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Abstract: Understanding and skillfully applying basic communication etiquette in social management
activities will directly affect the effectiveness of management activities. Therefore, when developing the
political science training program, Tan Trao University pays great attention to training leadership and
management skills, which requires students to understand and apply communication etiquette. Basic
communication, appropriate to the specific context and culture. The module Communication in Managament
sets the goal of training communication in management process. From here, it is necessary to have research
on the theory and practice of applying basic communication etiquette in management activities.
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1. Pit van dé

Nganh chinh tri hoc cta truong dai hoc Téan Trao
dao tao nhiing cén b lanh dao, quan ly trong tuong
lai. Mot trong nhiing ky nang quan trong cua nha
quan ly, lanh dao 1a phai giao tiép gioi voi moi ddi
tuong minh tiép xuc trong qué trinh cong tac. Do do,
nha truong va khoa rat chii trong t6i nhiing hoc phén
rén luyén k¥ ning. Giao tiép trong quan ly xa hoi,
vira 1a mén hoc ly thuyét vira 1a mon hoc thuc hanh.
Trong qua trinh hoc, SV dugc trang bi nhitng kién
thirc co ban vé giao tiép, ing xir, dong thoi thuc hanh
ren luyén ky nang van dung kién thirc mén hoc vao
cac tinh huong giao tiép hang ngay ciing nhu trong
hoat dong nghé nghiép sau nay. Sau khi hoc, SV s&
hiéu duogc ban chat, dic diém ciia qua trinh giao tiép;
cac loai hinh giao tiép va dic trung ciia chung; cac
nguyén tic co ban, cac giai doan ciia qua trinh giao
tiép trong quan ly; cac phuong tién giao tiép trong
quan ly. SV ciing s& duoc rén luyén mot s6 k¥ ning
giao tiép (KNGT) co ban cua nha quan ly va nghi
thirc giao tiép trong quan ly. Hoc phan ciing danh thoi
luong cho hoat dong di thuc té, quan sat, hoc hoi ky
ning giao tiép ctia mot s nha quan 1y tai don vi dén
thuc tap.

Vi vay, viéc trang bi kién thuc va rén luyén thuan
thuc céc nghi thirc giao tiép 1a mot yéu cau hang dau
cia SV chuyén nganh chinh tri hoc. Cho nén, can
thiét phai nghién ctru nhimg nghi thirc giao tiép va
huéng dan SV van dung, rén luyén désv khong bi bd
ngd khi tham gia giao tiép trong quan 1y.

2. Noi dung nghién ciru
2.1. Khdi ni¢m nghi thirc giao tiép trong qudn ly

”Nghi thtrc giao tiép trong quan 1y x4 hoi 1a nhimg
phuong thirc giao tiép trong hoat dong quan 1y xa hoi
duoc quy dinh tai cac van ban quan ly nha nudc, theo
tap quan, truyén thong dan toc hodc qudc t& ma cac
bén can tuan thu va thye hién nghiém chinh.” [1]

O day n6i dén cac nghi thirc chung trong giao tiép
hanh chinh, nhiing luu 1y khi st dung cac nghi thtc
nay trong hoat dong quan ly xa hdi cua cac nha lanh
dao, quan 1y va cac can bg, cong chic, vién chuirc nha
nude. Can phan biét nghi thic giao tiép trong quan
ly véi cac nghi thue nha nudc dugc quy dinh trong
Quyét dinh s6 129/2007/QB-TTg ngay 2/8/2007 cua
Thi tuéng chinh phi vé viée “Ban hanh Quy ché vin
hoa cong s¢ tai cac co quan hanh chinh nha nudce”.
2.2. Mot 0 nghi thirc giao tiép co ban cua nguwoi
qudn ly
2.2.1. Ung xir trong giao tlép

