phdn dng gay git cia da s6 ngudi nghe, hay
nhiing cAu hdi phin bdc ngoai du kién. Ciing ¢6 thé
d6 12 khi ban hing ting khong biét nén bit dau tif déu
dé cudn it ngudti nghe, hodc cich trinh bay cic luén
di€m nén nhu th& nao?

Tuy khéng xa la, nhung i “thuy@t trinh” }am cho
ching ta tudng ring ddy 13 mét ki ning phiic tap va
khéng dé x4y dung. Thifc t&, d&i véi nhitng ai nim bit
dugc nhitng quy tic co ban nhat cda viée trinh bay trudc
dém déng, thuyst trinh khéng phdi la viéc qud khé
khin d€ cé thé dat duge hidu quid cubi cing. Nhung



dai vé&i rdt nhiéu ngudi, d6 1a mot bic tudng “khé pha”
dé ¢6 thé dén v&i ngudi nghe.

Hi€u 13 tdm Iy e ngai va nhing khé khan phé bién
trong khi thitc hign mét bai thuyét trinh cda da s¢ moi
ngudi, cubn sdch Kif nang thuyét trinh nay sé cung cip
cho ban nhitng k¥ nang co ban va thigt thirc dé dat higu
quéd cao nhat cho bai dién thuyét cia minh. Cubn sdch
khéng chi dua ra nhiing buée co ban nhu 1én k& hoach,
chuén b cho thuy#t trinh ma cdn c6 nhiing vi dy, tinh
huéng dé gap phai trong qua trinh thuc hién. Ban canh
d8, cubn séch cling cung c&p cho ban nhiing bdng céng
cu dugce xay dung khoa hoc va cong phu, déng thdi ban
cé thé tu ddnh gid khai quéat két qud thue hién bai
thuy#t trinh cda chinh minh.

Cung v6i Qudn Iij thiri gian, Pam phin higu qud, Link
dgo nhém, Kij ndng thuyét trinh — mét trong nhiing cubn
sach trong b6 Cam nang b3 ii, duge thuc hién bdi nhiing
chuyén gia hang ddu vé giao ti€p va thuyét phuc ciia
Trudng Kinh doanh Harvard.

BDoc Ky ndng thuyét trink, ban s& thdy viée ding
trudc ddm déng hodic ditng trude nhitng d6i téc quan
trong d€ trinh bay vé& bat cit didu gi s& trd nén don
gidn hon. V&i nhitng vi du thuc € trong cuén séch

nay, ban cing s& hi€u hon tai sao cic d6i tdc nude
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ngoai lai cé syt tyf tin va stc thuyét phuc 16n dén vay
khi ta ti€p xuc.

Céng ty VNN Publishing ~ déc quyén khai thac va
xu&t ban bd sach C&m nang B4 tii, xin duge han hanh
gidi thieu cudn sich Ky ning thuyét trinh tdi doc gia
Viet Nam. Hy vong ring, diy s& 12 mot mén qua bg
ich gitip cdc ban ¢6 them nhiing ki€n thifc thutc t&€ va dat
dudc nhidu thanh céng trong céng viée va cudce song.

VNN Publishing!
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Thong diép clia chuyén gia:
Ro rang va Hifng khdi

Su thanh céng ctia mot bai thuyét trinh khéng chi
12 van dé cda cdm xuc va k§ thuiat PowerPoint,
né doi héi nhitng ki ndng cu thé d& 161 cudén va thuyst
phuc ngudi nghe.

Tap sdch bd hii nay sé gitip ban lién két nhitng gl
ban biét vé dé tai thuyét trinh véi nhu cdu ngudi nghe
- theo nhing cdch thaic 18 rang, sidng sda va tran diy
hing khdi. Tap sach chifa dung nhing théng tin lién
quan dén:

» Céach chudn bi t6t bai thuy#t trinh, sao cho phu

hop v&i ngudi nghe va béi cinh.

» Céch truyén dat bai thuyét trinh hi¢u quéi va din

ddt nguoi nghe d&€n hanh dong.

» Gidi ddp cac cAu hdi va gill ngudi nghe tap trung

trong sudt bai thuy#t trinh.
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Chiic ban may mén trong bai thuy&t trinh k€ ti€p!

Nick Morgan!, Chuyén gia ti vin

! Nick Morgan Ja chuyén gia trong linh vic truyén
thong, ngudi chuyén soan thio cac bai phét bidu. Ong con
la Gidm d6c Quan h¢ Céng chiing va Gido su v& Truyén
thong. Théng qua céng ty clia minh - Public Words LLC
(www publicwords.com), 6ng dd ddo tao cdc nha quan ly
va diéu khién nhidu héi thdo ban vé c4c vin dé trong giao
ti€p. Ong da ting bign tip cubn Harvard Management
Commiunication Letter (TD: Thu tin giao dich trong quan ly
Harvard), viét hang trdm bai bdo, va 13 tic gid cudn
Working the Room: How to Motivate People fo Action Through
Audience-Centered Speaking (TD: Phong lam viéc: Cach
déng vién moi ngudi hanh dong théng qua céch néi
chuyén 1dy-ngudi-nghe-lam-trung-tAm) do HBS xui't ban.

14 K¥ nang thuyét trinh



Ky nang thuyét trinh:
Nhitng van dé cc ban



TRUGNG CAO PANG LTTP
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Téng quan vé thuyét trinh




“Chiing ta thong tri the gidi bing I néi.”

- Napoleon Bonaparte

THUYE'T TRINH CO THE tr& thanh mét cich thuc
c6 tic dong manh trong vide chuyén théng diép
cda chiing ta d€n mot nhém ngudi va 16i cubn ho vio
cudc ddi thoai hai chiéu. Nha quan 1y sit dung thuyét
trinh dé:
* Thuyé&t phuc ngudi nghe thuyc hién mét hanh
dong dic biét nao dé.
* Truyén dat thong tin.
¢ Dua ra m6t didn dan dé thio luan,
¢ Tim hi€u phdn tdng cda moi ngudi d6i véi mét
tinh huéng hay mét ¢ tudng.
¢ Pat duge mdt cam ket

* Thu hit moi ngudi vao viéc gidi quyét van dé.

Cac thé loai thuyét trinh

C6 nhiéu hinh thifc thuyét trinh, mai hinh thidc duge
xay dung nhim ddp tng nhing yéu cdu cu thé.

16  K§ nang thuygt trinh



Vi DY:

* Bén sdn phdm: Phac thdo céc Igi fch va nét dic
trung clia moét sdn pham hay dich wy, duara ly do
mua san pham.

o Thuy&t minh sdn pham: Trinh bay phudng thiic
hoat dong clia sn phim.

* Thuyét phuc: Pua ra cac 1y do dé (ing hd cho mét
y tudng.

* Bao cdo tinh hinh: Chi tigt v& ti€n trinh clia mét
du &n, mét nhiém vy dac biét hodc mt chuang
trinh khuy&n mai.

e K& hoach hoac chi&n lugc kinh doanh: Phac thio
k& hoach mét td chilc sé |am sdp tGi hoic dién
gidi myc tiéu cla cong ty.

Dt myc dich cia ban 14 g}, ditng sit dung bai thuyét
trinh d€ d6 vao tai ngudi nghe mét déng thong tin chi
tiet. Ngudi nghe chi nhé dugc mét vai chi i€t sau bai
thuyét trinh. Ban c¢6 thé sit dung bai thuyét trinh dé
théng bio vé mdt sy thay d6i hay sang kién quan trong,
nhung hiy truyén dat cdc chi ti€t bing vin badn. Nhu
vay, muc dich cia ban s& quy&t dinh thé loai thuy&t

Téng quan v& thuyét trinh 19



trinh ban chon. Ban ciling cn x4y dung bai thuyét trinh
phi hop vdi cac yéu 6 sau:

* 56 luogng thinh gia.
* Midc d6 trang trong ctia bu6i thuyét trinh.

* Mifc dé thudng xuyén cda cude gip (mot 1in,
thinh thodng, thudng xuyén).

¢ Thdi gian trong ngay va cdc dic difm khic cia
théri diém dién ra bai thuyét trinh.

20 Ky nang thuyét trinh



Nhiing van dé dau tién
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UNG GIONG NHU MOQI NO LUC trong cic cong
CVifec khdc, mot bai thuyét trinh hiéu qui bat diu
bing viéc tip trung suy nghi. Budc nay khéng gibng
v6i vige chudn bi - s3 1a budc k€ tiép. O bude du tién
nay, ban cin nghi v& muc tigu bai thuyét trinh, v& ngudi
nghe, vé& ngii cdnh ma ban s& thuyét trinh trong d6.

Xac dinh muc tiéu

Muc tiéu bai thuyé€t trinh 1a k&t qud ban muén dat
t#i - thuy&t phuc, thdo luin, mua vio, phin hdi, hodc
ban ra. Muc tiéu ciia ban s& xdc dinh cdch ban phat
trién bai thuy8t trinh. Hay bit ddu bing vidc ty dat cic
cdu hdi: “Muc dich cia bai thuyét trinh nay 1a gi?” “Téi
mudén ngudi nghe lam gi sau khi nghe thuy&t trinh?”
Cu th€ hon, hiy tu hdi cdc ciu hdi sau:

* T6i mudn théng bdo, thuy&t phuc, hay bin hang?

* T6i mubn ngudi nghe hiéu, hoc héi, hay thuc hign

mét hanh ddng? Luu ¥ sy khdc bigt giifa trinh
bay v& mét khodn ngan sich d€ ngudi nghe hiéu
vé nd va thuyét trinh v& mot khodn ngéan sich dé
ngudi nghe déng.y chon né.

22 Ky ning thuy@ trinh



¢ T6i mudn ¢ cam k&t gl 1t phia ngudi nghe khong?

Sau d6, ban s& suy tinh nhiing vi du, hinh dnh, va chi
tiét ¢ thé giup ban dat duc muc tidu cia minh. Bat ot
thit gi khéng lién quan, gdy sao nhang hodc can trd cin
phai loai b.

Muc tiéu cita ban ciing gitip ban quyét dinh cdc van

dé sau:

o C6 cAn thuyét trinh hay khéng; hay c6 thé si
dung mot hinh thite giao ti€p khéc higu qué hon,
ching han nhif mdt bida &n trua.

» C6 cin thuc hién thuyét trinh d&i véi thinh gid
nao dé trong hoan cdnh dic bigt ndo dé khéng.

+ N6i gi va néi bing cdch ndo?

» Can thye hién didu gi ti€p sau bai thuy€t trinh.

+ Nhing phén bién <6 thé c6.

Tim hiéu ngudi nghe

Thuyét trinh 14 cudc d6i thoai c6 tuong tdc gida ban
va ngutdi nghe. Ban cang hidu ngudfi nghe 16 bao nhiéu,
ban cang cé khd ning thuc hién bai thuyét trinh phd
hop véi ngudi nghe b&y nhiéu. Hay chic ring ban ¢6
thé trd 101 céc cau hoi:

Nhiing vin dé ddu tién 23



* Dé tai thﬁyé't trinh quen thudc hay méi la, cé the
gay tranh cii (hodc t6ng hop t&t ca nhing diéu
trén) déi véi ngudi nghe?

* Nguéi nghe 13 ai, va c§ quan hé gi d6i véi dé tai
thuy&t trinh cita ban?

* Ho biét gi vé& d& tai thuyét trinh? Ho cdn biét gi
vé né?

