
NGHIEN CL/U - TRAO OOI 

IV6dlV NGff- PHlf6N6 7IEN GIHO TIEP CONG VU 

TS LUU KIEM THANH' 

I. Giao tiep la sir tiep xiic tam ly giUa 
ngudi va ngudi, thdng qua dd eon ngudi 
trao ddi vdi nhau ve thdng tin, cam xiic, tri 
giae, inh hudng tac ddng qua lai vdi nhau. 
Hay ndi khac di, giao tiep la sir xic lap va 
van hanh cae mdi quan he giira ngudi vdi 
ngudi, hien thuc hda cac mdi quan be xa 
hdi giira chii the niy vdi chii the khac. 

Giao tiep la mdt qui trinh xa hdi thudng 
xuyen bao gdm cac irng xir rit da dang va 
phong phii, the bien qua ngdn ngir ndi va 
vie't: net mat, cir ebi, tu the, gipng ndi, 
trang phuc, cich sir dung khdng gian trong 
giao tiep... Dd la mdt he thdng toan ven, 
khdng cd sir tich rdi giira bieu bien ngdn 
ttr va phi ngdn ttr trong giao tiep. 

Ngdn ngii la phuang tien giao tiep chii 
yeu ciia con ngudi, bao gdm be thdng cac 
ky hieu ngdn ngir dupc xay dung dua tren 
ttr vung va cii phip phd quit, ehung cho tit 
ca mpi ngudi thupc ban ngii. Dd la phuong 
tien giao tiep tdng hpp va chii yeu, nhd dd 
y nghTa ciia thdng diep ft bj mat di hoac 
bieu lim. Nhiing ngudi giao tiep vdi nhau 
khdng nhu'ng phai cd mdt be thdng ttr vung 
va cii phip gidng nhau ma edn phai ed sir 
hieu biet nhu nhau ve tinh hudng giao tiep 
dang didn ra, phai hieu dupc y nghTa ciia 
cau ndi. Dieu nay lam co sd tao ra su ddng 
dieu trong giao tiep. 

Trong qua trinh phit trien ciia ngdn ngir 
va xa hdi, cic phong cich chirc nang, cic 
ling xu ngdn ngir trong nhirng hoan cinh 
giao tiep kbic nhau dupc hinh thanh va 
nhan dien din din. Giao tiep ngdn tu la su 
giao tiep dupc tien hanh thdng qua he 
thdng tfn bieu thii' hai: Idi ndi va chir viet. 

Day li hinh thire giao tiep dae trung co ban 
nhit trong he thdng giao tiep xa hdi bdi nd 
cd nhimg chirc nang: chiic nang thdng bao, 
chii'c nang didn cim vi churc nang tic 
ddng. Giao tiep ngdn tir cd the dupc bieu 
bien qua nhieu binh thiie. De nhan biet thai 
dp, tinh cam, trinh dp nhan thiic eiia ngudi 
tiep xiic vdi minh, ngudi ta thudng chii y 
tdi ngudi ndi d 2 yeu td: am gipng va ngdn 
ttr. Trong dd, am gipng la phuong tien 
truyen tii, ngdn ttr bieu dat dd'i tupng ciia 
sir truyen tii. Ngdn ngir giao tiep ciia con 
ngudi tdn tai dudi hai dang co bin la ndi 
(phong cich khiu ngir) va viet (phong each 
sich vd). 

Viec sir dung ngdn ngir trong giao tiep 
phu thupc vao hoan canh giao tiep, vao chii 
the va dd'i tupng giao tiep eung nhu mdi 
quan be giira hp. 

Ngdn ttr the bien thuc chit nhit, rd 
rang, cbinh thdng nhit ndi dung ciia cudc 
giao tiep. Ngdn ttr la sin phim eua tu duy. 
Va vi vay, qua viec su dung ngdn ttr, ngudi 
nghe cd the nhan biet dupc ngudi ndi la 
mdt con ngudi nhu the nio. 

Cin phan biet ngdn ngii ndi va ngdn 
ngir viet. 

