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nwd'c ngoai

Kién thirc co ban

Céch giao tiep hiéu qua trong kinh doanh

Trong phan th& ba cta Smile Work, to1
mudn néi vé cac ki thudt néi, nghe, bao
cdo, giao ti€p va tv van cé thé 4p dung
trong kinh doanh Nhat Ban.

dé lam viéc

C6 nhiéu céach cv xt* khac nhau trong
kinh doanh clia nguwoi Nhat, nhung ban ¢6
biét rang cling c6 cach cu x trong cach
ban néi chuyén khéng?Bang cach néi
chuyén moét cach ton trong nghi thire, ban
sé tao 4n tugng tot voi ngudl ban gdp lan
dau va qua trinh s& dién ra sudn sé.

A / i \ 17/ Dé cong viéc kinh doanh dién ra suén sé, ngoai viéc t8
chtrc cudc tro chuyén, ban ciing phai tuan thi céc nghi
1. Ve m m ml m w m m thirc kinh doanh t6i thi€u véi tu cach 14 mot thanh vién
' cla xa héi & Nhat Ban.

D Giao tiép bang mat véi d6i phwong

Giao ti€p bang mat véi nguwdi khéc 14 nén tang cia nhiéu hinh thic giao ti€p, khong chi trong
kinh doanh.

Ngay ca trong méi trwong kinh doanh, viéc nhin thidng vao mat ai d6 dé truyén dat thong tin
quan trong sé giup ban c¢6 duogc sy tin twdng.

@ Tranh sir dung cic thuat ngiv ky thuat cang nhiéu cang tot

Cé nhiéu trvomg hop nhitng thuat ngtr ki thuat phé bién trong nganh cia ban lai hoan toan khong
thé hiéu duoc d6i véi nhitng ngudi ngoai nganh.

Vi vay, khi tro chuyén véi cac déi tac kinh doanh ngoai nganh, t61 ¢6 ging tranh s dung nhiéu
thuat ngit chuyén moén nhat c6 thé va chon nhitng tir ngir dé hiéu. Ban nén kiém tra mic d6 hiéu
biét cha ngudi khac trwde khi chon thuat ngit ban muén s dung.

@ diém cho phan néi

v" Lam r6 nhitng gi ban muén truyén dat. Pirng tang lvgng thong tin qua nhiéu. 1
v Truyén dat két ludn mét cdch don gidn va bang ngdn ngir dé hiéu. K ~
v" Noéi theo cdu trac logic ¢6 tinh dén 5W1H \[_',

¢ When : khinao| [Where : & ddu) Who : 1a ai]
[What : caigi) [Why : 1li do, tai sao] How : lam nhu thé nao]
v Trao d6i bang vi du cu thé.

v' Vira néi, vira xdc nhan tdm hiéu biét cla déi phuwong dén dau.
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2. Céch ang nghe trong kinh doanh

Hay hoc cach 13ng nghe can than nhitng gi d6i phwong néi.

O D61 mat véi déi phuwong

Chit kanji cta tir “1ang nghe" dwoc tao thanh tir cdc ky ty “tai", “mét" va “trai tim." Chi can
dirng nhin di ché khéac, hay nhin vao mét ngudi khic va 1ang nghe tir trai tim. Hon nira, diéu
quan trong la phai cé thai dé déi véi nguoi khac. Thay vi chi hwéng mat vé phia nguoi khéac, hay
huéng toan bé co thé ban vé phia nguoi dé.

@ Nghe ciu chuyén va @it cau hoi

Hay hoi ngudi khac nhitng cau héi, nhitng diéu ban khéng hiéu, nhitng diéu ban quan tam va dé
mé roéng cudc tro chuyén hon nita. Néu ban ldng nghe theo cich nay, ban s& khong con bj héi "Ban
c6 nghe dung khong?" Viéc d4t cau hoi dé hiéu ngudi khac dang ndi gi cling rat quan trong.

@ Nhirng diém chinh vé cich lang nghe

Mim cudi (tao bau khong khi khién déi phuwong cam thay thodi méi khi néi chuyén).
D&t cau hoi vé nhitng diéu ban khong hiéu dé tranh viéc thiéu hiéu biét
Vira nghe vira gat dau (twong tac vira phai).

Khoéng c6 dinh kién.

Nhan thic duwge didu déi phwong mudn thé hién.

NN

3. Ve béo céo, trao doi, lay Y kien

"Béo céo, lién hé, tv van" da duoc sit dung nhu mét thuat ngtr nghi thire kinh doanh tir 1au va né
thuong duoge st dung trong kinh doanh ngay nay. Ching t61 s& gidi thich nhitng diéu co ban vé

"bao céo, lién hé va tu van".
#EfH"HouRenSo" 1a gi?

o “HouRenSo” ¢6 nghia 1a #15“b4o cdo”, 1H#%“lién he” va FH#K“tw van”.

"nn

To1 s& gidi thiéu cu thé cach s dung chinh cda tirng tir "hou", "ren" va "So".
® B 2, 2 1 \ \?
ao cao la gi¢
Béo cdo c6 nghia la truyén dat tién dé cong viée, két qua, v.v.

Ngoai ra, néu xay ra sy c6, ban c¢6 thé bao c4o ngay lap tirc va nhan duwoc sy theo doi, hvéng dan.

Diéu quan trong la ban phai ty minh bdo céo trwée khi sép yéu cadu ban béo céo.
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® Lién he 13 gi?
Giao tiép duoc sir dung dé truyén dat ké hoach kinh doanh va chi tiét cong viéc trong twong lai.
Khi lién hé véi ai d6, diéu quan trong 1a phai tap trung vao nhitng di€ém chinh va truyén tai thong
tin chinh xac mét cach nhanh chéng.