* Ho mong doi gi ¥ bai thuyét trinh ciia ban?

* Ho da quen vdi mét thé loai thuyét trinh nhat
dinh ndo chua?

* Ho cén biét gi vé ban? Ho cin biét gi hon? Ho
cam thdy th€ nao vé ban?

* Taisao ho lai dy budi thuyét trinh? Ho mu6n dén
hay dugc yéu cAu phai dén?

* Ho c6 nhigt tinh? Lich su? Linh dam? Chéng d6i?

* C6 ud ngai nao khdc da ting xay 1a, hay cé
nhitng mong d¢i ndo ma ban cdn hru y?

LUU Y: Dt ban dang choi mét mén thé thao c6 tinh
ganh dua, thuc higén mot cudc dam phén kinh doanh,
hay thuyét trinh, thi ban cang hi€u ngudi dsi dién
bao nhiéu, cang c6 nhidu Igi th€ dé thanh cong bay
nhiéu. Bing di tit bd qua nhing y&u t8 quan trong
trong qua trinh chudn bi.

24 Ky nang thuyét trinh



Ban c6 thé st dung bang “Pic diém thinh gid” d& c6
dinh hudng trong viéc phan tich ngu®i nghe.

Ndm viing tinh hudng thuyét trinh

Ching ¢ bai thuyét trinh niao duge thyc hién trong

chdn khéng cd. Tinh hudng dién ra bai thuyét trinh

cda ban déng vai trd quyét dinh trong vigc né sé duge

ti€p nhan nhu th€ nao, vi vy, hdy ndm ving nhiing

van dé sau:

Tinh huéng dé ¢ tinh chidt trang trong hay
than mat?

Khi ban thuyét trinh, ngudi nghe vita méi &n,
udng, lam vidc, nghi gidi lao, hay lam viéc gi dé
ning déng? Ho dang mét mdi hay tinh tdo?

Ai s& noi trudc ban? Ai s& thuyét trinh ti€p theo?
Diéu d6 dnh hudng th& nio dé&n phin tng cda
ngudi nghe?

Ban 1 ngudi phat bidu diu tién hay cudi cing
trong chuong trinh? Trong ngay? Trong budi sing
hay buéi chiéu?

Ngudi ta ¢6 mong dgi ban trd 18i cdu héi hodc
phat fai liéu vé& bai thuyst trinh?

Nhirng van dé dau tien 25



* Ban ¢6 bao nhiéu thoi gian cho bai thuyé&t trinh?
Ban cé th& chuyén tii toan b6 théng digp cda
minh trong khodng thdi gian dé khéng?

* Li¢u c4c y&€u t6 hau can cda budi thuyét trinh 6
doi héi ban phai thay d8i bai néi chuyén cho phit
hap?

* Ban ¢é quyén ki€m soat nhu th€ nao d6i véi méi
trudng va thiét bj?

LUU Y: D& chic rang ban di xem qua moi chi tiét
lien quan d&n finh hudng thuyét trinh, hay st dung
bang “Hau can”. ‘

DE hiéu 16 hon vé b6i cdnh thyc hign bai thuyét
trinh, hiy st dung bang “Tinh huéng thuyét trinh”.

26 Ky nang thuyét trinh



KY NANG THUYET TRINH

Dic diém thinh gid

St dung bang nay khi chudn bj
cho bai thuyét trink ciia ban

Cau héi

Ghi chh

1. Ai 13 thinh gid cda ban, va ho
cé quan hé gl véi dé tai thuyét
trinh clia ban?

2. Ho da bit gi v& dé tai?

3. Tai sao ho c¢in phai bigt?

4. Ho tréng dgi gl ¢ sg kién
16n hon? Hay & bai thuyét trinh
cda ban?

5. Ho bidt gi v& ban? Hp ¢6 cin
bigt gi thadm khong?

6. Ho ¢6 ¥ kién gi vé ban hay vé
t8 chutc ban dai dign?

7. Ho tu nguyén hay dugc yéu
cAu dy budi thuy&t trinh?

8. Ho c6 khuynh huéng nhu the
ndo: 54n sang tifp nhin thong
tin? Nhi2t tinh? Lich su? Chéng
d6i? Lanh dam?

9, C6 trd ngai hay chuy?n nao dé
trong qué khd, hay bat ky su
tréng doi nao khic ban cdn huu ¢7

Nhitng v&n dé ddu tien
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10. K¢ thugt thuyét trinh nao c6
thé thu hit sif ¢hid ¥ cila ho t6t
nhat va truyén dat ¢ ki€n cida
ban mét cach hiéu qud nhgt? (vi
du: dién t&, k& chuyén “ngusi
thét vigc that”, ding hinh 4nh?)

KY NANG THUYET TRINH

Hiu cin

Hoan tit bdng nity tricde khi thuyét trinh d4€
bdo ddm ring ban khong quén bit ky chi Hét hiu cin ndo.

P& tai thuy&t trinh

Ngay
Ngudi thuy#t trinh

Dia diém thuyét trinh

Tén va dién thoai ngudi didu
phdi budi hop

Tén va dién thoai ngudi lign hé
phong hop

S6 ngudi tham diy

Tai ligu phat ra

S8dp x&p phong

O Hdi truting @ Ban hinh O Buc phit biéu
méng ngua

28 Ky nang thuyét trinh



0O Phong hoc Ban ke thanh San khéu
day
O Hoi nghi
Ban: Truéce, hai
O Khace bén, sau
Trang thigt bi
O May tinh Day cim dién | O Micro
O M4y chidu hit Gia gidy v/ Thiét bi video,
(OHP)/dén Bang keo/Buit ddu dia VCD
du phong vigt va man hinh
O Ban dé mdy May chigu LCD Budng diy
chigu dién thoai
O Khiéc
Khéc

Nhing van dé ddutien 29



KY NANG THUYET TRINH

Tinh hudng thuyét trinh

St dung bing niy d€ hiéu rd hon
tinh hufng thuyét trinh cita ban

Cau hdi

Ghi chil

1. Bai thuy#t trinh trong tinh huéng
trang trong hay than mit?

2. C6 phdi khi ban thuy#t trinh sé la
thdi diém ngudi nghe vita an, udng,
Jam vigc hay lam vigc gi ndng xong?

3. Ai s& ndéi trudc hodc sau ban? Dy
kién ho s& ndi gi?

4. Ban 13 ngudi phat bidu dau tign hay
cufi cung trong chuong trinh? Trong
ngay? Trong budi sdng hay bufi chidu?

5. Ban ¢6 duge tréng dgi sé trd lai
cdc cfu hdi hay phat tai lieu vé bai
thuyét trinh?

6. Ban ¢6 bao nhidu thii gian d8 thuyet
trinh? Ban c¢6 thé truyén dat xong
thdng digp cda minh trong théi gian dé
hay khéng? Néu khéng, ban cé thé
thay d8i n6i dung cho phit hop ma van
hidu qud khdng?

7. Viéc bg tri trang thi€t bi va ban
gh€ trong phong cé doi héi ban phai
thay d8i bai thuy&t trinh cho phi hgp
hay khéng?
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Xac dinh diéu c




“Tat cd mei diéu déu khdc di chur it
ngay sau khi dugc néi thinh loi.”

— Hermann Hesse

GAY KHI BAN PA SUY NGHI th&u déo v& muc
Ntiéu, ban phdi quyét dinh ban s& néi nhiing gi
vdi thinh gid ctia minh. Didu nay thuéng khéng dé chut
nao. Ban da bao gi¢ trdi qua tinh hudng khi ban biét
muyc tiéu cia minh l1a gl (thuy&t phuc cdp trén chdp
~ thudn k€ hoach phit trién sdn phdm méi chdng han)
nhung chuta biét k&t hop thé nao gitfa cdc luln g, suyt
kién, va cdc vi du d@ dat duge muc titu cda minh? Néu
ban tra 1oi “C6”, ban hifu t61 mudn ndi gi rdi d4y.

Ba céng doan

Thong thudng, cich dé nhdt d& phd v cuc d4 ting
“Téi nén néi gi?” 1a chia nhidém vu nay thanh 3 cé6ng doan.

Céng doan 1. Pinh nghia théng dié¢p chinh: Ban
mudn moi ngudi nhd gi va thuc hign hanh déng nio.
Théng diép nay xuft phat trife ti€p b muc tidu cia ban.
Ban c6 thé ¢6 nhiéu Iy 18, ¥ tudng, di litu dé chang
minh nhung chi ¢6 mdt théng digp chinh ma théi.
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Céng doan 2. X4c dinh cdc ludn aif b8 trg cho théng
digp ctia ban. Tranh céc chi ti€t thita, hiy chic chdn 13
ban dién gidi nhiéu hon chit khéng chi dua ra cAc théng
tin. Vigc xdc dinh va chi trong vao nén méng xuc cdm
cia théng diép rét quan trong. Tai sao ngudi nghe cin
phdi quan tim dén théng diép cia ban?

LUU Y: Nhimng tuyén b6 dugc dua ra khong ¢6 1y 1& hoac
bing chitng hé trg chi don thudn 12 ¢ kign, va cic ¥ kién
thuding khéng c6 nhiéu tc ddng ién ngudi nghe. Hay
dua ra cho ngutt nghe nhiing 1y do ho can chia s& quan
diém v&i ban hodc thyc hién mdt hanh déng nao dé.

Giai doan 3, Xic dinh thdi dim khi ma viéc 161 kéo
su tham gia, phdn 1tng, dong ¥, hodc mua vao cda ngudi
nghe 13 rdt quan trong.

Xem xét va trau chudt cac y tuwdng

Khi mét loat cdc ¢ tudng ban diu vé nhing diéu
mudn néi 43 ndy sinh, ban 443 sin sang dé xem xét va
trau chuét chiing. Hay cin nhic cdc didu saw:

» Théng diép chinh ban d4 chon ¢é thit sy 1a quan

trong nhdt? N6 c¢6 b6 trg cho cdc muyc tidu cda
bai thuyét trinh?
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Céc 1y 1& ban din ra c§ d& higu d6i ngudi nghe &
cac trinh dd khic nhau?

N6i dung cda ban cé thuy&t phuc ngudi nghe
déng ¥ véi ban?

Céc két n6i logic ¢6 6 rang?
Luin cif nao cin dugc phét trién thém?

Ly 1& phdn bién nac can dugc vé hidu héa?

Va r6i, néu thuyét phuc 1a muc dich eiia ban, hiy ty
héi minh xem ban ¢ thé 1am hay néi gi khac d€ ¢6 thé
thuy&t phuc ngudi nghe. M6t 181 thuyét phuc higu qui
phai vita ¢6 1y vita c6 tinh. Ban cé thuyét phuc dugc
ngudi khac hay khéng phin 16n phu thude vio nhigt
tinh, su tin nhidm va sy tin fudng cia chinh ban vao dé
tai thuyét trinh,

Nhé ring, chi dua vao bai thuy&t trinh nhing chi
ti€t ¢6 finh thuy&t phuc. Nhitng chi tiét du thita sé& phan
tan tu tudng ngudi nghe khdi nhitng gi ban muén ho
nghe, ti€p thu va ghi nhé. Néu ban khéng chic vé tic
déng clia mét ludn diém nao d6, hdy loai né ra.
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Chudn bi
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OT KHI BAN DA CO ¥ tudng chic chin vé
Mnhﬁng gl ban mudn néi va vé& muc tidu bai
thuyét trinh, ban da sin sang cho budc k€ tidp: Chudn
bi. & bugde nay, ban s& sip x&p bai thuyst trinh vio mot
dan bai phii hgp véi khodng thoi gian cho phép.

