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Quynh:

Xin chao va chao mirng dén véi bai thuyét trinh ctia chang téi ngay hém nay.
Khéng chi COVID 19 ma thé gi¢i cang tré nén ky thuat s héa hon. Nhiéu khia
canh clia cudc séng dang chuyén sang trwc tuyén. Mot sb khia canh nay bao
gdm céng viéc, cudc hop va thuyét trinh. Cho du dé 1a vi dai dich, ngan sach
du lich eo hep hay nhan thirc vé sinh thai, cac bai thuyét trinh trwc tuyén sé
tré nén thuwdng xuyén hon trong twong lai.

Chung t6i & day hém nay dé chuén bj cho ban cho twong lai nay.

Sau khi chung toi két thic, ban sé biét cach thyc hién mét trinh bay truc tuyén
tuyét voi.



) NHOM CUA CHUNG TOI:

QUYNH PAUL KATJA

Quynh:
Nhuwng dau tién, ching tdi a ai? Chung tdi la Katja, Paul and Quynh (gidi thiéu cd
nhan tén va chirc vuy)



CHUONG TRINH HOM NAY

NHU'NG KY NANG THUYET TRINH HO’U iCH
CACH TRANH LOI KHI THUYET TRINH TRUC TUYEN

NHO'NG Bi QUYET BE THU'C HIEN MOT BAI THUYET
TRINH TRU'C TUYEN HOAN HAO

4. TONGKET

Vay, ké hoach ngay hém nay cla chung t6i la gi?

PAu tién la Katja, ngudi sé trang bi cho ban cac céng cu va ky thuat thich hgp
dé trinh bay trwc tuyén. Sau d6, dén lwot téi cho ban mét sb 1&i khuyén vé
cach tranh nhirng 16i khi thuyét trinh trwec tuyén. Sau dé, Paul sé chi cho ban
céach bién bai thuyét trinh t6t ctia ban thanh mét bai thuyét trinhtuyét vori.
Chung t6i sé két thuc v&i Katja, ngwdi sé tém tat lai nhixng diém chinh cho
ban.

Trwdc khi bat dau, chung t6i mudn ban tuan theo mét sd quy tac co ban. Vui
long gitr tat tiéng trir khi ban dwoc chon néi. Néu ban cé bat ky cau hdi nao,
vui long gb trong khung chat va chuing t6i sé s&n 16ng tra 1&i sau bai thuyét trinh.
Néu c6 thé, ching toi rat vui dwoc nhin thay ban, vi vay hay bat may anh cla
ban.

Puoc rbi, ching ta hay bat du ngay, phai khdng? Katja, chung téi rat vui khi
dwoc nghe tr ban.




1. NHUNG KY NANG THUYET

TRINH HU'V iCH D TR
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Katja: Cdm on Quynh rat nhiéu vé phan gidi thiéu tuyét voi.

Xin chao moi ngu i, toi la Katja. Hom nay t6i sé gidi thiéu va giup ban lam
quen v&i cac ky thuat va cong cu thuyét trinh ma ching sé gitp ban tré thanh
mot dién gia thanh coéng trong cac budi thuyét trinh trwc tuyén.
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TAl SAO NHUNG KV THUAT THUYET
TRINH HIEU QUA THi QUAN TRONG?

v D& duy tri sw cht y cta khan gia

v Gilp viéc truyén dat y twdng dwoc rd rang, chinh xac va e 1
tha vi ]

v Trang bitét hon dé trinh bay kién thirc mét cach chinh xac -

v La mét ngwi dién gia gioi!
b

C6 mét cau héi: Tai sao cac ky thuat thuyét trinh hiéu qua lai quan trong? Hay
dé toi giai thich.

Khi ban thuyét trinh trwc tuyén, viéc duy tri sw chi y cha khan gia sé dat ra
mot loat thach thirc riéng. Cac ky thuat thuyét trinh hiéu qua rat quan trong vi
chang gitp ban truyén dat y twéng mét cach ré rang, ngan gon va tha vi.

Cac ky thuat thuyét trinh danh cho nhirng ngwdi mudn dwoc trang bi tét hon dé
trinh bay théng diép mot cach rd rang, chinh xac va mang lai hiéu qua tich cuc
hon. Nhirng k¥ thuat nay dung dé trinh bay y twéng va dw an ctia mot nguoi,
dé day hoac dwa ra mot bai phat biéu hiéu qua cho khan gia.

N6 ciing gilp ban tré thanh mét dién gia tuyét vai. Tré thanh mot dién gia gioi
trwdc cdng ching hodc tric tuyén cho phép ban thé hién kién thirc clia minh
v&i thdm quyén va gitp ban ndi bat & noi lam viéc.
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Mol NGUOI CON LAM GI NUA TRONG
SUOT BAI THUYET TRINH ONLINE?

Other work NG 50

Nhirng cong viéc khac

Gui email Sending an email [INGG_G_——_—_
An hodcchudnbithican  Eating or making food NG -
sy i I 7

Nhin tin Going to the restroom

Lén mang xa hoi Texting GG

:\:Ahtz S;?::rc — Checking social media [ NG

Tap thé duc Playing video games I 25

Tham gia mét cudc goi khac Online shopping N 21

Exercising [ 9
Taking another phone call [l 6

oY
Source: Intercall - HBR.org visme

Trén trang trinh bay nay, ching ta cé thé thay mot biéu db coé tiéu dé: Nhan
vién hoac khan gia lam gi khac trong cac cudc goi hdi nghi?