Ngdn ngir ndi bay khiu ngir li ngdn ngii 
am thanh, la Idi ndi trong giao tiep dupc 
ngudi ndi va ngudi nghe sir dung true tiep 
de trao ddi vdi nhau. Cung vi the ngudi ndi 
ft ed dieu kien gpt giua, ngudi nghe it cd 
dieu kien suy ngim, phan tfch sau. Tuy 
nhien, "trong phong each ndi cung cd sir 
phan biet giira Idi ndi dupc ehpn Ipc, trau 
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ddi (vi du nhu Idi didn giang, thuyet trinh, 
Idi phat bieu chfnb thirc cd chuin bj sin,...) 
vdi Idi ndi chua dupc ehpn Ipc ki va trau 
ddi cin than (vf du nhu trong ndi nang than 
mat thdng thudng hing ngiy, tham chf cd 
the chip nhan ea tfnh chit thdng tuc trong 
dd). Loai thii nhit d day nbfcb gin vd phfa 
ngdn ngir thude phong cich viet ban, cdn 
loai tbii hai, ttr ban chit ciia nd, dupc gpi 
dfch danh la khau ngir - mdt tdn gpi mi tuy 
khdng ndi ra mdt cich hien minh, nhung ft 
nhieu ben trong, ngudi ta ed y phan biet nd 
vdi ngdn ngii ndi, ndi ehung". 

Ngdn ngir ndi cd xu hudng ua diing 
nhirng ttr ngir cd sic tbii danh gii cue dai 
theo chieu nao dd de cudng dieu sir dinh 
gii ciia ngudi ndi, Idi cudn sir chii y ciia 
ngudi nghe; chip nhan nhirng Idi xung bd 
than mat hoac dam mau sic bay td tbii dp. 
Ben canh dd li nhirng ttr ngir cd sic thii 
thdng tuc, tham chf thd thien. Ching ban, 
vd xung hd, cd the dting: may, tao, cau, td, 
minh, chiing minh, bpn minh, y, bin, bin 
ta, bpn nd, tui nd, thing, thing cha, con 
me, mu, con mu, mu ta,... Ve nhirng ttr 
danh gii hoac mieu ti binh vi, cd: ngu, tdi, 
meng, chang ra ehd gi, chang nudc me gi, 
an thua gi, an thua me gi, nudc non gi, an 
vang an bac gi, biet tay, phii Idng, cue, cue 
ki, nghiem,... Cung rat ua dung cic quin 
ngir, thinh ngii de dua diy, rio ddn, hoac 
didn dat cho sinh ddng. Vi du: ciia dang 
tdi, cd ddi thud nhi ai, thdi tbi..., thi da 
danh la vay, nd chet mdt ndi (mdt cii) Ii..., 
danh dting mdt cii, im d hdi td, chiu ria 
hut thude vat, tuin chay nio cung cd nudc 
mit, ai biet quan dii ma ha vdng, luy nhu 
luy dd,... 

TTiam chf, ddi kbi de td tbii dp than 
thuang, quy men ciia cic bac cha chii, dng 
ba,... dd'i vdi tre em, ngudi ta cdn dting ca 
nhiing Idi "ming yeu" nghe cbtmg rit 
thdng tue nhu: thing ehd con, con ciin con, 
cha bd (cd, cau),... 

Sic thii khiu ngu va bieu cim ciia ldp 
ttr khiu ngu cdn the bien rd d sir hien dien 

va boat ddng ciia nhiing ttr thua giri (da, 
thua,...). cac ttr ngir cim thin (di, di, di 
trdi, trdi oi, trdi dit oi, cha me oi,...), d cic 
ngir khf tir (i, u, nhi, nhe...). Mat khie, viec 
dting cic ttr ngii vdi sic thai nghTa mdi, 
hoac kem theo nhirng nghTa ngir canh, 
nghTa lam thdi,... khi phd bien. 