Trong qué trinh giao tiép nha quan 1y can chi y
dén nhiing thudc tinh tam 1y can c6 trong tmg xu nhu:
Ning lyc quan sat di tuong; K§ nang biéu hién nhimg
¥ nghi, tinh cam, nhén thirc ciia minh v6i ngudi khac;
Ton trong nhan cach cta nguoi glao tiép; Nang luc tu
chu trong céc tinh hudng giao tiép; tim hiéu nhimg bi
quyét thanh cong trong g xir; Con nguoi ta ai cling
¢6 nhu cau dugc coi minh 13 nhan vét quan trong; Biét
nguoi biét ta trim tran trdm thing; Ton trong nhan
cach cia nguoi tiép xtc; Giir thé dién cho ngudi khac;
Dat dia vi minh vao dia vi nguoi khac ma xét doan; Ai
ciing thich dugc khen; Hay gieo vao long ho niém tin
vao kha ning, sy ¢d ging va nhitng thanh tich ciia ho;
Lu6n glu’ ny cuodi trén moi va nhiing g1ong ndi ngot
ngao; C6 ging nhé duoc nhimg cai can nhé; Quan
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tam dén ngudi, ngudi S& quan tim dén ta; Khong chi
biét n6i cho ngudi khac nghe ma phai biét nghe nguoi
khac noi...

Nhin chung cach tmg xir trong giao tiép phai dua
trén mot nén tang tAm ly,vin hoa, t6 chit ciia nha quan
Iy. Buoc rén luyén thong qua thyce tién hang ngay noi
cong s0. Nha quan ly can chi ¥ cac thude tinh tam ly
ctia ddi twong giao tiép dé tir 46 c6 cach umg xir phu
hop, mang lai hi€u qua trong cong viéc.

2.2.2. Chao hoi noi cong so

- Khi gip nhau thi nam chao nir trudc, cap dudi
chao cép trén, tré chao gia trude, ngudi méi dén chao
nguoi da dén trude, nguoi tir ngoai vao chao ngudi &
trong phong.

- Budi sang gdp nhau & cong s& nhat thiét phai
chao nhau.

- Sau ngay 18, sau chuyén di cong tac xa vé, kém
theo 101 chao con c6 thé bit tay, tham hoi nhau.

- Gip nhau ¢ ngoai hanh lang ciing can chao nhau,
thay vi clii mat ho nhin di chd khac.

- Néu trong co quan khong may ngudi 6 thién cam
v6i ban thi ban phai chu dong chao héi truée nham gy
thién cam voi nguoi do, xua tan sy lanh nhat.

- Khi thu truéng bude vao phong, ban cn ding
day dé chao hodc xoay hin ngudi lai, nhin thi trudng
dé chao. Khi thu truong di cung khach thi phai chao
ca thu truong 1an khach. Khi thi truéng di ra, nhan
vién cting phai dimg déy chao.

- Két thic ngay lam viéc, ban nén chao dong
nghiép va chao nhimg nguoi gip o nha xe; Két thuc
mot tudn lam viée, ban nén chao tha trudng hay déng
nghiép bang mot 16i chiic: chiic ngay nghi vui vé.
2.2.3. Bdt tay nguoi doi thogi

Khi bit tay can chii y mot sb quy tic:

- Néu thu truong 1a dan 6ng chia tay ra, ban nén
bt tay chac chin. Néu tha truong khong chia tay ra
thi ban chi nén chao hoi va hoi cti dau kinh can cht
dimg cb bit tay thu truong. Néu 1a phu nit chia tay ra
ban ciing nén bt cho chic chan, nhung dimg bop qua
manh hodc giir tay phu nlt qua lau, hodc giat tay lau
va manh théi qua.

- Khi bit tay, nén diu dang, tu nhién, chan thanh,
con néu bop manh 1a tho bao, hoi hot va vo 18, vo vap
1a s sang. Muia dong, khi bt tay phai thao ging, phu
nit ¢6 thé khong can thao ging khi bét tay nam gidi.
Khong dugc dat mot tay trong tai 4o, tdi quan con
mot tay dua ra bat tay ngudi khac.

- Nguoi chua quen thi khong nén chu dong bét
tay khach, nén chd nguoi gidi thiéu hodc chu dong
gi6i thidu roi méi bt tay. Tay dang uét, dang ban co
thé xin 16i khong bét tay nguoi khac khi ho chia tay
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ra nhung phai néi 16i xin 16i: xin 13i tay t6i dang ban.

- Khong cha dong bit tay ngudi co cuong vi cao
hon minh, nhat 1a d6i v6i khach 13 phu nit. Can dung
day, nguoi hoi ciii bt tay clia nguoi c6 cuong vi cao
hon minh nhung khong khung nim, cong gap nguoi.

