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Tom tit: Ky nang thuyét trinh la mgt trong nhiing ky® ndng mém quan trong doi véi nguoi lanh dao, gop
p;’?an tao dung uy tin, hinh anh cua nguoi fm;f? dao, xay dung mem tin ciia nguoi nghe, dan deit ngUoi
nghe hanh dong thie hién chii trieong, quyét sdach lanh dao. Bai viét phan tich lam ro vai tré, ddc diém ky
néng thuyét trinh danh cho lanh dao; mét s6 véu té anh eong den chat heong thuyét trinh ciia nguoi lanh
dao; tir do xde dinh cdc yéu cau doi voi nguwoi lanh dao khi thuyét trinh.
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Abstract: Presentation skills are among the crucial soft skills for leaders, contributing to building their
credibility and image, instilling trust in their audience, and guiding their audience to act on their leadership
directives and policies. The article analvzes and clarifies the role and characteristics of presentation skills
Jor leaders, actors influencing the quality of leaders' presentations, thereby outlining the requirements for

leaders when presenting.
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Ky nang thuyét trinh danh cho lanh dao la su
van dung linh hoat, thanh thao 1 noi két hop voi
ctr chi, diéu bo dé trinh bay mat van dé nham
truyén tai tri thirc, thuyét phuc, dinh huéng hodc
xay dung quan diém, nhan thirc, thai do, tam thé,
dinh hudng gia tri va hanh vi cho can bg, dang
vién va quan chiing nhan dan theo nhiém vu thuc
tién. Ky nang thuyét trinh 1a mot trong nhiing
biéu hién ning luc cua nguoi lanh dao. Céc tinh
hubng str dung k¥ nang thuyét trinh ciia nguoi
lanh dao, bao gdm: phat biéu, dién thuyét trong
hoi hop trinh bay bdo cdo cong tac, bao cao
chuyén dé; trinh bay ¥ tuéng va ké hoach cong
viéc véi cap trén; gidi thich, huéng din hoat dong
cho Cép dudi; thue hién nhiém vu bao cdo vién,
tuyén truyén vién; dam phan, thuong luong, phéi
hop véi déi tic, don vi ban trong cong viée.

1. Vai tro, dic diém cia kj ning thuyét
trinh danh cho lanh dao
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L.1. Vai tro ky nang thuyét trinh danh cho
lanh dao

Trong lich sir loai nguoi, ky ndng thuyét trinh
da tré thanh mot cong cu giao tiép rat hiéu qua.
Cach day hang nghin ndm, & céc qubc gia nhu
Trung Québc, An Do, Ai Céap, Hy Lap, La Ma ¢6
dai... tai hung bién rat duge coi trong, thuyét
trinh trudc cong ching dong vai tro trung tam
trong giz’zo duc hay trong doi séng d6 thi. Thue té
cho thay, th uyet trinh thudng xoay quanh cac van
dé chinh tri. O Viét Nam, trong lich str cting c6
nhiéu nguoi ¢6 tai dién thuyét ndi tiéng nhu Mac
Pinh Chi, Trinh Kiém, Ng6 Thi Nham.. . Nhiéu
str gia voi tai dién thuyét cia minh da gop phan
cting ¢6 bang giao vdi cac nudc Iang giéng, ngan
chan chién tranh, ning cao vi thé, uy tin cua dan
toc. Trong lich str cach mang Viét Nam, Chu tich
H6 Chi Minh va céc dong chi lanh dao nhu
Truong Chinh, Lé Duan, Pham Vin Déng, Vo
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Nguyén Gidp, Lé Pirc Tho... déu la nhimng
ngudi thuyét trinh xuit sic gop phan vao su
thanh cdng cua cach mang.

