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KY NANG VIET BAO CAO

iéu dao tao e LA N
Muc tieu ' Gi&i thiéu chwong trinh

- Hiéu dwoc céac khai niém co
ban vé bao céo, vai tro clla bao
céo trong cong viéc va dy an. cac sép ludn la co hdi lén dé ho
Nhu cau clia ngudi doc va
nguoi viét bao céo.

Nhirng bai viét hay bao cao cla

.l. THE BEST PRACTICE GUIDE

SOFT SKILLS FOR

chardiitilll 11 ANMAGERS & LEADERS

gay duwoc an twong voi nguoi

- khac. Khong it vi quan chirc da
- Nhan biét duoc cac I6i thuong gitva

gap trong bao céo. Biét dugc tirng doc doan no xo doan kia chi
cac loai cau truc cta béao céo,

o T el R e el ban vi nhirng 16i béat can. K¥ NANG
dé chuan bi thdng tin can thiét vIET BAO CAO
phuc vu cho bao cao. Do vay, ké ca khi viéc viét lach
- Biét cach viét cac bao céo duoc cac sép khoan gon cho céac - TR

T L L LT e
pe— Py [

chuyén nghiép.

tro ly cia minh thi chinh nguOi

sép ciing van can cé kha nang dé tw kiém tra lai nhitng van ban
nay.

Phuong phap dao tao MOt 6 t6 chirc gan nhw da that bai trong cong viéc lam &n chi don

o ) gian la vi cac bai viét, van ban, bao cao ké hoach, théng cao bao
- Chuyén gia str dung cac phuwong
phap dao tao sau day dé chuyén chi... cha sép cbé qua nhiéu I0i sai khdng dang cé vé ngir phap,

tai ndi dung khoa hoc: chinh t4, tir ng*, ddu cham cau... Chinh nhirng van ban ay la th

- Thao luan m& (Open discussion) | 5,4 oy higu qua dé thé hien hinh anh va uy tin ciia mdi nha lanh
- Nghién ctru tinh huéng (Case L ) A o
dao. Trai lai, néu van ban cua cac sép dugc phat ra rong rai ma lai

study)
- Bai tAp tv danh gia (Self- chlra dwng qua nhiéu sai sét, né sé lam xdu di hinh anh cua ho.
assessment) B@i vay, thay vi phai dua dam, y lai vao cdp duwdi, ban nén tu than

- Thuyétgiang ngan de @i thuc (€ 1\ s qang, trau ddi kha nang viét lach clia minh dé higu qua hon

(Mini-lecture)

trong cong viéc, nang cao hinh anh va vi thé ctia minh .

Tai liéu

- Tai liéu leu hanh ndi bo
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Poi twrong hoc vién

- Cac cap lanh dao va quéan ly
doanh nghiép

- Cac Giam doc chirc nang,
trwdng / phé cac phong / ban /
b phan trong doanh nghiép,
cac nhan vién can viét bao cao.
- Nhitng nguoi da cé kinh
nghiém lam viéc tai cac doanh
nghiép va c6 mong mudn phat
trién va hoan thién ky nang viét
béo cao

Chirng nhan

- Sé do Vién MasterSkills cap, c6 gia
tri trén toan quéc

NOi dung chwong trinh

Phan I. Khai niém co ban vé viét bao cao

- Béao cao la gi?

- Vai tro clia bao cao trong cong viéc va dy an

- M@i lién quan gilra ngudi viét bao cao va nguoi doc
- Nhirng 16i thudrng gip trong cac bao céo

- Nhirng thong tin can thi€t dé viét bao cao

-ich loi cta viét bao cao chuyén nghiép

Phan Il. Cau truc ctia mot bao cao
- CAu tric clia bao cao chuyén nghiép
- Cau trc clhia bao céo cong viéc duy an

- CAu tric chia bao céo theo yéu cau ctia chuyén mon

Phan Ill. K§ nang viét bao céo

- Céac buoc viét mot bao cao

- Xac dinh nhu cau thong tin ctia nguoi doc bao cao
- X&c dinh cdu trdc bao cao phu hop

- Noi dung cho bao cao

- Slr dung biéu do trong bao céo

- Két luan va céac dé xuat

- Céac phu luc va tai liéu tham khao can thiét

- Panh gia sau khi hoan thanh ban bao cao.

Xem thém chi ti€t tai Website Masterskills.org:

http://masterskills.org/Reports-writing-skills-training.htm
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