Dam phan
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Pam phan la cudc do sttc v€ tri tué gilta hai bén, khong giéng nhu cudc thi
chay, thi chay la ngudi nao vé dich cudi cung thi nguoi dé thang. Nhung dam
phéan khong chi ganh dua vé thuc luc ma con bao gdm ca viéc ap dung cac ky
xdo dam phan, né c6 tac dung anh hudng tGi toan bo cudc dam phan.
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La mOt ngudi dam phan c6 kinh nghiém, trudc hét nén biét 1am thé nao d€ md dau
mOt cuGc dam phén. Di€u ndy rat quan trong doi v4i doi bén tham gia. LOi m& dau
chinh 14 théng tin dau tién cla ngudi dam phén, gidng nhu ti€ng tréng m& dau cho
mot culc choi, c6 dnh hudng truc ti€p dén tam ly, thai d6 clia dOi phuong. LOi
md& dau thanh cong sé xo4 di nhitng nghi ngd gilta hai bén dam phén ciing nhu 1am
diu bt khéng khi cang thang, cudc thdo ludn nhd d6 ma dugc ti€én hanh thudn 10i
hon.

Phuong thic bi€u dat 10i m& dau chtl yéu bao gém:

1. Phuong thirc vong quanh: Thong thuong khi mé& ddu mot cudc dam phan khong
nén dé cap tGi van dé chinh trudc tién, di€u nay dé gy cho ngudi dam phan roi
vao thé “ guom tudt vO, nd givong day ”, gdy anh hudng t3i khong khi hoa thudn
gi(ta doi bén. Khi dam phan c6 th€ van dung phuong thic quay vong, vi du nhu han
huyén hoi chuyén tinh hinh lién quan dén cong ty doi phuang. Nhing ch( dé néi
chuyén dugc coi 1a phG bi€n nhat 12 nhiing van dé lién quan dén khi hau, thdi tiét
hay thdm hai tinh hinh gia dinh d6i phuong, ngoai ra con nhi€u dé tai khac nhu ban
ludn vé mot blc hoa nao d6 hay mot su viéc trong cudc sOng. Mat khac c6 thé ban
ludn vé€ tinh hinh kinh doanh, kinh t€ cla d0i phuong. Thong qua cac hinh thlc trd
chuyén nhu trén c6 thé€ ti€n hanh ban bac mot cach thudn 10i nhiing dé tai dam
phan chinh thic.

2. Phurong thirc truc tiép: Phuong thirc truc ti€p hay con goi 1a ban luan di thang
vao van de, truc ti€p bi€u dat suy nghi cla minh. D€ d6i phuong lang nghe y
ki€n. Phuong thlc truc ti€p 1a phuong thlc hai bén doi tc ti€n hanh dam phéan



dudi hinh thltc quan hé dam phan than mat dudi mot thdi gian gap rit, nhanh
chéng, phuong thlc nay dugc bat ddu tir nhiing van dé nho nhat, ciing cé thé
dugc ti€n hanh tif nhiig van dé mang tinh nguyén tac, hay mot van dé cu thé nao
dé. Vi du nhu: “ Ong X, bay gi0 tr0i da sang xuan, theo t6i duQc biét, cong ty dng
vUa san xudt mOt ki€u dang di€éu hoa mdi, viéc tiéu thu di€u hoa vao thoi di€m
nay la hoan toan hgp 1y ”.

Khi bi€u dat 10i m& dau can luu y khi hoi han d6i phuong nén c6 thai dd chan
thanh, nhiét tinh, h{tu nghi. Piéu nay c6 th€ mau chéng thu nhd khodng cach gilta
hai bén, va xay dung dugc bau khdng khi t6t dep. N€u vlra bat dau cudc dam phan
kém theo 4nh mat lanh lung, sé 1a di€u bat 1gi cho cudc dam phén, vi moi ngudi
chiing ta khi ti€n hanh dam phéan déu c6 tdm 1y s@ tuU chOi. Bat ludn ching ta c6
chudn bi tOt mOt diing khi tu tin nhung trén thuc chat ludn c6 tdm 1y sg kho khin
hay rac r0i xay ra. Giéng nhu nhitng ngudi di leo nii hay di trén dudng ciing vay,
ho luén mudn di trén mét con dudng thang, ch(r khéng mudn di trén mot con
duong day ray nguy hi€m, gdp ghénh, map mo.

