@ Bifte /i€ & BAGERAEEYF—  Hotline 0968016372

BAI 1
PHI NGON NGU’ LA GI?

k=i

FA =
ESEEIEMTIMN?
Giao tiép Phi ngon ngir 1a gi?
JEEFEASa= S —iavild?
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Khail niém
Phi ngdn ngit 1a hinh thire truyén dat thong tin khong
str dung 101 nd1 ma thong qua:

Anh mat Tu the
Nu cuot Trang phuc
Ctr chi Khoang cach giao tiép

Giong di€u

HADC ¢ Human Resource Development Company



@ Bifte /i€ & BAGERAEEYF—  Hotline 0968016372

Y Nghia

Nguoi Nhat danh gia rat cao tac phong va thai do.

Mot nguoi co ning luc trung binh nhung tac phong tot
thuong dugc danh gia cao hon ngud1 co nang luc tot
nhung thi€u ky luat.
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BAI 2
TAC PHONG CHUAN NHAT BAN

Hé thong 6S dwoc hinh thanh tir triét ly quan ly
cia doanh nghiép Nhat Ban nham xay dwng meéi
trwdng lam viéc ngan nap, an toan va hiéu qua.
6S gilp nang cao nang suat, gidm lang phi, tang
y thire ky luat va tao nén tang cho van hoa cai
tién lién tuc trong doanh nghiép.
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6 S Ca nhan
= — 0\ - Sang loc
Loai bd nhitng thir khéng can thiét

BiE — HU\EA -Sapxép

Ngin nap va khoa hoc.
AR — HUVZ -Sachsé

Loai bd nhitng thir khéng can thiét

HADC ¢ Human Resource Development Company
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6 S Ca nhan

E=mE — - (\M[+D — Tiéu chuan hda

Duy tri théi quen tot.

% — LDIF-Kyluat
Tu giac thuc hién quy dinh.

& — <IED - Tac phong

Tac phong, 1& nghi, phép tac tng xir, phong cach hanh
dong dung muc trong cong viéc va cudc song.

HADC ¢ Human Resource Development Company
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6SEE(DAED) (Thuc hanh 6S)

4 0 giﬂ (HwY)

— Sang loc

b 4

BEBZHD L
FrELZLDZ
DB

Phan loai dd dung
can thiét va khong
can thiét
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6SEE(DAED) (Thuc hanh 6S)

| 9 ZXUE (even) g

— Sap xép

ELPT <

WRT,

ITCICRY HES

£IICT3

Sap x€p gon gang,
 dé tim, dé lay
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6SEE(DAED) (Thuc hanh 6S)

B g (eves)

3

— Sach sé

im

JIPFh%e
<L,
EhWiCT 3

Loai bé rac va
lam sach sé
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6SEE(DAED) (Thuc hanh 6S)

0 52 (ruvio)
—> San soc

*

BE - BW - BH
EHERFL .
EhLiaRRE%
R

Duy tri 3S,

gilr moi trudng
ludn sach sé
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6SEE(DAED) (Thuc hanh 6S)

e 5; (L2I7)

— San sang

JL—ILX
RENESTY,
HE®oF3

Tuan thu quy dinh,
tao théi quen tot
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6SEE(DAED) (Thuc hanh 6S)

G {EiE (213
— Tac phong
@

{

B H)ODT,

v F—iiE%E
KU d 3

Gilr thai dé lich su,
(ng xur ding muyc,
ton trong ngudi khac

HADC ¢ Human Resource Development Company
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HOANG ANH DUONG

5H5 L& &

& HADC f
- HIEDAT. EEOTVEEEESS
e Cung nhau né luc dé xay dung noi lam viéc ly tudng
/  mECaBH. O\
[ mmeza. +# HADC
' RREDI(WYET! ‘ ’ AN DEVELOPMENT
', ¥ thirc va hanh ddng /
\ cla mdi ngudi sé thay déi {
: _nai lam viéc va tao nén

tuong lai!

HFABT ﬂ&“b‘&ﬂﬁ £Eo& Et"ﬁl»tﬁ% I N&u tat ca cung chung tay, noi lam viéc s& trés nén tét han!

