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VAINET VE TACGIA

Nam 1985, John Maxwell thanh lap Tap doan INJOY,
mot tdp doan gom ba cOng ty riéng biét v6i 200 nhan
vién, cung cdp cac nguon lyc va dich vy gitp moi ngudi
phat huy tiém nang c4 nhéan va tiém néng lanh dao. Bén
canh viéc xay dyng méot t6 chac thanh c¢ong, John con la
tac gid cua gan 60 cudn sach, trong d6 c6 hai cuén ban
chay nhat theo New York Times binh chon la The 21
Irrefutable Laws of Leadership (21 nguyén tac vang ctua
nghé thuatlanh dao) va Failing Forward (That bai d€ tién
1én).

bugec ménh danh 1a chuyén gia hang dau caa My vé
nghé thuat lanh dao, John sinh ra & mién trung bang Ohio
55 nam vé truge. Ong duge thira huong ban ning lanh dao
tuyét voi va duge cha la Melvin Maxwell huan luyén vé
nghé thuat lanh dao tir rat s6m. John da lanh dao cac nha
thd ¢ Indiana, Ohio va California trong hon 25 nam.

T ndm 1995, John danh toan bo thoi gian viét sach,
dién thuyét va tu van. Moi nam, ong dién thuyét truc ti€p
cho hon 350.000 ngudi. Noi tiéng la mét dién gia nang
dong,, ong thuong xuyén duge maoi dién thuyét vé cha de
lanh dao cho rat nhiéu tap doan va to chic kinh doanh
cua My.

John da c6 bang ctr nhan, thac si va tién si, va nam hoc
vi tién si danh dy. Hién Ong sOng tai Atlanta, bang
Georgia, My.



Hai cudn sach tra thich nhat ctia John 1a Pdc nhan tam
(How to Win Friends and Influence People) cua Dale
Carnegie va As a Man Thinketh ciia James Allen.

Y TUGNG CHU PAO

Lanh dao la ca mot nghé thuat. D€ tré thanh mdt nha lanh
dao gioi, ban phai bat dau no luc hoan thién ban than. Vi
nhitng giai thoai minh hoa cho cac phdm chét ctia nhiéu
nha lanh dao vi dai nhat thé gidi, day la cudn sach “phai
doc” @61 v6i cac doanh nhan, nha quan ly hay giam doc
diéu hanh, boi cudn sach mang lai nhitng bai hoe quy bau
nham huéng ban t&i kha nang hoan thién vai tro lanh dao
ciia minh.

1. TINH CACH
Hay cléing ran

e Hoan e¢anh kho khan bugc nha lanh dao phai lya
chon. Ho lya chon theo nhitng gié tri cua ban than,
ngay ca khi lya chon d6 c6 thé d€ lai hau qua tiéu
cue.

e Dé phat trién tinh cach, 16i ndi ctia ban can phai di
do6i v6i hanh dong. Hanh dong cta ban sé thé hién
dugc tinh nhat quan do.

e Tinh cach la mét lua chon. Tat ca ching ta déu'co
nhitng tai nang dac biét va mac du chiing ta khong

thé chon gia dinh hay con cai, ching ta van co thé
lya chon thai do cling nhu cach thitc hanh dong khi
phai d6i mat v6i thir thach.

e Nhiing dau hiéu cuia mot tinh cach yéu kém la: tinh
tu cao ty dai, tinh trang don doc, thi€u than trong,
va ngoai tinh.

e MOt ngudi co6 ca tinh s€ khong giau giém hay thoa
hiép.

e Hay chiu trach nhiém v6i nhitng gi minh va thanh
that xin 161 nhitng ngudi ma ban mac 16i.

e Hay xay dung lai tinh cach sau khi d6i ‘dién véi
nhitng hanh dong da xay ra.