Td chifc bai thuyét trinh

Ngay khi ban ¢é cdc tai lidu thé cia bai thuyét trinh,
ban can sip x&p chiing lai. M4t bai thuyét trinh duge t§
chidc t6t 5& giip ngudi nghe ti€p thu mot cach d& dang
nhit, lJam ting khd ning dat duge muc tiéu cia ban.
Trong hiu h&t cac truding hop, mét bai thuyét trinh cin
¢6 doan m& diy, 19 tuyén bd vé mét nhu cdu hodc mot
vdn dé cdn gidi quyét, bign phap gidi quyét va 151 kéu
goi hanh dong.

NGUG! THUYET TRINH:

Vay la chiing ta tap trung & diy dé tim hidu them vé
sy chuyén ddi quyén lanh dao.

Bao nhiéu ngudi trong cdc ban dd dugc chuyén
{&n mét vi tri quan Iy mdi trong ndm vira qua? Um,
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cb [& |a ¥ trong s6 cdc ban & day. C6 thé it hon
mat chat. '

Bao nhiéu nguti di ¢6 ngudi quan Iy méi ndm ngodi?
1/3 - ho#c gan mét nlfa s8 ching ta & day

T8t r6i. Hay xem bao nhiéu ngusi hodc da chuyén
lén vi trf méi hodc ¢6 ngudi quan ly mdi trong vong
2 ndm qua? La hau hé&t moi ngudil

Céc ban thay d6, tit ca ching ta déu cé lién quan
dén viéc chuyén déi quyén lanh dao. Va chang ta c6
thé 1am cang nhiéu diéu cho viéc chuyén d8i nay
dugc thanh cdng cang tot!

Ban ciing ¢6 th€ sit dung doan m& dau dé:

* X&c dinh muc dich cda bai thuyét trinh,

¢ Tao sy tin nhiém. Hiy t hdi bdn thin: “Biéu gi
& ban sé& gdy 4n tugng vSi d6i tudng thinh gid
dic biet nay?” va tap trung vao chiing. Hoic, néu
phit hgp, hiy m&i mét ngudi khdc ¢ chiic vu
hode duge tin nhiém gidi thidu cho bai thuyét
trinh cia ban.

* Mo {3 tAm quan trong cda dé tai d6i véi nguoi
nghe: Cé gi danh cho ho trong d6?7

* Gidi thiéu that ngdn gon cdc ¥ chinh s& dugc
dé cap.
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Phén hai ctia bai thuyét trinh 1a 18i tuyén b6 mot nhu

cdu hodc m6t van dé. U day, ban cén 1am cde viec sau:

* Cho ngudi nghe thdy r6 tai sac ho cdn quan tdm

dén théng digp cda ban.

Phiét trién mét nhu cidu hay vdn dé ma ban va
ngudi nghe sé& cung gidi quyét.

Them vao cic ly 18, vi du va mdt loat cac tai lidu bé
trg phit hop d€ duy tri su huing thd ctia ngudi nghe
ma khéng khign ho sao nhing khdi cdc ¢ chinh,
L6i cudn ngudi nghe vao bai thuyét trinh bing
cAch héi cdc dé xuft cia ho va chi ra cdc nhu ciu
va van dé cda chinh ho.

G phén thit ba cia bai thuy@t trinh: Cdch gidi quyét,

hay cho ngudi nghe thdy 18 ban nghi gi vé cach gidi
quyét van dé hodc ddp ung nhu cdu. Ban s& thuc hién
nhing didu sau:

38

* Giip ngudi nghe hinh dung céc igi ich cda bién

phép gidi quyét.

Thu hiit ngudi nghe vao viéc vach ra con dudng
di téi.

Dién dat cach gidi quyét cda ban bing ngén ngd
clia ngudi nghe.

Bdo ddm ring sy cdp bédch cda phuong 4n gidi
quyét s& ddp 1ing dugc nhu cdu.
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Pé k&t thiic, ban cdn ¢é mot 181 kéu goi hanh déng
manh mé. G phin nay, ban s& mudn lam nhiing diéu sau:

-

Lip lai théng digp chinh ciia bai thuyét trinh.
K&t hop cdc ¥ m& ddu vao cc nhan xét ket thiic.
Gidi thidu cac gidi phdp.

D2 nghi cdc hgp déng

Pat dugc cdc cam két hodc viec mua hang.

K&t thic.

THU THUAT TRINH BAY
MOT BAI THUYET TRINH:

Xac dinh myc tidu thuy@t trinh. N6 sé dan dét mei
viéc ban lam sau dé.

Tim hidu cang nhiéu cang t5t vé& ngudi nghe, cac
dinh ki€n cang nhu nhiing diéu ho trong dgi.

D& cap dé tai thuydt trinh tf quan diém cda
ngudi nghe,

Tay bién bai thuyét trinh cho pha hgp véi tinh
hudng — mdi trudng vat chat, thai diém trong
ngay, cac sy kién quan trong ¢6 thé anh hudng
téi ngudi nghe.
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Bai thuy&t trinh nén dai bao lau?

Thudng thi, ban phéi diéu chinh bai thuy?t trinh ciia
minh cho vifa vin véi mét thai gian bifu do ngudi khac
quy&t dinh. Vi dy, ban dugc giao 30 phiit d€ thyc hién
mét bai thuy€t trinh bdn hiang dén ngudi mua. Trong
nhiing trudng hgp khic, ban duge chd dong vé thdi gian,
va 6 thé quyét dinh d6 dai phit hgp cho bai thuy#t trinh.
Sau day la cc hudng din bé ich cho ¢ 2 tinh hudng;

¢ D¢ dai cda bai thuyét trinh cin dd d€ chuyén tai

théng digp chinh mét cdch 15 rang va hoan chinh.

* Diéu chinh dé dii cda bai thuyét trinh sao cho né

dd d€ trinh bay r6 rang va hoan chinh trong
khodng thdi gian cho phép.

* Sg t6t hon néu gidm bét s6 y va hoan thidn titng ¥.

* Neéu ban khéng c6 du thdi gian dé trinh bay m6t
¥ tudng 16 rang va chdp nhan duge d6i véi ngudi
nghe, hay gilt né lai cho bai thuyét trinh khac.

» K&t thuc sdm sé {6t hon viéc hoan tdt bai néi
chuyén vao thdi di€ém cudi cing hay trinh bay
mét cach vHi v tit dAu bai néi chuyén cho dén
hic két thic. _

* Du kién nhitng di€m can bd bét néu thdi gian bi
it ngdn.
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¢ Danh it thdi gian cudi bai thuyét trinh cho cac cu
héi cda ngudi nghe, diy 1a phép xa giao cg ban.

Cén gitip 48 trong viéc sdp x&p bai thuyét trinh?
Hiy cdn nhic viéc st dung bang “Phac thio dan y”.

Chuinbi 1



KY NANG THUYET TRINH

Phdc thdo dan y

Sut dyng bang nay d€ sdp xép ndi dung bai thuyét trink

Pé tai
Theo yéu cau cha:

Muc tiéu

NEu bai thuy@t trinh thanh ¢éng, nhiing két qua th&y ngay
la gi?

Théng diép chinh

Ngudi nghe ¢dn hidu va nhd gi tt bai thuyét trinh?

1.

2
3.
4

B

Cic théng tin b8 trg

Thong tin ndo s& dng hd cho cic théng diép chinh?

Thing digp 1
Théng digp 2
Théng diép 3
Théng diép 4
Théng digp 5
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St dung hinh anh
nhu thé nao?
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GAY KHI TO CHUC NOI DUNG, BAN HAY
NSUY TINH CACH sit dung hinh 4nh d€ truyén
tai ¥ tudng va khic siu ching vao tam tri ngudi nghe.
Méi ngudi déu ¢6 cach tim hi€u théng tin riéng ciia
minh, nhng hdu h&t déu tiép thu hinh dnh 5t hon 181
néi. Hay cin nhic cdc k&t qud nghién cdu sau day:

* Moi ngudi ti€p nhdn 75% nhing gi ho thiy, 13%

nhing gi ho nghe, va 12% nhitng gi ho ngui.

* Mot buc tranh chuyén tai théng tin higu qua gép

3 1an 1&i néi.

® L¢indi va hinh dnh di cing nhau higu qua gdp 6

lan 101 néi.

St dung sy trg gitip cia hinh dnh gitip duy tri sy
chi ¢ va ghi nh& cdc dif kién ctia ngudi nghe. 5S¢ dung
hinh dnh cting gitip ngudi nghe nim dugc cic ¥ tudng,
hinh dung cdc méi quan h2 va suf b6 tri cdc vat thé.
Hinh dnh ciing ¢6 thé duge sit dung d€ goi ¥ chuyén
huéng dé tai.

Tuy nhién, hdy nhé ring, khi ngudi nghe nhin vao
hinh dnh, ho s& khéng nhin ban, vi vdy hdy git hinh
dnh & mifc t6i thifu. Va ditng s’ dung cdc ban trinh
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chigu ¢6 qué nhidu chit thay cho dé cuong thuyét trinh,
thay vao d6, hdy nim viing n6i dung phat biu cda ban.

SIr dyng phuong tién hinh anh phii hgp

Ban c6 nhiéu chon lua d6i véi cdc phuong tién hinh
4nh, bao gém cdc ban trinh chigu dén chidy, trinh chigu
bing may tinh, flip chart va tai liéu phat r3i. Khi sd
dung c4c phuong tign chuyén tii hinh dnh, ban cin cin
nhic tinh linh hoat, chi phi, va cd sy phii hop d6i véi
bai thuy&t trinh ctia ban.

Diém manh va han ché&
ctia phiiong tién hinh anh:

PHUONG TIEN

DIfiM MANH

HAN CHE

Trinh chigu bing
deén chifu over-
head

- Linh ddng
- D& lam

- Cé thé md den
trong phong dé
duy trinh viée
giao ti€p bing
mit vol ngudi
nghe

T6t cho cd tinh
huéing trang trong
lan than mat

- Cé thé bat tién
trong vide dit va
thay dfi cdc ban
trinh chidu trén
mdy chidu

- Céng nghé cd
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Trinh chi€u trén
mdy tinh

- D& lam, d& cap
nhét va di chuyén

- Thudng khéng
hign rd trén man
hinh

- C6 thé ¢6 vin dé
vé k§ thuit, nén
cAdn ¢6é ban trinh
chitu dy phong

Bing kep gidy
(Flipchart)

- Linh déng
- D& lam

- Khong hitu qua
vdi nhém 16n

- KRhé di chuyén

Tai lidu phat rai

- Khuy&n khich
tugng téc

- Hitu ich déi véi
bai thuyét trinh
ngdn, khong trang
trong

- C6 chd ghi chd
va la tal lidu
mang vé dé tham
khédo sau

- C6 th& bao gém
nhifng théng tin
nén hé tro

- C6 thé trd thanh
tAm di€m chd ¢
cia ngudi nghe,
khign ho sao
nhdang vigc nghe
thuy&t trinh
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BAN s& lam gi?
“ Ba I6 danh cho cho

Mbi nam, tai mdt hdi thao quic gia, Oscar va nhém quan Iy
san phim clia anh déu cé nhiing hoat dong gidi thidu cic
san phdm méi cho hang BestPet Inc., mdt cong ty san xuat
cac san pham danh cho tha nudi trong nha. D& chudn bi cho
luic lugng ban hang gdm 150 ngudi clia cong ty quang cio san
pham méi cho khach mua 18, cic nha quan Iy ddng sin
pham s& giéi thigu cic tinh ning va i diém cla san phdm,
Nam nay, Oscar va nhém cla anh dy sé cong bd mét
san pham mdi rat tha vi: Trail Hound — mot “ba I6 danh
cho ché” gitp cac chi ché ¢6 thé mang theo thirc dn va
nudc udng cha ching khi ciing di bd xuy@n ritng v&i chil.
San phdm Trail Hound c6 mbt hé théng ngin chda db
theo cong nghé mdai. Oscar cin gidi thich tinh ning nay
mdt cach ré rang d€ cdc nhan vién ban hang c6 thé
hudng din cho khach hang cda he.