Pam phan la qua trinh can do “gia tri dam phan”, con 1a bi€u hién mot tinh than
hop tac, dua trén co sd hai bén cling c6 10i, thong qua nd luc dam phan nham muc
dich dat dugc thod thudn chung thGng nhat. MOt nguGi dam phan gidi khong thé
ap dung cach thlrc ddm phan manh mé, cling nhac d€ dat dugc muc dich cla
minh. Vi vay trong qud trinh ti€n hanh dam phan, chiing ta phdi nam bat t6t kY xdo
dam phan, cac k¥ xdo chU y€u la: k¥ xdo trinh by, gidi thich; ky xdo dua ra cau
hoi hay kY xdo trd 10i, phd v& bé tac, hay thuyét phuc doi tac v.v...

Trudc tién thai d® dam phan can déi dai chan tinh. Khiém t6n, thanh khan, than
mat, ton trong tuy nhién d6 ciing chuta phai 1a diéu kién bat budc trong ngdn ng(t
dam phan, trong dam phan nén c6 thai dd chan tinh, khéng chi nham néi chuyén mot
cach chan thanh v&i d6i phuong ma di€u nay rat thich hgp khi ban mudn doi
phuong hi€u rd nhiing dOng ca va suy nghi clla minh, lam t0t viéc d6i dai chan tinh
con can gilt chUng muc mot cach thich hgp, tranh viéc bOc 10 tat ca suy nghi, dé bi
day vao thé bi dOng, con khi€n cho 10i ich clia ban than bi anh hudng.

Ti€p theo d6 1a ndi dung trinh bay phdi ré rang, don gidn dé hi€u. Trong dam
phén can c6 10i 1€ rd rang khong dugc mo ho, kho hiu, dé truyén di théng tin
chinh xac dén doi phuong, vi dam phan khong gidng vié€t vin ban, vin ban sau khi
viét xong, c6 th€ can nhac tlng cau ting chit, c6 thé stra lai. Nhung ngon ng(r
trong dam phén 1a “m&t cau noéi ra, khong 1ay lai dugc”. Vi thé khi trinh bay gidi
thich cAn nam bat van dé trong tdm, néu bat dugc van dé trong tam mdi la quan
trong. Khi trinh bay c&n rd rang, can c6 su’ sap Xép hgp ly vi€c nén néi gi trudc
tién va noi gi sau do. Khi n6i khong phan biét van dé chu yeu hay thar yeu VUa noi
xong van dé nay thi chuy€n ngay sang van dé khac, diéu nay dé gay r6i ram trong
tu duy cUa d6i phudng, khong c6 10i cho viéc ti€n hanh dam phan. Do tri nh& con
ngUudi c6 han, vdi lugng thong tin truyén dat cho ddi phuong trong mot khodng
thdi gian ngan chi nhd dugc moOt phan ndi dung chl yéu. Trong qua trinh dam
phén, khi trinh bay khong chi can n0i dung rd rang, c6 trat tU, ma ciing can cé ndi
dung don gidn dé hiéu.



DPE& 6 dugc ndi dung don gidn, can chi ¥ hai van dé sau: Th& nhat khong nén dua
ra qua nhiéu 10i doi thoai. Vi nhu, mot liic thi “ching ta da néi.....”, khi thi “toi
néi...”, ldc lai “anh Ay lai néi...”, “ldc d6 thi t6i néi...”. TU “néi” dugc nhac di
nhac lai, ngon nglt 16n xOn, khién ngudi khac cdm thdy chan ngan. Th{ hai d6 1a
khong nén dé cap qua nhi€u dén nhiing chi ti€t nh4. Nhat thi€t phdi dat minh vao
toan hoan cdnh, khong nén chi vi nhiing van dé nho ma d€ vudng mac. N&u khong
sé€ bi vudng than vi nhltng chuyén nhé nhat ma khé thuc hién dugc nhiing budc
quan trong. Tan dung hét stc thuc hién mot cuOc hdi nghi d€ gidi quy€t mOt hay
nhiéu van dé. Ngoai ra sau khi tuOng thudt mot ndi dung dai khi hét thiic nén rd
rang ranh mach tOng két ndi dung mot 1an. Viéc nay sé d€ lai an tugng tot voi
doi tac dam phén.