Hién nay, mét nguoi lanh dao gioi khong chi
la ngudi ¢6 tam nhin chién luge, ¥ tuong lanh
dao, quan ly sang tao ma con phéi la ngudi co
kha nang thuyét trinh tdt, c6 thé 1am cho nguoi
khac hiéu va 1am theo nhimg quan diém va dinh
huéng ma minh dé ra. Nguoi lanh dao khong thé
thanh cong néu khong dat duge muce tiéu quan
trong 1a truyén dat kién thire cho can b, dang
vién va quan ching nhan dan. Do do, véi mdi
ngudi lanh dao, k§ ning thuyét trinh ¢6 vai tro
quan trong, thé hién & nhimg khia canh sau:

Thir nhat, k§ nang thuyét trinh 1a mot thanh
to quan trong trong nang lyc cua nguai lanh dao.

Dé dap tmg dugc yéu cau, nhiém vu, nguoi
lanh dao phai c6 nang luc toan dién nhu: nang luc
tu duy 1y luan, kha nang tong két thyc tién ciing
nhu van dung 1y luan vao thue tién; nang lue nam
bat thue tién, ¢6 kha ning phan tich, tong ]10]3
nhay bén phdt ]11cr1 van dé, co quan diém diung din
va giai quyct tot cac van dé thyc tién dat ra, dong
thoi du bao xu hudng van dong ctia thyc tién; ning
lue x4y dung cip ty, t6 chire dang, xay dung cac
t0 chitc trong co quan, don vi vimg manh... Cling
v6i cac thanh 6 trén, ky ning thuyét trinh la mot
bd phén quan trong trong nang luc cta ngudi lanh
dao, dugc nay sinh va hinh thanh trong thuc tién
hoat déng hoc tap, rén luyén va qua trinh thuc hién
cac nhiém vy cua nguoi lanh dao.

Thit hai, k§ ning thuyét trinh truc tiép ning
cao chat luong, hiéu qua thyc hién chirc trach,
nhiém vu cua nguoi lanh dao.

K§ nang thuyét trinh 1a mot yéu t6 quan trong
céu thanh nang luc cong tac cua nguoi lanh dao,
dong thoi trc tiép gop phan nang cao chat luong,
hiéu qua thuc hién chuc trach, nhiém vu duoc
giao. Ky nang thuyét trinh gitip nguoi lanh dao
tuyén mtyen gido duc chii nghia Mac - Lénin, tu
tuong H6 Chi Minh, duong 161, chu treong cua
Dang, chinh sach, phap luat cuia Nha nuéde, cac

ké hoach, chuon g trinh hanh dong cua co quan,
don vi, dia phuong... cho doi ngii can bg, dang
v1cn va nhan dan. Ky nang thuyet trinh giup de
xuat va trién khai céc ¥ tudng trong tap thé cap
uy, lanh dao co quan, don vi; dong thoi gitip lanh
dao t6 chire, trién khai, thic day phong trao, thirc
thi cac chuong trinh hanh dong cua dia phuong,
co quan, don vi.

Thir ba, k¥ nang thuyét trinh gop phan nang
cao uy tin, ndng lye cua nguoi lanh dao.

K¥ nang thuyét trinh la mot phan co ban hop
thanh nang luc chuyén mon cua nguoi lanh dao.
Chét luong, hiéu qua thuyét trinh gop phan tryc
tiép nang cao uy tin va nang luc thue hién nhiém
vu cua nguoi lanh dao. K¥ ning thuyét trinh t6t
s€ giip nguoi lanh dao dat duge hiéu qua cao
trong giao tiép, co co hdi phat trién, thing tién
trong cong viéc; dong thoi gép phin nang cao
hinh anh, uy tin ctia ngudi lanh dao va truyén
cam himg cho nguoi nghe.

1.2. Ddc diém ky néng thuyét trinh danh cho
lanh dao

Mot la, dic diém vé néi dung tri thirc.