Intercall - cong ty t6 chirc hoi nghi I&n nhat thé gidi- d4 nhan ra rang khan gia
ham gia vao mét sé hoat ddng khac khi thuwe hién cac cudc hdi nghi tryc tuyén.
Moi thir tlr 1am cong viéc khac, &n ubng, chuén bi thirc &n, mua sam truc
tuyén. M6i ching ta déu biét diéu nay. Téi phai néi rang, téi ciing lam nhw vay.
Khi t6i cdm th4y buén chan hodc khéng tham gia vao cac bai giang truc tuyén,
t6i thworng kiém tra mang xa hoi nhw Instagram va xem tin tre.

Bay gi&, chung ta hay xem xét cac ky thuat trinh bay hiru ich.




P NHUNG KY THUAT THUYET TRINH HOU ICH

THOI GIAN HIEN TH|
v Bét ddu dung gio dé c6 &n twong ban d3u v Sl dung webcam
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Ky thuat quan trong dau tién 1a thoi gian.

Diéu thwe sy quan trong la dén budi thuyét trinh ctia ban dung gi® véi tw cach
la dién gid hodc cé mat trwde do vai phat va chd khan gia.

Viéc ban dén dung gid cé y nghia déi véi khan gia rang ban thyc sy quan tam
dén diéu do va ban coi trong diéu d6. La nguoi ndi, ban cdm thay tw tin hon
néu khach dén duang gi¢. Tuy nhién, c6 nhirng nguwdi dén sau. Theo mot sb
chuyén gia, v&i tw cach 1a ngudi phat biéu, ban nén phat nhirng ngu i di
muén. Ngwdi ta nén noi diéu gi do dai khai, hoac cdm nhirng ngwdi dén sau
tham gia, hon |a khién ho cadm thay hoi x4u hé va rang ho da bd I& diéu gi d6
thye sw quan trong.

Vi du, & phan dau, dién gia cung cap cho khan gid mét s6 thdng tin vé nhirng
gi ho mong doi tr bai thuyét trinh. Néu ngudi dén mudn, la mot chat mat mat.
Trong budi thuyét trinh truc tiép, nhivng ngudi dén mudn thuwdng lam phién
ngudi khac, nhwng trong budi thuyét trinh trwc tuyén, diéu nay la khéng thé.

HIEN THI

Vi du nhw t6i, trong khéa hoc tiéng Nga, chung tdi khéng bét budc phai bat
video. La nguwdi néi, ban co rat nhiéu kién thirc mudn chia sé, gido duc va
thuyét phuc. Néu t6i khong bat budc phai bat video, t6i thwdng lam moi thir
nhw chdng t6i da ndi - nhan tin, an udng ... V&i tw cach 1a ngwdi thuyét trinh,



ban nén yéu ciu ngudi tham gia bat video. Ban sé git dwoc sy chu y cua ho.
Va khan gia tap trung hon vao bai giang hoac vao bai thuyeét trinh.
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P NHUNG KY THUAT THUYET TRINH HOU ICH

GIdI HAN‘BAI TI‘-IUY’ﬁT TRINH Bj“\NG NOI TO
CACH TRINH BAY Y TUONG COT LOI
v'Nhiéu y twéng = gay kho hiéu nhiéu v/ Ty ghi &m va phan tich
v/ X6éa tin nhan sau bai thuyét trinh v Khé&i dong truée khi thuyét trinh
\ [ THIS STRATEGY AIMS TO...
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GIOI HAN VIEC TRINH BAY CUA BAN O MQT Y TUONG COT LOI

Nhw tdi d& noi, ching ta cé rat nhiéu kién thirc mudn chia sé dé gido duc va
thuyét phuc. Tai sao gi¢i han bai phat biéu ctia chung ta chi bing mét y
twéng? B&i vi nhidu y twédng sé lam phirc tap héa. Néu cang ¢ nhiéu y

kién cang khién khan gia khé hiéu. Thay vi don tirng chut kién thire vao
khodng th&i gian gi¢i han dwoc phan bd cho bai phat biéu, ban sé dat hiéu
qua cao nhét bang cach chi tap trung vao mét y twéng cbt 16i ma khan gia cua
ban cé thé cong huwéng. Bang cach nay, ban co thé chic chan rang khan gia
ctia minh cé thé mang theo mot théng diép rd rang sau bai thuyét trinh.

NOI LON

Néu khong thuyét trinh truc tiép, trinh bay truc tuyén dwa trén giong néi cla
chdng ta. Giong néi déu déu, khong rd rang hodc khé nghe dwoc phong dai
trong thé giéi do.

Ban nén bét dau bang cach ty thu am ban than va phan tich diém manh va
diém yéu cta minh, sau d6 bat tay vao cong viéc. it nhat, hay thuwc hién mot
sb bai kh&i dong don gian trwdc khi thuyét trinh. Ciing gibng nhuw mét nghé si
thanh nhac tuyét voi, tién & chd miéng clia minh, vi vay dirng coi thwdng né.

p.
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P NHUNG KY THUAT THUYET TRINH HOU ICH

DE NGH| TAM NGHi Gl CHO BAI NGAN GON VA NGOT NGAO

ban da trinh bay ;
v/ 22 phat

A 5 X

DE XUAT MOT CHUT GIAI LAO

khan gia truc tuyén co thé rat thu dong. Két qua la, nhirng ngudi thuyét trinh
c6 xu hwéng di vao nhirng doan doc thoai dai, diéu nay chi lam nan long sw
tham gia. Hay giai lao ngan.

N6 c6 thé [a mét cdng cu tuyét voi dé cho khan gid ctia ban co hoi xt ly
nhirng gi ban da naoi, dat cau héi hoac dwa ra nhan xét.