<0

BHYs ol gkl [ - zunma BUPYERD BABTS iR oT
Hop téc Ekﬂ]l-.’s"% Y s Suy nghi va hanh déng Cé long quan tdm Ludn céi thién m& bﬁl"'%
Giao tiép cdi md Huéng téi muc tidu va

khéng ngirng phat trién

BHAL, XRAITLT A3 BCARTEILT, BATHRGBTHILT. HEEBLLION P ELRBORS BRI, BRENs RBLROBCLT,
F=LONHWMEVET. RMMEHFEETNET. RRICOLRHAVET. MELTVRBEDYRT, RELMPEEHRLT, EENLEHNVET,

Gitp d& va hd trg 1in nhau Vigc truyén dat, ling nghe va Tu suy nghi va hinh déng sé Long quan tam dén ngudd khac Nhimg cai thién nhé mdi ngay C6 myc tiéu va khdng ngimg

sé& ndng cao si'c manh cla hidu nhau sé tao nén méi quan din dén sy trudng thanh s& tao nén m$t mbi trudng sé tao nén két qua tan. thir thach s& md ra tuang lai.

ca ddi ngl. = : hé tin tudng. 1am vige thodi mdi e

BABONT., MEPTLEEE-S< Y., BEoExRA!

Cung nhau né luc dé xay dung noi lam viéc ly tudng va huéng téi tuong lai tét dep! * %
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BAI 3
NGHE THUAT CUI CHAO (OJIGI)

Eshaku (15°)

Dung khi chao hoi
théng thudng.
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BAI 3
NGHE THUAT CUI CHAO (OJIGI)

. 30°
\\/_\’l
f/

Keirei (30°)

Dung khi gap
khach hang hoac
cap trén.

HADC ¢ Human Resource Development Company
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BAI 3
NGHE THUAT CUI CHAO (OJIGI)

Saikeirel (4 SO)Q \

I

Dung dé cam on
hoac xin 6i
trang trong.
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THUC HANH

'f
0 Cui chao

khi vao I6p.
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THUC HANH

Q Cui chao | —
khi két thuc
budi hoc.
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THUC HANH

)
‘ 9 Cui chao

khi phong van.
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BAI 4
ANH MAT VA NU CUOI
Anh mat
Nén Khong nén
Nhin vao ving mat va miii. Nhin cham cham.
Thé hién su tap trung. Nhin xuong dat lién tuc
Liéc ngang khi giao tiép

HADC ¢ Human Resource Development Company
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"BAI 4
ANH MAT VA NU CUOI
Anh mit
ANH AT RO
@ nen.

* Nhin vao vung

€ KHONG NEN:

o Nhin chdm cham.

mat va mii, * Nhin xudng dat
o Thé hlén sy lién tuc.
tap trung. * Liéc ngang khi

giao tiép.
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"BAI 4
ANH MAT VA NU CUOI

“wycuo @

Ngudi Nhat xem nu cudi la biéu hién
cua sy than thién va chuyén nghiép.

HADC ¢ Human Resource Development Company
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"BAI 4
ANH MAT VA NU CUOI

0 Mim cudi khi
chao hoi.
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"BAI 4
ANH MAT VA NU CUOI

e Mim cuoi khi
cam on.

HADC ¢ Human Resource Development Company
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"BAI 4
ANH MAT VA NU CUOI

Mim cu @i khi ho tro
nguoi khac.

1§ Yy — — -
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HOANG ANH DUONG

BAI 5
TU THE PUNG - NGOI1
BAI 5: TU THE PUNG - NGOI
@ Ngéi thang | ﬂ

t @ vai thing.

i lung. ‘

i \

: |

i ° Hai tay Q Khéng 1

! ty nhién. rung chan.

|

i N i '

| o Khéng = Q Khong nga
khoanh tay. ngudi ra sau.

@ Ngsi thang.
Q Hai tay dat trén dui.
@ Ludn giir thai do ty tin.

@ s it oy o

Tranh céc tu thé Tu thé ding giup ban
thiéu tu tin nhu truyén tai su ton trong,
khoanh tay, cui gdm chuyén nghiép va tao
mat, dua lung. an tugng tot.

of! Gilr co thé thang,
Y dau ngang nhe,

mat nhin phia trudc.

LUUY

= )

HADC ¢ Human Resource Development Company



) Bifte /i€ & BAGERAEEYF—  Hotline 0968016372

BAI 6
GIAO TIEP TRONG DOANH NGHIEP
NHAT BAN

IF5SNAFS la nguyén tac giao tiép quan trong

trong doanh nghiép Nhat Ban,
R E—IF5Z<{—Bé&o céo

EHg—h An{—Lién lac
FER—ZF 5= A—Trao doi

Thuc hjén tot [F5NAES gigp cong viée dién ra thuan loi,
han ché sai sOt, nang cao tinh than trach nhi€ém va xay dung
mo1 truong lam viéc chuyén nghi€p, hi€u qua.
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HE-H(FD-NA-ED)

(Bao cao — Lién lac — Thao luan)

= )
(B52<) = Bao cao

%7 l/i l/r\':o
RISAN%E
TVWET,

FTEOEHAREPERE. LAPF-ALIKEALD!
Hay bao céo tién dd va két qua cong viéc

cho cdp trén va dong doi!

