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Tom tit: Ky nang thuyét trinh la mot trong nhitng kj ning mém quan trong doi voi nguoi lanh dao, gop
phan tao dung uy tin, hinh anh ciia nguoi Zanh dao, xay dung nzem tin cia nguoi nghe, dan dit ngwo‘z
nghe hanh dong thue hién chii triweong, quyét sach lanh dao. Bai viét phan tich lam ré vai tro, ddc diém kyj
néng thuyét trinh danh cho linh dao; mét s6 yéu t6 anh huwéng dén chat lwong thuyét trinh cvia ngueoi linh
dao; tir d6 xdc dinh cdc yéu cau doi voi nguoi lanh dao khi thuyét trinh.

Tir khéa: Thuyét trinh; k ndng thuyét trinh; k ndng thuyét trinh danh cho lanh dao.

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 analyzes and clarifies the role and characteristics of presentation skills
for leaders, actors influencing the quality of leaders' presentations, thereby outlining the requirements for

leaders when presenting.
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K nang thuyét trinh danh cho lanh dao 1a sy
van dung linh hoat, thanh thao 161 n61 két hop voi
ctr chi, diéu bo dé trinh bay mot van d& nham
truyén tai tri thirc, thuyét phuc, dinh huéng hodc
xay dung quan diém, nhan thire, thai do, tm thé,
dinh hudng gié tri va hanh vi cho can by, dang
vién va quﬁn chiing nhan dan theo nhi¢m vu thuc
tién. K¥ nang thuyét trinh 1a mot trong nhiing
biéu hién nang lyc cta ngudi lanh dao. Cac tinh
hudng sir dung k¥ ning thuyét trinh ctia nguoi
lanh dao, bao gdm: phét biéu, dién thuyét trong
hoi hop trinh bay bao cédo cong tac, bao cdo
chuyén dé; trinh bay ¥ tuong va ké hoach cong
viéc voi cép trén; giai thich, huéng dan hoat dong
cho cép dudi; thue hién nhiém vu bao cao vién,
tuyén truyén vién; dam phan, thuong luong, phdi
hop voi dbi tac, don vi ban trong cong viéc.

1. Vai tro, dic diém ciia ki ning thuyét
trinh danh cho lanh dao

1.1. Vai tro kj néing thuyét trinh danh cho
lanh dao

Trong lich str loai nguoi, k§ nang thuyét trinh
da tro thanh mot cong cu giao tiép rat hiéu qua.
Céch day hang nghin nam, & cac qudc gia nhu
Trung Qudc, An Do, Ai Cap, Hy Lap, La Mi ¢
daill tai hung bién rat duoc coi trong, thuyét
trinh trudc cong chung dong vai tro trung tam
trong gido duc hay trong doi sdng d6 thi. Thuc té
cho théy, thuyét trinh thudng xoay quanh cac van
dé chinh tri. O Viét Nam, trong lich str cling c6
nhiéu ngudi ¢6 tai dién thuyét noi tiéng nhu Mac
Dinh Chi, Trinh Kiém, Ngé Thi Nham(| Nhiéu
str gia voi tai dién thuyét ctia minh da gép phan
ctng cd bang giao voi cac nudc lang giéng, ngin
chan chién tranh, nang cao vi thé, uy tin cua dan
toc. Trong lich str cach mang Viét Nam, Chu tich
H6 Chi Minh va cac dong chi lanh dao nhu
Truong Chinh, Lé Duén, Pham Vin Déng, Vo
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Nguyén Gidp, Lé Ptc Thol] déu l1a nhiing
ngudi thuyét trinh xudt sic gdp phan vao sy
thanh cong cta cach mang.

