TRUONG PH KT-KT BINH DUONG CONG HOA XA HQI CHU NGHIA VIET NAM
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CHUONG TRINH GIAO DUC PAI HQC
Trinh d§ dao tao: Pai hoc Nganh: Ké toan Mai s6: 7340301
PE CUONG CHI TIET HQC PHAN

1. Théng tin chung vé HP

1.2.  Tén hoc phian: KY NANG GIAO TIEP

1.1. Ma hoc phan: TRONG KINH DOANH

1.3XKY hiéu hoc phin: 1.4. Tén tieng Anh: Business Communication

Skills
1.5.86 tin chi: 02
1.6.Phan b thoi gian:
- Ly thuyét: 25 tiét
- Bai tap va Thao luin 05 tiét
nhom:
- Tu hoc: 30 tiét

1.7.Cac giang vién phu trach
hoc phan:

- Giang vién phu trach

chinh: ThS. Nguyéen Kiéu Oanh

- Danh sach gidng vién cung

giang day- TS. Nguyén Tuong Diing

1.8.Piéu kién tham gia hoc
phan:

- Hoc phan tién quyét: Khoéng co

- Hoc phan hoc trudc: Khong yéu cau

- Hoc phan song hanh: Khong yéu cau




2. Mo ta hoc phan:

- Hoc phan nay nham trang bi cho sinh vién nhiing kién thirc co ban vé kj ning
giao tiép trong kinh doanh.

- Sinh vién s& duoc tim hiéu vé tong quan vé k¥ ning giao tiép; ndm dugc cc cau
trac cta hoat dong giao tiép va co so tam 1y- x3 hoi cta hanh vi giao tiép.

- Sinh vién s& dugc hoc va ap dung cac ki ning giao tiép co ban nhu ky nang viét,
noi, k¥ ndng xa giao...

- Sinh vién s& duoc chuén bi cac kién thirc vé giao tiép trong méi trudng cong ty
dé chuan bi cho nghé nghiép tuong lai.

3. Muc tiéu HP (Goals)

Muc Mo ta (Goal description) Chuin diu ra
tieu (Hoc phdn ndy trang bi cho sinh vién:) CTDT (PLOs)
(Goals)

Trinh bay tong quan vé giao tiép.
G1 | Mo ta ciu trac cua hoat dong giao tiép. PLO1
Phéan tich dugc co so tdm ly- xa hoi cua hanh vi giao tiép.

G2 Phén tich va liét ké duoc cic k¥ ning giao tiép co ban va

e A PLO3
trong mo1 truong cong ty.

G3 Giao tiép tot trong cudc song va nghé nghiép. C6 k§ ning

thuyét trinh, k§ ning 1am viéc nhom. PLO9, 11

Thuec hién tét k§ ning la“ipg nghe, k¥ nang thuyét phuc khach
G4 | hang, ky nang giai quyet mau thuan... ap dung vao trong PLO9, 10
cudc song hoc tap va lam viéc.

2. Chuén déu ra ciia hoc phin (Course Learning Outcomes-CLOSs)
Sau khi hoc xong hoc phan, SV c6 kha ning:
Bang 4.1. Chuan dau ra ctia hoc phan

CDR ciia hoc Mo ta CLOs
phan (CLOs) (Sau khi hoc xong mén hoc nay, ngudi hoc c6 thé:)
CLO 1 Hleu rd va phéan biét dugc cac khai niém, cac chirc nang giao
tlep va tam quan trong cua giao tlep hiéu qua
CLO 2 Trinh bay duoc cac tién trinh va cac cong cy phuong tién dé giao
tiép.
CLO 3 Phan tich duoc cac co s¢ cua hoat dong giao tiép: Co s tam 1y,

co sO van hoa va co sé xa hoi.




CLO 4 Hiéu 18 cach thuc giao tiép trong moi truong to chic: giao tiép
nd1 b, giao tiep va1 bén ngoai va giao ti€p trong nhom

Trinh bay duoc cac ky nang giao tiép thong dung trong kinh
doanh nhu: ky nang lang nghe, ky nang st dung loi noi trong

CLO S

giao tiép, k¥ nang dung anh mat, ny cudi, ctr chi, ky ning xt Iy

nhiing than phién ctia khach hang ..

CLO 6 Trinh bay dugc cac ky nang thuong lugng trong kinh doanh: ky
thuat thuong lugng, chién thuat thuong luong, ....