- Khi ¢6 nhiéu nguoi cung gio tay cho minh bit,
phai bét tay ngudi ¢6 tudi tac, cuong vi cao hon trong
xa hoi trude. Khong nén dung hai tay nim chit tay
phu ntr, nhung dé to rd sy ton kinh thi nén dua cé hai
tay ra don liy tay ngudi hon minh vi cuong vi xa hoi
va tudi tac. Khong dugce dwa dong thoi hai tay phai,
trai dé bat tay hai nguoi. Khong duge vira bit tay vira
hat thude hoic tay kia dut tai quan. Khi bat tay khong
ngoanh mat sang hudng khac.

- Chi ngudi c6 cwong vi cao tudi hon méi duge vo
vai cip dudi hodc ngudi tré tudi hon. Chi nén xoa dau
tré¢ nho. Ban nén than trong khi dung cham vao co thé
ctia ngudi khac, nhét 1a nguoi khac gidi.

Viéc bét tay tré thanh mot nghi thirc quan trong
trong chao hoi. Khi bat tay chung ta phai két hop véi
16 chao, 16 chiic va anh mét, ctr chi, nu cudi... thi ngoi
dbi dién méi cam nhan duge thanh y cua chung ta.
2.2.4. Ty gioi thiéu minh

Trong giao tiép, khong it truong hop ban phai tur
gi6i thiéu vé minh. Gidi thiéu nhu nao dé nguoi ddi
dién dé nhg, dé tiép nhén thong tin va thé hién duoc
su khiém ton, trdn trong ctia minh ciing can phai c6
nhiing luu y:

- Néu di cong tac dén noi ngudi ta chua biét ban
thi nén trinh gidy giéi thiéu vé minh. Kém theo gidy
gidi thiéu, ban nén dua thém danh thiép cua minh.

- Trong doan cong tic gdm nhiéu ngudi, néu ban
la truéng doan, ban nén gidi thiéu nhirng ngudi khac
true. Néu doan qua dong, moi ngudi déu ding, ban
chi can gi6i thidu vai ba ngudi quan trong, moi ngudi
ngdi ban c6 thé gidi thidu tat ca. Khi gidi thidu, ban c¢6
thé bt dau b'fmg nguoi gﬁn ban nhat hodc xa ban nhét,
cudi cung ban tu gidi thi¢u v& minh. Néu ban khong
phai la trudng doan thi ban nén gidi thi¢u trudng doan
trude.

- Theo 1& thuong, tién chu hau khach, néu chu da
gi6i thiéu thanh phin don tiép, thi tiép d6 truong doan
khach cling phai gidi thi€u doan khach cho chu. Pung
vi hai truéng doan da quen nhau ma bo qua phan gi6i
thiéu, it cac thanh phan khac cua doan vao thé kho xir.

- Pé ¢6 khong khi lam viéc chuyén nghiép, diu
quen nhau ciing phai gidi thiéu ngan gon thanh phan
ctia doan. Khong it truong hgp van nhan vat d6 hom
qua con ¢ chiic vu nay, hdm nay du hop da & cuong
vi khac. Vigc gidi thi€u mot vai chire vy, chuc vi da
trd thanh théi quen truyén thong.
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- Trong gidi thidu phai tuin theo nguyén tic:
nguoi phai gioi thi¢u minh trude 1a dan 6ng voi phu
nti, tré véi gia va nhan vién phai gidi thi¢u véi thu
truong trudc.

2.2.5. Trang phuc noi céng so

Trang phuc kh1 g1ao tiép noi cong s& ciing la mot
trong nhiing yeu t6 quan trong vi nd thé hién tinh
chuyen nghiép va su ton trong ddi véi déi tuong giao
tiép. Trang phuc noi cong so c6 2 loai: 1& phuc va y
phuc thong thuong.

Lé& phuc 1a trang phuc chinh thirc ma cic cong
chirc nha nuéc st dung trong cac budi 1&, cude hop
trong thé, cac cudc tiép khach nudc ngoai.

Y phuc trong gio l[am viéc tai cac cong sO cua

mdi can bd, cong chire, chinh t&, van minh, tiét kiém,
gian di nhung nhat thiét khong duogc tuy tién, ludm
thuom, thiéu nghiém tiic va phai dan dan di vao nén
nép chinh quy.
2.3. Vin dung cdc nght thikc giao tiép co bin giing
day hoc phan Giao tiép trong quéin Iy xa hi cho
sinh vién nganh Chinh tri hoc, trwong Dai hoc Téin
Trao