Hién nay, mot nguoi lanh dao gidi khong chi
1a nguoi ¢6 tam nhin chién lugc, ¥ tudng lanh
dao, quan ly sang tao ma con phai 1a nguoi co
kha nang thuyét trinh t6t, c6 thé 1am cho nguoi
khéc hiéu va 1am theo nhiing quan diém va dinh
hudng ma minh dé ra. Nguoi 1anh dao khong thé
thanh cong néu khong dat dugc muyc tiéu quan
trong 14 truyén dat kién thirc cho can bo, dang
vién va quan chiing nhan dan. Do d6, véi mdi
ngudi lanh dao, ki ning thuyét trinh co vai tro
quan trong, thé hién ¢ nhimg khia canh sau:

Thir nhat, k§ nang thuyét trinh 1a mot thanh
td quan trong trong nang luc ctia ngudi lanh dao.

bé dap tng dugc yéu cau, nhiém vu, nguoi
lanh dao phai c6 nang luc toan dién nhu: nang luc
tur duy 1y luan, kha ning tong két thyc tién ciing
nhu van dung Iy luén vao thuc tién; nang luc nam
bt thyc tién, c6 kha ning phén tich, tong hop,
nhay bén phat hién van d&, c6 quan diém dung dan
va giai quyét tt cac van dé thuc tién dit ra, dong
thoi du bao xu hudng van dong cua thuc tién; nang
luc xay dung cép uy, t6 chirc dang, xay dung cac
t6 chitc trong co quan, don vi viing manh... Cting
v6i cac thanh t6 trén, k§ ning thuyét trinh 1a mot
bd phan quan trong trong nang luc ctia nguoi lanh
dao, duoc nay sinh va hinh thanh trong thuc tién
hoat dong hoc tap, rén luyén va qua trinh thyc hién
cac nhiém vu ctia nguoi lanh dao.

Thir hai, k§ nang thuyét trinh truc tiép nang
cao chat luong, hi¢u qua thuc hién chuc trach,
nhiém vu ctia nguoi lanh dao.

K¥ ning thuyét trinh 13 mot yéu t6 quan trong
cau thanh nang luc cong tic ctia ngudi lanh dao,
ddng thoi truc tiép gop phan nang cao chét luong,
hi¢u qua thyc hién chirc trach, nhiém vu duoc
giao. K§ nang thuyét trinh gitip nguoi lanh dao
tuyén truyén, giao duc chii nghia Mac - Lénin, tu
twong HO6 Chi Minh, duong 16i, chu truong cua
DPang, chinh sach, phap luat cua Nha nude, cac

ké hoach, chwong trinh hanh dong ctia co quan,
don vi, dia phuong[| cho ddi ngili can bg, dang
vién va nhan dan. K§ ning thuyét trinh giup dé
xuét va trién khai cac ¥ tuong trong tap thé cip
ly, lanh dao co quan, don vi; dong thoi gitp lanh
dao to chiic, trién khai, thuc day phong trao, thuc
thi cac chuong trinh hanh dong cua dia phuong,
co quan, don vi.

Thit ba, k§ nang thuyét trinh gép phan nang
cao uy tin, nang luyc cia nguoi lanh dao.

K§ ning thuyét trinh 13 mot phan co ban hop
thanh nang luc chuyén mon ctia nguoi 1anh dao.
Chét lugng, hidu qua thuyét trinh gop phén tryc
tiép nang cao uy tin va nang lyc thuc hién nhiém
vu clia nguoi lanh dao. Ky ning thuyét trinh tot
s€ giup nguoi lanh dao dat dugc hi¢u qua cao
trong giao tiép, co co hdi phat trién, thing tién
trong cong viéc; dong thoi gop phan nang cao
hinh anh, uy tin cia nguoi lanh dao va truyén
cam hirng cho nguoi nghe.

1.2. Dic diém kj ning thuyét trinh danh cho
lanh dao

Mot Ia, dic diém vé ndi dung tri thurc.