GI NO NGAN VA NGOT NGAO

Khoéng c6 gi giét chét mot bai thuyét trinh hon [a dién ra qua dai mét cach don
diéu. Birng str dung nhivng cau dai va phtrc tap, cb gang giai thich nhirng diéu
chuwa biét theo cach dé hiéu va théng thwdng. Mot khuyén nghi 1a hay git bai
thuyét trinh dwdi 22 phat néu cé thé (nhwng d6 1a dé xuat cho mot ngudi, hém
nay chung toi [a 3 ngudi, vi vay tt nhién né sé kéo dai hon).

14



P NHUNG KY THUAT THUYET TRINH HOU ICH

KE CHUYEN €O KE HOACH Dy PHONG
¥ Gitip minh hoa cac didm muén trinh bay v'Trong trrong hep c6 van de ky thuét
v C6 thé ghi nhé v St dung (rng dung khac

v Tai liéu phat tay & trinh bay

PLAN B

Once upon o kime ... <s0b>

P

KE CHUYEN

T4t ca cac bai thuyét trinh 1a mot loai rap hat. K& nhirng cau chuyén va giai
thoai dé giup minh hoa cac luan diém. T4t ca déu gilp cho bai thuyét trinh cta
ban tr& nén hiéu qua va dang nhé hon. Ca nhan t6i thich k& mét sé vi du, kinh
nghiém thwc té hodc chuyén déi mot sb diéu / thuat nglr ky thuat sang cudc
sbng thwe. Vi du, t6i khéng biét OFF-SIDE trong bong da nghia la gi. Ban t6i
gidi thich cho t6i rang: Khi khach hang dén quan s&m hon ngudi ban. Dot
nhién né rd rang hon dbi véi t6i. Va téi nhd sw twong tw.

CO KE HOACH DU PHONG

Trong trwéng hop cé van dé vé cong nghé nhw cat dién, két néi internet kém,
sw ¢b v&i (rng dung héi nghi, video, man hinh chia sé., Thi trwéc khi thuyét
trinh, ban nén théng bao cho khan gia vé& cac lwa chon thay thé cuéc goi khac
(skype). Trong khda hoc nay chung toi cung lam nhw vay. Lac dau, chung t6i
da cung cap tén skype clia chung t6i d& dé phong trwdng hop zoom khong
hoat ddng. Sau d6, chung t6i c6 thé givi trwdc cho khan gia céc tai liéu can
thiét (ppt, pdf, doc) dé xem trwéc hodc tai xudng. Néu khéng co két ndi
internet, di liéu di ddng cé thé 1a mot sb thay thé. Ludn phai cé Ké hoach B,
néu Ké hoach A khong hoat dong.
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P NHUNG KY THUAT THUYET TRINH HOU ICH

> DIEN TAP!

v Lap lai bai néi ' ’ l l
v Cé géng ghi nhé chir -

v' Giam I5i sai

Rehearse

|

Diéu quan trong nhét 1a dién tap!

Lap lai bai phat biéu cia ban trong qua trinh di lam hang ngay hodc tap néi
nhirng diém chinh c6 muc dich khi di tam.

Cb gang ghi nhé bai thuyét trinh cGa ban dén tirng khoang dirng cé chu y dé
dam bao rang ban ndm béat dwoc moi chi tiét.

Sau dé, ban cé thé tim mot ngudi ban hodc thanh vién gia dinh I&ng nghe ban
noi va dwa ra phan héi mang tinh xay dwng.

M6t khi ban da khac phuc dwoc nhirng diém gép khuc, ban sé tré nén hiéu
qua hon trong bai thuyét trinh clia minh va sén sang cho thdi gian quan trong!

Bay gi¢ dé‘dén luc ban lam quen voi céqh tranh nhirng 16i Iam, sé dwoc gidi
thiéu b&i dong nghiép cla t6i, Quynh. Tiép tuc di Quynh.



D 2. CACH TRANH LOI KHI
THUYET TRINH ONLINE
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Cam on Katja rat nhiéu.

Bay gi¢ chiing ta hay noi vé cach ban c6 thé st dung nhirng k¥ thuat nay ma
khong lam rléng cac ky nang mai cé dwoc cia ban bang cach mac nhirng sai
lam ng& ngan.



THIET LAP

v' Thé hién ban than ban %

h
v' Pam bao réng ban tréng nhw dang thuyét trinh truc tiép (’3> f\
v Kiém tra microphone .

v Kiém tra nhirng gi xung quanh =

v Kiém tralan ntra

C6 mot sb quy tdc co ban can chuy.

Nhu Katja da néi, hay nhé bat camera dé khan gia co thé nhin thay ban.
Khéng ai mudn nhin cham cham vao anh hé so gitr ché cho nhiéu Ira tudi.
Tuy nhién, khéng ai muén quan sat mét luéng video tdi, me tlir mot goc dd
khang khiép.

Ban s& mudn dat may anh ngang tdm mat, cé thé & phia trwé'c ngudn sang
diu ho&c clra s6. Néu ban khéng cé, hay nght dén viéc mua dén kep cho may
tinh cua ban.

M6t yéu td khac sé& lam cho budi thuyét trinh tré nén dé chiu hon dbi véi ban
la tim tw thé phu hop, né anh hwéng truc tiép bi vi tri may anh cda ban. Khi
ban thodi mai nhat c6 thé, ban cé thé tap trung hoan toan vao viéc trinh bay
mot bai thuyét trinh tuyét voi. Va hay nhé rang, ban khéng phai la mét con sén
hay mét cay gay, vi vay hay ngdi thang Iwng nhung hdy cho phép minh di
chuyén.

Khéng can phai néi rang ban nén &n méac phu hop va lwu y rang ban cé thé
phai dirng day vi cé ngwdi khan cap va go ctra phong ban, vi vay vui long mac
nhiéu hon quan 16t hodc quan ngd. Can phai chuan bj trang phuc.