Oscar |&n lich thuy&t trinh vao mét ngay sau gid &n trua.
Nhiéu tudn truge hdi thio, anh da bit diu chudn bi cho
cac phuong tién hinh dnh ma anh &y hy vong sé giup
céc nhan vién ban hang hiéu sau hon vé sdn pham mdi
va khuyé&n khich ho ban ching.
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Néu ban chon cach st dung tai ligu thi nén tranh
phét chiing trong budi thuyét trinh. Piéu dé s& khién
ngudi doc khéng chu y vao bai thuyét trinh.

Phugng tién hinh anh hiéu qua

Khéng phdi tdt cd cdc phuong tién hinh dnh déu
gitip cho bai thuy@t trinh thanh céng hon. N&u ban la
ngudi lam van phong, c6 18 ban dd quen véi thuit ngd
“Chét vi Power-Point”, 4m chi bai thuy#&t trinh s& dung
qué nhiéu trang hinh minh hoa, sit dung tranh dnh véi
cdc bi€u d6 r6i rdm diy nhiing khung, miii tén, vong
tron phin héi va chit, déng tap cdc trang hinh chifa diy
hinh dnh va chif ndm san sit bén nhau, hoic t& hon, chi
don gidn doc chi trong cic trang hinh minh hoa.

P& hitu qua hon, cde trang hinh minh hoa nén:
* Don gidn.

* S5 dung hinh dnh, biéu tugng va ky hidu d€ nhan
manh hodc truyén dat mdt khai niém.

¢ Sit dung cdc tiY chinh, thay vi cd cdu hoan chinh,

* 5S¢ dung chi mét khdi nidm va khéng nhidu hon
6 dong trén mdi trang trinh chigu.

* Sud dung chi 3 d&n 4 y tudng trén mébi trang
cia bdng kep gify.
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Su dung mdu noi ndo ¢ thé, nhung khéng
lam dung.

Stt dung tranh 4nh bit ci noi ndo c6 thé.

St dung biéu tugng thay vi s§ d€ phan bigt cac
¥ khdng néi ti€p nhau.

Chi sif dung chif in hoa cho tidu dé va chii viét tit.

D¢ sdp x&p gon gang titng phin néi dung cda bai
thuy®t trinh, hily sit dung bdng “D& cuong thuyét trinh”,

MEO LAM CAC TAI LIEU HiINH ANH:

St dung mét ¥ tudng duy nhit vai t8i da 1a 6 hiang
ndi dung mbi trang trinh chigu.

Chon Iua tif ngil.
Khéng sdp x&€p chit theo hang doc.
S¢ dung t6i da |a 2 ¢d chit mbi trang trinh chiéu.

St dung ca chi in va chir thudng. Chi sif dung chit
in cho tiéu dé va chi viét t4t.
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KY NANG THUYET TRINH

Dé cuong thuyét trinh

Bdng nay giiip ban t6 chitc ni dung mt cich hiéu qua
nhit, xdc dinh cdc phuong tién nhin hodc tai liéu ho trg
tdny cuing hiéu qud ctia bai thuyét trinh va di dodn thoi
gian cdn thiét. Ban cé thé phdi chinh sita lgi ndi dung néu
cém thiy né vugt qud gidi han thoi gian cho phép.

Néi dung Tailiéunhin/ | Thai
b8 trg gian

Md diu
- N6&i rd muc dich
- Gidi thigu céc y chinh

- Lai cudn ngudi nghe

Than bai:

- Truyén dat cdc ¥ chinh
cta bai thuyé&t trinh

K&t luan
- Tém tit ndi dung

- Kéu goi nguti nghe
hanh dong
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| ¢ thé lam gi?

Loai phuong tién hinh dnh nao c6 tinh thuyét phuc
nhat ddi vdi muc tiéu ctia Oscar? Sau diy 13 mot sd
kha nang:

Danh sach 10 |y do cho thdy Ba 16 Trail Hound t6t
hdn bat ky sin phdm canh tranh nio khac. Oscar c6
thé phét danh sach nay trong khi thuyét trinh.

MOt bang kep gidy v6i 2 hodc 3 biéu dd dé nhin dé
trinh dién céch cac ngan chda dé cda Trail Hound
hoat ding.

Mot trang trinh chi€u trén may tinh cho thdy hinh
anh so sdnh gitta hé thdng ngan chia mdi cla Trail
Hound véi hé théng dé cha sdn pham canh tranh
hang diu, ciing mét danh sach gach diu dong méat s6
cac lgi ich cda hé théng Trail Hound.

Cubi ciing, Oscar quyét dinh tao mdt bai thuyét trinh trén
may tinh gom cAc trang trinh chiu cé chif va hinh anh,

va

cung cdp cho ngudri nghe tai liéu md ta chi it cc

tinh nang ky thudt dac biét cda Trail Hound ngay khi ho
budc vao phong héi thdo.
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Khi bai thuyét trinh
la nO luc cua ca nhom
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HUONG THI BAN SE MUON nguai khic gitp

Tminh trong viée thue hién bai thuyét trinh. Ban

c6 thé trinh bay bai thuyét trinh véi sit hd trg cia mot

nhém, hodc ban ¢6 thé cdm thdy ring sy hién dién va

kinh nghigm cia ho sé& gitip ban dat dugc muc tiéu ctia
minh. Hiy xem xét vi du sau:

Samantha, trudng nhdm phit trién sin phdm mdéi, lén k&
hoach thuyét trinh cho cdp trén vé tién dé phdt trién dong
sin phim mdi ciia nhém: Mdn khai vi dong lanh t6% cho tim
mach. C6 &y quyét dinh rdng thuyét trink theo nhom la bign
phip t6t nhit vi nd cho phép timg thanh vién cé chuyén mén
kij thugt riéng trong nhém gidi thich cidn ké vé céng viéc
cia ho. V6i suy nghi dd, ¢é &y di sdp xép cdc dién gid sau
trong bai thuyét trinh:

* Harold, chuyén vién dinh dung trong nhom. Anh sé
d¢ ciip cdc vin dé vé dinh dubing va siic khde ma nhém
da phdi d61 mat.

* Conral, dai dign 1iép thi cia nhdm. Anh s€ gidi thich
cdc vin dé da tim hiéu dugc vé cdc sin phim canh
tranh vi phin hoi cila khich hang.

* Carliss, cd kién thic vé qudn Iy tai chinh, sé sit dung
mdt bj trinh chi€u trén mdy tinh dé thdo lugn vé cdc
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chi phi bin hang theo quy udc c6 lién quan dén dong
sdn phdm mdi.

Ban nén sip x&p ngudi phét biéu theo linh vitc chuyén
mén nht Samantha da lam, hodc theo uu, nhuge difm
trong ky nang thuyét trinh ctia ho. Vi dy, ngudi cb k¥
niing thuy&t trinh gi6i s& 1 ting cff vién 5t nhdt d€ md
dau va k6t thiic bai néi chuyen, lic sy thuygt phuc 1a
quan trong nhat. Ho ciing 1a ngudi thuy@t trinh higu qua
nhat vio nhiing khodng thai gian kho khén, ching han luc
truidc hay sau bifa trua holdic vao cudi ngay. Néu c6 thé,
hay 16 chiic budi difn tap nhém tru6e khi thuyét trinh dé
méi ngudi hidu 16 nhitng gl ngudi khic s trinh bay.

Quy trinh thuygt trinh nhém

Pau 1A cach 8t nhit d€ két hop nhiéu thanh vién
vho mot bi thuy&t trinh? Khong c6 cach rigng 1& nao 1A
15t nhat ca. Tuy nhién, quy trinh dién hinh cia thuyét
trinh nhém sé& nhu sau:

¢ Nguoi phét biéu diu tién s& gidi thiéu nhitng

ngudi khac mot cach ngdn gon va gidi thizu dé
tai bai thuy#t trinh.

» MG3i ngudi phat bi€u k& ti€p s& thue hién viéc

chuyén bai thuyét trinh sang cho ngudi tiép theo
véi cdu néi: “Va bay gi¥¥ June s& néi vé...”
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* Ngudi phat bigu cudi cing s& t6m tit ¥ chinh cda
cd bai thuy#t trinh,

* Mot ngudi dan chuong trinh thife hign 3t cd sy
chuyén ti€p gida cdc dién gia.

Phuong tién hinh dnh c6 thé 14 mét thach thic trong
chuin bi hiu can cho thuyét trinh nhém. Cin ¢6 nhiing
k& hoach phu trg d€ bao dim tai lidu hinh anh s& hé trgf
cho viéc truyén dat théng diép hon 1 lam sao ling
ngudi nghe. D& bai thuy&t trinh duge lién mach nh4t
¢é thé, hay tuan theo cdc chi din sau:

* C6 ngudi hé trg xit Iy cde phuong tien hinh dnh
thay cho ngudi phat bifu (trit khi nguoi phét bidu
thich tuf tay thutc hién),

* Néu c6 ngudi khidc xid l§ phuong tién hinh anh,
hiy luyén tip d€ hai bén c6 thé phdi hop khép
vdi nhau,

* Bdo ddm ring t4t cd c4c ban trinh chifu bing may
chifu hay trinh chi€u bing m4y tinh c6 cung cich
trinh bay.

* Néu dién gid sit dung phuong tién hinh 4nh khac,
hdy diéu phéi d€ viéc chuyén ddi didn ra trsi
chay.

Déng thdi, lap k& hoach xem nhém s& trd &% cic cau

héi nhut the ndo. Méi ngudi thuyét trinh cdn dugce chuin
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bi cho viéce trd 181 cdc cdu hdi trong Iinh vuc chuyén
moén va theo d6i néu dién gid khdc can giip dd. Han
ch& 161 da vigc mét ngudi trong nhém trd 161 tat cd céc
cdu héi.
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“Luén lubn c6 3 bai phit biéu khidc nhau cho mdi bii
phét biéu thue sit. Bai ban fuyén tdp, bai ban 44 phdt
biéu, va bai ma ban wc di phét biéu nhut thé”

- Dale Carnegie

an muén bi€t vé nhing 16 héng, nhing difm
Bchén ngit, nhing chi tiét thita trong bai thuyét
trinh ctia minh vao lic ndo - trudce hay sau khi né duoce
thutc hién? Hay dién tap dé tim va sia cdc 161 trude khi
thuc hign.