Ngon ngir 1a 16p vo bén ngoai cua tri thure,
mudn dién dat hay trinh bay mot vin dé nao do
¢6 stic 16i cudn va hap dan, nguoi lanh dao phai
c6 kién thirc chuyén sau vé van dé do. Pay 1a dic
diém co ban trong phim chét, ning luc cong tac
ctia ngudi lanh dao néi chung va ki ning thuyét
trinh cua nguoi lanh dao noéi riéng. Nguoi lanh
dao phai c6 kién thirc toan dién va chuyén siu vé
chuyén mon dé dap tmg yéu cau nhiém vu ciing
nhu yéu cau trong thuyét trinh, do 1a: I luan cha
nghia Méc - Lénin, tu tuéng H6 Chi Minh,
dudng 161, quan diém ctia Pang, chinh sach, phap
lut ciia Nha nudi; kién thice vé xay dung Pang,
quan Iy nha nuéc; kién thirc toan dién vé cac mat
ctia doi séng xa hoi lién quan truc tiép dén van
dé can thuyét trinh; truyén thong van hod, phong
tuc tap quan cua nhan dan dia phuong.

Hai la, ddc diém vé phong cdch.

Phong cach dugc biéu hién ra bén ngoai & tur
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thé, tac phong, cach di lai, 161 n6i, diéu bo, ctr chi.
Phong cach c6 vai tro quan trong trong viéc nang
cao nang luc va thé hién vi thé cua nguoi lanh
dao. Phong cach tao nén an tuong cho nguoi lanh
dao trong hoat dong ndi va viét. Do do6, khi thuyét
trinh, ngudi lanh dao phai hét stc cha y xay dung
phong cach riéng, tir d6 gop phan tao dung uy tin
va hinh anh cho ban than.

Ba la, dic diém vé phwong phdp va ngon ngir
su dung.

Phuong phap va ngon ngit sir dung phu hop
v6i ndi dung thuyét trinh, pht hop véi déi tuong
ngudi nghe s& gop phan ting hiéu qua bai thuyét
trinh. Nguoi lanh dao can can ctr vao ndi dung,
dbi tuong, thoi diém dé x4c dinh phuong phap
va ngodn ngit thuyét trinh pht hop.

2. Mot s6 yéu té anh hwéng dén ky ning
thuyét trinh ctia ngudi linh dao

Mét 1a, dic diém giao tiép thuc thi cong vu
cua nguoi lanh dao.

Thuyét trinh 14 hoat dong thudc vé giao tiép
cong vu ctia ngucn lanh dao. Hoat dong g1ao t1ep
v6i cac dic diém s& anh hudng truc t1ep dén
thuyét trinh ctia nguoi 1anh dao. Giao tiép cong
vu c6 mot sb6 dic diém nhu: phan &nh co cAu
quyén luc trong to chirc; tinh dinh hudng; tinh
cong khai; sy tuong tac; da dang vé hinh thurc thé
hién[] Van ban 1a cong cu quan trong cua giao
tiép, gan v6i thong tin. Thong tin duge thé hién
dudi dang vin ban ¢ nhiing loi thé nhit dinh so
v6i cac hinh thirc giao tiép bang khau ngir hay
diéu b, ctr chi khac. Vin ban 1a cong cu gitip cd
dinh héa thong tin; truyén thong tin mot cach
nhanh chong, chinh xac; luu gilt thong tin dugc
lau dai. Chinh vi thé, vin ban duoc xéac dinh 1a
cong cu giao tiép chinh thirc va quan trong nhét
trong giao tiép cong vu ctia nguoi lanh dao.

Hai la, méi truong giao tiép thuc thi cong vu
cua nguoi lanh dao.

Céc yéu t6 thudc méi truong giao tiép duoc
phan chia thanh cac yéu t6 bén trong to chirc va
cac yéu td bén ngoai to chirc. Cdc yéu té bén

trong 16 chikc: Vin hoa to chire ¢6 anh hudng rét
16n dén hoat dong thyc thi cong vu cta t6 chirc.
Chinh vin hoa hay (16i song[co quan, t6 chic,
dia phuong anh hudng mang tinh quyét dinh dén
hiéu qua giao tiép thuc thi cong vu ciia ngudi
lénh dao. Céc yéu t6 cua van hoa to chirc bao
g0m: muyc tiéu cia to chirc; lich st truyen thong
cta co quan, don vi, dia phuong; co cau to chiic;

