1. Hoc phéan: GIAO TIEP KINH DOANH
(BUSINESS COMMUNICATION)

Ma hoc phan: TOU 1001

Nganh: Quan tri kinh doanh

Khéi lrong hoc tip: 03 tin chi

o > N

Muc dich hoc phin:  Hoc phan duogc thiét ké nham huéng dén
- Thr nhit: cung cip nhitng kién thirc nén tang cin ban cua nghé thuat giao tiép
trong kinh doanh.

- Thir hai: cung cip cic nguyén tic va hudng dan van dung cac k¥ ning co ban
clia giao tiép dé nguoi hoc c6 kha ning thyc hanh giao tiép trong kinh doanh mét cach
hi¢u qua, c6 dao dtrc va dung phap luat.

- Thir ba: cung cdp cic nguyén tic va hudng dan van dung cic k¥ ning giao tiép
trong mdi truong 1am viéc: tir khi phong van cho dén khi hoa nhap vao mai truong lam
viéc

Hoc phan gébm 12 chuwong. Mdi mot chuong déu c6 diy du cac phan: Muc tiéu
chuong, ndi dung chuong, tinh hudng thyc té, bai tap tinh hudng, tom tat chuong va
cau héi on tap.

6. Chuén dau ra ciia hoc phin (CLO)

Sau khi hoc xong hoc phan nay, sinh vién c6 thé:

Ma
TT ?DR Tén chuin dau ra
cua hoc

phan

Phan tich dugc cac yéu té co ban va cac k§ ning can thiét clia hoat
1 | cLO1 | dong giao tiép c6 dao dirc va tuan thi phap ludt trong mot moi
truong kinh doanh da dang

Luwa chon duoc phuong an giao tiép toi uwu trong mot tinh hudng giao

2 1 CLOZ | i45 kinh doanh xé4c dinh

Sir dung k¥ ning giao tiép ngdn ngit, phi ngdn ngit va lang nghe mot
3 | cLO3 | cach chuyén nghiép khi giao tiép véi cac dbi tac giao tiép trong cac
tinh hudng kinh doanh khac nhau

Viét mot cach sang tao va ca nhan mot s thong diép pho bién trong
4 | CLO4 T kinh doanh

Thé hién thai d§ ton trong va chia sé vdi nguoi khac véi nguoi khac

5 | cLO5 |trong giao tiép va trach nhiém c4 nhan khi thuc hién cic nhiém
vu/hoat dong ctia nhom, hoat dong cua 16p.




Ma tran quan hé chuan dau ra hoc phan va chuan dau ra chwong trinh

CBR hoc phan/ Al Nl o | w|lo|~lo|lo S| d Y

‘ o|lo|lo|o|]o|lo|o|O0|O|ololo
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CLO1 X | X X X
CLO2 X | X X
CLO3 X | X X
CLO4 X X

CLO5 X | X X

Tong hop theo HP X | X X X

7. Nhiém vu cua sinh vién

- Tham gia t6i thiéu 80% sé tiét hoc 1y thuyét

- Thuc hién diy du cac bai tdp nhom, bai tdp ca nhan

- Tham dy thi két thiic hoc phan
8. Tai li€éu hoc tap

8.1. Giao trinh: Business Communication, Amy Newman, Cornell University

(MY), 2013

8.2. Tai li¢u tham khao:

- Giao tiép trong kinh doanh va trong cudc soéng, GS-TS Poan Thi Hong Van,
NXB Théng ké, 2011

- Gido trinh giao tiép trong kinh doanh, TS Ha Nam Khanh Giao, NXB Lao dong
xa hoi, 2011

- KJ ndng giao tiép va thwong lwong trong kinh doanh, TS Thai Tri Diing, NXB
Théng K&, 2003.