CLO 7 Van dung cac k¥ nang giao tiép trong kinh doanh ngan hang

3. Méi quan hé giita Chuédn diu ra ciia HP (CLOs) va CPR ciia chuong trinh
(PLOs)

Mirc d6 dong gop cua CLO vao PLO duge xac dinh cu thé:
- L (Low) — CLO c6 dong gop it vao PLO
- M (Medium) — CLO c¢6 dong gop vira vao PLO
- H (High) — CLO c6 dong gop nhiéu vao PLO
Cha thich:

- Cac miac H - Cao, M - Vra, L - Thép - phu thudc vao muc hd tro cia CLO ddi voi
PLO ¢ muc bat dau (L) hoac mirc nang cao hon murc bat dau, c6 nhiéu co hoi dugce thuc
hanh, thi nghiém, thyc t€,...(mic M) hay mtrc thuan thuc (H).

Bang 5.1. Mbi quan hé giita Chuén dau ra cia HP (CLOs) va CDR cua chuong trinh
(PLOs)

Chuén dau ra HP (CLOs) Chuian dau ra ciia chwong trinh (PLOs)

1/2|3/4|5/6|7(8|9|10|11| 12

CLO1 HILIL MHH|H/ H|H M| M

CLO2 M|IL[|M H M| M

CLO3 L|{L|L|L[M MIM|M| M

CLO4 L|L|L|L MIM|M| M

CLO5 L|L|L|L M{M|M| M

CLO6 H H{M|{M| H

CLO7 L|{L|L|L[M M{M|M| M

Tong hop LIHMIM|M|H| M

4. Danh gia HP
a. Phuong phap, hinh thitc kiém tra - danh gia cia HP



Bang 6.1. Phuong phép, hinh thic kiém tra - ddnh gia két qua hoc tap ctia SV ¢ HP

H/phan
danh gia

Trong
SO

Bai danh
gia

Trong
sO con

Rubric

Lguan
dén CLO
nao ¢
Bang 5.1

HD PP dénh gia

€))

2)

3)

(4)

()

(6)

()

Al.
Kiém tra
thuong
Xuyén
(KTTX)

10%

Al.1. Tudn
2: Giai
quyét tinh
hudng

30%

CLO 1,5

Al1.2. Tudn
3: Giai
quyét tinh
hudng

40%

CLO 2,4,5

Al1.3. Tudn
5: Giai
quyét tinh
hudng

30%

CLO 6,7

A2. Ky
nang

20%

Tuan 5: Ap
dung cac
ky  nang
trong giao
tiép xu ly
moi  tinh
hubng
trong cudc
song  va
trong cbng
viéc

R2

CLO
2,4,5,6

-GV cho SV tht
nghiém giai quyét cac
tinh hudéng xdy ra trén
that té.

A3.
Danh gia
gitra ky

20%

Bai tap
16n: Sinh
vién lam
mot bai tap
16n vé ky
nang giao
tiép.

R1

CLO 4

- GV giao ndi dung cho
tung nhom SV ngay tur
dau HP. Céc nhom xay
dung tinh hudng va giai
quyét bang nhitng cong
cu duoc hoc.

A4,
Danh gia
cuoi ky

50%

Bai ktra
cudi ky: Thi
trac nghi¢m

CLO
1,2,3,4,5,6




theo
NHDT.

CDR. Tham khdo cic phuong phép danh gia trong CTDT nganh KE TOAN.

b. Chinh sach déi véi HP

SV tham du >=80% sb budi cua HP. Néu nghi >20% s6 budi s& khong dugc du thi

két thic HP.

K¢ hoach va ndi dung giang day HP

Bang 7.1. K& hoach va ndi dung giang day ctia HP theo tuan

— (7) PP danh gi4 dat CDR: Néu tén c4c PP danh gia sir dung trong tirmg chuong dé dat