Vi du: Khi ban dugc gidi thiéu sdn pham, nhung cong ty ban khéng can tdi sdn
phdm dé, ban cé thé néi nhu thé nay: “Cadm on qui cong ty da gidi thiéu, tuy nhién
hién tai cong ty ching tdi chua can sdn phadm nay”. Hay vi du nhu, khi hai bén dam
phan chua dat dugc thod thudn chung, thi c6 thé néi: “Mot sO yéu cau cla qui
cong ty ching t6i s& nghién c(u ki luGng, va sé ti€n hanh dam phan néu nhu c6 co
hoi thich hgp”, “van dé ban gidi quyét that thong thoang, dé hi€u, kham phuc,
kham phuc, hi vong rang 1an sau chiing ta sé c6 mOt cudc dam phan thanh céng”.

Vé phuong dién tUr ng(t tran thudt, nén chd y t6i ng(r diéu, tOc dO noi va am
lugng. Con can chi y t&i phuong dién mugn tUr, thong thudng, cing mOt cau nglr
diéu bi€u dat ham y khac nhau 1a khong giGng nhau, di€u nay ciing bi€u dat tinh
cdm va suy nghi cUa ngudi néi, Vi thé, ngudi dam phan nén théng qua viéc bién
doi ng(t diéu khac nhau d€ biu dat su tu tin, quy€t tdm, bat man, nghi ngd ciing
nhu su ghen ghét. DOng thai ciing c6 cling sy thay dGi tinh cdm trong ng(F diéu cla
doi phuong.

Trong khi néi, khong nén néi qua nhanh, di€u nay sé lam cho d6i phuong khé nghe.
TOc d6 néi cling khong nén qua cham, qua cham sé gdy ra cAm gidc ngugng ngung,
khong nhanh nhen va khong quyét doan.

Am lugng khong nén qua nhd, nhd qua sé lam cho d6i phuong khé nghe, gy ra
cdm giac tram tinh, va khong d€ lai an tugng. Tuy nhién am lugng ciing khong
dugc qua to, qué to sé gay cdm giac hung hé ham doa hay gian d{ xtic pham. V&
phuong dién mugn tlr, Iura chon cach dung tir dé hiéu, théng thudc. SU dung tlr
quen, tU chuyén dung d€ d6i phuong dé hi€u. Dung tU chinh xac, nhat thi€t khong



dugc st dung ngdn ng(t mO 4m khé hiéu, trdnh tOn tai khodng tréng gilta doi bén.
Trong khi dam phén van dung nhing tU hdi d€ thu hiit sy’ chii y clla d6i phuong,
dong thai dua ra phuong hudng cu thé theo suy nghi clia dOi phuong, va trong qua
trinh doi thoai thu thap nhiing théng tin chua rd hodc nhiing tu li€u chua biét.

Hinh th(c hdi trong dam phdn mudn mau mudn vé. C6 thé hdi vé mot van dé cu
th€ nao d6. Vi du nhu: “Ong cho rang cung cach phuc vu sau khi tiéu thu liéu c6
th€ cdi tién dugc khdng?”. Ciing c6 thé ti€n hanh hoi ddi véi mOt van dé tOng
hagp hay van dé toan cuc. Vi du nhu: “Ong c6 cach nhin nhan nhu thé nao doi véi
tinh hinh canh tranh trén thi truGng hién nay?” Cach héi nhu thé nay khong gidi
han vé pham vi. Ciing c6 th€ ti€n hanh phuong thlc hdi thim do. Vi du: “Chiing
t6i s€ tang lugng hang mua, v€ phia qui cong ty liéu c6 dai ngd gi khong?”. C6 thé
van dung phuong 4n héi dan dat, vi du: “Kinh doanh tiéu thu mat hang nay néu
khong nhan dugc triét khdu 3% chiing toi sé khong thé€ thu dugc nhi€u 1¢i nhuén
va s kho dat dugc hiéu qua cao nhat”. Cach hoi nhu thé nay sé khién doi
phuong khéng con cach 1ua chon nao khac sé phai trd 10i. HAi ciing c6 thé hoi theo
phuong thic hiép thuong, vi du: “Qui cong ty xem v&i chi€t khau 1a 3% cUa phia
chiing t6i nhu vay da thod dang chua?”. Ng(t khi hdi nhu thé nay luén mang nglt
khi chuy€n bi€n, dé dugc ti€p nhan. Phuong thltc hoi da dang, ching ta c6 thé
tién hanh cac phuong thlc hdi dbi véi cac tinh hudng khac nhau. Nén hdi sau khi
doi phuong da néi xong.