Ngon ngtr a Iop vo bén ngoai cua tri thirc,
muon dién dat hay trinh bay mot van dé nao do
¢6 strc 16i cudn va hap dan, ngudi lanh dao phai
c6 kién thire chuyén sau vé van dé do. Day 1a dic
diém co ban trong pham chét, nang luc cong tac
cta ngudi 1anh dao noi chung va ky nang thuyét
trinh cua nguoi lanh dao noi riéng. Ngudi lanh
dao phai co kién thirc toan dién va chuyén siu vé
chuyén mon dé dap ng: yéu cau nhiém vu cling
nhu yéu cau trong thuyét trinh, d6 13: Iy luan chu
nghia Mac - Lénin, tr tuéng H6 Chi Minh,
duong 161, quan diém cua Bang, chinh sach, phép
luat ctia Nha nudc; kién thirc vé xay dung Pang,
quan ly nha nudc; kién thire toan dién Ve cac ma{
cua dm song xa hoi llcn quan tryc tiép dén van
dé can thuyét trinh; tr uyén thong van hod, phong
tuc tdp quan cua nhan dan dia phuong.

Hai la, dic diém vé phong cach.

Phong cach duoc biéu hién ra bén ngoai & tur
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thé, tac phong, cach di lai, 161 néi, di¢u b, ctr chi.
Phong céach c6 vai trd quan trong trong viée nang
cao nang luc va thé hién vi thé cia ngudi lanh
dao. Phong céch tao nén an tugng cho ngudi lanh
dao trong hoat dong néi va viét. Do do, khi thuyeét
trinh, ngudi lanh dao phai hét sire chi ¥ xay dung
phong céch riéng, tir do gop phan tao dung uy tin
va hinh anh cho ban than.

Ba la, déc diém vé phicong phdp va ngon ngir
sur dung.

Phuong phap va ngén ngtr sur dung phu hop
v6i ndi dung thuyét trinh, phit hop voi doi tuong
ngudi nghe s& gop phan ting hiéu qua bai thuyét
trinh. Nguoi 1anh dao cin cin ctr vao ndi dung,
doi tugng, thoi diém dé xac dinh phuong phép
va ngén nglr th uyct trmh phu hop.

2. Mot s6 yéu to dnh hudng dén k§ ning
thuyét trinh ciia nguoi linh dao

Mot la, déic diém giao rfé;z? thuee thi cong vu
cra nguoi lanh dao.

Thuyét trinh 1a hoat dong thude vé giao tiép
cong vu ctia nguoi lanh dao. Hoat dong ydo tlep
véi cac ddc diém s& anh huong truc tlcp dén
thuyét trinh ctia nguoi lanh dao. Giao tiép cong
i ¢o mot sd diac diém nhu: phan anh co cau
quyén luc trong t6 chic; tinh dinh huong; tinh
cong khai; sy twong tac; da dang vé hinh thirc thé
hién... Van ban la cong cu quan trong ctia giao
tiép, gin voi thong tin. Thong tin dugc thé hién
dudi dang vin ban c6 nhimg loi thé nhét dinh so
v6i cdc hinh thire giao tiép bang khau ngir hay
diéu bd, cur chi khac. Van ban la cong cu giup co
dinh hoa thong tin; truyén thong tin mot cach
nhanh chong, chinh xéc; luu gilr thong tin dugc
lau dai. Chinh vi thé, vin ban duoc xé4c dinh 1a
cong cu giao tiép chinh thirc va quan trong nhét
trong giao tiép cong vu clia nguoi lanh dao.

Hai la, méi truomg giao tiép thue thi cong vu
cua nguoi lanh dao.

Céc yéu to thudc moi trudng giao tiép duoc
phan ch:a thanh céac ycu t6 bén trong to chure va
cac yéu to bén ngoai t6 chire. Cde yéu té bén
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trong t6 chire; Vian hoa to chire ¢6 anh hudng rat
lén dén hoat dong thuc thi cong vu cua t6 chtrc.
Chinh van hoéa hay “16i song” co quan, t6 chiic,
dia phuong anh huong mang tinh quyét dinh dén
hiéu qua giao tiép thuc thi cong vu ctia ngudi
lanh dgo. Cac yéu t cuia vin héa to chire bao
gom muc tiéu cua t6 chire; lich si, truycn théng
cua co quan, don vi, dia phuong; co cau to chirc;
hé thong cac quy trinh, thu tuc lam viée; céc
chudn muec tmg xt, cic nghi thirc, nghi 1&; ning
luc va tam huyct cua do1 ngt 1anh dao, quan ly;
ban than cdc bén tham gia giao tiép; diéu kién
thuc té ctia co quan, 6 chire, dia phuong... Céc

