VAN HOA CONG TY ABENLA

Van hoa chao héi: Loi chao cao hon mam c6 1a nét dep van hoa tao sy gan gui,
than thién, doan két trong tap thé cong ty.

a.

b.

Cach chao:
i. DGivdicap trén:
1. Khigdp l3nh dao, nhan vién phai chao trudc, thé hién su
kinh trong, 1& phép.
2. L3nh dao cling dép lai bang clr chi chao héi than thién, c6
thé gat dau mim cudi dap lai.
ii. D&i védi déng nghiép:
1. Chao hoi ddng nghiép dau gid lam budi sdng
2. Ngudi it tudi chao ngudi 1dn tudi truwdc
3. Loichao phaird rang, da nghe, khong ndi qua nhd hodc qua
[&n.
4. Nhan vién khi gap nhau phai chao hai lich su, dung muc
5. Quan tdm hoi thdm ddng nghiép Iic 6m dau, hoan nan, chia
s& niém vui ndi budn trong cudc séng.
iii. Doi v&i ddi tac
1. Dirng nghiém cudi dau kém theo |&i chao.
2. Cui d3u, cudi va chao khi khach hang vé
Cach bat tay
i. Dung 1 tay, cht yéu |a tay phai dé bat
ii. Khi bat tay mat nhin thang vao mat clia ngudi d6i dién (trdnh nhin
thang vao mat ngudi ddi dién néu ngudi dé 1a nhirng nha 1anh dao
cdp cao nhu Chu tich nwdc hay ngudi dirng dau cong dong ton
gido,v.v)
iii. B&ttay vdi tu thé binh ddng, dirng thang ngudi, hitu nghij va ton
trong 1an nhau. Chi nén siét nhe biéu hién sy ndng &m, than thiét.
iv. Battay Ian lugt tirng ngudi theo thi ty dén trwdc, dén sau, ngudi
cao tudi hon, ngudi c6 chirc vu cao hon. Khi & vj tri x3 hoi thap, can
ch& d8i tac chl dong bat tay trudc.
v. Khong cui lung hay cam 13y c3 hai tay clia ngudi doi dién khi bat
tay.
vi. Khéng té thai do khiim nim, cong gdp ngudi qua dé du déi twong
qguan trong t&i mirc nao.
vii. Khoéng bat tay qua lau, |3c manh, I3c nhiéu Ian kém theo tiéng cudi
nai to tiéng hay 13 gio c3 hai tay.

. Véan hoa giao ti€p ndi bd:
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Ton trong, chan thanh, Idng nghe va chia sé.

S&ng phép tac, |1& phép véi ngudi trén, bao dung véi ngudi dudi.
Nhan &i, yéu thuwong va san sang gitip d& dong nghiép gdp kho khan.
Trung thuc khéng ndi hai 1&i véi déng nghiép.

Khéng noi xau, phé binh, nhan xét sau lung ai.
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k.

Khi phé binh va nhan xét chi néi vé viéc cu thé ma khong suy dién, noi
nguwdi cu thé ma khéng ndi cdng ddng, chi ndi cong viéc sy kién ma khdng
noi nhan cach con nguoi.

Dién dat ngdn gon, dé hiéu va truyén cam.

St dung tr nglt don gian, rd rang, chinh xac, hgp vai déi twong va nbi
dung dang trao d6i tranh dung tir ngit triru twong, nhitng tir nglr dé gay
hiéu Iam hodc qué chuyén mén.

Tranh cit ngang ngudi khac hodc gay su hai hudc thai qud khién nguoi
khac bwc minh.

Tranh trd chuyén, phat ngén gay phan cdm, kho chiu cho tap thé nhirng
nguoi & xung quanh trong gio lam viéc.

Gilt tinh than binh tinh, x& ly moi viéc khd khdn mém médng, 6n hoa.

3. Van hoa rng xtr v&i ddi tac, khach hang

a.
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Chao hoi khach hang trudc va ch déng gitp d& (ca khi khach hang khong
phai dén gap minh).

M& clra dén khach, mim cudi chao khach va |1& phép hoi vé muc dich cla
khach dén tham va cé trach nhiém hwdng dan tan tinh.

Thai d6 cia ngudi tiép khach (truc ti€p hodc qua dién thoai) déu phai lich
sy niém nd, chu dao, lang nghe, tan tinh dap ng cac yéu cau chinh déng
hodc tir chéi khéo léo céc yéu cadu khéng chinh dang cla ho.

Tac phong nhanh nhen, ding gio.

Giao ti€p vdi thai d6 an can, gan giii, biéu hién sy than thién.

Dam bao rang dang san sang va ludn san sang moi luc.

Tén trong khach hang, déi tac.

Nhanh chéng giadi quyét thac mac, than phién ctia khach hang, déi tac
nham phuc vu mét cach hitu hiéu nhat.