Khi doi phuong phat ngon, néi leo chinh 1a hanh vi gy phdn cdm nhat. Tuy nhién
néu doi phuong néi qua dai dong, thi c th€ 1ura d€ hdi chen ngang mot cach t€ nhi.
Vi du nhu, c6 thé hdi khi dOi phuong nglmg gilta chiing: “Y cla dng vUa néi c6 y
nghia gi vay...?”; “Van dé trén chiing to6i dd ndm dugc rdi, con van dé kia thi nhu
th€ nao?”. Ngoai ra c6 thé ti€n hanh hdi trudc va sau khi phat ngén. Con c6 thé hoi
trong thOi gian thdo luan trong hQi nghi. Ky xdo trd 10i trong dam phén ciing khong
phdi 1a mOt viéc dé dang. Doi hdi phai trdi qua tGng quan toan cuc clla ngudi dam
phén, sau khi suy nghi ti mi m&i c6 thé trd 10i. Vi vy ma trén thuong truOng bay
gi0 ludn c6 cau “nhat ngdn cCru dinh, t& ma nan truy”, khi ban hoi han vi cau néi
cUa minh thi d6 12 hanh vi that ngdn, va phai trd gia tu diéu dé. Cau hdi cla doi
phuong trong khi dam phan dudgc tinh toan hét sl ti mi. Trong dé c6 chi€n lugc, cé
nghi ngd, c6 ca cam bay. B6i vGi nhitng van dé nay, ngudi trd 10i can phai tuy co
Ung bi€n, tuy nhién khdng nhat thi€t phai trd 10i chinh dién van dé.

A, Can chuy€n huéng déi thoai. Khi hai bén dam phan phat sinh tranh chdp mau
thudn, chang qua ciing chi 1a viéc bé xé ra to, 1a chung ngai trong khi dam phan.
Can biét thay dOi cuOc doi thoai. Vi du nhu: “Chiing ta da ban ludn sang chu dé
khéc, bay gi¥ c6 th€ thdo ludn lai chU d€ ban dau hay khong?”, “Van dé nay
tuong d6i phlc tap, chiing ta nén phan ra d€ thdo luén dé hon”.

B, Khong nhat thi€t phai trd 10i tdn cung cau hoi clia ddi phuong. Trong qua
trinh ti€n thém mot buGc dam phan, chiing ta c6 th€ sé roi vao thé bi dOng. Vi du:
doi phuong dua ra cau hoi vé chat lugng san phdm. Chiing ta ciing khong nén gidi
thiéu tan cung ti mi tiéu chudn chat lugng sdn pham, chi nén trd 16i mot s6 céc chi
tiéu chU chot, d€ tlr d6 xay dung mot an tuong chat luong tot.

C, Phuong thitc tir ch@i tra 10i. Bam phén d6 1a nham muyc dich d6i bén cling c6
10i, va doi bén cting dat dugc hiéu qua dam phéan nhu y. Néu nhu khong ti€p nhan



dudgc diéu kién cUa doi phuong, khong ky két dugc hgp dong. Liic ndy chinh 1a lic
st dung phuong an tr chdi cu tuyét, khong nén khi€n doi phuong c6 cdm giac
“d0i thU” ma nén duy tri quan hé “d6i tac”. Khi cy tuyét van phai gilt hoa khi, su
chuyén bi€n. Vi du: “Y ki€n cla ban rat hay, ching t6i c6 thé xem xét 1ai”, “toi rat
thich sdn phdm c& ban, nhung ti€c 1a vOn dung cUa ching t6i qua it”.