véu 16 bén ngoai t6 chire, bao gom: tinh hinh kinh

té, chinh tri, xa héi cta qudc gia, dia phuong,
nganh, co quan, don vi; h¢ thong cdc chinh sach,
thit tuc cta nganh, cta ca hé théng, trong do t6
chirc va ca nhan la moét thanh vién hoac chiu
trach nhiém phuc ting; xu hudng, cach thic giao
tiép cua dan toc, ciia cong dong din cu noi co
quan, don vi dong tru so; mirc d6 phat trién khoa
hoc cong nghg, nhét la cong ngh¢ thong tin va
tmyen thong; tinh pho bién trong ng dung cac
tién bo d6 trong nganh, trong cong dong. .

Ba la, }-‘é},r 16 tim Iy.

C6 mot s6 van dé tam 1y mé cac bén tham gia
giao tiép thong qua thuyét trinh dé méc phai nhu:
tam 1y chui quan, doc quyén, gy kho dé tir phia cn
bg, cong chire va tam Iy e ngai, lo s¢ bi gay kho
khén, bét can, budng xudi, chi biét viée ctia minh. ..
tir phia cong dan hoic t6 chie. Cac hoat dong
thuyét trinh dién ra trong mot khoang thoi gian dai
nhét dinh, do d6 can tinh dén céc phan g, nhu
cau nhét dinh vé thé chat theo quy luat chung ctia
co ché. Vi vy, gidi lao giita gioy, thay doi hoat dong,
trang thai la cac bién phap quan trong cho phép va
hd trg qua trinh trao d6i thong tin dugc dién ra mot
cach hiéu qua trong thuyct trinh.

Bén la, ndi dung, kién thire, ngon ngii sir dung
cua nguoi lanh dao.

Noi dung, chu dé bai thuyét trinh ciing nhu
kién thirc ctia nguoi 1anh dao anh huong rat I6n
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t&i ki nang thuyét trinh. Néu nguoi lanh dao lua
chon ndi dung, cha dé thuyct trinh phu hop, dap
LrngD duoc yéu cau, mong mudn cta ngudi nghe;
done thoi ngudi lanh dao c6 kién thirc chuyén
sau vé noi dung thuyét tnnh cling nhu nhimg kién
thire ¢6 lién quan, c6 von hiéu biét séu rong thi
s¢ fur tin hon, tir d6 tim ra dugc nhing cach thie
truyén dat phit hop, hiéu qué véi timg ddi tugng
nguoi nghe. Cung vaéi d6, ngdn ngir ma ngudi
lanh dao sur dung cing c6 y nghia rat 16m. Nguoi
lanh dao khong thc truyen dat n¢i dung, thong
diép ctia minh néu thiéu vén ngon ngtr, str dung
ngon nglr khong trong sang, triru tugng, kho
hiéu, da nghia.

Nam la, pham chdt cd nhan, phirong phap,
tac phong cua nguoi lanh dao.

Kha nang thuyét phuc cua ngudi lanh dao
duoc quyct dinh trudce khi bai thuyét trinh bt
dau. Pham chét ca nhan, phuong phap, tac phong
cua ngudi lanh dao quyét dinh diéu do. Chang
khan gia nao muén nghe mét nguoi thuyét trinh
ma ho thiéu cam tinh, khéng tin tudng va thiéu
ton trong. Néu n gudi 1anh dao c6 tAm, ¢6 pham
chét, c6 nang luc, kinh nghiém, uy tin cao, co tac
phong gén giii, lich thiép thi sé tao thién cam tdt
doi v6i nguoi nghe, lam cho ngudi nghe hao
himg déi véi budi thuyét trinh, Dong thoi, ngudi
lanh dao ciing s& tu tin hon khi dimg trude dam
dong dé trinh bay néi dung thuyét trinh.

Scu la, tam Iy ciia doi twong ngudi nghe.

