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LOI NOI PAU

Thuyc tap tot nghiép 1a mot trong nhimng giai doan quan trong trong chuong trinh dao
tao, gitp sinh vién nganh Ngon ngir Anh van dung kién thirc da hoc vao thyc tidn cong viéc, tir
d6 hinh thanh k¥ ning nghé nghiép va dinh huéng phat trién twong lai. Tuy nhién, trén thyc té,
sinh vién nganh Ngon ngit Anh hién nay van con gip nhiéu khé khin trong qua trinh thuc tap
do thiéu tai lidu hudéng dan chuyén bi¢t, rd rang va sat véi dac thu nganh hoc.

Mic di Khoa Ngoai ngit di c¢6 bién soan tai liéu huéng dan thyc tap, nhung phan 16n
ndi dung dang hudng dan cac thu tuc hanh chinh, chua di sau vao chi tiét quy trinh thyce tap, k¥
nang can rén luyén hay cach thuce ap dung kién thire vao moi truong lam vi¢e thyc té. Bén canh
do, cac tai liéu hién hanh tai truong cha yéu phuc vu cho sinh vién cac nganh kinh té, chua that
su phit hop véi nhu cau cta sinh vién nganh Ngon ngit Anh. Diéu nay dit ra yéu cau cép thiét
can c6 mot tai liéu hudng dan thyc tap dugc thiét ké riéng cho sinh vién nganh hoc nay.

Xuit phat tir nhu cau do, tai liéu hudéng din “Thuye tip tét nghiép nganh Ngén ngit Anh”
duoc bién soan véi ba muc ti€u chinh:

Thir nhat, cung cip dinh huéng thuc tap rd rang, gitp sinh vién hiéu va thyc hién dung
quy trinh, yéu cau chuyén mon, ky ning can thiét ciing nhu cach két ndi kién thtrc hoc thuat voi
thuc té cong viée.

Thir hai, hd tro sinh vién phat trién k¥ niang chuyén mén nhu bién—phién dich, giang
day tiéng Anh, viét hoc thut, truyén thong. .. dong thoi nang cao nang lyc thich ing trong méi
truong lam viéc da dang.

Thir ba, chudn bi hanh trang nghé nghiép cho sinh vién sau khi tot nghiép, théng qua
viéc rén luyén ky nang 1ap ké hoach, viét bao cao thuc tap, xir ly tinh hudng va phat trién tu
duy chuyén nghiép.

Hy vong rang tai liéu nay s& trd thanh ngudi ban ddng hanh hitu ich, gitp sinh vién
nganh Ngon ngit Anh ty tin hon trén hanh trinh thyc tip va sin sang chinh phuc nhing thir
thach trong sy nghi¢p tuong lai.

NHOM TAC GIA
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CHUONG 1: TONG QUAN VE THUC TAP TOT NGHIEP

1.1.  Muc dich va y nghia cia thuec tap tét nghi¢p

Thuyc tap tot nghiép 1a hoc phan bét budc trong chuong trinh dao tao nganh Ngon ngir
Anh. Hoc phén nay tao diéu kién cho sinh vién thuc hanh, ung dung va trai nghi€ém moi trudng
cong ty, doanh nghiép quy mé 16n nho tai nhiéu vi tri cong viéc. Thong qua hoc phan nay, SV
c6 co hdi bude vao moi truong lam viée thyc té, hoc hoi va hiéu rd hon vé tinh chét, nhiém vu
cong viéc, ung dung kién thirc vao thuc tién, bd sung kién thirc, va trau doi, rén luyén k¥ nang
nghé nghiép, k¥ ning ca nhan. Trong qua trinh thyc tap, SV can quan sat, tim hiéu, nghién ctru
cac nghiép vu thyc té dé hoc hoi thém kién thire, kinh nghiém, k¥ ning va dao dirc nghé nghiép
dé c6 thé lam tét cong viée sau khi tot nghiép.

Nhin chung, muc tiéu chinh cta thuc tap t6t nghiép bao gdm:

Vian dung kién thtrc da hoc: Sinh vién p dung cac kién thirc ngon ngit, vin hoa, k§ ning
giao tiép. .. da tich liiy vao nhiing nhiém vu, dyu an cu thé duogc giao tai noi thuc tap. Diéu nay
gitip cung ¢ kién thirc, ddng thoi kiém nghiém tinh hiru ich ctia 1y thuyét trong thyc té.