2. SUCHUT

e Bi méat l16n nam sau stic hut 1a tinh yéu danh cho
cudc song. Nha lanh dao ¢6 sitc cuon hat khong
bao gi¢ nan chi, ma ho 6m tron cudc song bang ca
sy dam mé. Moi ngudi déu muodn di theo nhitng
nguoi tran day nhiét huyét.

e Moingudi cing muén mot nha lanh dao khién ho
cam thay hai long v6i ban than. Néu ban danh gia
ding nguai khac va chi cho hg thay 1a ban mudn
gitup ho phat huy tiém nang, ho s€ ton trong va yéu
mén ban.

e Hay mang lai niém hy vong cho ngudi khac. boi



khi do6 la tht duy nhat ma ngudi ta bo quén.

Hay chia sé von hi€u biét, nguén lyc va thdi gian
cua ban. Danh ra moét gio dé dén thu vién dia
phuong ké chuyén cho bon tré. Hay giang giai cho
nhiing ai muén di theo con dudng sy nghiép cua
ban.

Khong ai mu6n theo mét nha lanh 'dao luén cho
rang anh ta gioi hon bat ¢t ai hay khong thoa man
vGi chinh ban than. Nguoi ta khong thich nhiing
nha lanh dao hay bu6n rau va khong on dinh, ciing
nhu nhitng nha lanh dao hay chi trich, giéu cgt va
cau toan dén kho chiu.

b€ lam cho minh tr¢ nén cudn hut hon, hay tap
trung vao ngudi khac nhiéu hon vao ban than. Hay
choi tro tao an tugng dau tién. Khi gip ai-do6 lan
dau tién, hay co gang tao an tugng tot. Dong thoi,
hay dat ra mot muyc tiéu lau dai dé chia sé vé ban va
gitp nhitng nguoi khéac phat trién nhan cach ciing
nhu chuyén mon.

3.TAN TAM

Tan tam 13 cai phan biét nhitng ngudi thyue hién véi
nhitng ngudi chi mo méng. Thudc do danh gia duy
nhat d6i v6i sy tan tam la hanh dong. Sy tan tam
c6 phan thuéng riéng, mo ra nhitng canh cua
thanh cong ma néu khong c6 no6, nhitng canh cira
nay sé mai dong im.

Khi can sy tan tam sé c6 nhitng nguoi né tranh,
hoac nhitng ngudi khong c6 muc tiéu sé khong tan
tam. Nhitng nguoi wa tri hoan khong biét liéu co
thé dat dugc muc tiéu hay khong, nén ho ngai phai
tan tam. Nhitng ngudi hay bo cugc bat dau huéng
t6i mot muc tiéu nhung lai tit bo khi moi chuyén
tré nén kho khan. Nhitng ngudi don hét tam sic la
nhitng ngudi dat ra muyc tiéu, tdn tam véi nhitng
muc tiéu nay va quyét dat dugc muc tiéu bang bat
clr gia nao.

Hay do luong sy tan tam cua ban bang cach danh
ra mot vai gig dé tinh toan xem hang ngay ban chi
tién bac, thoi gian va cong stic vao viéc gi. Mot cach
khéc dé tan tam v6i muc tiéu cia minh 1a hay cong
bd nhitng ké hoach cua minh va sau d6 ban sé bi
thic day hoan thanh chiing nhiéu hon.

4. KHA NANG GIAO TIEP

Kha nang giao ti€p la bi quyét cia mot nha lanh
dao tai nang. Nhitng nguoi giao tiép gioi c6 thé don
gian hoa mot thong diép phic tap d€ moi ngudi
cung hiéu. Moi ngudi can dugc két noi v4i ban, va
cung vGi stie cudn hit, kha nang giao ti€p l1a v khi
manh nhat ma nha lanh dao can c6.

Hay don gian hoa théng diép cta ban. Hay tim
hiéu doi tugng giao tiép cua ban. Hay ndm viing
kha nang thuyét phuc va tim dugc sy hudng tng.



Hay xem xét lai ban ghi nhé hay 14 thu ma ban viét
gan day. Ban c6 thay ching ro rang khong? Ban c6
thang than va don gian hda van dé khong, hay ban
da dung qua nhiéu tir thira thai? Néu ban c6 thé néi
tat ca chi trong mot dong thi hay lam nhu thé.