Thong thudng, ngudi dén nghe thuyét trinh
c6 thé chia thanh céc nhém sau: Tl nhat, nguoi
nghe rit hao himg véi chii dé thuyét trinh, c6 cdm
tinh t6t voi ngudi thuyet trinh thi ho s& chi1 y ling
nghe, tich cuc trao dbi, thao luén. Thir hai, nguoi
nghe it hao himg hon, ho chua rd ndi dung budi
thuyét trinh, con bin khoan, ho cho doi xem
ngudi lanh dao cung cép nhimg thong tin gi htru
ich cho ho khong; néu thong tin b ich va nguoi
lanh dao truyén dat t6t thi ho s& chi ¥ lang nghe.
Nguoc lai, néu noi dung khong phu hop, cach
thire truyén dat khong tot thi ho s& khéng chu y

ling nghe, thim chi phan déi n guc‘n' thuyét trinh.
Thir ba, ngudi nghe cam thay binh thuong,
khong himg tht véi budi thuyét trinh, ho khong
thich tham du, dén diém danh cho c6 mit. Qua
trinh tham du ho khong chu v ling nghe, khi ¢6
thé thi ho s& lam viéc rieng nhu ngu, xem dién
thoai, bo ra ngoai, thdm chi ¢6 nhimg biéu hién,
phan tmg thai qué, quiy rdi... Do vay, nguoi lanh
dao truge va trong khi thuyct trinh can nghién
ctru nam chic ddi tugng, nam bat dac dlem tam
Iy nguoi nghe. Nguoi lanh dao c6 thé nim bit
tam 1y ctia nguoi nghe bing cach thong qua quan
sét vé bé ngoai va tu thé (xem trang phuc, phong
cach thoi trang, ndm bt qua ngdn ngir hinh thé,
qua anh mat, diéu bo, cu chi, thai do...); trén co
s0'do6 xac dinh ndi dung, phuong phap truyén tai
phu hop, hiéu qua, thu hut sy chu ¥ cia ngudi
nghe, dong thoi xir 1y nhiing tinh huéng nay sinh
trong khi thuyét trinh.

3. Nhiing yéu cau doi véi ngudi lanh dao
khi thuyét trinh

Mot la, su qe tin cua nguoi lanh dao khi
thuyét trinh.

Su tur tin trong thuyét trinh sé gilip nguoi lanh
dao truyén dat thong diép mot cach dé dang, day
du va hi¢u qua hon; ttr do tao dugce su tin tuong
va thu hat sy cht ¥ cua ngudi nghe. Mudn c6 su
tur tin khi thuyét trinh doi hoi ngudi lanh dao phai
chuan bj chu d4o, nhuan nhuyén vé noi dung bai
thuyét trinh, cing nhu cdc yéu 6 ¢6 lién quan,
du kién trude cau hoi, cac tinh hudng va du kién
céu trd 1o, cach xur Iy tinh huéng. Nguoi lanh dao
tu tin vé kién thirc s& lam chui noi dung, lam chu
budi thuyét trinh.

Hai la, nguoi lanh dao can cé kién thire
toan dién.

Thyc tién da chimg minh, bat ky ai mudn
thuyét trinh hodc noi vén dé gi ma khong am hiéu
siu sdc, kh(‘)ng ¢6 kién thirc toan dién thi khé c6
thé thuyét phuc duoc nguoi nghe. Nguoi lanh
dao khong thé thuyét phuc ngum khéc néu khong
hiéu hodc hiéu khong 16 vé linh vue, chu dé
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thuyét trinh. Ngoai nhiing kién thirc co ban trong
linh vue chuyén mon, nguoi lanh dao con can
phai ¢6 tinh than cau thi, khéng ngimg hoc tap.
rén luyén dé nang cao trinh do va cap nhat nhimg
thong tin va tri thirc mai. Piéu nay gitp cho
ngudi lanh dao ¢o von kién thire siu rong, vira
hoan thién ban than vira ¢6 cai nhin tong thé dé
phat trién nganh, dia phuong, don vi, khi phat
biéu hay thuyét trinh s& thuyét phuc nguoi nghe.