- Gido trinh giao tiép trong kinh doanh, Ths Pinh Vin Pang, NXB Lao dong,
2009
9. Thang diém:  Theo thang diém tin chi.
10. Ndi dung chi tiét hoc phan

Chuong 1: Hiéu biét vé giao tiép kinh doanh

Muc tiéu chwong: Sau khi hoc xong chuong ndy, ngudi hoc c6 thé
1, Nhan dang cac bd phan cAu thanh cua giao tiép
2, Nhan dang nhiing rao can ngdn ngit va phi ngon ngit ciia giao tiép
3, M ta tiéu chuan cho lia chon phuong tién giao tiép
4, Ngan ngira nhimg hau qua tiém tang do sy vi pham phap luat

5, Giao tiép co dao durc




1.1. Giao tiép trong mét to chirc

1.2 Nhirng bd phan cau thanh cia giao tiép
1.2.1 Mb hinh giao tiép
1.2.2 Céc hudng cua giao tiép

1.3 Nhitng rao can cia giao tiép va nhirng lwa chon phwong tién giao tiép
1.3.1 Nhitng rao can giao tiép
1.3.2 Nhitng lya chon phuong tién giao tiép

1.4 Giao tiép theo phap luat va giao tiép cé dao dirc
1.4.1 Nhiing hau qua phap ly tiém ning cua giao tiép
1.4.2 Giao tiép co dao dic

15 Gioi thiéu mo hinh 3P

1.6 Tong két chwong

1.6.1. Tinh hudng thyc té

1.6.2. Bai tap tinh hudng
1.6.3. Tém tit chuong
1.6.4. Cau hoi 6n tap
Tai liéu hoc tap:
+ Tai liéu hoc tap Giao tiép kinh doanh — Ban dich tom tat (dugc dua 1én E-learning)

+ Business commication, Amy Newman, Cornell University (My), 2013, Chapter 1:
Understanding business communication

+ Céc tai li¢u tham khao khac (da ghi trong muc 12)
Chuong 2: Giao tiép trong nhom va giao tiép gitra cac nén vin hoa
Muc tiéu chwong: Sau khi hoc xong chuong nay, ngudi hoc c6 thé
1. Phan biét dugc nhém, nhom lam viée va sy can thiét 1am viéc theo nhém
2. Giao tiép mot cach c6 hiéu qua va dung véi dao dirc trong nhém lam viéc.
2, Phoi hop dé cai thién hoat dong viét theo nhom
3, Giao tiép v6i nhitng ngudi khac nhau
2.1. Giao tiép trong nhém 1am viéc va phdi hop trong cac duw an viét theo nhém
2.1.1. Giao tiép trong nhém lam viéc

2.1.2. Phdi hop trong cac du an viét theo nhom

2.2. Giao tiép trong méi trwomg da vin hoa



2.2.1. Nhiing su khac biét vé van hoa

2.2.2. Nhitng chién luge ddi véi giao tiép trong méi trudng da vin hoa
2.3. Swdadang

2.3.1 Gia tri cua sy da dang

2.3.2. Vén d& dan toc trong giao tiép

2.3.3. Vén dé gidi tinh trong giao tiép

2.3.4. Giao tiép v6i nguoi khuyét tat

2.3.5. Giao tiép giita cac thé hé
2.4. Tong két chwong

2.4.1 Tinh hudng thuc té

2.4.2 Bai tap tinh huéng

2.4.3 Tém tit chuong

2.4.4 Cau hoi on tap

Tai liéu hoc tap:
+ Tai liéu hoc tdp Giao tiép kinh doanh — Ban dich tom tat (dugc dua lén E-

learning)

+ Business commication, Amy Newman, Cornell University (M¥), 2013, Chapter
2: Team and multicultural communication

+ Cac tai li¢u tham khao khac (da ghi trong muc 12)
Chwong 3: Cac Ky niing giao tiép ca nhan
Muc tiéu chuwong:

Sau khi hoc xong chuong nay, nguoi hoc ¢ thé

1. Giai thich duoc ¥y nghia va tim quan trong ctia nhitng thong diép phi ngén ngir

2. Ap dung dugc k¥ ning ling nghe hiéu qua trong céc tinh hudng kinh doanh

3. Sir dung dugc cac phuong tién truyén théng xa hoi dé xay dung nhimg quan hé
kinh doanh.

4. Ap dung duoc cong nghé giao tiép bang giong ndi va tin nhan vian ban mot cach

hiéu qua trong nhitng tinh huéng kinh doanh

3.1. Giao tiép phi ngdn ngir va k¥ ning ling nghe
3.1.1 Giao tiép phi ngon ngi
3.1.2 Kj§ nang lang nghe



3.2. Giao tiép dwa vao internet
3.2.1 Thu hat khach hang dua vao online
3.2.2 Thu hat khach hang noi bo
3.2.3 Giao tiép bang giong noi va tin nhan
3.3 Cudc hop kinh doanh
3.3.1 Xac dinh dang cuoc hop
3.3.2 Lap ké hoach cudc hop
3.3.3 Tao diéu kién thuan loi cho cudc hop
3.3.4 Tham gia cudc hop
3.3.5 Diéu hanh cudc hop