hé thong cac quy trinh, thu tuc lam vi€c; cac
chuan muc tmg xt, cac nghi thire, nghi 1&; ning
luc va tam huyét cta doi ngii 1anh dao, quan ly;
ban than cac bén tham gia giao tiép; diéu kién
thuc t cua co quan, t6 chure, dia phuong | Cdc
yéu té bén ngodi t6 chire, bao gdm: tinh hinh kinh
té, chinh tri, x3 hoi cua qué)c gia, dia phuong,
nganh, co quan, don vi; hé théng cac chinh sach,
thu tuc ctia nganh, cta ca hé thé)ng, trong do t6
chirc va ca nhan la mot thanh vién hodc chiu
trach nhiém phuc ting; xu hudng, cach thirc giao
tiép cuia dan tdc, cta cong dong dan cu noi co
quan, don vi dong tru s&; muic d6 phat trién khoa
hoc cong nghé, nhit 1a cong nghé thong tin va
truyén thong; tinh phd bién trong ing dung cac
tién bo d6 trong nganh, trong cong dong! |

Ba la, yéu té tam Iy.

C6 mot s van dé tim 1y ma cac bén tham gia
giao tiép thong qua thuyét trinh d& méc phai nhur:
tam Iy chi quan, doc quyén, gay khé dé tir phia can
bd, cong churc va tam 1y e ngai, lo s¢ bi gay kho
khiin, bat can, budng xudi, chi biét viéc ctia minh[ |
tir phia cong dan hodc to chirc. Cac hoat dong
thuyét trinh dién ra trong mot khoang thoi gian dai
nhét dinh, do d6 can tinh dén cac phan tmg, nhu
cau nhét dinh vé thé chét theo quy lut chung ctia
co ché. Vi vay, gii lao giita gid, thay doi hoat dong,
trang thai la cac bién phap quan trong cho phép va
h6 tro qua trinh trao doi thong tin duoc dién ra mot
cach hiéu qua trong thuyét trinh.

Bén la, ngi dung, kién thire, ngén ngiv sir dung
cua nguoi lanh dao.

Noi dung, chu dé bai thuyét trinh cling nhu
kién thtc ctia nguoi lanh dao anh hudng rat 16n
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t6i ki nang thuyét trinh. Néu nguoi 1anh dao lya
chon ndi dung, chu dé thuyet trinh phu hop, dap
ung duoc yéu cau, mong mudn ciia ngudi nghe;
dong thoi ngudi lanh dao c6 kién thic chuyén
su vé ndi dung thuyét trinh ciing nhu nhing kién
thirc ¢6 lién quan, c6 von hiéu biét sau rong thi
s€ tu tin hon, tir d6 tim ra dugc nhitng cach thirc
truyén dat phit hop, hiéu qua véi timg ddi tuong
nguoi nghe. Cung voi do, ngon ngir ma nguoi
lanh dao str dung cung co ¥ nghia rat 16n. Nguoi
lanh dao khong the truyen dat ndi dung, thong
diép ctia minh néu thiéu von ngon ngir, sir dung
ngdn nglr khong trong sang, triru tuong, kho
hiéu, da nghia.

Ném la, pham chdt ca nhén, phirong phdp,
tac phong cua nguoi lanh dao.

Kha nang thuyét phuc ciia nguoi lanh dao
dugc quyét dinh trude khi bai thuyét trinh bt
dAu. Pham chét ca nhén, phu’(mg phap, tac phong
ctia nguoi lanh dao quyét dinh diéu do. Chang
khan gia nio mudn nghe mot ngudi thuyét trinh
ma ho thiéu cam tinh, khong tin tuéng va thiéu
ton trong. Néu nguoi lanh dao co6 tdm, co phérn
chét, c6 nang luc, kinh nghiém, uy tin cao, co tac
phong gﬁn gtii, lich thi¢p thi sé tao thién cam t6t
dbi v6i nguoi nghe, 1am cho ngudi nghe hao
himg dbi voi budi thuyét trinh. Dong thoi, ngudi
lanh dao cling s€ ty tin hon khi ding trudc dam
déng dé trinh bay noi dung thuyét trinh.

Sau I, tam Iy ciia doi twong ngueoi nghe.