Dién tap hiéu qua

D¢ bai dién tip thianh cong, hiy luyén tap thuyé&t
trinh trudc mét s6 thinh gid mAu va 18y ¥ kién nhan xét
cia ho. Chon ngudi gidng véi nhitng nguéi s& 1a thinh
gid cia ban. Vi du, n€u ban chudn bi thuyét trinh cho
cic chuyén gia trong linh viic dd, hiy dua mét chuyén
gia vao danh sich ngudi nghe khi dién tip va ling
nghe danh giad cda ngudi d6. Pdng thi, hidy nhé cic
meo sau:

* Dién tip vdi thiét bi va phuong tign hinh dnh ban

chic chin s& st dung.
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* Dién tap ca bai thuyét trinh m&i 1an ban luyén tip.

* Dién tip thanh l&i va dién tip trudc mit mot
ngudi ban hosc déng nghidp néu cé thé. Néu
khéng, ghi 4&m hay thu bang khi luyén tap.

* Dién tap cho d&n khi bai thuy#t trinh nghe khéng
con giéng nhu mét bai hoc thude 1ong.

* Chi trong vao dé tai vad mong muén giao tiép
cda ban, thay vi vao nhitng dong ghi chd.

BAN s& lam gi?

Pa chudn bj nhung nham chén.

Bop tdt doan bang video va 13c diu ngao ngén. Sao ma
bai thuyét trinh ctia anh lai chan ngdt dén vay? Anh da
tim hiéu vé ngudi nghe, nghién ciu ky dé tai thuyét
trinh, va da lam vigc hing gia d€ phat trién mot bai néi
chuyén rd rang va chinh xdc. Nhung by gid khi xem
lai doan bang, anh nhan ra mgt s6 ché c6 van dé. Trong
khi anh chdi mii vao ban ghi chi thi ngudi nghe té vé
lo dang, va cudi cing, anh k&t thic bai thuy&t trinh mot
céch, thuc sif ma néi, khong that 16i cudn 13m. Bop biét
minh [ ngudi rat nhanh nhay, ¢di md, tham chi con la
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ngudi ké chuyén cudn hat. Anh ty hdi lam cich nao dé
c6 thé dua ca tinh rigng clia minh vao bai thuyét trinh
nhim thu hat ngudi nghe t6t hon.

Ban sé lam gi néu 13 Bop?

Baft CO THE lam gi?

Nhan ra van dé kha mu6n mang, Bop biét anh di ¢6
thé lam mbt s6 tha khac di. D€ bit dau, dang I anh
can tiép xic véi ngudi nghe nhidu hon qua anh mit, st
dung ngit diéu linh hoat hon, va ch? nhin vao ghi chi
khi can thigt. Anh ciing cé thé chudn bj it hinh dnh dé
minh hoa nhiing diém quan trong trong bai néi chuyén.
Hinh dnh da ¢6 thé gidp ngudi nghe tap trung hon. Cudi
cling, anh c6 thé thém vao mdl s6 ciu chuyén hoic vi
du phit hgp ¢d thé b trg cho tai liéu clia anh ma khéng
lam phan tan ngudi nghe khdi thong diép chung. Thuc
hién nhiing bién phap nay Ian t6i s& gilp bai thuyst
trinh cda Bop hap dan va higu qua hon.
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Bi xa han nifa

Pay ¢6 phdi 1a m6t bai thuyét trinh quan trong
khéng? N&u 6, hdy chuin bi h&t minh cho bai thuy&t
trinh d6. N&u ¢ thé, hay thuc hign phin dién tap trong
chinh cin phong hodc héi trudng ndi cudc thuyét trinh
s& chinh thic dién ra. Viéc nay s& cho ban do nhay cdm
rdt t6t vé edin phong, 161 vio va 161 ra cling nhu d¢ 1én
am thanh ciia ban sao cho tigng ndi c6 th€ di dén hang
gh€& cubi cung.

Pé phin dién tip cd két qua t6t nhat, hay tham khio
mdt s6 ddéng nghiép thudng hay dua ra y kién khach
quan. Sap x&p mét s§ chd ngdi & hang trén, mot s§ &
gitta va vai ngudi & hang ghe cudi cing. Hay hdi ¥ kién
cda ho vé phan trinh bay va mitc dé hiéu qua cda cic
phuong tién hinh dnh. Tit c4c nhan xét d6, diéu chinh
nhiing phin y&u kém ctia bai thuyét trinh.
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Chuan bi cho ban than
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hyc hién mét bai thuyét trinh higu qui doi héi
Tsu chu&n bi vé tinh thin. Dién tap thuyét trinh
chi 12 mét viée; tuf hinh dung trang thai taim 1y cda minh
diing lic m& man la mét viée khéc, va thudng 1a quan
trong khong kém.

Chuan bj tinh than

Didu dang mitng 14 ¢6 mét s6 viec ban ¢6 thé lam dé
ki€m sodt dugc sut dao dong cta tim tri. Sau day 1a mét
s6 vi du:
¢ Hiy mudng tugng chinh ban dang thyc hién

thanh céng bai thuyét trinh. Lip lai nhiing ciu

néi lac quan vdi ban than, nhu 1a: “T6i dang rat
thodi mdi va sin sang”.

* St dung k¥ thuat hit thd va cdc bai tip thar gidn
dé gidm cing thing.

¢ Hay tu hdi xem: “Diéu t& nhit ¢6 thé x3y ra la
gi?” r6i chudn bi tinh thin cho khi nidng xdy ra
diéu dé.

e Chép nhin tim trang héi hoép nhu viée duong
nhign, va ditng ¢& chéng lai né bing thic in, chit
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cafeine, thufc hay thitc uéng cé cdn trudc khi
thuy€t trinh.

Vigt qua ndi sg

Nhiéu di&n gid, din vién, nhac c6ng chuyén nghiep
cing l&m vao trang thai hodng s¢ trudc khi trinh dién,
nhung ho di ¢6 thé tim dugc cach d& ki€m soit ndi sg
hdi cda minh. Ban cling nén lam nhu vdy. Ban hay can
nhdc cic meo gitip vugt qua sit sg hii sau:

* Dién tap thuyét trinh vi n{m viing né.

* Tim higu tiing ngudi nghe m6t — bing dién thoai
trude khi thuyét trinh, hodc truc ti€p khi ho bude
vao phong.

* Dnt dodn trude céc cau hdi hodc syt phan dsi c6
thé sé xay ra.

* Chudn bi thé chat va tinh thin.

t
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Trinh dién
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Ban da chudn bj nhiing diéu cin néi, tai lidu, va cd
tam ly cta chinh ban. Biy gi¢ ban da sin sang.

Lam sac dé dién dat hiéu qua?

Mot khi ban da thuc sy difng trong phdng cling cac
thinh gid clia minh, ban phii tap trung vao viéc chuyén
tai bai thuy&t trinh m6t céch 161 cudn nhdt ¢6 thé, Ban s&
cé duge phén trinh dién t6t nhat néu ban dién dat higu
qua, 51t dung nhiing hinh dnh ning dong va c6 sic 16i
cuén déi véi ngudi nghe. Sau day la mot s6 dé nghi:

* Hiy bién bai thuy&t trinh thanh cu6c déi thoai.

» Tranh sif dung cdc thuit ngit chuyén mén hay ky

thuit xa la véi ngudi nghe.

» D& y dong tic, thdi A6 cda ngudi nghe dé biét

phén dng cda hg.

* Th& sdu. NS giip ban thodi mai hon va gidm

thifu nhiing t v6 nghia nhu “dm” hay “&”.

B¢ tan dung t6t nhat loi the cla giong ndi, hay gid
ngit didu tf nhién nhit dang chuyén trd véi ngudi nghe.
N&i di 18n cho t4t cd moi ngudi ciing nghe. Trong hdu
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hét cic trudng hop, ban c6 thé lam viée nay bing cich
néi vdi ngudi ngdi xa nhat trong cin phong. Néu ban
cé micro va he thdng 4m thanh, hay thit nghigm trudc
khi ban dién tép. Sau day 12 mét s6 meo nhd:

* Tranh néi li€n thodng hodc ré ra. Hay luyén tap
vdi mét doan bing ghi 4m hodc véi déng nghiep
dé ldy ¥ kién nhan xét.

* Tao dn higng, Pitng ndi bing mét giong déu déu.
Cao giong hoiic ha giong d€ nhan manh khi cin.

* Phat Am tron vanh rd chat.

Thé hién hinh anh ning ddng

Su tif tin va h&t minh trong théng diép cda ban thé
hién qua thdi dé va ngén ngit hinh thé cda chinh ban.
BE dat dugc hidu qud cao nhat, hiy chic chin ring ban
khéng bé qua cdc déng tic sau:

* Thé hién su fuf tin théng qua cdch &n mic va cich

hién dién ctia ban,

* Bdo dam ring v& mit ciia ban thé hign sif quan

tdm chii ¥ dé€n ngudi nghe. N&u ban qué bsi r8i
d€ c6 thé nhin khidp khin phong, hiy tip trung

vao mot s6 cA nhan.

* Duy trl giao ti€p bing mit véi ngudi nghe.
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Ky thuat 18i cudn ngudi nghe

Hau hét cdc dién gid d&u cAm thiy khé chiu véi mot
hodc mft 58 thinh gid khé ua: Nhilng ngudi sac nhing,
ngudi to ra qud tdi, hodc ngudi qud ban rén suy nghi vé
nhiing van dé cing thing cda ho. Nhilng ngudi thudce
cAc nhém nay ¢6 xu hudng khong ling nghe nhitng gi
ban néi trit phi ban thue hién cdc bién phip 161 cudn sy
quan tdm cda ho va duy tri duge sy chi y do.

Nhung 1am sao ban nhin biét duge ai trong s6
ngudi nghe dang chd ¥ va ai khong? Cdc nha tAm ly
hoc néi rdng, su khéng quan tim clda con ngudi

. thudng dugc thé hién qua nhitng tin hiéu phi 1&i nhat
dinh. Nhiing ngudi theo sat nhiing gi ban ndi s& tap
trung nhin ban hodc cdc hinh dnh minh hoa cida ban,
ho3ic ho ban rén védi vige ghi chi. Nhitng ngudi khéng
chi ¥ sé& bdt chéo chin, ngo ngudy trén ghé, hodc nhin
quanh phong nhiéu hon binh thudng. Thi thach cda
ban la 16i cuén nhiing tam tri dang lang thang dé quay
trd vé vdi bai thuyét trinh. Sau ddy la mot s6 thi thuat
¢ tic dong tot:

* Thay d6i nhiing gi ban dang lam - vi du, bat chot
ngung néi hodc d6i ngd didu.

* Dé nghi moi ngudi gio tay: “Chi 1a td md théi,
bao nhiéu trong s6 cac ban tin ring khach hing
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thda min v6i chinh sdch trd hang hién tai cia
chiing ta? Hay gio tay lén”,

Thém chit hai hude. Mot cdu chuyén cudi nho
nhé thu gifin gilta mét bai thuy&t trinh nghiém
tic s& duge ngudi nghe hoan nghénh va thu hit
sy quan tim cida ho.

Dufa ra nhiing hinh &nh so sanh va vi du sdng déng.
K& mét cau chuyén ¢é that.

Pua vio nhing con s§ théng ké hdp din va
nhiing 19i khen ting clia chuyén gia.

St dung cdc phuong tién hinh adnh, nhu hinh
minh hoa, bing bi€u ¢6 hiéu qua cao.

Dit ciu hoi: “Nhut vay difm cudi ciing ¢é § nghia
th& ndo d6i vdi ban va vide kinh doanh ciia ban?”

THU THUAT THUYET TRINH HIEU QUA:

Bing néi dya trén bai viét c6 sdn. Hay néi tir
nhing ddng ghi cha.