Phat trién k¥ ning nghé nghiép: Qua trinh lam viéc thyc té rén luyén cac k¥ ning quan
trong nhu bién—phién dich, soan thao vin ban tiéng Anh, 1am viéc nhom, quan 1y thoi gian, giai
quyét van dé, v.v. Sinh vién ciing hoc duoc tac phong chuyén nghiép, ky luat lao dong va dao
dirc nghé nghiép thong qua méi truong cong so.

Dinh hudng nghé nghiép twong lai: Thyc tap la dip dé sinh vién kham pha linh vyc minh
quan tam, danh gid muc d9 phu hgp ctuia ban than véi cong viée. Tur trdi nghiém nay, sinh vién
s& xac dinh rd hon hudng di nghé nghiép sau khi tdt nghiép, cé thé 1a dich thuat, giang day,
truyén thong, kinh doanh quéc té hay linh vuc khac. Nhiéu sinh vién xem thuc tap nhu mot
“cudc thtr vai” cho cong viéc tuong lai — thé hién tt trong ky thuc tap co thé dan dén co hoi
viéc lam chinh thirc.

Tao tién d& cho tuyén dung: Thuc tap 1a co hoi dé cho thuc tap sinh duogc thé hién kha
nang, kiém chimg kién thirc ning lyc da duoc tich lity, d6i chiéu nhimng gi da duoc hoc trén
giang dudng, tir sich vo, thay cd gido, tir 46 c6 thé bu dip, bd sung kinh nghiém thuc tidn dé
tao tién vimg chic sau khi t6t nghiép. Cac bao cio mdi ddy cho thay doanh nghiép ngay cang
coi trong kinh nghiém thuc tap va k§ ning mém cua sinh vién khi tuyén dung. Vi vay, hoan
thanh tt ky thuc tap khong chi gitp sinh vién ra truong véi CV ndi bat hon, ma con c6 thé
mang lai thu gidi thi€u gia tri, tham chi 161 moi [am viée tu don vi thuc tap néu sinh vién thé

hién xuat sac.
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Tom lai, thyuc tap tot nghiép mang ¥ nghia vira hoc tap vira thir thach ban than. Day 1a

co hoi dé sinh vién nganh Ngon ngit Anh hoa minh vao méi truong lam viée da dang, tich liy
kinh nghiém thuyc tién quy bau cho hanh trang sy nghiép sau nay.

1.2.  Cac quy dinh, chuin muc dao dirc va phap 1y trong qua trinh thue tip

1.2.1 Quy dinh mén hoc

Tai thoi diém ding ky, sinh vién c6 tong s6 tin chi tich lity dat it nhat 90% so vai tong
s tin chi cua chuong trinh dao tao; s tin chi chua tich lily dat (d4 hoc nhung chua du diém
dat) ddi vdi cac hoc phan thudc khéi kién thirc nganh va chuyén nganh trong chuong trinh dao
tao khong qua 6 tin chi. Sinh vién phai biét van dung cac kién thirc, k¥ nang da tich lity trong
qué trinh hoc vao cong viée thuc té. Sinh vién c6 k¥ ning, phim chét, ning luc nghé nghiép dé
hoan tit nhiém vu duoc phan cong tai don vi thyc tap, tuan thu cac quy dinh cta gidng vién
hudng dan thuc tap va cua don vi tiép nhan thyuc tap. Sinh vién ndp nhat ky thuc tap va bao co
thuc tap ding quy cach, quy dinh va thoi han. Sinh vién phai thuc tap trong moi trudng co su
dung tiéng Anh thudng xuyén, ti thiéu 50% khdi lwong cong viéc. Sinh vién ndp cac bai tap
va bao cdo lién quan dén dot thuc tap dung quy dinh va thoi han.

Sinh vién phai nghiém chinh chap hanh noi quy ctia co quan thuc tap va quy dinh cua
Trudng, Khoa trong qué trinh thyc tap. Dong thoi, SV can chap hanh sy hudng din cua giang
vién huéng dan (GVHD) thuc tap.