Hau hét thoi gian webcam hodc may tinh xach tay ban dang st dung sé c6




micrd tich hop. Tuy nhién, ban nén can nhac dau tw vao mét micrd (clip-on) tét
hon vi chat lwgng am thanh kém khién ban cé vé khéng chuyén nghiép. Diéu
nay di doi véi bang théng thich hop d& ddm béo ban khéng gap bét ky sw cb
két n6i hodc d6 tré nao. Diéu nay ap dung cho ca ban va khan gia cta ban.

Trén mét lwu y twong ty - va téi khéng thé nhan manh diéu nay 13 dd - micrd
rat quan trong. Khi cé nhiéu hon mét micrd hoat ddng, mot sé platform kém

hon ¢6 xu hwéng bi chdng chéo am thanh va ban sé& khé hiéu, va khéng thé
hiéu dworc.

Déi v&i phéng nén clia ban, hay ddm bao don dep va ngén nap phong cla ban
hodc st dung phéng nén o, tinh Iang. Néu cdng viéc ctia ban yéu cau ban
phai thuworng xuyén goi dién video, hay can nhac str dung phong danh riéng
cho céac cudc goi hodc man hinh mau xanh luc dé& lam nén ao phu hop hon.
M6i trwng xung quanh ban nén phan anh nhirng gi ban muén truyén tai, hay
diéu chinh diéu nay cho phu hop vé&i muc tiéu hién tai cia ban. N6i chung, hay
cb gang git¥ cho né chuyén nghiép va thém mot nét ca nhan tha vi. Day cé thé
la tac phdm nghé thuat, gia sach hodc bat ct thir gi ban thay phu hop.

Xung quanh ciing bao gém khéng gian do clia ban. Néu ban dang l&n ké
hoach st&r dung mét sé tinh nang nhw chia s man hinh, hay dam bao rang
ban khéng vé tinh hién thj thdng tin ca nhan hodc tham chi da phan loai, hay
bat trinh chan théng bao. Khéng ai can biét vé cac cudc trd chuyén lang man
hoac théng tin khach hang cua ban.

Tuy thudc vao hoan canh sdng cla ban, ban nén théng bao cho nhirng ngudi
khéac trong gia dinh rang ban sé& tham gia cudc hop video trong mét thoi gian
va khuyén ho nén giam tiéng én va khéng lam phién ban. Cho ché va méo cla
ban &n va nhé& ngudi giam sat con ban. Chang cé thé [am nhe tam trang
nhwng ciing cé thé gay phan tam khéng can thiét cho ngudi xem, vi vay hay
quyét dinh xem diéu gi quan trong hon déi véi ban.

Vi vay, hay kiém tra ky thiét bj va moi treong xung quanh. Néu ban vuéng vao
thiet bi cia minh trong khi thuyeét trinh, ban sé lam mat sy chi y ctda khan gia.

18



D GIOI THIEU

v Hay cho ho biét nhirng gi mong doi
v Céc chi dé& duoc dé cap
v' Céc chi d& khéng dwoc dé cap

v Hay cho ho biét nhirng gi ban mong doi
v Cac cau héi
v" Microphone
v" Webcam

Khi bat dau bai thuyét trinh ctia ban, hay can nhac gl trué'c chwong trinh dé
ho biét diéu gi sé& xay ra.

Du bang cach nao, ban nén trinh bay ré rang néi dung bai thuyét trinh cia ban
bao gdm nhirng gi va nhirng gi khdng bao gom.

Diéu nay ngan ngtra s nham Ian va hy vong sai lam.

Twong tw, ban nén cho ho biét nhirng gi ban mong doi tir ho khi bat dau bai
thuyét trinh. Cha yéu d6 sé la sy tham gia. Ban cé thé bao gdm diéu dé trong
chwong trinh 1am viéc da dwoc gt trede. Rat c6 thé, ho sé chuan bj tét hon.
Day ciing la thoi diém thich hop dé hinh thanh nghi thirc cudc hop video cla
ban. N6 c6 thé yéu cau rang cau hdi phai dwoc théng bao bang cach gio tay
(théng qua biéu twong cadm xuc hodc ban tay that) hodc dét ra trong cudc tro
chuyén, ngudi tham gia bi tat tiéng khi ho khéng néi chuyén, bat hodc tat
video, v.v. T4t ca nhirng diéu nay phai ré rang.



D GIOI THIEU

v Tim hiéu khan gia cta ban )
v Tham do y kién rJJJ
v Pat cau hdi

v' Khuyén khich sw tham gia

M6t 16i khac can tranh la khéng duy tri giao tiép lién lac dwoc v&i khan gia cua
ban.

Ban nén biét minh tham gia vao linh virc nao, vi vay, ngay ca khi ban biét
khan gia ciia minh, ban nén twong tac va thé hién sw quan tdm dén ho.

Lam mot cude tham do. Dat cau hdi cho ho. Chi dé ho tham gia vao bai thuyét
trinh.

Tim hiéu khan gia clia ban gitip ban thich (ng v&i nhu cau va sé thich cta ho.
N6 cling cho ho thay rang ho can phai duy tri sy chuy.



P CHUY

v Nhirng bai thuyét trinh online: nguy co gay chan cho khan
gia cla ban sé cao hon
Other work N 5
Sending an email [IEG_— 2
& 2 Eating or making food N 55
v Nh'éu kha nang géy Xao nhang Going to the restroom | I 7
Tty e
5 o z o 5 o Checking social media NN />
Dirng lam matsw chu y cua khan gia! Playing video games N 25
Online shopping NN 21
Exercising [l 9
Taking another phone call [l 6

P
visme'

Muc tiéu chinh cua ban la luén thu hat sy cha y cua khan gia.