Lquan Tén bai
Tuan/ Cac ndi dung co ban S6 tiét dén Hoat dong dé_r}h
U CDR cua bai hoc CLO | PP giang day o gia
6 ciia bai hoc (chwong) | (LT/TH (chwong)/ chii dé nioé | dat CDR hoc ctia
tiétuin) (dén 3 s0) ITT) g By . SV() (@ cot 3
4 1g Bang
' 6.1
1) ) @) (4) (©) (6) (@) (8)
Chuong 1: Tong quan vé
hoat dong giao tieép
g | & Cdendidungehinh 5 g/, cLot
giang day trén 16p
1.1. Gidi thiéu chung vé
giao tiep. ) o, i - Lam bai tap
1.2. Chire nang giao tiép. - Trinh bay cac khai niém, -PPDH 1. 2 %1
;.;3. Y. ngl}}a cua hoat dinh ngh1a Vil cac loai hinh 4,16, 17 “Thao luan
ong giao tiep. trong giao tiép ho
1.4. Tam quan trong cua nhom
giao tiép hiéu qua.
b. Cac ndi dung chinh
SV tir hoc & nha 10/0/0 CLO1
- Trinh bay duogc giao tiep
i Véi toc do Internet.
1.5. Nhimg thay d6i & - Gi ié 5i , ,
>. Nung thay Giao tiep trong moi Tu hot Chuén bi 6t
noi lam vice. truong luc lwong lao dong T X .
1.6. Tam quan trong cua , : YL - Hoc nhém phf\m tu hoc &
giao tip. co su da ’dang Ve van hoa. nha
- Giao tiép trong thoi dai
CNTT va giao tiép nhém
Chuong 2: Cau trac cua
hoat dong giao tiép
a. Cac ndi dung chinh
2 2.5/0/0 CLO2

gidng day trén 16p




2.1. Tién trinh giao tiép.
2.2. Phuong tién giao

-Trinh bay cic van dé

- Lam bai tap

tiép. truyén théng va qué trinh “PPDHL, 2, )50 2, .
2.3. Hoan thién giao nhén thic trong giao tiép. 4,16, 17 ) Ti’1ao luan
tiép. nhém
b. Cac ndi dung chinh
SV tu hoc & nha 10/0/0 CLO2
- Hoc céch tiép xtc va thé
. hién déng tac, phong cach,

2.4. Giao tiep Ia qué cir chi hop Iy. Chuén bj t6t
rinh tie dong aua I “Hoe cich didn dat 0 phin t hoe &
g ' rang, c6 suc thuyét phuc. nha

Str dung ngon ngit hop ly
Chuong 3: Co'so cua
hoat dong giao tiép
a. Cac ndi dung chinh
giang da.y trénglép 5/0/0 CLO3 A
- Trinh bay vé cac yéu to NN
3.1 Cg s tam Iy. tam 1y va xa hoi lién quan opoH1 o | e (')‘gm bai tap
3.2. C& s6 van hoa. dén giao tiép. T A
3.3. Co 56 x3 hoi. 416,17 Thao lugn
’ nhom
b. Cac ndi dung chinh
SV tu hoc & nha 10/0/0 CLO3
3.4. Nhimg diém két néi - Trinh by dugC mdi lién
cua cac co so tam ly, van k?t V,O I nhau~g|ua AC ac ;Co Chuén bi ot
héa, xa hoi anh hudng S0, rut fa nhimg yeu to phan tw hoc &
dén giao tiép nhu thé nao g"\Jp kyAnang glao tiep nha
thanh céng
Chuong 4: Giao tié'zp
trong moi truong to chirc
a. Cac ndi dung chinh
giang day trén 16p 5/0/0 CLO4
4.1. Giao tiép noi bo. - Trinh by duoc cach thirc N
4.2. Giao tiép véi bén giaotiep trong noi bg, giao - Lam bai tap
hgodi tlép Vc’y! bén \ngoal: \{('fl -PPDH 1,2, |so4
4.3, Giao tiép trong khéch hang, nha cung cap, 4,16, 17 - Thao luan
co quan chinh quyén, véi nhém

nhém

bao chi.




- Céch thuc phat trien 1
nhdm lam viéc hiéu qua,
cach thuc noi chuyén cac
thanh vién trong nhoém,
tang hiéu qua hoi hop.

b. Cac ndi dung chinh

SV tu hoc ¢ nha 0/10/0 CLO4

- Phan biét giita nguoi biét
-Nghién ciu cach thuc va khong biét ling nghe, Chuin bi t6t
Iang nghe cac thanh vién cai thién ky nang lang phin tu floc &
cua nhom nghe, nang cao ky nang nha