Ba la, ngzrm lanh dao can nim chéc doi
twong thuyét trinh.

Ndm chéc déi twong thuyét trinh 1a yéu cau
quan trong, la tién dé ban dau dé xac dinh noi
dung, phuong phap thuyét trinh, boi néu hiéu biét
ky vé ddi tugng thi moi c6 phuong phép. cach
thire tac dong phu hop mang lai hiéu qua mong
muén. Cang hiéu 1o vé d6i twong thi kha ning
thanh cong trong budi thuyét trinh cia ngum lanh
dao cang cao. Do do, nguoi lanh dao can tim hiéu
nhimg thong tin vé doi tuong thuyét trinh nhu:
Do tudi, nghé nghiép, trinh do, vi tri cong viéc,
trén co s& do xédc dinh chu dé, lua chon noi dung,
cach thire thuyét trinh phut hop. Viée tim hiéu d6i
tugng thuyét trinh khong chi thuc hién ¢ khau
chuan bi ma con ca trong lic trinh bay, noi
chuyén bang cach quan sat, nfim bit su phan hoi
cua ngudi nghe dé diéu chinh ndi dung va
phuong phap phu hop.

Bén la, nguoi lanh dao can tich cue rén luyén
cac ky nang.

Viéc rén luyén cac ky nang s€ gitip ngudi lanh
dao tu tin, ¢6 phuong phap va binh tinh trong
sudt qua trinh thuyét trinh. Dé rén luyén tri nhd,
phuc vu cho thuyét trinh mot cach hiéu qua, trénh
tinh trang quen nhd khong chinh xéac, ngudi lanh
dao can hiéu van dé, tap trung, ghi cht lai théng
tin, luén glu tinh thin thoai mai, lac quan. Ngjum
lanh dao can phat am 16 rang, chuin muyc, ngat
nghi diing ngir diéu, thudng xuyén trau ddi ngon
ngir lam giau vén tir; biéu hién nét mat, anh mat,
nu cuoi tur nhién, trang trong.

Nam la, nguoi lanh dao khong duwoc chii
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quan; lam dung slide trinh chiéu; gdy cueoi khong
hop Iy, khong quan tam dén nguoi nghe

Nguoi lanh dao phai nhan thire 1ang, dé buodi
thuyét trinh thanh cong thi can chuan bj chu déo
moi viée, du kién trude céc tinh hudng c6 thé xay
ra, tir d6 c6 nhimg phwong an du phong, cach
thirc xtr 1y phtt hop. Qua trinh tién hanh thuyet
trinh khong nén lam dung slide trinh chiéu ma
can str dung tong hop nhiéu phuong phép, khai
thac t6i da hiéu qua cac loai phuong tién nhu
bang viét, so do, bang biéu... Mic du trong qua
trinh thuyét trinh, nguoi lanh dao cén thé hién su
hai hudc dé thu hat sy chi ¥, tao khong khi vui
vé, tich cuc; tuy nhién, tranh biéu hién hai hudc
khong ding chd, gay cudi khong hop 1y s& dan
dén phan tac dung. Nguoi lanh dao trong khi
thuyét trinh can chi ¥ quan sat ngudi nghe; khic
phuc tinh trang trinh bay lan man, cham cha doc
lién tuc ma khong quan tam dén ngudi nghe.

Thue tién cho thiy, ddi véi bat clr nha lanh
dao nao ciing can phai thuyét trinh trude dém
déng va déu trai qua giai doan chuén bi, xay dung
bai thuyét trinh va cam gidc lo sg, héi hdp trude
khi thuyét trinh. Di vai bt cir ai, ké ca nhirng
nha lanh dao tai ba, giau kinh nghiém thi thuyét
trinh luon 1a mot thir thach khé khan. Reén luyén
ky nang thuyét trinh, c6 dugc kha ning thuyét
trinh t6t s& mang dén thanh cong cho ngudi lanh
dao, d& thuyét phuc nguoi khéc tin tuong, lam
theo chu truong, quyét sach ctia ngudi 1inh dao./.
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