3.4 Tong két chwong
3.4.1 Tinh hudng thyc té

3.4.2 Bai tap tinh hudng
3.4.3 Toém tit chuong
3.4.4. Cau hoi on tap
Tai liéu hoc tap:
+ Tai lidu hoc tap Giao tiép kinh doanh — Ban dich tom tat (dugc dua 1én E-learning)

+ Business commication, Amy Newman, Cornell University (M¥), 2013, Chapter 3:
Interpersonal communication skills

+ Céc tai liéu tham khao khac (da ghi trong muc 12)
Chuwong 4: Quy trinh viét

Muc tiéu chwong:
Sau khi hoan thanh chuong nay, nguoi hoc c6 thé:
1. Phan tich doc gia
2. Lap ké hoach vé muc tiéu, noi dung va to chirc thong diep
3. Soan thao ban thao dau tién cua van baniss
4. Stra chita ngi dung, hinh thuec, tinh chinh xéac va phong céch
5. boc va stra ban in thtr
4.1, Tong quan vé quy trinh viét
4.2. Phan tich dgc gia
4.2.1 Djc gia chinh

4.2.2  Mbi quan hé giira ngudi viét va doc gia



4.2.3 Dajc gia s& tuong tac nhuthé nao?
4.2.4 Doc gia da thuc su biét nhitng gi?
4.2.5 Nhitng yéu t6 ca nhan cua doc gia

4.2.6  Viduy vé phan tich doc gia

4.3 L4p ké hoach
431 Muyctiéu
4.3.2 Noi dung
433 Tochuc

4.4 Phac thao

4.4.1 Thuyc hién phac thao

4.4.2 \uot qua trd ngai cua ngudi viét

4.4.3  Viét cho cac phuong tién truyén théng khac nhau
4.5 Hiéu chinh

4.5.1 Hiéu chinh lai ni dung

4,5.2 Hiéu chinh lai hinh thac

4.5.3 Hiéu chinh lai tinh chinh xac

4.5.4  Hiéu chinh phong cach
4.6 Poc va sira ban in thir
4.7 Tong két chuong

4.7.1. Tinh hudng thuc té

4.7.2. Bai tap tinh huéng

4.7.3. Tom tat chuong

4.7.4 Cau héi on tap

Tai li€éu hoc tap:

+ Tai liéu hoc tap Giao tiép kinh doanh — Ban dich tém tat (duoc dua 1én E-learning)

+ Business commication, Amy Newman, Cornell University (M¥), 2013, Chapter 4:
The writing process va Chapter 5: Revising your writing)

+ Céc tai liéu tham khao khac (da ghi trong muc 12)



Chuong 5: Viét céac loai thong diép

Muc tiéu chwong

Sau khi hoc xong chuong nay, nguoi hoc ¢6 thé

1.Soan thao va phan hdi mot thong diép trung tinh

2. Soan thao mot thong di€p thién chi

3. Giai quyét ddi vai nhitng binh luan caa khach hang truc tuyén

4. Soan thao cac loai thong diép thuyét phuc khac nhau

5. Soan thao céc loai thong diép bao tin x4u khac nhau

5.1.