Q .
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#H BB UFX3-NA-TD)
(Bao cao — Lién lac — Thao luan)

\

[

CETY (has<) —> Lién lac

ANOREE | 3
 BRVLET. 4 S

=

)

W,

.Gy

LEGERE., B - 2<.
BFECEZELS!

Hay lién lac théng tin can thiét

mot cach chinh xac va nhanh chéng!
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HE- AT -NA-TD)

(Bao cao — Lién lac — Thao luén)

N
(#3%A) —> Trao ddi / Thao luan

7 R
SOHET \
ﬁwrs

FEREPRKAE—ATRAT.
HBELTRRRERD2IT LS !
Ditng 6m mdt minh van dé hay khé khan,

hay trao ddi dé tim ra giai phap! )
\
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#HE-H(FO-NA-ED)

(Bao cao — Lién lac — Thao luan)

\  HYUHE.S!

Cam on ban!

HADC ¢ Human Resource Development Company
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BAI 7
PHI NGON NGU TRONG NGANH KAIGO

Trong nganh Kaigo, giao tiép phi ngén ngr dong
vai tro quan trong trong viéc tao sv tin twé'ng va
an tdm cho ngudi cao tudi. Nu cwdi than thién,
anh mat quan tdm, giong néi nhe nhang cling
thai do ton trong, lang nghe va déng cadm sé glup
nang cao chat lwgng cham séc va xay dwng moi
quan hé tot dep v&i nguwdi dwoc ho tro.

eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee



Hifta N #ZE & BAEREEZSY—  Hotline 0968016372 @

HOANG ANH DUONG

KHI TIEP XUC NGU'G1 CAO TUOI . I
T6i ludn o day
dé hé tro ba.

Luén mim cudi.

Gilr anh mat than thién.

Noi cham va ro rang.

Khong to thai do
kho chiu.

NGUYEN TAC

TON TRONG 7/~ ~>\ LANG NGHE pONG CAM HO TRQ

3 i *6Y) ) Q . '
Tontrong nhanpham | ), ,./; | L&ng nghe mét céch Hiéu va chia sé cam xtic Hb tro kip thoi dé
va gia tri cua ngudi \_ ./ / chanthanhvakiénnhan. L= Vi ngudi cao tudi. mang lai sy an tam
cao tudi. S~ va thodi mai.
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BAI 8
PHONG VAN NHAT BAN

Phong van tai Nhat Ban khong chi danh gia nang luc
ma con chi trong tac phong, thai d6 va phép lich su.
Chuan bi trang phuc gon gang, dung gid, cui chao
dung cach va giao tiép rd rang s& gitp (g vién tao an
tuong tot, thé hién su chuyén nghi¢p va ton trong nha
tuyén dung.

HADC ¢ Human Resource Development Company
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HOANG ANH DUONG

€@ TRUGC PHONG VAN €) TRONG PHONG VAN € SAU PHONG VAN
Trang phuc & = >
chinh té. : G Cui chao.

Girtuthé ¥ 7
chuan. e it

Cui chao trudc khi
rdi phong.

» Camon
' nha tuyén dung.

N\

Pén sém

15 phdat.
PEN SOM
15 PHUT

Tra loi
ro rang.

LUU Y

Ludn gilr thai do lich su, ton trong. \
Thé hién sy tu tin va tinh than cau tién.
Phong van khdng chi la tra lai cau hai,
ma con |a cach ban thé hién ban than.

“An tugng tét bit dau
tir su chuén bi chu déo
va thai do chan thanh.”

HADC ¢ Human Resource Development Company
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BAI 8
13 PIEU TU DUY PHI NGON NGU
THANH CONG

13 tu duy phi ngén ngir thanh cong 1a nén tang gitp
xay dung tac phong chuyén nghiép, tinh than trach
nhiém, su biét on va kha ning hop tac, tir d6 tao nén
thanh cong bén vitng trong hoc tap va cong viéc.
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HOANG ANH DUONG

+ 13 PIEU TU DUY PHI NGON NGU THANH CONG +
eTéntrQng

ngudi khac.

O Tac phong

chuyén nghiép.

0 Ton trong o Chd dong

quy trinh. hoc hai.

m Khong ngirng

cai tién. @ Nhirng tl‘I duy phi ngén ngir
dudgc thé hién qua hanh dong
mai ngay, giup ban trd thanh
ngudi chuyén nghiép va tao

ra gia tri bén virng.

g Thanh coéng khéng dén tir [6i n6i, ma dén tir tu duy va hanh déng moi ngay! }_/ggf'_
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