Hay nhé biéu do ma Katja da cho chung ta thay, c6 rat nhiéu cam do ngoai
kia, vi vay ban phai lam viéc chdm chi hon dé khién ho quan tam dén cha dé
ctia ban.

Céc bai thuyét trinh va cudc hop truc tuyén cé nguy co 1én dang ké 1a khién
khan gia ctia ban nham chan vi ho c6 thé dé dang bd qua viéc tri hoan.

Toi khdng néi rang bai thuyét trinh ctia ban 1a noi cubi cing ho mudn dén
nhung rat cé thé dé khong phai la tro tiéu khién yéu thich cua ho.




P CHUY

v Thuc hién giao tiép qua webcam

~
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N\
: !. &
© 1 ]

=

p.

Mac du chung ta ludn dwoc day phai giao tiép bang mat, nhwng ban khéng
nén lam vay. it nhat la khéng trong trwong hop nay. Thoat dau c6 thé cdm thay
ky la nhwng hay thr nhin vao may anh vi diéu nay tao ra hiéu trng rang ban
dang thyc sy nhin vao nhirng nguw®i ban dang ndéi chuyén.

Dé gidm bot sy 1Ung ting, ban co thé gén doi mét xau xi bén canh webcam dé
bat chwéc anh mat chia khan gia va giam b&t mét chut lo lang khi thuyét trinh.



P CHUY

v Céc cau hoi
v Gidi quyétvan dé
v Tham do y kién

v Theo kip va ndm bét su thay ddi

v Pirngqua Dinh chat

Chac chan sé dé dang thu hat sy chu y clia nguoi nghe hon néu ho nhan
dwogc nhiéu tin hiéu hinh anh khac nhau. Chi can dam bao rang hinh anh phu

hop va khong lam dung né.

Thay ddi cling c6 thé dén duwoi hinh thire tham gia. Dat cau héi, dé khan gia
giai quyet mét van dé trong cac nhdm nhé hoac thwe hién mét cuéc tham do y

kién.

Paul sé& ndi chi tiét hon vé hinh anh va céc céng cu twong tac & phan sau.




P CHUY

v Giao tiép

v' Giai thich cai ban dang lam

Diéu quan trong nhat 12 tiép tuc trd chuyén voi khan gia cla ban. D ban lam
gi, dng chiim lang. Néu ban dang doc phan Héi & bap dé tra |&i, hay noi voi
ho. Néu ban dang bat mét so tinh nang nhw chia sé man hinh, hay néi v&i ho.

Hay gibng nhw mét bac si gidi, ho ludn giai thich cho ban nhirng gi ho sé& lam.
Diéu nay lam cho bénh nhan cam th4y thoai mai hon vi ho biét nhirng gi dang
xay ra va cdm thay dwoc quan tam. Twong tw véi bai thuyét trinh cta ban.
Ludn luén gidi thich nhirng gi ban dang lam vi khan gid khéng thé cdm nhan
trwec quan nhirng gi dang dién ra. Ho sé& khoéng hodng s¢ ngay lap tirc nhung
ho cé thé cam thay mét chat bbi réi va bé méc. Giao tiép |a chia khéa, hay sl
dung no.

Hinh anh: Mién phi ban quyén, Thu vién Office 365 PowerPoint Tién Ban
Quyeén Hinh anh



) CHU Y

v Véan dé chi tiét
v Dé&u hiéu co thé
v Pia chitheo tén
v" Ngbn ng* hoa nhap

Mac du thiét [ap mot két nbi tdt - & moi cip do - l1a quan trong, nhwng viéc duy
tri méi quan hé nay it nhéat ciing quan trong khéng kém. Ban can cha y dén
nhirng tin hiéu phi ngdn ngi¥ du 1a nhd nhat va phan &ng lai cho phu hop. Tat
nhién, diéu nay chi hoat ddng khi video dwoc bat cho tat ca ngudi tham gia.

Ban khoéng nén dat cau hdi vao chd tréng ma nén giadi dap moi ngudi bang tén.
Néu ho dang chu y, ho sé c6 thé tham gia va néu ho khéng chu y, ho sé ngay
lap tirc thoat ra khoi bat cr diéu gi khién ho phan tam. Chung t6i cling da trai
nghiém diéu nay trong khoéa hoc clia ching t6i & day. Bat cv khi nao c& nhém
dwoc hdi mot cau héi, ho sé& cé nhirng gidy im 1ang kha khé chju. Tét hon 1a
nén héi truc tiép hai hodc ba nguei va mdi nhivtng ngwdi khac can nhacy

kién clia ho sau dé.

Twong tw, hay st dung’ng()n nglr bao ham. Thay vi néi vé ho, hay péi chuyén
v&i ho. Héy‘thﬂ’ thay theé cac cum tr nhw “Nhirng nguwoi & day...” bang
“Ban...”. DBiéu nay cling sé thu hat sy cha y cua ho.

Hinh anh: Mién phi ban quyén, Thu vién Office 365 PowerPoint Tién Ban
Quyeén Hinh anh



D KET THUC

v Giao tiép rd rang

v' Theo sat:
v Céc cau hoi
v" Nhirng danh gia
v Caudd
v" Nhtrng ghi chii cam on .

Khi két thuc bai thuyét trinh cGa ban, hay néi rd rang khi ban hoan thanh dé
tranh sw im l&ng khé xtr va bdi réi. Tha micrd trwe tuyén khéng hiéu qua.

Sau phan trinh bay, ban c6 thé mudn theo sat khan gia ctia minh. Ban nén cdi
ma& v&i cac cau hoi, glri danh gia hoac cau dé. Tuy thudc vao thiét lap cda bai
thuyét trinh, ban tham chi cé thé gwi I&i cdm on dén nhirng nguwdi tham dw.