5.2

5.3

5.4

5.11
5.1.2
5.13
5.14
5.15
5.1.6
5.1.7

521

5.2.2
5.2.3
5.2.4
5.2.5

531
5.3.2
5.3.3

Viét thong diép trung tinh va théng diép tich cuc

Céc loai thong di€p trung tinh va thong diép tich cuc

Lap ké hoach truyén tai mot thong di€p trung tinh hodc tich cuc
Sap xép, trién khai mot thong diép trung tinh

Gui tin nhan ttc thi d6i v6i thong diép trung tinh

Phan hoi thong diép trung tinh

Soan thao thong diép thién chi

Giai quyét nhan xét ciia khach hang tryc tuyén

Viét cac thong diép thuyét phuc

Lap dan y cho mot thong di¢p thuyét phuc

Phan tich khan thinh gia (doc gia)

Viét mot thong diep ngan co tinh thuyét phuc

Viét mot 14 thu'ban hang

Viét va tra 10i voi cac y kién phan hdi tidu cuc cua khach hang
Viet cac thong di€ép bao tin xau

Lap dan y cho mot thong diép bao tin xau

Soan thao cac hdi dap chira dyng tin xau

Thong bao tin xau

Tong két chwong

5.4.1.Tinh hudng thyc té

5.4.2.Bai tap tinh hudng

5.4.3.T6m tit chuong

5.4.4.Cau hoi on tap



Tai liéu hoc tap:

+ Tai liéu hoc tap Giao tiép kinh doanh — Ban dich tém tit (dwgc dua 1én E-learning)

+ Business commication, Amy Newman, Cornell University (M¥), 2013, Chapter 6:
Neutral and Positive messages, Chapter 7: Persuasive messages, Chapter 8: Bad-news
messages

+ Cac tai li¢u tham khao khac (da ghi trong muc 12)

Chuong 6: Lap ké hoach viét bao cdo va viét bio cao

Muc tiéu cia chwong:

Sau khi hoc xong chuong nay, nguoi hoc c6 thé :

1.
2.

N o g~ W

6.1

6.2

6.3

Quyét dinh duoc dinh dang va céu trc thich hop cho bao co

Quyét dinh cac ngudn dit lidu str dung cho béo céo, cac phwong phéap thu thap
dr liéu phu hop

Trinh bay dir li¢u dinh luong va phan tich dir licu

Phéc thao phan chinh cua bao céo va nhiing phu luc.ist

r

Str dung dugc phong céch viét hieu qua.ist
Trich dan cac ngudn tai li¢u chinh xac.
Duyet lai, dinh dang, doc va stra ban in thu

Lap ké hoach cho bao cdo

6.1.1 Ai doc va viét bao cdo

6.1.2 Tim ngudn dit lidu cho bao céo
6.1.3 Thu thap dit liéu bang bang cau hoi
6.1.3 Trinh bay thong tin dinh lugng
6.1.4 Giai thich dir liéu

Viét bao cao

6.2.1 Lap ké hoach béo co

6.2.2 Phac thao bao cao

6.2.3 Trién khai mot phong cach viét hiéu qua
6.2.4 Chu giai ngudn st dung

6.2.5 Trau chudt lai ban thao

Tong két chuong

6.3.1 Tinh hubng thuc té
6.3.2 Bai tap tinh hudng
6.3.3 Tom tit chuong
6.3.4 Cau hoi 6n tap



Tai liéu hoc tap:
+ Tai liéu hoc tap Giao tiép kinh doanh — Ban dich tém tit (dwgc dua 1én E-learning)

+ Business commication, Amy Newman, Cornell University (My), 2013, Chapter 9:
Planning the report and managing the data, Chapter 10: Writing the report

+ Céc tai1 liéu tham khao khac (da ghi trong muc 12)

Chuong 7: Thuyét trinh
Muc tiéu cia chuong:
1. Lap ké hoach cho mét bai thuyét trinh
2. T6 chirc mét bai thuyét trinh
3. Lap ké hoach cho mét bai trinh nhém va truc tuyén
4. Xay dung cac trg gitp hinh anh mét cach hiéu qua