Tuy vay, vin phii khing dinh ring tfnh 
thdng tuc eiia khau ngir ndi ehung va tu 
vung khiu ngir ndi rieng, khdng phai la su 
thdng tuc. Dae biet trong giao tiep hanh 
chinh, viec lam dung ngdn ngir ndi theo 
budng "dung tuc" se khdng dam bao thim 
mT ngdn ngir va la mdt trong nhirng bieu 
hien ciia vi pham dao dure cdng vu. 

Ngdn ngir viet dupc the bien bing chir 
viet trong van bin va dupc tiep nhan bing 
thj giae, dupc chuyen tai den ngudi dpc 
trong khdng gian va thdi gian lau dai. 
Ngudi viet va ngudi dpc phii biet tit ca cac 
ky hieu chir viet, cac quy tic chinh ti, cac 
quy tic td cbiic, ke't ciu van ban. Khi viet 
phii suy ngim lira ehpn, gpt giua nen 
ngudi dpc phai dpc di dpc lai. phan tich 
nghien ngim de ITnh hdi. 

Ttr ngir phong phii, da dang, dupc sir 
dung vdi nhirng phong each khac nhau: 
van chuang - nghe thuat, chfnh luan, khoa 
hpe, binh chfnh - cdng vu; ft dting hoac 
khdng dting cic ttr mang tfnh khau ngir, 
dja phuong, thd ngir. Cau dai ngin khac 
nhau tuy thude y djnh, dupc gpt giua chin 
chu. Loai ngdn ngir nay dupc trau ddi, 
ehpn Ipc, gin lien vdi nhimg chuin mirc 
nguyen tic, song lai thie'u su hd trp ciia cic 
yeu td phi ngdn tir (cir chi, dieu bd, net 
mat). 

Ldp ttr ngir thupc phong cich viet bao 
gdm nhiJng tir ngir chi chii yeu dting trong 
sich vd, bio chf. Dd la ldp ttr ngu cd dupc 
sir ehpn Ipc, dupe trau ddi, dupc "van hoi 
hoi" vi gin bd vdi chuin mue nguyen tic 
nghiem ngat, do vay khdng mang tinh 
thdng tuc (chfnb vi the mi cac ttr ngii ciia 
ldp ttr ngir nay vi ldp ttr khiu ngir hiu nhu 
khdng di vao dja phan ciia nhau); chii yeu 
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gdm cic thuat ngii, cic tir ngii chuyen mdn 
hoi ciia nhieu ITnh vuc khie nhau (van 
boa, van hpe nghd thuat, khoa hpe, kT 
thuat, chinh tri, quan su, hanh chinh, phip 
luat, triet hpe, kinh te,...). Ve mat ndi dung 
y nghTa, cic tir ngu thude loai nay ndi 
ehung mang tinh khii quit, trim tupng 
hoac gpi cam, hinh tupng,... tuy theo pham 
vi rieng ciia mdi phong each chiire nang. 
Ve mat ngudn gog, thi phin nhieu l i cic tur 
gde Hin va gde An Au dupc du nhap. 

2. Van hanh chinh (van phong phip ly; 
hanh chfnh - cdng vu...) ddi hdi viet van 
ban theo bd cue khudn miu, chat ehe nhit 
dinh. Van phong hinh chinh cdng vu ddi 
hdi ehii yeu sir dung ldp tir trung tinh hay 
trung hda. Dd la nhumg tir ngir khdng mang 
diu hieu dae trung eua ldp tir khau ngii va 
ldp tir vung thupc phong cich viet. Chiing 
cd the dupc diing nhu nhau trong tit ci cic 
phong cich cbiic nang kbic nhau, song 
dae biet l i ddi vdi phong cich hinh chfnh 
cdng vu. 