Thoi gian thyc hién hoc phén Thuyec tap tdt nghiép 1a 12 tuan. Noi dung cua Nhat ky thuc
tap (NKTT) can thé hién day du ndi dung cong viée SV di thyc hién, cac hoat dong ma SV da
tham gia trong qua trinh thyc tap. Noi dung ciia Bao cao thuc tap (BCTT) can thé hién duoc
qua trinh thyc tap thuc té, cac nhiém vu SV duogc giao va cach thie SV thuc hién nhiém vu tai
mét don vi, t6 chire, cong ty....Qua do, SV tu danh gia gitra ly thuyét va thuc tién va rat ra bai
hoc kinh nghiém cho ban than.

Hoc phan thyc tap t6t nghiép duoc thuc hién theo quy trinh sau:

Buéc 1: Lién hé co quan thuc tdp, chon vi tri thuc tdp va lién hé giang vién huong
din

Trudc tién, sinh vién can chu dong lién hé v6i co quan thuc tap, lua chon vi tri phu hop
v6i dinh hudng nghé nghiép va chuyén nganh dao tao. Sinh vién c6 thé tim dén cac cong ty,
doanh nghiép c6 nhu cAu tuyén dung thyc tap sinh. Viéc lya chon co quan thyc tdp nén dugc
can nhéc dua trén tinh chit cong viée, méi trudng 1am viée cling nhu sy phu hop véi chuyén
nganh dang theo hoc. Trong trudng hop sinh vién khong thé ty 1ién hé dugc don vi tiép nhan,
can bao c4o vé Khoa sém nhit c6 thé (cham nhat 1a trong tudn dau tién cua hoc phén thuc tap)
dé Khoa c6 hudng hd tro. Pong thoi, Khoa s& phan cong giang vién huéng dan (GVHD) cho

tung sinh vién va cong bo thong tin 1ién hé d€ sinh vién chu dong két nodi, trao doi vé ndi dung,
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vi tri va nhiém vu trong thoi gian thuc tap. Néu sinh vién quyét dinh hity thyc tap, bat budc phai
dién don xin hiy hoc phan theo mau ctia Phong Dao tao (cé chit ky xac nhan ciia GVHD), va
ndp vé ding thoi han quy dinh.

Buwdéce 2: Thuce hién hoat dong thuc tap tai co quan thuc tdp

Vao tudn dau tién, sinh vién tién hanh thyuc tap tai co quan tiép nhan. Trong giai doan
nay, sinh vién cin nghiém tuc tuan thu cac quy dinh cia don vi thyce tap, tich cyc quan sat, hoc
hoéi va thuc hanh cac nghi¢p vu duge giao. Sinh vién can tim hiéu ky vé quy trinh lam viéc,
nhiém vy cua vi tri dang dam nhan, dong thoi trao d6i thudng xuyén véi nguoi hudng dan tai
cO quan dé thu thap thong tin, tai li€u va hoan thién ndi dung Nhat ky thuc tap cling nhu Bao
cao thyuc tap. Nhat ky thuc tap bt dau duoc ghi chép tur tuan dau tién dén tudn tht muoi mot
cua ky thye tap, trong do can thé hién 1o cac hoat dong, ndi dung cong viéc va nhitng gi da hoc
héi, quan sat duogc.

Buwdéce 3: Hoan thanh Nhdt ky thuce tdp, Bdo cdo thuce tdp va cdc thi tuc voi co quan
thuc tap

Sau khi két thuc qué trinh thuc tap, sinh vién budc vao giai doan hoan thién Nhat ky
thyuc tap va Bdo cdo thuc tap. Béo céo can duoc viét ding ndi dung va hinh thirc theo hudng
dan chi tiét & phy luc kém theo, va phai duoc giri dén GVHD dé xem xét, gop ¥ trude khi hoan
chinh. Sau khi chinh sira theo gop ¥, sinh vién giri bao céo cho co quan tiép nhan thyc tap dé
duoc nhan xét va danh gia. DPén tudn tht muoi hai, sinh vién ¢6 trach nhiém nop dﬁy du bao
cdo thyc tap va s6 nhat ky da dugc co quan x4c nhan vé Khoa. Trong do, ndi dung Nhat ky thuc
tap phai dugc co quan thyc tap xac nhan vé tinh chinh xac va trung thyc. Bao céo thuc tap can
c6 danh gia chi tiét cua don vi thuc tap v tinh than, thai do, sy tuan thu nodi quy ciing nhu
nhitng déng gop, uwu — nhuge diém cua sinh vién trong sudt qué trinh thyc tap. Ca hai tai lidu
trén déu phai c6 chir ky va diu moc do hop 1€ cua co quan tiép nhan. Dau moc do can duogc
dong ding quy cach: trim 1én khoang mot phan ba chit ky bén trai, vé phia bén trai, rd rang,
ngay ngan, ding chiéu va dang myc dau theo quy dinh.