Nhin thdng vao mit ngudi nghe.

Khi ban mudn diéu khién hodc gin gai hon véi
ngudi nghe, hay trd thanh mét phan cda nhém,
hay di quanh thinh gid cla ban.
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Bing lac chia khéa hay cac ddng xu leng keng
trong tai.

* Dung ctt chi mdt cach thodi mai va binh thuding,
* Diéu chinh giong néi mét cach hgp Iy.

* Tap trung vao théng diép va ngudi nghe clia ban.

Céc cdu hdi tif ngudi nghe c6 thé 16i cuén nhiing
ngudi khic va cho ban cg héi d€ cung cap nhitng théng
tin chi tiét hon trong linh vite ngudi nghe quan tam, Tuy
nhién, vigc chudn bi ky d# trd 13i nhidng cdc cdu hédi
ban s& nhian dugc 1 rdt quan trong.
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dc cdu hdi ti phia ngudi nghe ¢6 thé€ 16i cubn
cthinh gid va cho ban ca hdi cung cAp théng tin chi
ti€t hon trong linh vuc ngudi nghe quan tAm. Mét s§
ngudi cdm thay bai thuy€t trinh thanh céng néu khéng
c6 cdu hdi nao duge dit ra. Tuy nhién, vidc nguoi nghe
dat cau hdi thé hi¢n ring ho bj 16i cuén va nhap tam
vao bai thuy&t trinh cda ban.
Ban nén du ki€n cAc cdu hdi ¢6 thé duge dit ra nhu
thé€ d6 12 mét phan ctia bai thuy#t trinh. Ban ¢6 thé lam
diéu nay n&u ban hiéu 18 ngudi nghe va cdc méi quan

tAm cta ho.

Thdi gian thich hgp che HOI & DAP

Nhiéu din gid dit cAu hdi & cudi bai thuyét trinh.
Viéc d6 cho phép ho hoan thanh bai néi chuyén trong
khodng théi gian cho phép va chic chin ring ngudi
nghe ¢6 th€ hinh dung toan cinh btc tranh. N&u ban
chon phuong phdp nay, hiy nhé cdc meo saw:

* Chuyén ti€p sang phdn Hdi & D4p mét cich

ré rang.
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» Duy trl quyén ki€m soat phdn hdi dép bing cdch
1ip lai cAu héi va dua ra cdu trd 1&i cho ¢ nhém
chit khéng chi cho ngudi hoi.

Mot s6 dién gid cdng chdp nhan vigc dat cdu hdi
gidta bai thuy€t trinh vi cho ring viec 46 sé gili duge su
chi ¥ cria ngudi nghe va ¢é duge phan héi ngay lap tic
vé vidc ngudi nghe hi€u duge bao nhiéu théng diép ho
dang truyén dat. Tuy nhién, can than trong khi sit dung
phuong phdp nay, vi né c6 thé khign ban mat kiém so4t
d&i véi bai thuyét trinh cia minh.

Ngoai ra, cé nhitng difn gia lai cho phép dat cau héi
& mét s6 thoi di€m nhat dinh trong bai thuyét trinh.
Thai diém dé bao gém hic ban muén moi ngudi cé
phén tng hodc khi ban cdn ¥ ki€n cia ho. Tuy nhién,
néu ban chon bign phap ndy, hiy chdc ring di xic dinh
trudc cdc thdi difm dé va danh ddu ching trong bai
thuyét trinh d€ ban khéng quén ding lai nhan cau héi.

Chudn bj cho nhitng cau hdi gai gdc

Pat gid thi#t ring ban dang trinh bay vé k& hoach
chi#n luge mdi cita céng ty cho mét nhém quan 1y va
nhin vién dang irong finh trang hoang mang. Hodc ban
dang thuyét trinh cho m&t nhém quan ly va k§ su tut
mot cdng ty khac, vdi muc tiéu trd thinh nha cung cip
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ma ho ua thich. Hodc Gidm déc Diéu hanh bigt phai ban
dén tifng vin phong khu vitc d€ gidi thich vé viee gidm
nhan cong va nhiing su chia cit c6 lién quan sdp t4i.

Nhiing bai thuy@t trinh d6 ¢4 gi giéng nhau? T4t cd
déu c6 khd ning chdm ngdi cho nhiing ciu hdi gai gée
va sif phdn déi tir phia ngudi nghe. Phin Héi & Pap,
néu khéng cé gy gé, ciing sé r&t khé khin. Vi vay,
trude khi ban thuc hign dang thuyét trinh nay, hiy
chuén bj trtdc cho nhitng cau héi gai géc ma moi ngudi
6 thé hdi. Trong nhiéu trudng hop, ban ¢é thé du dodn
cdc ciu hdi néu ban dit minh vao vi tri cia ngudi nghe.

Stt dung bang “Phan bién” d€ lap danh sich cdc cau
héi khé va nhiing su phan déi ban dy tinh. Khi ban da
viét chiing Ién gidy, hiy phét {rién phan gidi dip 15 rang
ranh mach cho titng cau héi. Tim sy tro gidp néu cin.

Khi ban khéng ¢ cau tra 19i

Ngay cd mét cude thuyét trinh t6t cling khéng thé
tién litu trude duge mei kinic mic ¢6 thé cé. Néu ban
khéong frd 161 duge cdu hdi cda moét ngudi nghe nao do,
hay gidi thigu ho d&n mét ngudi cé thé gidi dap duoge
van dé nay.

Céch d€ xif 1¥ cic ciu héi:
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NEu ban biét c4u trd 11, hdy trd 1¢1 mot cach 16
rang v ngén gon.

Néu ban khéng biét ciu trd 101, hdy gidi thidu
ngudi dé dén mot ngudi o6 thé gidi ddp dugc cau
héi, hodc hdi xem c6 ai trong khan gid c6 thé giai
dap duge ciu hdi d6 khdng.

Ludng trude cac cdu hdi cliing nhu nhiing tranh
ludn c6 thé c6. Khéng ngin chin hay phé phdn
chiing.

N#&u cac cAu hdi bdt dau giy dnh hudng lam gidn
doan mach bai thuy&t trinh cda ban thi hay ghi
chiing vio mét cai bang va gidi dap vao cudi busi
thuyét trinh.
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Rut kinh nghiém
sau khi thuyét trinh
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ifng nhu nhitng hoat dong khidc, mét bai phat

bidu hay thuyét trinh 1a két qud cia mét quy
trinh bién diu vao (¥ tudng, théng tin vi luin diém)
thinh diu ra (nhilng gi khdn gid c6 thé nhin thiy va
nghe dugc). Va ciing nhut moi quy trinh khdc, quy trinh
nay cé thé dugc hoan thign.

Tim nguén gdc gay ra cac van dé

Sit hoan thign quy trinh - dli né 6 lign quan dén viée
s&n xudt xe hoi hay thuyét trinh cho nhém bén san phim
- déu 14 nén tdng cho chit lugng. NEu ban muén bai
thuyét trinh ti€p theo cé chat lugng t6t hon, hiy kifm tra
chit lugng bai thuy&t trinh ban vita thuc hién. Ligu né ¢
dat tigu chufn? C6 con nhiing khi#m khuyét cé thé do
dé€m dugc, ching han nhu mét bin trinh chi€u khéng thé
nhin & tit phia cusi phong khéng? Néu fim thay 16i, hay
1in nguge lai nguén gée giy ra né. Mot khi ban tim thdy
ngudn goc cda sy sai sét, ban ¢d thé sifa sai.

Né&u ban danh thoi gian chi déng danh gid bai
thuy&t trinh ngay sau khi thyc hién né (hodc sau khi
dién tip), ban s& c6 thé chi ra chinh xdc nguyén nhin
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suf kém cdi. Vi dy, ban c6 thé thdy slide dén chiéu sip
x€p 16n x6n, nhdn xét v& phin m& diu chua 4n tugng,
8 ging pha trd lac 16ng, hodc thi gi d6 dai loai nhu
vdy. Khi ban di xic dinh dugc van dé, hiy lam gi d¢
d6i vdi nhitng 18i nay khi ban chu#n bi bai thuyét trinh
tiép theo.

M4t cudn bing video ¢o thé hitu ich

M¢t trong nhiIng cich t6t nhat dé€ ddnh giz phdn
trinh dién ciia ban va chi ra chinh xdc nhing diém cin
hoan thien 1a quay video mdi bai thuyét trinh (hoic
phan dién tip) d€ xem lai sau dé. N&u khéng thé lam
vay, hdy nh mét hay nhiéu déng nghi¢p sin long giip
d& ghi chii lai nhing diéu 44 difn ra suén sé va nhiing
di€m ¢dn truc tric. Viéc xem lai sau khi thuc hien doan
bang hay cac ghi chu cita déng nghiép sé gitip ban nhin
ra diém hay nha't v d& nhat trong k¥ ning thuyét trinh
cia ban.

Néu ban ludn cd ging hoan thién khéng ngitng nghi,
cdc bai thuyét trinh cta ban s& ngay cang hidu qui hon
- va cbng vigc cla ban ciing ngay cang tién trién.
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Cong cu thuyét trinh
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Bic diém ngui nghe

i

St dung bang nay khi chudn bi cho bai thuyét trinh ciia ban
Ciu hdi Ghi chi
1. Ai 13 thinh gid cda ban, va4 ho ¢d

quan hé th& ndo d6i vai dd tai ma ban
thuy8t trinh?

2. Ho da biét gi vé dé tai?
3. Tai sao ho cin phai bi&t?

4. Ho trbng doi g & & bai thuy&t trinh ctia
ban va réng hon 14 bdi cadnh todn cuc?

5. Ho bi€t gi v& ban? Ho cin bi&t gl
thém khéng?

6. Ho c6 ¥ ki€n gi vé ban hay vé t6
chifc ban dai dién?

7. Ho ty nguyén hay dugc yéu ciu dy
buéi thuyét trinh?

8. Ho c6 khuynh huéng sin sang tiép

nhédn théng tin? Nhiét tinh? Lich su?
Chdng d6i? Linh dam?

9. C6 trd ngai ndo, ¢é chuyén trong qua
khii, hay bat ky su trong doi nda khic
ban cin luu y?

10. K¢ thudt thuy&t trinh nao 6 thé thu
huit sif chid ¥ cda ho t6t nhat va truyén
dat y kign ctia ban mét cdch hidu qua
nhat? (vi dy: Dién ta, k& chuyén “ngusi
that viéc that”, dung hinh Anh?)

88 Ky nang thuyét trinh



I e

Hau cin

Hoan tdt bing nay trudc khi thuyét trinh dé
bio ddm ban khong quén bt ki chi tiét hiu cdn nio.

B2 tai thuyét trinh

Ngay

Ngudi thuy#t trinh

Bia diém thuyét trinh

Tén va dién theai ngudi didu
phéi buéi hop

Ten va dién thoai ngudi lién ha
phong hop

S8 ngudti tham dy

Tai ligu phdt ra

Sip x€p phong

O Hgi trudng O Ban hinh O Buc phat bidu
' mong ngira
O Phong hoc O Ban k& thanh | O San khiu
day
O Hgi nghi
O Ban: trudc, hai
O Khic bén, sau

Trang thiét bi

O M4y tinh O Day cdm dién | 3 Micro
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O M4y chigu hat
(OHP)/dén

O Gid gidy v&/
Bang keo/Buit

O Thi&t bi video,
diu dia VCD

du phong vidt va man hinh
O Ban dé mdy | O Maychigu LCD ; O Duéng diy
chiéu dién thoai
O Khéc
Khac
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KY NANG THUYET TRINH

Tinh hudng thuyét trinh

St dung bdng nay dé hiéu 16 hon
tinh hudng thuyét trink cita ban

Ciu héi Ghi cha

1. Bai thuyét trinh mang tinh chét trang
trong hay than mat?

2, Khi ¢t thuy&t trinh sau khi ngudi
nghe vita dn, uSng hay lam viéc gi
ndng?