D, Muon cach trd 10i vong vo. Trong dam phan, khi d0i phuong dua ra cau hoi
ma ban chua suy nghi can nhac k¥ ma d6i phuong thiic giuc khong diing lic, ban
c6 th€ van dung nhimg tu liéu con dang d& hay mugn cach néi vong vo dé€ tra 10i.
Vi du: “Téi chua thé dua ra cau trd 10i d6i v&i cau hdi clia ban, nhat thiét phai hdi
y ki€n cap trén”. Tra 10i vong vo khéng c6 nghia 1a tUr chdi khong trd 10i. Pi€u nay
bi€u thi su’ vi€c nay can phai dugc suy nghi can nhac trudc khi dua ra quyét dinh.

Trong qua trinh dam phén, do hai bén luén mong duy tri dugc 1gi ich cho ban than,
dé mong sao dat dugc thod thuan chung, tuy nhién ciing tOn tai nhi€u y ki€n bat
dong, c6 khi lam cho cudc dam phan rdi vao bé tac. Liic nay néu khong g1a1 quyet
dugc bé tac thi cudc dam phan khéng cach nao c6 thé tién hanh dugc. Néu mudn
pha v& bé tac, mOt mat chiing ta nén dua ra nhiing 10i c0 vii ddng vién d6i phuong
v€ nhiing no luc da dat dugc; mat khac c6 thé ap dung nhiing phuong an khac dé
gidi quyét.

Phuong phép cu thé dé vén dung ki xao nay dé6 la:

A, Diing 10i 1€ khich 1€ ¢6 vii d6i phuong. Khi dam phan rdi vao bé tac, ban c6
thé dung nhu‘ng cau n6i khich 1€ nhu: “Nga1 thay day, chuing ta da g1a1 quy€&t duoc
rat nhi€u van dé, hién gid chi con lai mot sO 1t né€u khong gidi quyet ngay th1 co
phai 1a rat ti€c khéng?” Cach néi nay xem ra On nhat, trén thuc t&€ néu biét cO vii
khich 1€ thi s& mang lai tac dung rat tot.

DGi vGi cuOc dam phan c6 qua nhi€u van dé dé thdo ludn, nén xoa bd nhitng bé
tdc con tOn tai, vi duy, trong cudc dam phan c6 sau van dé can thdo luén ma trong
d6 c6 bén van dé 1a quan trong, con lai hai van dé 1a th( yéu, gid st nhu trong
bOn van dé thi c6 ba van dé dat dugc thod thudn, con lai mOt van dé quan trong
va hai van dé nho, thi khi d6i dién véi bé tac ban nén néi véi d6i phuong nhu thé
nay: “Trong b6n van dé da gidi quyét dugc ba van dé, con lai mOt van dé néu
nhu gidi quyet dugc thi coi nhu cac van dé nho khac cung g1a1 quyet dugc, dé
chung ta c6 thé ti€p tuc nd luc, yén tam thdo ludn n6t van dé cudi cung' Néu gat
b0 no thi tat nhién sé cdm thay rat ti€c!” Nghe vay dOi phuong rat cé thé sé tiép
tuc dam phan, va b€ tac da bi loai hoan toan.

B, Tim mOt
phuong an khac.
Trong dam phan, do
hai bén khong dOng
nhat quan di€ém nén
giao dich dé roi vao
bé tac. Lic nay ma




ding 1Gi n6i d€ gidi quyét bé tac thi khong thé thanh céng. DU tinh hinh nay,
chiing ta c6 th€ van dung cac phuong phdp nham loai bo nhiing bé tac. Va dudi
day 1a nh(ing bién phap thay thé:

(1) Thay déi linh dao hodc nhan vién ctla nhém nho dam phan.

(2) Lua chon thoi gian dam phan. Vi du nhu dinh 1ai thoi gian dam phan dé c6
th€ thdo luén ban bac nhiimg van dé khé giai quyét. Vi liic d6 c6 th€ sé c6 nhiéu
tu liéu va li do day du.