Hay chd tdm vao nhiing ngudi ma ban can giao
ti€p. Hay hiéu vi tri ciia ho va nghi xem dung cach
nao thi phu hgp véi ho.

5.NANG LUC

Dé trau doi pham chat, diéu dau tién ban phai lam
la c6 trach nhiém hon, Diéu nay c6 nghia 1a luon
xuat hién khi moi ngudi can dén, chodu lac d6 ban
dang cam thay thé nao.

Hay don toan b¢ kha nang cho sy tién bo khong
ngung. Nguoi biét phai lam thé nao luén c6 cong
viéc d€ lam, nhung ngudi hiéu tai sao s€ luén luon
l1a 1anh dao.

Hay lya chon céch thyc hién xuat sac trong moi
truong hop.

Hay tién xa hon.

Hay truyén cam hing cho moi ngudi dé€ lam hon
thé va dan dat toan bd to chiic dat dugc nhiing
thanh tich cao.

Khong bao gid dugc hai long vGi mitc tot.

birng d€ moi viée dién ra don thuan ma hay khién
ching dien ra khi n6 that sy dem lai gia tri.

Tap trung. Tap trung va Tap trung.

Xac dinh lai cac tiéu chuan va ty yéu cau ban nhiéu
hon.

Hay tim ba diéu ban c6 thé lam dé cai thién cac ky
nang chuyén mon cua minh va danh thdi gian ciing
nhu tién bac cho diéu dé.

6. CANDAM

Can dam la lam nhitng viéc ban s¢ phai lam.

Can dam la ding vé phia ban cho la ding, ngay ca
khi tat.ca moi ngudi déu chong lai ban.

Can dam c6 ste lan toa.

Su-can dam trong lanh dao thiic ddy moi ngudi lam
dang.

Vi long can dam, cugc séng cua ban s€ rong md
hon. N6i s¢ hai han ché kha ning cua nha lanh dao.

Hay roi khai viing an toan va duong dau véi ri ro.

7.SANG SUOT

Sy thong minh va sang suo6t ciia Marie Curie gitp ba hiéu
va phat hién ra nhiéu tht c6 tac dong tich cyc lén thé giGi
cta ching ta. Sy sang sudt la pham chét khong thé thiéu



ctia mot nha lanh dao khao khat t6i da hoa hiéu qua cong
viéc.

e Sang suot la kha nang tim ra nguén goc cua van de,
giai quyét van dé, danh gia cac lya chon va cho
phép ban lam tang co hoi 1én boi phén.

e Phan tich nhiing thanh cong truéc day ctia ban dé
xem ban'da tan dung sttcc manh cua sy sang sudt dé
xu ly cac van dé nhurthé nao.

¢ Tim hiéu nhitng ngudi khac nghi nhu thé nao.

e Hay lang nghe chinh minh.

8. TAP TRUNG

Tony Gwynn da danh phén 16n thoi gian va no lyc dé xem
lai cac cudon bang vé nhitng tran dau bong chay ctia minh.
Sy tap trung cao do vao thanh tich da khién 6ng tro thanh
ngudi danh bong hay nhat trong thé hé 6ng. 'Gwynn da
choi hon 300 tran trong tat ca cac mua giai. Nhitng nguoi
nhu 6ng da trau doi mot kha nang tap trung ma hau hét
nhitng ngugi khac khong biét.

e Tap trung 70% vao nhitng mat manh cta ban

e Tap trung 20% vao viéc hoc hdi nhitng cai méi dé
lam tot hon

e Tap trung 5% vao nhitng linh vyc con yéu kém

e Uy thac nhitng phadn ma ban ¢on yéu kém

e Haylam viéc ty luc va dya trén nhitng di€m uu tién
e Lam viéc vGi dong nghiép

e Nhiing trong tam d6i lap nhau s€ chong lai ban

9. PHONG KHOANG
Khi'chong cua Elisabeth Elliot bi nhitng thé dan ¢

Ecuador giét hai; dang 1€ ba da goi ghém do dac va tra vé.
Nhung ba da ¢ lai v6i vai tro-dai s va cudi cung da c6 co
hoi gitp d6 nhitng nguoi Aucan Indian nay, ngay ca hai
trong s07 ngudi da giét chong ba.