3. Ai s& ndi trudc hodc sau ban? Dy
kién ho s@ néi gi?

4. Ban 12 ngudi phat bidu dau tién hay
cufi cing trong chucng trinh? Trong
ngay? Trong bufi sing hay budi chidu?

5. Ban cd dugc trong doi s& trd 101 cdc
cdu hdi hay phdt bdn sao bai thuyét
trinh?

6. Ban ¢6 bao nhidu thdi gian d& thuyét
trinh? Ban cé thé truyén dat xong
théng didp cda minh trong thoi gian doé
hay khéng? N&u khéng, ban c6 thé
thay déi n¢i dung cho phii hgp ma van
hiéu qua khéng?

7. Viéc b6 tri trang thiét bi va ban ghe
trong phong <6 doi hdi ban phai thay
d61 bai thuy8t trinh cho phii hgp hay
khong?

Céng cy thuy&t trinh
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KY NANG THUYTET TRINH

Phic théo dan

Str dung bing nay A€ sidp xEp ndi dung bai thuyét trinh

bé tai
Theo yéu ciu cha:

Muc tiéu

Né&u bai thuy#t trinh thanh cong, nhitng k&t qua thiy ngay
la gi?

Thing diép chinh

Ngudi nghe cdn hidu va nhd gi it bai thuyét trinh?

1.

2
3.
4
5

Cic théng tin bd trg

Théng tin nao s& tng hé cho cic théng digp chinh?

Théng digp 1

Théng diép 2

Thing diép 3

Théng diép 4

Thong diép 5
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K¥ NANCG THUYET TRINI

Dé cuong Thuyét trinh

Béng nay gitip ban t8 chitc ngi dung mot céch higu qua
nhdit, xdc dinh cdc phwong tHén nhin hodc tai ligu hb trg
tdng cudng hién qua cia bai thuyét trinh va dy dodn thoi
gian cdn thiét. Ban cd thé phdi chinh sita Iai noi dung néu
cdm thdy né vt qud gidi han thoi gian cho phép.

N&i dung Tai liéu nhin/ Thaoi
bé trg gian

Ms ddu
- Né6i ré muc dich
- Gidi thiéu cac ¥ chinh

~ Thu hiit syt chi ¥ cda
ngudi nghe

Théan bai;

- Truyén dat cdc y chinh
ctia bai thuygt trinh

K&t luadn
- Tém tt ndi dung

- Kéu goi ngudi nghe
hanh déng
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KY NANG THUYET TRINH

Phdn bién

Hodn tét bing nay trusc khi thuyét trinh d€ xdc dink cdc
vdn d¢ c6 thé bi phdn 461 va chudn bi cdu trd 15 phit hgp

Thanh
vién/Nhém nguoi
nghe

Céac van dé hojc
st phan déi céng
khai

Cau tra 1&i 6 thé
{Nhin biét, guan
tam, va gidi quyét)
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Kiém tra ban than

Bai kim tra nay gém 10 cau hdi trfc nghiem gidp
ban nhan biét nhitng didu ban da doc dugc va chi ra
nhiing chd ban cin tim hifu nhidu hon. P4p 4n dugc
cung cap & cubi muc nay.

1. Piéu nao sau day khdng phai la chign lugc ma ban
nén sif dung nhim ty chudn bi ca vé tinh thin va thé
chat € thuc higén bai thuyét trinh:

a. Tudng tuong chinh ban dang thuc hign bai thuyst
trinh thanh cong, lip lai véi chinh minh nhiing ciu
néi tich cuc, nhut 1: “T6i dang thoai mAi va sin sang”.

b. Chuan bi tdm 1y cho budi néi chuyén thanh céng,

¢. Khéng chip nhan sy héi hop va c6 chong lai sy
héi hop bing moi bign phip 5 thé.

2. Hinh thifc thuy#t trinh ban chon phu thude vao didu

nao sau day:
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3.

96

a. Muc d6 trang trong cia bai thuyét trinh.

b. Ai la nguoi tham du, ban muén ndi gi va cach
ban néi nhy th& nao?
c. 56 luong ngudi nghe ¢6 thé du.

Khi ban dang cin nhic, didu gi s& giip ban hoan

chinh cdc muc tiéu cla bai thuy&t trinh va 13 mét

trong nhilng diéu quan trong nhAt cdn nhé trong

muc “khéng nén lam”?

a. Ping néi tu phat; sit dung ghi chu.

b. Diing chi néi vé cac su kién,

¢. Puing md ta k€t qua ban hy vong s& dat dugc sau
budi thuyét trinh.

Hau hét cdc chuyén gia déng ¥ rang vite gigi han s6

lugng théng diép va y chinh trong mdt bai thuyét

trinh la quan trong. Bao nhiéu 1a gidi han dugc da s6

déng y?

a.3 b5 c. 9
Phan md diu cia bai thuyét trinh gdm 4 phin: (1)
M3 td su quan trong ctia dé tai dSi véi ngudi nghe,
(2) tao dung sy tin nhigny; (3) gidi thidu qua nhing
difm chinh, Phin thit 4 1a gi?

a. Bao gém phén trinh bay 18 ring cac ¥ chinh.
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b. Xdc dinh muc dich bai thuy#ét trinh.

c. Phét céc tai lidu c6 lién quan.

. Trong phan than bai, phuong thitc hidu qud dé 16i

cudn ngudi nghe 13 gi?

a. Yéu cAdu ngudi nghe dit ciu héi va dua ra cée
dé nghi. '

b. Thém vao cdc phugng tién hinh dnh hé trg, nhut
céc slide den chi€u overhead, d€ b8 trg c4c théng
diép chinh,

c. Chuyén di mét trang gidy trén dé ngudi nghe cé
thé ghi lai cdc cAu héi vé ndi dung d€ st dung
trong phin Hdi & Dap cudi cing.

. Bai thuy#t trinh nén kéo daj trong bao lau?

a. N6i chung, khéng hon 1 ti€ng dén 1 tiéng rudi
déng hé.

b. Dai bao nhiéu ciing dugc, dit d€ dé cap nhiéu van
dé va dién dat chi tift moi van dé.

c. Dai did dé chuyén tdi it nhdt m6t théng diép r5
rang va hoan chinh.

. Lde nao 1A phu hgp dé phdt tai lidu trong bai

thuy#&t trinh?

a, Trude, trong, hay sau bai thuyét trinh, tiy vao
muc tiéu ciia ban.
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b. Trong lic thuyét trinh.
¢. Hodc trudc hoidc sau bai thuyét trinh.

9. Nhiing y&u t6 nao trong bai thuyét trinh 1a hidu qui

nhat d¢ théng diép va két qué mong muén cé tinh
thuy&t phue nhat?

a. Loi khen cia chuyén gia, 56 ligu théng k&, hinh

dnh hé trg nhu bing bi€u va sy quan tim cta
ngudi nghe.

. Nhitng ciu chuy@n thit, vi duy, suyf hii hude va

phép so sdanh.

. Su nhigt tinh, long tin nhiém va niém tin c4 nhan

déi véi dé tai thuyét trinh,

10.Cédch nao Ja hidu qud nhat d€ gidi quyé&t mét ciu hdi

98

khi ban khéng cé cau trd 1oi?

a. Lay tén ngudi hdi, viét lai cAdu hdi va dé nghi

ngudi héi néi chuyén vdi ban vao cudi bai thuyét
trinh. Tuy nhién, ditng bao gid¥ i€t 16 ring ban
khong biét cau trd 1i.

. Piu tién, chi ra d6 14 cdu tra 1¥i hay. Thi nhan

ring ban khéng bi€t ciu trd 13i, va chuy&n sang
ciu héi k& tiép.

. Gidi thigu cho ngudi héi noi ¢ thé cung cdp ciu

tra 161, hodc hdi xem ¢6 ai trong s6 ngudi nghe ¢
thé trd 19i cau hdi hay khéng.
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e

2) b.

3 b

Bap an

Khéng chap nhan trang thai héi hép va ¢8 chéng
lai su héi hép bing moi cdch c6 thé.

Ban nén chap nhin trang thai hdi hép 12 viéc tu
nhién. C6 chéng lai bing cich uéng thubc, ci
phé, hay rugu trudc bai thuyét trinh ¢6 thé cé tac
déng tiéu cytc dén viec thue hién bai thuy#&t trinh.
Tuy nhién, mudng tuong mét bai thuy&t trinh
thanh cong va chudn bi tam ly t6t s& gidp tinh
thin ban t6t hon.

Ai s& du thuyét trinh, ban muén néi gi, va céch
ban nén néi.

Dang bai thuy&t trinh ban chon phu thuée vao
muc dich bugi hop. Sau khi ban chon thé loai phii
hop, diéu quan trong Ja ban phdi luu § dén s6
lugng thinh gid, mic d6 trang trong cida tinh
huéng, va chu ky cia cdc cude hop.

Bing chi néi vé su kign.

D sy kién quan trong trong viéc b6 trg cho y
tudng, va do d6, cho muc tiéu cia ban, nhung
mét didu khéc cling quan trong khong kém 1a su
viéc it khi ty né k&t thiic, Thém vao d6, dua vao
qué nhiéu sy kién sé gay ra sy qui tai théng tin.
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5)b.

6) a.

7 c.

Gidi han s6 lugng sut kién ban s& trinh bay va
tranh cac chi tigt du thua.

C6 géng gidi han s6 lugng thong diép va ¥ chinh
khéng nhiéu hon 5. C6 v& nhu 5, xé dich trong
khodng 1én hon hodc it hon 2 don vi, 1a gidi han
tri nhd cia ngudi trudng thanh khi nhé lai nhing
théng diép quan trong. Théng digp cda ban cang
phiic tap, con s6 cing nén nhdé hon.

Xdc dinh muc tidu thuyét trinh,

Y&u t§ thit tif 1a xdc dinh muc tidu thuyét trinh
bing ngén ngil 16 rang, chinh xdc. Thuc ra day la
diéu ddu tién ban cAn ndi véi ngudi nghe.

Yéu ciu ngudi nghe dua ra dé nghi va ciu hdi.

Léi cuén ngudi nghe bing cdch héi vé cac dé nghi
ciia ho va gidi quy&t cdc nhu ciu hay vdn dé ma
ho dua ra d€ bai thuyét trinh thuc su cé tinh
tiiong tac.

Pu dai d€ chuyén tai it nhat mot théng digp r5
rang va hoan chinh.

Quan trong khéng kém khi ban can nhic do dai
bai thuy&t trinh 13 viéc két thiic budi hop trong
théi gian cho phép. Hay nhd ring, néu ban khong
co thoi gian d€ dién tA mot § 16 rang hodc chdp
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8) c.

9ec

10) c.

nhan dugc dén ngudi nghe, hiy d€ danh né cho
madt bai thuyét trinh khac.

Hoiic trude hoic sau bai thuy#t trinh.