Thong thudng, ngudi dén nghe thuyét trinh
c6 thé chia thanh cac nhom sau: Thit nhdt, ngudi
nghe rat hao himg véi chii dé thuyét trinh, ¢ cam
tinh tot véi nguodi thuyét trinh thi ho s& cht ¥ ling
nghe, tich cuc trao d6i, thao luan. Thir hai, nguoi
nghe it hao himg hon, ho chua 16 ndi dung budi
thuyét trinh, con ban khoan, ho chd doi xem
nguoi lanh dao cung cp nhitng thong tin gi hitu
ich cho ho khong; néu thong tin bo ich va ngudi
lanh dao truyén dat tot thi ho s& chu ¥ lang nghe.
Nguoc lai, néu noi dung khong phu hop, cach
thirc truyén dat khong tot thi ho s& khong chu y

ling nghe, tham chi phan d6i ngudi thuyét trinh.
Thir ba, ngudi nghe cam thdy binh thuong,
khong himg tha véi budi thuyét trinh, ho khong
thich tham du, dén diém danh cho c6 mat. Qua
trinh tham dy ho khong chu ¥ ling nghe, khi co
thé thi ho s& lam viéc riéng nhu nga, xem dién
thoai, bo ra ngoai, thim chi c6 nhing biéu hién,
phan tmg thai qua, quiy ril] Do vdy, ngudi lanh
dao trude va trong khi thuyét trinh can nghién
clru ndm chic ddi tuong, ndm bét dic diém, tim
Iy ngudi nghe. Ngudi lanh dao ¢6 thé nim bit
tam 1y cuia nguoi nghe béng cach thong qua quan
sét vé bé ngoai va tur thé (xem trang phuc, phong
cach thoi trang, nam bét qua ng6n ngit hinh thé,
qua anh mit, diéu b, ctr chi, thai do [ ); trén co
s& d6 xac dinh ndi dung, phuong phap truyén tai
phu hop, hi€u qud, thu hat sy chil y ctia nguoi
nghe, dong thoi xtr Iy nhimg tinh hung nay sinh
trong khi thuyét trinh.

3. Nhiing yéu cau ddi véi ngudi linh dao
khi thuyét trinh

Mot la, sw tw tin cua nguoi lanh dao khi
thuyét trinh.

Su tur tin trong thuyét trinh s& gitip nguoi lanh
dao truyén dat thong di¢p mot cach dé dang, dﬁy
da va hi€u qua hon; tir d6 tao dugc su tin tuong
va thu hut sy cha ¥ cia ngudi nghe. Mudn c6 sur
tur tin khi thuyét trinh doi hoi ngudi lanh dao phai
chuén bj chu d4o, nhuan nhuyén vé ndi dung bai
thuyét trinh, cling nhu cac yéu t6 ¢ lién quan,
du kién trudce cau hoi, cac tinh huéng va du kién
cau tra 101, cach xir Iy tinh hudng. Nguoi lanh dao
tir tin vé kién thirc s& lam cha ndi dung, 1am cha
budi thuyét trinh.

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

Thuyc tién da chimg minh, bat ky ai mudn
thuyét trinh hodc n6i van dé gi ma khéng am hiéu
siu sac, khong co kién thire toan dién thi kho c¢6
thé thuyét phuc duoc ngudi nghe. Nguoi lanh
dao khong thé thuyét phuc ngudi khac néu khong
hiéu hodc hiéu khong 16 vé linh vuc, chu dé
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thuyét trinh. Ngoai nhiing kién thirc co ban trong
linh vyc chuyén mén, nguodi 1anh dao con can
phai c6 tinh than cau thi, khong ngimg hoc tap,
ren luyén dé nang cao trinh d6 va cap nhat nhiing
thong tin va tri thirc moi. Diéu nay giup cho
nguoi lanh dao co von kién thirc su rong, vua
hoan thién ban than vira c6 ci nhin tong thé dé
phét trién nganh, dia phuong, don vi, khi phat
biéu hay thuyét trinh s& thuyét phuc ngudi nghe.

Ba la, nguoi lanh dao can nam chdc doi
twong thuyét trinh.