e Hay hai long v6i nhitng gi ban c6

e Dit con ngudi lén trén hét

e Dung d€ khat vong s hitu ki€ém soat ban

e Hay coi tién bac chi la tiém lyc. Hay dung n6 dé
hoan thanh nhitng diéu c6 gia tri.

e Hay phét trién thoi quen cho di

e Hay danh tién bac cho nhitng diéu ton tai dai lau
hon ban

e Hay tim mot ai d6 twvan cho ban

10. THE CHU DONG

Nam 1947, khi lam cong viéc quang cdo & New York;
Lester Wunderman da“bi sa thai khong c6 ly do. Lester
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hiéu rang 6ng ¢6'thé hoc duge rat nhiéu tir ngusi lanh dao
cua hang, Max Sackheim, vi-vdy ong ti€p tuc bao cao vé
van phong va lam viéc ma khong can tra luong. Sau mot
thang, Sackheim lai thué lai Wunderman vi 6ng da ching
to dugc oc sang tao ddc biéet va long yéu thich that sy v6i
cong viée. Ong da tré thanh mot trong nhimg ngusi 1am
quang cao thanh cong nhéat cua thé ky, la cha dé ctia nghé
tiép thi tryc tiép.

e Nha lanh dao gioi biét minh mudn gi. Ho khong
chd dgi ngudi khac hanh dong.

e Nha lanh dao giéi ty khich 1€ minh hanh dong va
tim ra dong lyuc cho riéng minh.

e Nha lanh dao gioi chdp nhan mao hiém. Ho biét sy
mao hiém 16n nhat chinh 1a khong lam gi ca.

e Nhitng nha lanh dao gioi pham 16i nhiéu hon. Ho
that bai la dé tién lén phia trudec.

e  Muon nudi dudng kha nang sang tao, hay thay doi
tu duy.

e Ding chd co hoi go ctra nha ban, hay di tim kiém
co hoi cho minh.

e Hay thyc hién budc ti€p theo va ding ding lai cho
dén khi ban lam tat ca nhiing gi c6 thé d€ hoan
thanh dugc diéu do.
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11. LANG NGHE

Néu ban cho rang lang nghe khong phai 1a mét ky nang va
khong thé giap ban tré thanh nha 1anh dao thanh cong thi
hay xem Oprah Winfrey. Ttr m¢t ngudi dan talk show cua
dai truyén hinh Chicago, hién gi¢ ba la mét trong nhiing
phu nir quyén lyc nhat trong nganh;eong nghé giai tri.
Oprah Winfrey hoc héi dugce tir nhitng ngudi xung quanh
va diéu do giap ba tre thanh mot nguoi biét lang nghe.

e Ban lang nghe vi hai muc dich: D€ giao ti€p v6i moi
ngudi va dé€ hoc hoi tir ho.

e Hay lang nghe nhitng ngudi di theo ban, khach
hang, d6i thu canh tranh, va cac nha tu van

e Thay doi thoi gian biéu va danh thgi‘gian lang
nghe nhiing gl ma nhitng ngudi nay noi.

e Hay gap go moi nguoi trong linh vye cua ho. Tim
nhitng diém chung.

e Hay lang nghe dé biét dugc nhitng diéu khong
dugc noi ra. Hay biét tiép thu.

12. DAM ME
e Dam mé la bude dau tién d€ hoan thanh cong viéc.
Khat vong 16n sé mang lai két qua 16n.
e Khat vong lam tang sttc manh y chi. Néu ban khao
khat diéu gi do, ban sé€ tim dugc stic manh dé dat
dugc diéu do.
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e Dam meé bién do6i ban. Khi tim dugc ding niém
dam mé, ban lam viéc 'hiéu qua hon, tan tuy hon
mot.