giao tiép khong 1oi
Chuong 5: Céac ky nang
giao tiep thong dung
trong kinh doanh
a. Cac ndi dung chinh A3
giang day trén 16p 5/0/0 CLO5
5.1. K§ nang ling nghe
5.2. K¥ nang str dung 10i
5.3 K3 nang dat o b ~Trinh biy cic k3 ning
dé khai thic thong tin. giao ticp cy the va mg o
5.4. Ky nang giao tiép dL‘ing C}LI’(?’SC&C k;y n,a ng ) l_ am bai tap
qua dién thoai. trer} de giai quyet cac tinh -PPDH 1,2, |s05
55, K nang dung dnh 3 hudng that té trong cude 4,16, 17 - Thao luan
mét, nu cudi, ctt chi. song, @ong‘ cong ty va nhom
5.6. K§ ndng xt 1y than trong gia dinh.
phién ctia khach hang,
5.7. K§ ning tir chdi dé
nghi.
b. Cac ndi dung chinh
SV tu hoc & nha 0/10/0 CLO5
5.8. Ky ning dién thuyét. - Phén tich dwoc ky nang Chuén bi t6t
5:9. K¥ ning giao dich dién thuyé:[ va ky nang phan tu ﬁoc &
bang thu tin. giao dich bang thu tin. nha
Chuong 6: K§ néang
thuong luong trong kinh
doanh.
a. Cac ndi dung chinh AL2
giang day trén 16p 5/0/0 CLO6 '
6.1. Tong quan vé
thuong lugng.
6.2. Trao ddi trudc - Lam bai tap
thuong lugng. - Phan tich tong quan vé -PPDH 1,2, |s66
6.3. Chuan bi thwong thuong lugng 4,16, 17 - Thao luan
lugng. nhém

6.4. Thuong lugng phi
canh tranh.




6.5. Chién thuat thuong
luong
6.6. Tién hanh thuong
luong
b. Cac ndi dung chinh
SV tu hoc & nha 0/10/0 CLO6
- Xac dinh cac hinh thac
6.7. Giao tiép khong 16i giao tiép khong 1 va cac Chuin bj t6t
trong thuong luong tac dong cua ngébn ngir cur phan tu hoc &
chi dén thuong lwong nha
Chuong 7: Ky nang giao
tiép ung dung trong kinh
doanh ngan hang
a. Cac ndi dung chinh ALD.
7 | gidng day trén 1op 5/0/0 cLO7
-Gidi thiéu vé qua trinh
7.1. Chién lugc ban mua va ban va cic phuong - Lam bai tap
hang. thac ban hang tai ngan -PPDH 1,2, |s67
7.2. Phuc vu khach hang hang. 4,16, 17 - Thao luan
tai ngan hang -Nam duoc cach phuc vu nhém
khach hang tai ngan hang.
b. Cac ndi dung chinh
SV tu hoc & nha 0/10/0 CLO7
- Tim hiéu cac bai tap trac
tap trac nghiém tm Iy V& tinh cach, danh gia : phan tirhoe o
kiéu tam ly.
Theo CLO1, Ad
lich thi FINAL EXAM 2345
(*) Ghi chu:

— (3) S tiét (LT/TH/TT): Xac dinh sé tiét 1y thuyét,

chuong.

— (6) PP giang day dat CDR: Néu tén cac PP giang day sir dung trong timg chuong dé

thuc hanh, thuc tap cua ting

dat CBR. Tham khao cac phuong phap giang day trong CTPT nganh KE TOAN.
— (7) Hoat dong hoc cua SV: Xac dinh cac ndi dung SV can chuan bi tai nha (doc tai

lidu ndo, tir trang tht may, LVN dé giai quyét BT, lamdu an ........ ); Hoat dong tai

16p (thdo luan nhém, 1am BT thuong xuyén so....).

6. Hoc li€u:

Béang 8.1. Sach, gido trinh, tai li¢u tham khao

TT Tén tac gia

Nam
XB

Tén sach, gido trinh, tén
bai bao, van ban

NXB, tén tap
chi/noi ban hanh
VB




Giao trinh chinh
TS. Trinh Quoc Gi4o trinh k¥ ning giao tié
g glao tiep n X 1A

1| Trung 2012 trong kinh doanh Lao dong Xa hor

Sach, gido trinh tham khao

TS. Théi Tri K¥ ning giao tiép va thuong £ A
2 Diing 2007 lugng trong kinh doanh NXB Thong ke
3 PQS.T§ Hoang 2006 Giao dich va dam phén kinh NXB Théng ké

Dtrc Than doanh

7. Co sé vat chat phuc vu giang day:
Bang 9.1. Co s& vat chat giang day cua HP

Danh muc trang thiét bi, phan | Phuc vu cho ndi dung

Tén giang dwong, | 3m chinh phuc vu TN,TH Bai hoc/Chuong
PTN, xwdng, co s¢ . .
TT TH Tén thiét bi, dung cuy, So
phan mém,... lugng

1 | Gidng duong

Binh Duong, ngay 20 thang 7 nam 2019
P. Trwéong khoa

Vii Duce Binh