D KIEN NGH|

v Webcam

v Pén

v Tai nghe, microphone

L
V N
v -—
v Su két néi mang nhanh A

p.

Néu ban thwéng xuyén tham duw hodc té chirc cac cudce hop trwc tuyén, ban co
thé nén dau tw vao mot thiét bj giao tiép tét bao gbm webcam doé phan giai
cao, dén clip bat d& cé anh sang tét va micrd chét lwong. Tt nhién, dé tan
dung téi da thiét bi nay, ban ciing nén kiém tra xem bang théng ctia minh cé
da dé hé tro cac cudc goi video chat lwong cao hay khéng.

Lam theo cac bwédc sau sé& dam bao ban cé mot nén tang vivng chéc cho bai
thuyét trinh cGa minh. Bay gi® Paul sé chi cho ban cach tiép tuc xay dwng nén
tdng nay va bién bai thuyét trinh tét ctia ban tré nén tuyét vei. CAm on ban rat
nhiéu sw chu y cha ban.
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NHUNG Bi QUYET BE THUC
HIEN MOT BAI THUYET
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Gi&i thiéu (Quynh) 3 phut
Cac ky thuat trinh bay hiru ich (Katja) t6i da 10 phut

Tranh 16i trong thuyét trinh trwc tuyén (Quynh) t8i da 10 phat

Bi quyét d& cho mot bai thuyét trinh trwc tuyén tuyét vori (Paul) 10 phat

Tom tat (Katja) 3 phuat




D TIEU DE SLIDE HOAN HAO

v" Nén bao gbém tiéu d&, tén, ngay thang

v' Dung btre tranh Ion dé thu hut sw chu y va tap trung vao

L
chti d& moi i |
WA

v Hinh anh phai phan anh doanh nghiép / mtrc dé chuyén

nghiép
e 3
- 0
v" Lwa chon format 16:9 l
Paul:

Mot bai thuyét trinh truc tuyén hoan hao bat dau vdi
mot slide tiéu dé hoan hao. Slide tiéu dé cdia ban nén
bao gobm tiéu dé cla ban trinh bay, tén cla ban va ngay
thang. Néu khan gid d3 nghe cac bai thuyét trinh khac
nhau trudc dé, ban nén bao gdm mdt birc tranh |&n dé
khan gia c6 thé tap trung dé dang hon vao chi dé mai.
Nhwng hdy nhé: hinh anh phai phan anh mrc dé chuyén
nghiép phu hgp nhat vai doanh nghiép. Khi bat dau ban
trinh bay mdi, hay chon dinh dang 16: 9 vi ban sé c6
nhiéu khéng gian hon. Vi ban trinh bay truc tuyén, ban
khong can phai lo 1ang vé may chiéu tuong thich.

https://business.tutsplus.com/tutorials/make-a-powerpoint-title-slide--cms-31553
https://www.pptpop.com/powerpoint-title-slide/



https://business.tutsplus.com/tutorials/make-a-powerpoint-title-slide--cms-31553
https://www.pptpop.com/powerpoint-title-slide/

4 TIEU BE SLIDE HOAN HAO

Medical Title Slide

AUTHOR

NEW YORK, 7th July 2020 m

P

Paul:

O day ban co thé thay mot slide tiéu dé hoan hao. Trong
nhi*rng gidy d3u tién, khan gia s& biét rang chl dé cuda bai
thuyét trinh nay cé lién quan dén mét van déy té / duwoc
pham. Hinh anh tréng chuyén nghiép va tiéu dé dé doc.
Ban thay thong tin quan trong nhu tac gia va ngay thang.

Nguon anh: Office 365 PowerPoint Templates

30



) CAU TRUC BAI THUYET TRINH

v Nhirng slide dau tién nén bao gdm 16 trinh thuyét trinh
v' Tén cta ddi trinh bay, ly tudng kém 1a cé hinh anh
v' Danh dau muc dich cla bai thuyét trinh va cau héi chinh

v" Ludn cho khan gia thay ban dang & dau trong bai thuyét trinh ¢

Paul:

Trong c&c trang trinh bay dau tién cda bai thuyét trinh, ban nén cung cép cho
khan gia y twéng vé nhirng gi ban sé noéi. Déi véi diéu nay, ban nén thém
chwong trinh lam viéc, tén va hinh anh ctia nhém trinh bay, muc dich cta bai
thuyét trinh va nhw Katja da néi, mét cau hdi chinh ma ban sé tra 1&i trong sudt
bai thuyét trinh nay. Ngoai ra, luén hién thj sb trang chiéu & phia dwdi dé khan
gia biét ban dang & dau trong bai thuyét trinh.



) CAU TRUC BAI THUYET TRINH

Agenda Agenda

t
t
int 3)Point
t
t
t

Challenges Team

Paul:

Trén 4 slide nay, ban c6 thé thay modt PowerPoint ¢ ciu
trdc tét trong nhu thé ndo. Hai hinh anh trén cung hién
thi chuwong trinh lam viéc & phan dau cda bai thuyét
trinh va & thoi diém bit dau mét chuwong mdi. O trang
trinh bay phia dudi bén trai, ban cé thé thdy mét trang
trinh bay két hop cac van dé chinh dang duoc gidi quyét
trong ban trinh bay ciing nhu mot cau héi chinh. O phia
dudi bén phai, ban thay mot trang trinh bay gidi thiéu
nhdm va&i hinh anh, tén, vi tri va thong tin bé sung.