¢ DPam mé bién nhitng diéu khong thé thanh co thé.
Mot nha lanh dao c6 dam mé va ky nang s€ tién rat
xa va dat dugc nhitng diéu 16n lao.

e Ban c6-dam mé nhiét huyét thé nao v6i cudc song
va cong viéc cia minh?

e Hay quay tr¢ vé vGi niém dam mé ban dau. Co thé
ban da di 1éch huéng va can phai tap trung tro lai.

e Nhiing hoat dong nao khién ban mé mai hét gio
nay qua gio khac nhu mot dira tré?

e Hay két giao v6i nhitng nguoi c6 niém dam mée, vi
dam mé co stc lan toa. Hay danh thoi gian ¢ bén
ho d€ ho c6 thé truyén cam hing cho ban.

13. THAIPQ TiCH CUC

Thomas Edison phai trai qua hang nghin l[an thit nghiém
d€ tim ra vat liéu phu hgp cho bong den sgi d6t, nhung
ong khong coi d6 1a nhitng that bai. Nhitng ngudi ¢hi map
meé thanh cong khong nhan ra diéu d6 don gian vi ho t
bo sau Ian thir thir 99, trong khi Tan th 100 nhé ra c6 thé
sé ghi tén ho vao lich stt. Hay duy tri mét thai do tich cuc
néu ban muodn dat dugc nhitng diéu vi dai. Tat ca ching ta
s€ ra sao néu ngay nay khong c6 bong den cua Edison?
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e Ban c6 thé lya chon théai @0 cho minh.
e Thai do quyét dinh hanh dong cua ban.

e Nhitng ngusi ban lanh dao 1a nhimng tdm guong
phan chiéu thai d§ cua ban.

e Duy tri mét thai do tich cuc ludn tot hon la tim lai
thai do do.

e Hay nubirduong thai do bang nhitng nguon tai liéu
tich cyc va tao dong lwc. Hay doc nhiing cudn sach
va nghe nhiing cudon bang khich 1€, Hay tr¢ thanh
mot ngudi tu duy tich cye.

e Hay hoan thanh muc tiéu moé6i ngay. Hay tién
nhitng budc nho t6i mue tiéu 16n va ty nhién diéu
nay s€ nuoi dudng thai do tich cyc trong ban.

e Hay viét diéu d6 lén tuong. Pat ¢ noi ma ban ¢6
thé nhin thdy moi ngay.

14. GIAI QUYET VAN DE

Sam Walton cua Wal-Mart la'mot nha lanh dao xuat sac
cod thé giai quyét nhiing van dé va tao ra thay doi chi
khoéng chiu budng xudi. Ong da doi mit v6i moi thir thach
va trong khi nhitng hang ban 1€ khac con mai phan nan vé
canh tranh thi Walton giai quyét nhithg van dé ctia minh
mot cach bén bi va sang tao.

e Dy tinh nhitng khé khan c6 thé xay ra.
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e Chap nhan sy that.

¢ Nhin toan dién.

e  Moai thoi diém chi giai quyét mot van deé.

¢ Dung tir bo muc tieu chinh ngay ca khi ban da cung
dudng.

e Hay tim hifu cidn nguyén van dé wva giai quyét
ching.

e Xay dung phuong phap.

¢ “Hay tim cho minh nhitng ngudi c6 kha nang giai
quyét van de.

15. CAC MOI QUAN HE

e Diéu nay cod thé tao dung hay lam tiéu ‘tan sy
nghiép cling nhu cudc song ca nhan cua ban.

e Hiéu con nguci la mot viéc hét siic quan trong
tronglanh dao.

¢ Con nguoi hay ich ky, ho mu6n cam thay minh dac
biét va can dugc khuyén khich:

e Hay yéu mén moi nguoi.

e Hay gitp d6 moi ngudi.

e Hay c6 gang lam mot diéu gi d6 choban be va dong
nghiép.

e Hay han gin moi quan hé ran nut.
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16. TINH THAN TRACH NHIEM

e Hay lam viéc cham chi hen mtc binh thudng. Kéo
dai thoi gian lam viéc. Lam viéc it nhat 8 gid moi
ngay c6 nghia 1a ban maéi chi ding lai ¢ mc ton tai.

e Haytién xa hon.

e - Hay no lyc tién t6i sy wu t4, xuat sac va pham chat.

e Hay cho dibat ké trong tinh huéng nao.

e Hay tiép tuc du kho khan dén dau. Hay yéu cau sy
trg gitip néu can.

e Hay chap nhan nhitng gi chua du t6t.

e Hay tim kiém nhiing cong cu tot hon: tham gia cac
16p hoc, doc sach, tim mot nha tu van.

e Haylam bat ctt diéu gi dé hoan thanh cong viéc.