5. Thuc hanh va thuc hién mét bai thuyét trinh

7.1. Vai tro ciia thuyét trinh trong kinh donh
7.2. Cau tao modt bai thuyét trinh

7.2.1. Muc dich

7.2.2. Phan tich khan gia

7.2.3. Phuong phap
7.3. B cuc mdt bai thuyét trinh

7.3.1. Phan mé dau

7.3.2. Phan than

7.3.3. Phén két luan

7.3.4. Hai hudc trong bai thuyét trinh
7.4. Lén ké hoach cho thuyét trinh nhém va thuyét trinh truc tuyén

7.4.1. Thuyét trinh nhém

7.4.2. Thuyét trinh truc tuyén

7.5. Gia ting nhitng hd tr¢' trwe quan cho nhirng bai thuyét trinh trong kinh
doanh

7.5.1. Tao slide cho thuyét trinh
7.5.2. St dung slide



7.5.3. Sur dung video

7.5.4. Tao va stir dung cac tai li¢u phat (handout)
7.6. Luyén tap va thuwc hién bai thuyét trinh

7.6.1. Luyén tap

7.6.2. Thyc hién thuyét trinh
7.7. Tong két chwong

7.7.1.Tinh hudng thyc té

7.7.2.Bai tap tinh hudng

7.7.3.Tém tat chuong

7.7.4.Cau héi 6n tap

Tai liéu hoc tap:

+ Tai liéu hoc tap Giao tiép kinh doanh — Ban dich tom tat (dugc dua 1én E-learning)

+ Business commication, Amy Newman, Cornell University (M¥), 2013, Chapter 11:
Presentation

+ Céc tai liéu tham khao khac (da ghi trong muc 12)

Chuong 8: Giao tiép noi lam viéc
Mug tiéu cita chuong:
Sau khi hoc xong chuong nay, ngudi hoc c6 thé
1. Viét va dinh dang mét résumé/CV
2. Viét mét thu’xin viéc hogic email tham do.
3. Thé hién ban than tdt trong subt cudc phong van viée lam
4. Theo dai suét toan bé qué trinh tuyén chon

5. Thu¢ hanh duo¢ nghi thiic xa giao trong kinh doanh not lam viéc

8.1. Hiy tu dua vao diéu tot nhat ciia ban dé tién lén
8.2. Chuin bi Resume/CV

8.2.1. bo dai

8.2.2. Hinh thuc

8.2.3. Noi dung



8.2.4. Nhitng Resume do hoa va sang tao
8.2.5. Nhitng Resume xa hoi
8.3. Viét cac thwr xin viéc (Cover Letter) va cac email thim do tin tirc
8.3.1. Cac thu xin viéc
8.3.2. Cac email tham do tin tirc
8.4. Chuén bi phéng van viéc lam
8.4.1. Nghién ctru to chirc
8.4.2. Luyén tap cau hoi phong van
8.4.3. Quan Iy mot budi phong van bang video hay dién thoai
8.4.4. Chuan bi nhitng cAu hoi cia chinh ban
8.4.5. Chuan bi trang phyc dé thanh cong
8.5. Lam chii ban than trong cudc phéng van
8.6. Theo sat qua trinh phong van
8.7. Luyén tap nghi thirc xa giao trong kinh doanh
8.7.1. Gap g& va chao hoi
8.7.2. An trong kinh doanh
8.7.3. Tang qua
8.7.4. Quan 1y danh tiéng truc tuyén
8.7.5. Lam viéc trong van phong
8.8. Tong két chuwong
8.8.1.Tinh hudng thyc té
8.8.2.Bai tap tinh hudng
8.8.3.T6m tit chuong
8.8.4. Cau hoi 6n tap
Tai li€éu hoc tap:
+ Tai liéu hoc tap Giao tiép kinh doanh — Ban dich tom tat (dugc dua 1én E-learning)

+ Business commication, Amy Newman, Cornell University (M¥), 2013, Chapter 12:
Employment communication

+ Céc tai liéu tham khao khac (da ghi trong muc 12)



11.Ma tran quan hé chuin dau ra (CLO) va ndi dung (chwong) hoc phin

Chuong Chuan diu ra
CLO1 CLO2 CLO3 CLO4 CLO5
Chuong 1 X X
Chuong 2 X X X
Chuong 3 X X X
Chuong 4 X X
Chuong 5 X X X
Chuong 6 X X
Chuong 7 X X X
Chuong 8 X X X X