Nam chéc dbi tuong thuyét trinh 13 yéu cau
quan trong, 1 tién dé ban dau dé Xeic dinh ndi
dung, phuong phép thuyét trinh, bai néu hiéu biét
ky vé dbi tuong thi méi c6 phuwong phap, cach
thure tac dong phu hop mang lai hi¢u qua mong
mudn. Cang hiéu 16 vé ddi twong thi kha ning
thanh cong trong budi thuyét trinh ctia nguoi ldnh
dao cang cao. Do do, nguoi 1anh dao can tim hiéu
nhitng thong tin vé ddi twong thuyét trinh nhur:
Do tudi, nghé nghi¢p, trinh d9, vi tri cong viéc,
trén co s& d6 xac dinh chu dé, lya chon ndi dung,
cach thirc thuyét trinh pht hop. Viéc tim hiéu dbi
twong thuyét trinh khong chi thuc hién & khau
chuan bi ma con ca trong lac trinh bay, noi
chuyén bang cach quan sat, nim bét sy phan hdi
ciia ngudi nghe dé diéu chinh ndi dung va
phuong phap phu hop.

Bon la, ngueoi lanh dao can tich cuc rén luyén
cac ky nang.

Viéc ren luyén cac k§ nang sé gitip nguoi lanh
dao tu tin, c6 phuong phap va binh tinh trong
subt qua trinh thuyét trinh. Dé rén luyén tri nhd,
phuc vu cho thuyét trinh mét cach hiéu qua, tranh
tinh trang quén, nh& khong chinh xac, nguoti 1anh
dao can hiéu van d&, tap trung, ghi chu lai thong
tin, ludn giit tinh than thoai mai, lac quan. Ngudi
lanh dao can phat 4m rd rang, chuan muc, ngit
nghi ding ngir diéu, thudng xuyén trau déi ngon
ngi 1am giau vén tir; biéu hién nét mat, &nh mét,
ny cuodi ty nhién, trang trong.

Nam la, nguoi lanh dao khong dwoc chu

quan; lam dung slide trinh chiéu; gay cwoi khong
hop Iy, khéng quan tam dén nguwoi nghe.

Nguoi lanh dao phai nhan thic rang, dé budi
thuyét trinh thanh cong thi can chuéan bi chu ddo
moi viée, dy kién trudce cac tinh hudng c6 thé xay
ra, tr d6 ¢6 nhitng phuong an dy phong, cach
thire xir 1y phu hop. Qué trinh tién hanh thuyét
trinh khong nén lam dung slide trinh chiéu ma
can st dung tong hop nhiéu phuong phéap, khai
théc t6i da hiéu qua cac loai phuong tién nhu
bang viét, so dd, bang biéu... Mic du trong qua
trinh thuyét trinh, ngudi lanh dao can thé hién sy
hai hude dé thu hat sy chu ¥, tao khong khi vui
vé, tich cuc; tuy nhién, tranh biéu hién hai hude
khong dting chd, gay cudi khong hop 1y s& dan
dén phan tac dung. Nguoi ldnh dao trong khi
thuyét trinh can cha ¥ quan sat nguoi nghe; khic
phuc tinh trang trinh bay lan man, cham cht doc
lién tuc ma khong quan tim dén nguoi nghe.

Thuye tién cho thiy, dbi véi bat ctr nha lanh
dao nao ciing can phai thuyét trinh trudc dam
dong va déu trai qua giai doan chuan bi, xdy dung
bai thuyét trinh va cam gidc lo sg, hdi hop trude
khi thuyét trinh. Ddi voi bat cir ai, ké ca nhiing
nha lanh dao tai ba, gidu kinh nghiém thi thuyét
trinh ludn 1a mgt thir thach kho khan. Rén luyén
ky nang thuyét trinh, c6 dwoc kha niang thuyét
trinh t6t 58 mang dén thanh cong cho nguoi lanh
dao, dé thuyet phuc nguoi khéc tin tudng, lam
theo chu truong, quyét sach ctia ngudi lanh dao./.
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