Trong chuong trinh dao tao nganh chinh tri hoc
ctia truong Pai hoc Tan Trao, to xdy dung chuong
trinh c6 lya chon 3 hoc phan: Tam Iy hoc dai cuong,
Nghé thuét phat biéu miéng va Giao tiép trong quan
Iy x4 hoi dé cung cap cho SV nhimng co s tam Iy
khoa hoc va rén luyén k¥ niang thuc tién. Ngoai ra
hoc phan Thyc tap 1 va Thyc tip 2 duoc xdy dung
nham tao diéu kién cho SV quan sat, tim hiéu, hoc hoi
nhitng ngudi can bd lanh dao, quan 1y vé cac ky ning
nay. Nho d6 SV ¢6 co hoi tiép can va van dung nhirng
kién thirc da hoc vao qué trinh phat biéu miéng ciing
nhu giao tiép xa hoi; day 1a cac hoc phan bo trg ki
nang rat t6t cho SV.

Trong hoc ky VI cta chuong trinh dao tao, SV co
mdt dot thuc tap gido trinh 6 tuan dé quan sat, tim
hiéu, nghién ctru cac hoat dong quan 1y ctia mét co
quan hanh chinh nha nuéc. Trong dot thyc tap I cua
SV khéa 2021 - 2025, SV duoc bd tri thuc tap tai Uy
ban nhan dan xa Nhan Ly, huyén Chiém Hoda, tinh
Tuyén Quang.

Quia trinh thyc tap ¢6 kha nhiéu thuan lgi gitp cho
SV thyc hanh k¥ ning giao tiép nhu:

- SV duoc dc‘“)ng chi Chu tich Uy ban nhan dan xa
tryc tiép hudng dan. Pay 1a mot dong chi da lam viéc
trong cac co quan cong sO hanh chinh nha nudce hon
20 niam va tryc tiép giit vai trd quan 1y gan 2 nhiém
ky nén c¢6 du nhing kinh nghiém va k¥ ning thyc té
vé nghi thirc giao tiép trong quan 1y hanh chinh nha
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nudce. Hon nira ngudi huéng dan lai rat nhiét tinh, chi
day va ting ho SV nén thoi gian thyc tip cac em co
co hoi dugc tiép can, van dung nhiéu kj ning, nghi
thirc giao tiép.

- Cac SV duogc thyc tap tai qué nha nén c6 nhiing
gan giii, gin bo va hiéu biét vé phong tuc, tip quan
dia phuong. Do d6, qua trinh giao tiép, tiép dan ciing
kha thuén loi.

- Céc can b9, cong chirc tai don vi thyc tap nhiét
tinh, giap do va tao moi diéu kién cho SV duge tiép
can voi cac cong viec ndi bd cua don vi.

- SV ¢6 nén tang kién thirc khoa hoc, c6 y thirc to
chirc ky luat tot, ham hoc hoi, c6 tinh than cau thi va
kha ning thich nghi nén hoan thanh kha t6t cac cong
viéc dugc giao.

Bén canh d6 ciing con mot s6 kho khan nhu: La
SV nim thtr 3 nén cac em con non tré, van con rut ré
va ngai dua ra cac ¥ kién cta minh; thoi gian thuc tap
kha ngin nén chua du dé cac em thuc hanh hét cac ky
nang da dugc hoc...

Két qua thyc tap dugc ngudi huéng din & co sé
danh gia: 2/2 SV xép loai xuit sic. Qua 6 tuan thuc
tap, vé nghi thirc giao tiép, SV dugc quan sat cac can
b0 lanh dao, quan ly ¢ co s thuc hién cac nghi thire
giao tlep trong qua trinh 1am viéc ni bo, tiép dén, tlep
khach dong cap va ca khach cap trén. Tur do cung c6
thém nhiing kién thic va k§ nang vé nghi thirc giao
tiép noi riéng va van hoa giao tiép noi chung.

3. Két luan

K§ ning giao tiép 1a mot trong nhiing ky nang
song con ctia nha quan 1y. Trong d6 viéc nam ving va
van dung linh hoat cac nghi thirc giao tiép dugc coi 1a
hoat dong khong thé thiéu cia mot SV chuyén nganh
chinh tri hoc, c6 nguyén vong tr¢ thanh mét nha lanh
dao, quan ly trong tuong lai. Diéu ndy doi hoi SV
phai tim hiéu cac vin ban lién quan dén nghi thirc
giao tiép noi cong so, van hoa giao tiép, nghi 1& hanh
chinh nha nudec. .. dé 1am nén tang cho hoat dong thuc
hanh céc nghi thirc giao tiép trong tuong lai.
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