12. Mbi quan h¢ chuin diu ra (CLO) va phwong phap giang day, hoc tip (TLM)

STT Ma Phwong phap day va hgc Nhom PP | CLO1 | CLO2 | CLO3 | CLO4 | CLO5
1 TLM1 | Giai thich cu thé Explicit Teaching 1 X X X
2 TLM2 | Thuyét giang Lecture 1
3 TLM3 | Tham luan Guest lecture 1
4 TLM4 | Giai quyét van dé Problem Solving 2
5 TLM5 | Tap kich ndo Brainstorming 2
6 TLM 6 | Nghién ctru tinh hudng Case Study 2 X X X
7 TLM 7 | Bong vai Role Play 2 X X
8 TLM8 | Tro choi/ thuyét trinh Game/ Oral Presentation 2 X X X X
9 TLM9 | Bi thuc té Field Trip 2
10 TLM10 | Tranh luan Debates 3
11 TLM 11 | Thao luan Discussion 3 X X
12 TLM 12 | Lam viéc nhom Teamwork Learning 3 X X X X
13 TLM13 | bat cau hoi Inquiry 4
14 TLM14 | Du an nghién cuu Research Project/ 4

Independent Study
15 TLM15 | Hoc truc tuyén TBA 5
16 TLM 16 | Bai tap Work Assigment 6 X X X X
17 TLM 17 | Tu hoc Self learning 7 X
18 TLM18 The Jigsaw method 8 X X X




13. Phén bo thoi gian theo sb tiét tin chi cho 3 tin chi (1 tin chi = 15 tiét)

SO tiét tin chi

Phwong phap giang day

Chuwong thiw Tén chwong Ly Thwe hanh/ Téne sé
thuyét thio luan® g
1 Hiéu biét vé giao tiép kinh doanh 4 2 6 TLM1, TLM11
5 Giao tip trong nhom va giao tiép giita cac 3 3 5 TLM1, TLM6, TLM11, TLM12
nén van hoa
e TLM1, TLM6, TLM7, TLM11,
3 Céac k¥ nang giao ti€p ca nhan 4 5 9 TLM12, TLM16
4 Quy trinh viét 2 1 3 TLM1, TLM12, TLM16
Viét cac loai thong di¢p khac nhau 3 6 9 TLM1, TLM7, TLM12,
Lap ké hoach viét bao céo va viét bao cao 0 0 0 TLM17
‘s TLM1, TLM7, TLM10, TLM12,
7 Thuyét trinh 3 3 6 TLM16
8 Giao tiép noi lam viée 3 3 6 TLML, TLM7, TLM11, TLM12
Tong cong 45

Ghi chii: So gio thyc hanh/ thao lugn trén thuc té sé bc%ng s6 tiet thue hanh/ thao ludn trén thiét ké x 2




14,  Mbi quan hé gitra chuin diu ra hoc ph?m (CLO) va phuwong phap danh gia (AM)
Ma Phuong phép danh gia Nhom |CLO1 |CLO?2 CLO3 CLO4 |CLOS

Pp

1 AM1 | Chuyén can Attendance Check 1

2 AM2 | Baitép Work Assignment 1

3 AM3 | Thuyét trinh Oral Presentation 1 X

4 AM4 | Bai kiém tra Performance Test 2 X X X

5 AMS5 | Nhat ky Journal and blogs 2

6 AM6 | Bai luan Essay 2

7 AM7 | Bai thi trac nghiém Multiple choice exam 2 X X

8 AMS8 | Thi van dap Oral Exam 2

9 AM9 | Bai bao cédo Written Report 2 X X

10 | AM10 | Thuyét trinh Oral Presentation 3

11 AM11 | Banh gid nhom Teamwork Assessment 3 X

12 AM12 BéO.A cdo/bai  luan 10t Graduation Thesis/ Report 3

nghiép
13 | AM13 | Khac Other 4




15. K& hoach kiém tra danh gia
STT | Tuin Noi dung Phuong phap | Tylé (%) |CLO1 CLO?2 CLO3 CLO4 CLOS5

danh gia

1 3-15 AM11 10% X

2 7 Chuong 3 AM4 10% X

3 9 Chuong 2,4,5 AM9,AM11 20% X X X X
AM4

4 16 Chuong 7 AM3 30% X X

5 Theo lich | Chuong AM7 30% X X

1,2,3,4,7,8
Tong cong 100%

Xéc nhén cia Khoa/By mon