Giao lwu c&i mé vai khach hang, ddi tac trong quyén han, san sang chap
nhan cdc dé nghi va nhitng y twdng cai tién hop ly cla khach hang, doi téc.
Biét 1ang nghe, c6 gang hiéu duoc khach hang, d6i tac dé cé thé dua ra
nhitng cac dién dat phu hop vdi kha ndng chi y cda ho.

Trong giao tiép vdi khach hang, d6i tac phai ddm bdo thai d6 ton trong cap
trén va déng nghiép, khdng ndi xau t6 chirc, cip trén va dong nghiép.
Thye hién dung cam két véi khach hang.

4. Van hoa trong lam viéc

a.

P4i véi noi lam viéc

o Gilt gin canh quan noi lam viéc gon gang, sach sé.

o Gilr gin, bdo quan tét cac thiét bi phuc vu céng viéc nhu: may
tinh, mdy in, may scan, dién thoai, mdy fax, mdy photo, ban
ghé,v.v.

o St dung hop ly, tiét kiém céc thiét bj tiéu thu ndng lvgng nhu:
mdy diéu hoa, quat dién chiéu sang, nudc sach, nudc udng.

o Borac vao thung rac.

b. D&ivdi mdi tredng lam viéc chung

o Khdng hat thudc trong phong lam viéc chung
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Khong tu tap, tan gau, tro truyén 6n ao gay anh hudng dén ngudi
Xxung quanh.

Khéng thé hién cac hanh vi, c chi, hanh ddng,...vwot qua mirc
tinh cdm ban bé, déng nghiép tai cdng so.

Khéng nai tuc, ké chuyén cuwdi tuc tiu tai noi lam viéc.

Luén y thirc phong tranh nhirng hanh vi, hién twong cé thé chay
no.

Chd déng gitr gin cdng s& xanh, sach, dep. Lién hé vai bé phan cé
trach nhiém dé kip thoi x& ly nhitng van dé cé lién quan téi vé
sinh chung cla cong ty.

Nhac nh& moi ngudi cd y thire giit gin vé sinh chung.

c. Tacphong
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Tac phong giao tiép, (rng x&r van minh, lich su.

Tu thé di dirng dang hoang, dinh dac, khéng véi vang, hap tap
nhung cling khong qud cham chap.

N&i ndng tir ton, khiém nhuong.

Khoéng dé tay trong tui quan trong qua trinh giao tiép.

Trinh cac gidy t& 1én cap trén phai dua bang hai tay. CAm on cap
trén sau khi nhan y ki€n xem xét, phé duyét.

Nhuong 16i cho ngudi [&n tudi, cap trén, phu nit.

Di lai dong clra nhe nhang tranh gay tiéng 6n: Gd clra nhe nhang
khi vao phong lam viéc.

Khi di lai trong cong ty, khdng khodac vai, ndm tay nhau, nhin
chdm chdm vao ai hodc chi tré vao phong lam viéc.

Nhuwong dudng cho cdp trén va khiach: Mim cuwdi va cdi dau chao
khi gap khach.

d. Khilam viéc
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Di lam dung gio.

Chao héi moi ngudi khi d&n chd lam.

Lién lac trwdc véi can bd quan ly khi vang mat hodc di [am mudn.
Khong rdi chd lam viéc trong thai gian 1am viéc trir trudng hop
phai di giao dich, cong tac trong trwdng hop can thiét.

Khéng truy cdp may tinh cba nguwdi khac khi chwa dwgce sy déng y
cla chd nhan.

Khong choi tro choi dién tlr, nghe nhac, xem phim, video,...trong
gior lam viéc. Tuyét déi khdng xem céc trang web khéng lanh
manh trén Internet.

Tranh td thai d6 khdng vui vé, khong biéu 16 van d@ ca nhan khi
lam viéc.

e. Trong cong viéc:
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Tuyét d6i phuc tung ménh lénh cla cap trén.

Bdo cdo, lam rd kip thdi cac thdng tin yéu cau clda ban gidm déc.
Thue hién nghiém tuc va ty gidc ndi quy, quy dinh ctia Cong ty.
Nhac nhd, 16i kéo, thuyét phuc ngudi khac cung thuc hién noi
quy, quy dinh cta Cong ty.



o COy thirc trach nhiém trong cong viéc hd trg, phdi hop véi cac ca
nhan va don vi khac, mang khac thuc hién cong viéc.

o Phé binh, gdp y v&i cap dudi, vdi ddng nghiép can té nhi, cé tinh
chat xay dwng va dung luc, ddng chd.

o Ludn cé tinh than hop tac va gitp d& hét minh cho déng nghiép.

L&i két: Van hod cong ty la sirc manh, su khéac biét, sy doan két,..lam nén tang gitp cong
ty virng manh va phat trién bén virng. Tat ca thanh vién tir 1anh dao dén nhan vién cung
chung tay xay dung moét van hod dep va hitu ich cho cong ty.

Gidm déc
NGUYEN VAN HAI