Viéc nay cing can duoc thye hién trong toan cong ty ch& khong chi tir cap trén dén cadp dudi.
@ Tw vanla gi?

Tw van duoc st dung d& nhan dwoc huwéng din vé cich gidi quyét cac van dé hodc van dé phat
sinh. :
Diéu quan trong la phai tim kiém lo1 khuyén cang sém cang tét, vi viéc tién hanh cong viéc dva
trén nhan dinh cda chinh minh ma khéng tham khao y kién thuong dan dén that bai. Didu quan
trong nita 1a phai tém tat truwéc ndi dung tuv van va truyén dat néi dung ré rang. :

@ Diém bdo cdo, lién hé va tw van

v' Truyén dat két ludn trude, giadi thich quy trinh sau. Khi bdo cdo, hay néu két luan trude.

v' S3p x&p truéc nhitng diém chinh va truyén dat ching. § 3

v X&c dinh thoi diém giao tiép. N M

v" Tranh dién dat mo ho. o

v' Cung cap thong tin xdu cang sém cang tét. * 3@

v Luya chon phuong thire giao tiép tuy theo tirng ngudi va hoan cdnh. ==t
g N e qw ﬁ(’g‘

v Dirng ¢6 gang tv minh lam moi viée, hay giao ti€p vdi nguoi khac. :

4. San sang don khach

(D Nghi thire co ban khi chao dén khéch 14 mim cu&i va néi “chdo mirng”

Khi ban nhan thidy mét vi khach, hay nhanh chéng néi “Chao mirng” véi mét nu cuoi.
Néu khong c6 quay 18 tan, ai d6 dé y dén khach s& ngay 1ap tirc dimg diy va mim cudi chao dén
ban.

v Xin 161, nhung ban c6 161 hira nao khong?
v Xin 161, ban can loai hinh kinh doanh gi?

v" Xin 161, nhung t6i c6 thé héi tén ban dugc khong?

Sau d6, kiém tra tén cong ty, tén cha ngudi kia, xem ho c¢é cudc hen hay khong va ho dang hen
voi ai. Khi nguoi do ty gidgi thiéu, hay néi: “Cam on sy gitup dé cta ban, t6i1 dang doi ban”. Lic
nay, hay can than khong s dung nhitng tir viét tdt nhv "Ban c6 hen truédc khong?"

Sau dé chiing t6i sé lién hé véi ngudi phu trach va huéng dan khach hang dén phong tiép tan,
phong héi nghi,... Khi ngudi phu trach dén dén ban, hay néi véi ho rang "OO s& dén d6 sém
thoi, vi vay hay ngoi day (néu ban c6 ghé) va doi."
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@ Nghi thire d61 véi du khach khong hen trwée

D61 khi ching t6i ¢6 nhitng vi khach dén van phong ma khong hen trwée. Trong truong hop do,
thay vi cho rang khong hen nghia la ching ta sé& khong gap nhau, hiay kiém tra tén khach va tén
cong ty réi chuyén cho nguoi phu trach.

Sau khi xdc nhan, t6i néi: “T'6i s& kiém tra ngay bay gio.

Vui 1ong doi mét chit" va che huéng din vé viéc ban c6 thé 1ién hé véi nguoi phu trach hay khong.
Ngay ca khi ban tir chéi, hay ddm bao truyén dat rdo rang yéu cau cda ban mét cach lich sy. Diéu
quan trong la phai phuc vy khach hang hét long.

@ Nghi thire thong tin

Cho khach biét noi can dén. (phong tiép tan, phong héi nghij, v.v.)
Di 2-3 buée trude mat khach.
Khi di thang mdy, hay vao truwde va dé khach 1én.

Khi xuéng thang may, yéu cau khach xuéng trudec.

Khi vao phong phai go clra va kiém tra bén trong c6 gi.

Khi vao phong s& dwoc din téi ghé trén (ghé cusi phong nhin tir 161 vao).

SR ]

Chuyén giao cho nguoi phu trach.

"Job Emergency Map” Leaflet for Forgign Workers

To create a comfortable working environment for foreigners, we have made the Fukushima Prefecture
“Job Emergency Map”.
This map shows organizations that can be consulted when you have problems in the workplace.

You can download the leaflet by scanning the QR code on the right >5>>5>5>5>55>5=

If you have any comments or inquiries about this magazine,

please contact us using the QR code below.

Publisher : NPO Fukushima Employment Support Center

Phone :070-4419-8412

E-mail : info@npo-fssc.org

Supported by : Social Welfare Corporation Central Community Chest of Japan
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Career and Communication Skills Improvement Information Magazine for Foreigners

“Smile Work” cooperating organizations

Iwaki International Association, Aizuwakamatsu International Association, Minamisoma City Multicultural Center
[SAKURA], Aizu Kitakata International Association, Shirakawa City International Association (Shirakawa City Planning
Policy Division), Fukushima City International Friendship Association (Office:Settlement and Exchange Division),
Fukushimaken Zaijyu Gaikokujin Sogo Shien Network, Nihonmatsu Kokusaikoryu Volunteer “Zakuzaku Netto”, Koriyama
International Exchange Association, Sukagawa Tabunka Kyosei Netto, Nihonmatsu Chikyu Shiminno Kai(Nihonnmatsu
City Hall, Secretarial Policy Devision), The Ministry of Health, Labour and Welfare (Fukushima Labor Bureau), Ministry of
Justice(Fukushima District Legal Affairs Bureau)
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