Ngudn anh: Office 365 PowerPoint Templates



) CAU TRUC SLIDE

v/ Dau dau dong ngan hodc SmartArts
v St dung bang va dé thi thay vi van ban
v Diéu chinh ¢& chtr va mau sic dé dam bao dé doc

v Chon phdng chi Sans Serif cho cac bai thuyét trinh truc ) ja
tuyén l\‘:. i

v V&n ban khéng nén dat trén dau anh

Paul:

Nhitng trang trinh bay ndi dung clia ban nén dung cac gach dau dong ngan
hodc SmartArts thay vi cac van ban dai. Ban cé thé hé tro théng diép cla
minh bang cach thém bang va dé thj. Bang cach diéu chinh kich thwéc phéng
ch¥ va mau sac, ban cé thé ddm bao rang cac diém s& dé doc dbi v&i khan gia
cta ban. Ban nén st dung phoéng chir sans serif cho cac bai thuyét trinh truc
tuyén vi n6 sé& dé doc hon trén man hinh. Tipp: khéng dat van ban & trén anh -
do twong phan thap sé khién ban khé doc.

https://www.bates.edu/helpdesk/2011/05/14/powerpoint-presentation-tips/



https://www.bates.edu/helpdesk/2011/05/14/powerpoint-presentation-tips/

) CAU TRUC SLIDE

v St dung hinh dan tin hiéu nhw "Hanh déng can thiét!" @é 1am ro
v St dung céc sb tiéu diém nhw “-12%, PY”

]
I |
> N - ~ . . > N . a 2 -2 @ l |
v" Str dung den giao théng hoac cac mau doé va xanh la cay de biéu S
twong cho sw tiém nang / thanh céng .

. A
v Str dung mau nhe nhang cho hau hét cac trang trinh bay va mau J e "
tin hiéu sang de lam diém nhan l

v Tt ca c4c trang trinh bay nén cé cAu tric gibng nhau

Paul:

Ban ¢ thé lam rd liéu trang trinh bay cia minh chi mang
tinh thong tin hay hap dan bang cach sir dung cac nhan
dan nhu “Hanh déng bat budc!” hodc "Flash back". Néu
ban dang lam viéc vdi cac con s6, hdy dam bao danh dau
con s6 quan trong nhat nhu “-12% so v&i ndm trudc” dé
ho tro théng diép chinh cla ban. Bang cach lam néi bat
cac con s6 hodc théng tin v&i mau dd va xanh 1a cdy hoac
dén giao thong, thong diép chinh s& dwgc truyén tai tot
hon. Nhung nhin chung, hau hét cdc mau nén dju va chi
nhirng phan quan trong mdi cé nhirng mau tin hiéu nay.
Nhin chung, tat ca cac slide nén dwogc cau tric giong
nhau vé loai phdng chit, c& chir va b6 cuc.

https://visage.co/11-design-tips-beautiful-presentations/



https://visage.co/11-design-tips-beautiful-presentations/

D CAU TRUC SLIDE

4‘“%;

,
3

<

g

Finances ireqy

Paul:

DAy 13 mét slide hoan hdo, ban ¢ thé thay ngay tinh
hinh tai chinh dang tiéu cwc so v&i nam trudc, két qua
tiéu cuc tdp hop nhu thé nao va yéu cau cac hanh dong
thuwce hién.

Ngudn anh: Office 365 PowerPoint Templates



> HINH ANH

v Tao db hoa théng tin

\

S dung kho anh

v Pbivoi cac ban trinh bay khéng phai kinh doanh: st dung
GIF hoac meme

n
v St dung video trén YouTube l--_ "
v St dung biéu db thanh va biéu dd hinh tron

v St dung hinh anh vé tay

Paul:

Nhw da néi trwdc day, viéc stir dung hinh anh thay vi van
ban la cuc ky quan trong. D6i véi diéu nay, ban cd thé
tao d6 hoa thong tin, sir dung anh luwu trir hodc anh cda
riéng ban. Doi vdi cac bai thuyét trinh khong phai kinh
doanh, ban tham chi cd thé sir dung GIF hodc meme dé
khan gia cuoi. NEu ban mudn gidi thich cac chd dé kho,
ban c6 thé s dung video YouTube cho viéc nay. Biéu d6
thanh va biéu d6 hinh tron sé lam cho két qua dé doc
hon. Bang cach st dung hinh anh v& tay, ban cd thé
thém diu &n cd nhan vao ban trinh bay cta minh.

https://pptcrafter.wordpress.com/2019/09/24/hand-drawn-style-in-powerpoint/
https://www.powtoon.com/blog/11-free-image-resources-presentation/



https://pptcrafter.wordpress.com/2019/09/24/hand-drawn-style-in-powerpoint/
https://www.powtoon.com/blog/11-free-image-resources-presentation/

) HiNH ANH

Revenue

New Technology . “ ; '
— I

Paul:

Bang cach st dung hinh anh, khan gia s& dé dang cam
nhan duoc cong nghé mdai trén trang trinh bay bén trai
sé hoat ddng nhu thé nao. Trang trinh bay & bén phai so
sanh bang va biéu d6 védi s6 liéu doanh thu. Biéu d6 cho
thay xu hudng doanh thu tich cuc va do dé Ia hinh anh
duoc dé xuat.