De xay dung hinh inh ehinh quyen, gay 
dupc thien cim vdi ngudi dan, trong giao 
tiep xa hdi ndi ehung vi giao tiep hinh 
chinh cdng vu ndi ridng, nen tan dung mpi 
CP hdi cd the de su dung nhirng ttr dep, 
thanh nha, dung di, nhu: "vui Idng", "lim 
on", "ndn chang", "rit tide",... Nhirng ttr 
tdn kfnh, lich thiep de xung hd: "thua 
dng", "thuaba", "thua bic", "thua eae anh, 
cic chi"'... Trinh diing nhiing tir manh 
nhu: "ydu ciu", "cin phai", "kien quyet"'... 
Han ehe tdi da diing tir "khdng". 

Ngdn ngii viet phai rd rang, chi tiet, 
chinh xic va tuan theo cic quy tie ngii 
phip. Su dung ngdn ngir dom giin, siic tich 
va viet cing ngin eang tdt. De trinh biy 
ngin gpn, siic tfch khdng sa da vao nhirng 
ehi tiet rudm ra, vun vat, khdng that cin 
thiet, loai bd bdt nhirng tir du thira va trinh 
bay ed dpng rd rang mach lac, chuyen tai 
chinh xic nhirng dieu mudn the hien. 

Khi viet cin luu y ngudi ta rit dd mic 
benh "dai ddng van tu". Ngin gpn li dieu 

mong ude eiia ngudi dpc, nhung la dieu rit 
khd ddi vdi ngudi viet. Ngudi dpc mudn 
biet nhung gi ngudi viet truyen dat nhung 
khdng mudn tdn nhieu thdi gian. Nhung 
ngudi dpc cung cin hieu ring de chuyen 
tai mdt lupng thdng tin nhit dinh viet ngan 
khd bom nliidu so vdi viet dai. Khd d ehd la 
- phai nim vin dd rit chic va ed tu duy 
sing siia mdi cd the riit mdt doan thanh 
mdt cau, mdt cau thanh mdt cum tir hoac 
tir, tham chi lupc bd ludn neu dupc. 

Viet dom gian (Simple Writing) - la mdt 
trong nhimg yeu ciu thudng dupc nhic tdi 
khi ndi vd viec "viet lich". Bit ddc gia 
"dinh vat" vdi nhiimg tur ngiJ khd hieu, cao 
sieu, chuyen mdn sau, chai chir nghd 
nghiep, tur ngir ngoai lai (lai cang), v.v. la 
"vd dao diic", khdng ndn lim. Ddc gia hiu 
bet khdng phai la cac chuydn gia, am hieu 
tudng tan mpi vin dd, nhit la nhirng vin de 
quan ly. Do dd, hp mudn vi ed quyen ddi 
hdi dupc dpc nhirng gi that dd hieu vi ddng 
thdi de nhd. Tdm lai, hp khdng mudn phai 
suy nghT nhieu. Neu chiing ta l i ngudi viet 
mi de ngudi dpc phai dimg lai mdt thdi 
gian de suy nghT ve y tii ciia tir, cau hay 
nhan trin tim ra "in y" eua tic gii thi cd 
nghTa Ii bai viet da khdng dat ydu ciu. Hay 
CO ging dua dii thdng tin vd ai, cii gi, d 
dau, tai sao, khi nao, nhu the nao. Sir dung 
ngdn ngir phd thdng hang ngay (dd hieu), 
sir diing tir cd y nghTa cu the, rd rang, cang 
ft trim tupng vi ft mang tfnh chuydn mdn 
sau cang tdt. Giai thfch mdt cich ngin gpn 
va phii hpp nhiJng gi cd the dupc cho la 
khd hieu dd'i vdi ngudi dpc. Diing tir that 
chuin xic va khdng diing tir thira. Viet cac 
cau ngin, ttr ngin, thay vi cau dii, tir dai. 
Ndn diing dau chim het cau nhidu hem cic 
loai diu cau khie. Khdng dupe de y kien 
ci nhan ebi phd'i ndi dung thdng tin 
(khdng bieu cam, phi ca tfnh). Y nghTa ciia 
mdi doan Ii d ndi dung bdn trong dd, chir 
khdng phai d dp dii. Phai biet sir dung (tan 
dung) tdi da vai trd minh hpa ciia bang 
bieu, tranh anh, dd hpa. Ddi khi chiing ta 
lai loay hoay vdi nhumg cich didn dat phiirc 
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tap, nhiJng cich diing ttr trim tupng, "dao 
to biia Idn" mi lai quen di nguyen tic ring 
don giin chfnh la con dudng dd din den 
trii tim ddc gia nhit. 