D€ ¢6 két qua t6t nhit, hay phat tai ligu hodc
trude bai thuyét trinh, véi dd thai gian cho mei
ngudi ndm bit ndi dung trude khi ban trinh bay,
hoic sau d6, d€ ngudi nghe ¢6 ban tém tit cic ¥
chinh d€ xem lai.

Sy nhiét tinh, 1ong tin nhiém, v niém tin cd nhin
vao dé tai.

Sy thuy&t phuc ciia ban chd y&u phu thudc vao
nhiing y&u t& nay. St dung cac luan o k€t hop ca
1y va tinh s& gidp ca bai thuyét trinh cda ban cé
tinh thuyét phuc hon. Lua chon khic, nhu 1¢i khen
cta chuyén gia, hinh dnh b8 trg, chuyén ngusi
that viée that, s& liéu théng ké, viduy, v.v... s& lam
cho bai thuy#t trinh thii vi va thuy&t phuc hon.

Chuy#n ngudi héi dén noi ¢6 thé tim cdu tra 19i,
hoic hdi xem ¢ ai trong 56 ngudi nghe 6 thé trd
13 cdu héi.

Viéc khong tranh né, tit chéi, hodc bd qua bat ky
ciu héi hay phan bign nao I rat quan trong.
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Tai lieu tham khao

Bai bao va chit thich

Ballaro, Beverly. Six Ways to Grab Your Audience from the
Start (TD: Sdu cdch thu hit thinh gid t phiit dau),
Harvard Management Communication Letter, June 2003.

Né&u ban khéng bigt cach truyén dat thi ngay cd théng
tin hip dan nhat th& gidi ciing s& khong thé thuc su
d&n dugc v6i da s thinh gid. D€ thu hit va ndm gidt
dugc sy chd ¥ cda ngudi nghe, vige tao ra sit két ndi
manh mé ngay tit ddu 13 hét sidc quan trong. Hay doc
6 thit thuat chuyén gia dé nghi d& gitip ban ning cao
kh3 ning tiép nhan thoéng diép, du la vigt hay néi.
Harvard Business School Publishing, Are Your Presentations
Inspiring? (TD: Bai thuy&t trinh ctia ban ¢6 ddy cAdm hiing
hay khéng?), Harvard Management Communication Letter,
january 2001,
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C6 it bai thuyét trinh c6 thé didn dat diing diéu cin
n6i mét cdch sic tich. Mot ngoai 18 1a bai phét biéu
vdi cong dén Tay Bifc ciia John F. Kenedy vao thing
6 ndm 1963. Viéc phén tich bai phat bi€u tim ra 6 bai
hoc danh cho bat cif nha quan 1y nao muén tic déng
dén ngudi nghe: (1) tu viét bai phat hidw; (2) viét don
gidn va that long; (3) dap dng nhu cdu ngudi nghe; (4)
hap dan va 16i cudn khéng chi d6i v6i méi quan tam
cé nhén; (5) ddng cdm v4i ngudi nghe ngay tir dau va
(6) thuing xuyén 13p lai nhilng tif ng¥ cin nhé.

Nick Morgan, Preparing to Be Real, (TD: Chudn bi dé
thyc sut dién ra), Harvard Management Communication
Letter, January 2004.

Di&n tap khéng chi 12 hoc cdc dong chit va luyén tap
c chi; né 1a mét loai kj ning quan trong. Tai sao
cdc doanh nhén thudng bé quén céng doan dién tap,
dii da c6 qud nhiéu bing chiing cho thiy dé khéng
phdila y hay? D6 1a vi da s6 ho qua hdi hép vé vigc
phdt bifu trudc dam d6ng nén ho thich tri hoan moi
thit 1lau hét mutc c6 thé thay vi tuyén chién véi sy so
héi cia chinh minh. Tin t6t 13, chi cin cé chiit suy
tinh, chudn bi, va ~ vang - dién tap, ban 6 thé thuc
hién mot bai thuyét trinh gdn k8t v6i ngudi nghe.

Nick Morgan, Opening Options: How to Grab Your
Audiences Attention (TD: Cae Ia chon md bai: Cach thu
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hit sy chd ¢ eita ngudi nghe), Harvard Management

Communication Letter, July 2003.
Théri khic md ddu bat ky bai thuy#t trinh nao ciing la
liic khé khan nhét. An titong cia ngudi nghe vé ban
duge quyét dinh trong vong 1 dén 2 phuit déu tien. Ap
Iuc ludn Juén hign dién. Vay ban s& b4t diu nhus the
nao? Hay doc qua 6 phuong cach thi vi d€ gitip bai
thuyét trinh cia ban bat ddu mét cach ding nhat.

Sandberg, Kirsten, Easy on the Eyes (TD: Ua nhin), Harvard
Management Communication Letter, August 2002.

Trong cuén Hdi & Pédp s6ng déng nay, nha thift k&
néi tiéng Nigel Holmes cho bi€t quan diém ciia anh
vé viéc hinh dnh dugec st dung nhu thé nio d&
chuyén tii théng tin. Ngoai viéc phdc hoa nhing
cich t5t nhat d€ tao nén c4c hinh dnh va bang bidu
thuyét trinh, anh cdn suy ngdm vé nhiéu chi dé o6
lién quan, ching han cdch ngudi ta ti€p nhan théng
tin dudi dang hinh dnh va vai trd, tdc dong cda
PowerPoint trong kinh doanh.

Wiles, Cheryl, Take Your Speech Cues from the Actors
Trade (TD: Hoc cach phat biu tit nghé dién). Harvard
Management Communication Letter, August 2004.

Ban c6 phai chiu ding chitng sg san kh&u khi thuyét
trinh? N&€u ban bit diu nghi riing giao tiép ciing la
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m6t nghe thuat, nhu cach dién vién trinh dién, ban
sé hoan thién duge khd ning néi trudc ddm doéng.
Hay nghién etfu cdc ky thuat ngudi dién vién sit
dung dé ddy manh kj nang ndi, v ban s& thu hiit
dugc nhiéu sy chi ¥ hon.

Sach

Harvard Business School Publishing, The Managers Guide
to Effective Presentations Il (TD): Hudng dan nha quén ly
thuy€t trinh hiéu qud II), Harvard Management
Communication Letter Collection, Boston: Harvard
Business School Publishing.

Cudén sich tuyén chon cdc bai viét hr Havard
Management Communication letier cung cap céc thi
thuat di dugc kiém nghieém ciing thoi gian d€ 18i da
héa tac déng chia bai thuyét trinh.
Morgan, Nick, Working the Room: How to Move People to
Action Through Audience-Centered Speaking (TD: Phong
lam vigc: Cach dong vién mei ngudi hianh déng théng
qua cich ndi chuyén chi trong ngudi nghe), Boston:
Harvard Business School Press, 2003.
Ban c6 con nhd dé tai ciia bai phit biu cubi cing
ban da nghe? N&u khéng, ban khéng phai la ngudi
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duy nhat. Thuc t& 13, nghién citu cho thdy ngudi nghe
chi nhd tit 10% dén 30% néi dung bai phat bi€u hay
thuyét trinh. Xem xét nhitng con s6 thong ké 4m dam
d6, tai sao chiing ta cdn cin phit bifu? Chiing ta van
phat bifu, nhu 13 chuyén gia giao ti€p Nick Morgan
néi, bdi vi chiing vAn 1 cach thitc manh mé nhdt d¢
két ndi v6i ngudi nghe. Trong cudn sich nay, Morgan
gigi thiéu phuong phdp chii-trong-ngudi-nghe trong
phét bidu trude cdng chiing. Théng qua nhitng vi du
siu sic, Morgan di ching minh mét quy trinh gém
3 phin - chii trong vao viée phét trién ndi dung,
luyén tap, va phit bidu ~ s& cho phép ngudi doc 6
cac mufc kinh nghiém khac nhau thuc hién nhifng bai
phat bi€u hiéu qud va tran diy cdm xuic.

Morrisey, George L., Thomas Sechrest, Wendy B. Warman,
Loud and Clear: How to Prepare and Deliver Effective
Business and Technical Presentations (T1D: LSn va rd: Lam
thé nio d€ chufn bi va trinh bay bai thuyét trinh kinh
doanh & chuyén mén thanh c¢éng), Reading, MA:
Addison-Wesley Publishing Company, 1997.

Cubn sdch huéng din chinh xdc ting y&u t6 trong
chufin bi va thate hign mat bai thuy#&t trinh dién hinh
trong kinh doanh. Bén canh cic huéng din va 13i
khuyén, cudn séch con bao gém mot s6 bidu miu hitu
dung gidp ngudi thuyét trinh t6 chic t8t ndi dung,
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Ngudn tham khao vé
Ky ning thuyét trinh

Harvard Business School Publishing, Business Communi-
cation (TD: Giao ti€p trong kinh doanh). Boston: Harvard
Business School Press, 2003.

Morrisey, George L., Thomas Sechrest, and Wendy B.
Warman, Loud and Clear: How to Prepare and Deliver
Effective Business and Technical Presentations (TD: Lén
va 18: Lam thé€ nao d€ chudn bi va trinh bay bai
thuy#t trinh kinh doanh & chuyén mén thanh céng),
Reading, MA: Addison-Wesley Publishing Company,
1997,
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Ky nang
huéng dan nhan sy

Ban dang cAm trén tay cudn Ky

ndng thuyét trink, cubn sach niim trong  ESEEICINES
.hu‘ﬁng gan nhan sy

b6 Cédm nang BJ tii cda trudng
Harvard Business School do ¢ong ty
VNNPublishing déc quyén xuit bin
tai Vigt Nam. Hy vong khi doc xong

cuén sach nay, ban sé duge trang bi
thém nhing kién thitc hitu ich d€ chuadn bi va thuc hign
nhiing bai thuyét trinh m6t cdch t6t nhat c6 thé.

Cuén sich tiép theo trong bé Cam nang Bo hii, Ky
ning hudng dan nhin sy, s& gidi thitu dén c4c ban nhing
k¥ ning can thi€t d€ ban ¢6 thé trd thanh mét ngudi
hudng dan hiéu qua trong cac tinh huéng ma ban bugc
phdi déng vai trd dé.

“Hiy danh mt phiit d€ phdc hoa trong diu hinh dnh vé
ngul¥i da timg 1am ddng trio trong ban cdm hing cd nhin
v himg thi vdi cong vic. Hiy nghi vé ngudi ma ban cho
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la mbt nguiri huong din xudt sdc va ludn xudt hign ding
hic. Nguri @y dd lam gi hodc ndi gi vdi ban? Lam sao ban
cdm nhin dugc ho lubén & bén minh? Béng cdch nao hy hitu
dupe nhilng didu ban dang nghi? Néu nguri &y dun ra mpt
nhin xét nghiém khic ddi véi ban thi didu gi khiéh nhin xét
d6 chdp nhin dupc? Néu ngui &y cho ban 1i khuyén bé ich
thi diéu gi khiés 10 kluyén d6 trd nén higu qua? Néu c6 dp
dn cho bdt ki cdu hdi nao néu trén vé mét ngui husng din
gidi, hity két hop vdi cdch riéng cila ban. Va nhu viy ban da
c6 m¢t khdi ddu t6t dep d€ cd thé tao nén thay d6% lén trong
cugc doi ngudi khdc...” (Trich K§ ning husng dén nhin suw)

Cing véi nhifng cudn sach khac trong bé Cm nang
Bé tui, chiing t6i mong ring Kij ndng hung din nhén su
s& mang dén cho ban co héi hoan thién ban than trong
cudc séng!
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