Ngudn anh: Office 365 PowerPoint Templates



P ANH DONG

v St dung hinh anh déng dé Iam ndi bat nhirng phan quan
trong

®
. B
v Str dung hinh anh déng dé co6 thém khoéng gian cho hinh anh ' I .

v St dung chuyén tiép slide

Paul:

Bang cach st dung anh dong, ban c6 thé dé dang danh
dau cac phan quan trong clia ban trinh bay PowerPoint
cla minh. Ban cling c6 thé st dung hinh dnh dong dé c6
thém khong gian trén trang trinh bay cia minh cho
nhitng btrc anh |&n hon, nhu t6i sé trinh bay trong giay
l4t. Qua trinh chuyén d6i s lam cho sy thay déi gilra cac
trang trinh bay muot ma hon va do doé trai nghiém trinh
bay tdng thé tét hon.

https://business.tutsplus.com/articles/powerpoint-animation-tips-and-tricks--cms-
27552



https://business.tutsplus.com/articles/powerpoint-animation-tips-and-tricks--cms-27552

) ANH PONG

Giai phap tbt nhat

Picutre 2 =
Integer convallis suscipit ante eu varius. Morbi a purus dolor
Xyz Xyz Xyz .
Lorem ipsum dolor sit Etiam aliquet eu mi quis Integer convallis suscipit :\
amet, consectetur lacinia. Ut fermentum a ante eu varius. Morbi a
adipiscing elit magna ut eleifend purus dolor '.
4

Contoso

Paul:

Tai day, ban cé thé thay cich hinh dnh nhé hon bién mat
(bang cach st dung hinh anh déng) dé tao khong gian
cho hinh anh 1&n hon. Bang cach thém mét mii tén va
ghi chd b6 sung, ban cé thé huéng sy chid y cta khan gia
dén nhirng phan quan trong nhat.

Ngudn anh: Office 365 PowerPoint Templates




P CAC CONG CU MANG TiNH TUONG TAC

v/ Cau dé mang tinh twong tac (v&i dién thoai théng minh)

v Céc tinh hudng c6 nhiéu Iwa chon dé khan gia Iwa chon

Paul:

N&u ban muén ndi bat vdi bai thuyét trinh cdia minh, ban
c6 thé thu hat khan gid bang cach sir dung cac cdng cu
tuwong tac nhw mét cau dé dé moi ngudi cd thé tham gia
bang dién thoai thong minh cla ho. Ban ciing cé thé
trién khai cac tinh hudng vai nhiéu tuy chon, noi khan
gia chon con dwdong ma bai thuyét trinh cta ban sé di.

https://www.ispringsolutions.com/blog/how-to-make-a-quiz-in-powerpoint



https://www.ispringsolutions.com/blog/how-to-make-a-quiz-in-powerpoint

P CAC CONG CU MANG TiNH TUONG TAC

How Kahoot! works

Create Play Share

Paul:

O day, ban cé thé thay mot trang web d6 vui tryc tuyén
cho phép khan gia binh chon trén dién thoai théng minh
cla ho. Sau d6, ban cé thé phat truc ti€p két qua trong
ban trinh bay cda minh. Piéu nay sé lam cho bai thuyét
trinh cda ban trd nén hoan hao!

https://kahoot.com/



https://kahoot.com/
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4. TONG KET

Cam on Quynh va Paul rat nhiéu vi nhirng 1&i khuyén hiru ich do.




P TONG KET
CHUNG TA DA HOC BUQC Gi? ‘/ g \‘

2)
| Lets
v Céc ky thuat @é tré' thanh mét dién gia truc tuyén gidi hon ! talk
v/ Cach tranh nhirng I8i trong khi thuyét trinh truc tuyén >

We're listening

v’ Cach tao ban trinh bay PowerPoint hiéu qua

H&m nay chung ta da hoc duwoc gi?

Trong phan trinh bay nay, chung ta da hoc dwoc mét sd cong cu va kj thuat,
cach trd thanh mét dién gia tuyét voi cling nhw cach thu huat va duy tri sw cha
y cla khan gid. Quynh d3 trinh bay vé nhirng I8i can tranh, chiing ta nén lam gi
va khéng nén lam gi, va lam thé nao dé tranh nhirng tinh hudng khé xt&r. Hon
nira, co 4y da gidi thiéu cho ching ta mot sb bi quyét hivu ich. O phan cuéi,
Paul d3 tap trung vao thiét ké va cau trac cha bai thuyét trinh PowerPoint ma
t6i cho la mét phan rat quan trong ctia bai thuyét trinh, khéng chi déi véi bai
thuyét trinh trwc tuyén ma con dbi véi bai thuyét trinh truc tiép (nhw cu tric
bai thuyét trinh, cAu truc slide, hinh anh, hinh anh déng ...) T4t ca cac cong cu
va khuyén nghi nay dan dén cac bai thuyét trinh thanh céng. Vi vay, hay sang
tao va thanh cong.

Quy khan gia than mén, néu ban cé bat ky cau hdi nao, vui ldng héi. Tuy
nhién, t6i mudn tham gia cung ban vao cuéc thao luan va t6i mudn biét, I3 ban
c6 mot s6 trai nghiém xau hay tét véi cac bai gidng hoac giang day truc tuyén.
Hay chia sé y kién cGa ban. Cam on ban da quan tam.




CAM ON!




TAI LIEU THAM KHAO

* https://visme.co/blog/engage-audience-online-presentation/

* https://www.presentationmagazine.com/effective-presentation-techniques-the-top-10-149.htm

* https://ezcast-pro.com/stories/effective-presentation-techniques/

* https://business.tutsplus.com/tutorials/make-a-powerpoint-title-slide--cms-31553

e https://www.pptpop.com/powerpoint-title-slide/
e https://www.bates.edu/helpdesk/2011/05/14/powerpoint-presentation-tips/
* https://visage.co/11-design-tips-beautiful-presentations/

* https://pptcrafter.wordpress.com/2019/09/24/hand-drawn-style-in-powerpoint/

* https://www.powtoon.com/blog/11-free-image-resources-presentation/

* https://business.tutsplus.com/articles/powerpoint-animation-tips-and-tricks--cms-27552

¢ https://kahoot.com
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