(3) Thay d&i phuong thirc phuc vu sau khi tiéu thu, vi du nhu dé nghi gidm bét
cac th( tuc ruOm ra, d€ bdo ddm phuc vu sau nay.

(4) Cai bi€n cac mitc dd nguy hi€m. Phan tich nhlmg 1di ich ciing nhu t6n that c6
th€ xdy ra, gitp dOi phuong quay trd lai vong dam phan.

(5) Thay doi hinh thai dam phan, ti tinh hinh tranh d&u cing thang cho t6i
tinh trang ciing nhau no luc, ddng tam hi€p luc. Ting su lién lac lién két gilra
ong chu, ki€n triic su, va cac k¥ su k¥ thudt cla hai bén dam phén, cling c6 su' anh
hudéng d€ di dén gidi quyét van dé.

(6) Tim m&t ngudi trung gian dé li gidi, dudng nhién ngudi nay phai c6 uy tin va
c6 quyén dua ra sU cdm hoéa diéu tiét.

(7) Thi€t 1ap mdt uy ban nghién cttu do nhan vién hai bén hop thanh.
(8) Nhuong bd hop li, dua nhiéu phuong 4n d€ d6i phuong c6 cd hoi lua chon.

(9) B6 qua van dé nay, ban ludn nhiig van dé dé gidi quyét, sau dé dgi cé co
hoi d€ gidi quyét nhitng van dé khé.

(10) Tam thoi nghi gidi lao, sau khi thodi mai, thich hgp két ndi tinh cAm dbi
bén, c6 th€ dua ra thai dO nhe nhang dé€ gidi quyét van dé.

Hoé gidi nhiing bé tac dé€ ting thém thanh y hop tac gilta doi bén, gitip cho tién
trinh dam phan dat dugc thuan 10i.

Theo: Lanh Pao
Comments: 7 caich dam phan hiéu quad

KY¥ ning dam phan rat can thiét khong chi trong céng vi€éc ma con trong nhi€u linh
vuc khac clla cuQc sOng. MOt cudc dam phén thanh cong 1a khi mang lai két qua
1am cho c3 hai phia tham gia d€éu hai long. Nhiing goi y sau day sé€ gitip ban trang bi
kY ndng dam phan hiéu qua hon:



1. Ludn bat dau mOt cach tich cuc va cho thdy sy ton trong véi doi tic. Chang han
nhu: "T6i bi€t anh/chi dd bé nhi€u cong sUc" hay "Ban béo cdo cUa anh/chi that
tOt". Nhu thé sé gitp tao thi€n chi tU cd hai phia.

2. Trong qua trinh dam phén, néu déi tac bat dau bi kich ddng hay nGi gian, hay c6
gang binh tinh, dUng dé€ bj "16i kéo" theo, ma van mim cudi, trd chuyén binh
thudng cho dén khi doi tac binh tinh trd 1ai.

3. Hay chudn bi that k¥, nhat 1a xac dinh rd muc tiéu can phai dat dugc cho cudc
dam phén ciing nhu nhiing di€m nao ban c6 thé nhugng bd, nhiing di€m nao khéng
th€ va bam chac vao d6 d€ néi chuyén v4i doi tac.

4. Tao khong gian than thién va khéo 1éo dua ra dé nghi cho phia d6i tac cling nhu

nh{ng di€u ban mulOn phia doi tac chap thudn.

5. Ludn tap trung 1ang nghe vi di€u nay sé gitip ban hiéu rd dugc quan di€m va
nh{ing gi ma phia d6i tic mudn chuyén tdi. Khi ban chdm chu lang nghe, doi tac sé&
cam thay minh dudgc ton trong va 18i noi co gia tri.

6. Suy nghi thodng va gilr thai d0 ding muc ngay ca khi ban khong dat dugc diéu
minh mu0n trong cudc dam phan; dUng d€ doi tac thdy su bat man.

7. K&t thiic cudc dam phan mOt cach nha nhan v&i nu cudi trén mdi. Pi€u nay sé
gitip ban tao thién cdm va thuan 1gi cho nhiing 1an gap sau.