17.SU VUNG VANG
Nha lanh dao khong vitng vang :

e Khong thé tao ra sy vitng vang cho ngudi khac. Ho
khong thé truyén dat nhitng gi ma minh khong biét

e Nhalanh dao khéng vitng vang lay di tir moi nguoi
nhiéu hon nhitng gi cho di.

e  Ho han ché nhitng nhan vién xuét sa¢ nhat va cam
thay nhitng nguoi nay la moi de doa.

e Ho kim ham ca to chric.
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bé tré thanh nha lanh dao vitng vang hay:

Hiéu chinh ban than minh.
Lam moi ngudi tin tudng.

Nhan sy gitp do néu ban khong thé ty khac phu

dugc su thiéu vitng vang.

18. Ky luat tu giac

Ngudi dau tién ban can lanh dao la chinh ban.
Hay xay dyng va lam theo nhitng uu tién cia minh.

Hay lam cho 16i sOng ¢6 nguyén tac tré thanh muc
tiéu cua ban.

Hay thach thirc kha nang tu bao bién cua ban.
Hay dé€ phan thuong lai cho dén khi hoan thanh
cong viec.

Hay tap trung vao két qua.

19. TINH THAN PHUC VU

Mot nha l1anh dao thuc thu phuc vu moi nguai.

Hay dua truéc cho moi nguoi chuong trinh caa ban.

Hay ty tin phuc vu.
Hay dé xuat sy phuc vu cho nhitng ngudi khac.
Nhitng nha lanh dao trung thanh khong qua chua
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tam dén dia vi cua ban than.

Nha lanh dao thyuc thu phue vu bang ca tinh yéu.
Hay thuc hién nhiing viéc t6t nho nho cho moi
nguoi.

Hay quan tam dén nhan vién nhw nhitng con nguoi.

Hay dang ky nhitng cong viec tinh nguyén.

20. HAM HOC HOI

Hay chira tri can bénh thanh tich cua ban. Mot vai
ngudi ngung phat trién sau khi da dat dugc muc
tiéu. Hay ti€p tuc va dua ra nhitng muyc tiéu méi
sau khi da hoan thanh nhiing muc tiéu ban dau.

Hay vugt qua thanh cong cua ban, dirng ty man.
Hay san sang hi sinh dé dat dugc thanh cong.

Hay danh doi long kiéu hanh cta ban. Hay nudi
du6ng mong mudn va tir bo tinh ty phu.

birng bao gio pham mot 16i hai lan. Néu ban khong
hoc hoi, ban sé ti€p tuc pham lai 16i d6.

Hay thtr diéu gi d6 mGi me.
Hay hoc tap hét kha nang.

Hay quan sat cach ban doi pho v6i nhitng sai lam.
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21. TAM NHIN

Tuong lai thugc vé nhitng ngudi c6 thé nhin thay
nhiing kha nang trudc khi n6 hién hitu r6 rang.

Tam nhin xuat phat tir bén trong.

Tam nhin dugc rat ra tir kinh nghiém cua ban.
Tam nhin sé dap tng dugce nhitng nhu cau khéac.
Tam nhin gitp ban tap hgp duge ngudn lyc.

Hay lang nghe tiéng noéi trong tham tam ban

Néu ban nong long mudn thay doi thé giGi cua
minh, hay lam diéu do

Ban can mot doi ngti thyce thi tAm nhin ctia ban.
Hay viét ra tdm nhin cta ban. Xem xét xem no c6
dang d€ theo dudi khong va mét khi quyét dinh
theo duoi, hay don toan bo kha ning dé thyc hién
diéu do.
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