Bit ke mue dfch ciia bai viet la gi, mue 
dfch q̂ uan trpng nhit vin la lam cho ddc 
gii hieu, sau dd mudn viet gi thi viet midn 
li thu hiit sir quan tam ciia ddc gii ve chii 
de bai viet. Nhu vay, phii viet trong sang 
va cd dpng. Dtrng Idng vdng de ddc gii 
phii doin minh sip sira dupe dpc cii gi, 
nen dua thing nhiing thdng tin mudn viet 
ra ludn. Viet cu the de trinh sir mo hd va 
tdi nghTa; trinh dting nhumg cau phiic tap 
khdng cin thiet va dai ddng; trinh dimg 
nhii'ng ttr cao ngao hoac ft sir dung. Khi 
dung cic thuat ngir chuydn mdn, trong dd 
cd chuyen mdn sau, cin cd sir giii thfch rd 
rang. 

Ndi dung eiia van bin trong mdi trudrig 
quin ly nen viet theo trat tu thdi gian didn 
tien cdng viee ttr trudc den sau (qui khii -
hien tai - tuong lai), trong dd phai lam ndi 
bat nhirng thdng tin vi bien tai hoac tuong 
lai cung nhu ket qui eiia su kien. Cung cd 
the theo trat tu nguyen nhan - ke't qui 
(nhari qui). 

Cd the vf viee viet van ban gidng nhu 
"nhat gach vd de xay nhi", kbi mi ngudi 
viet ludn ludn phii tfch cdp thdng tin, tu 
lieu, ngay ci khi cd cim giic nhiing miu 
vun thdng tin dd rdi ed kbi chang dting de 
lim gi ca. De thu thap nguyen lieu cho mdt 
ngdi nha quy md, nhieu khi phai tfch cdp 
ci nhu'ng vidn gach vd ma ngudi kbic viit 
di. 

De dam bao nhin manh cic ndi dung 
trpng tam, khdng ndn dua cic thdng tin 
quan trpng via cic menh de phu. Can nhic 
sir dung cau chii ddng (khi cin nhin manh 
tfnh chii quan eua vin de) hoac cau bj 
ddng (khi cin nhin manh tinh kbich quan 
ciia vin de). 

Mac dti mdi trudng quin ly khdng phii 
la ly tudng cho nhiJng y tudng "sing tao 
mdi me" vi tfnh rang budc va "quan lieu" 
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ciia cic boat ddng, song tu duy sang tao, 
phit trien y tudng vin la ddi bdi quan 
trpng dd'i vdi viec viet van ban, giiy td 
cdng. 

Trau ddi ngdn ngir, da dang hda cic 
cich sir dung cic tfn hieu la bien phip rit 
cin thiet de nang eao hieu qua giao tiep. 
Ngdn ngii, cir chi, dieu bd, net mat... la 
nhiJng phuang tien ciia giao tiep. Sir ban 
ehe vi ngdn ngiJ the hien d sir ft di ciia vdn 
ttr, cich phat am khdng chuan, each bieu 
hien tam tu tinh cim bing Idi ndi (hay 
bing cich viet), each sir dung cir chi, dieu 
bd, net mat khdng phu hpp la nguyen nhan 
true tiep din den nhimg ban cbe ve hieu 
qui giao tiep. Dd'i vdi ngudi can bd, cdng 
cbiic viec trau ddi ngdn ngir, da dang hda 
cic cich sir dung cic tfn hieu la mdt viec 
cue ki quan trpng, day cung la mdt trong 
niiirng dieu kien tit yeu, anh hudng true 
tiep den hieu qua ciia boat ddng quin lyQ 
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