Xem Phuy luc 1: Nhat ki thuc tap

Xem Phu luc 2: Mau béo céo thuc tip

Buéc 4: Ddnh gid hoc phéan va cong bé két qud

Khoa phan cong giang vién chim bao céo thyc tap theo quy dinh, SV kiém tra diém cta
hoc phan trén hé théng quéan 1y ctia Nha truong (Tuan 14 - tuan 15).

Thang diém hoc phan thyc tap tot nghiép 1a thang diém 10, bao gdm cac bd phan ciu

thanh va ty trong (xem Phu luc 3: Phiéu danh gia béo cdo thuc tip).

Quy trinh thuc hién thuc tap cudi khoa duoc thé hién ¢ Hinh 1 dudi day.
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QUY TRINH THU'C HIEN THU'C TAP CUOI KHOA

Budc 1: Lién hé co quan thyc tap, chon vi tri thug tap va lién h¢ gidng vién huéng dan
(néu khong thé tu lién hé duoc don vi tlep nhan, can bao cao vé Khoa cham nhit 1a trong
tuan 1 ciia hoc phan thuce tap

Budc 2: Thyc hién hoat dong thyc tap tai co quan thyc tap (tudn 1 - 11)

Budc 3: Hoan thanh Nhat ky thyc tap, Bao cdo thuc tdp va cac thu tuc véi co quan thuc
tap (tuan 12)

Budc 4: Danh gia hoc phan va cong bd két qua (tuan 14 - 15)

\ J

Hinh 1: Quy trinh thye hién thue tip cudi khoa

1.2.2 N§i dung thure tap

Sinh vién c6 thé Iya chon mét trong hai ndi dung thyc tap sau:

Phan thyc tap tiéng: Sinh vién tip trung st dung tiéng Anh nhu cong cu giao tiép va
lam viéc trong méi truong cong s& (kinh doanh, dich vu...). Sinh vién chi yéu rén luyén ky
nang ngdn ngii: giao tiép ndi bd va dbi ngoai bang tiéng Anh, bién dich Anh—Viét/Viét—Anh
cac tai li¢u thong thuong, soan thao thu tin thuong mai, v.v.

Phan thyc tip chuyén nganh: Sinh vién tham gia thuc tap tai cic don vi lién quan linh
vuc tai chinh — ngan hang, kinh doanh, thuong mai..., qua d6 vira 4p dung tiéng Anh, vtra hoc
hoi kién thirc chuyén mén nganh nghé. Vi du: thyc tap tai ngan hang, cong ty bao hiém, cong
ty xuit nhap khau, doanh nghiép FDI... v6i cac nhiém vu hd trg nghiép vu tai chinh, dich tai
liéu chuyén nganh, giao tiép khach hang qudc té, v.v.

1.2.3 Qua trinh lam viéc tai don vi thuc tap

Trude hét, qua trinh lam viée tai co quan thuce tap 13 co s quan trong dé danh gia hiéu
qua cua ky thyc tap. Mai sinh vién déu duoc giao cac nhiém vu cu thé theo tudn, va viéc hoan
thanh cac nhiém vu nay s€ dugc nguoi hudng dan tai don vi tiép nhan truc tiép theo do6i, nhan
xét va xac nhan. Nhitng nhan xét ndy 1a minh chimg cho qua trinh nd luc, kha niing thich tmg
va sy chuyén nghiép ma sinh vién thé hién trong subt thoi gian thyc tap. Trén co sd do, giang
vién hudng dan sé tién hanh chim diém dua theo ndi dung nhat ky thuc tap cing vdi cac phan
hoi tir phia co quan thyc tap, bao dam tinh khach quan va sat thyc té.

1.2.4 Qua trinh 1am viéc v6i gidng vién hwéng dian
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Song song véi do, sinh vién can duy tri sy phdi hop hiéu qua voi giang vién huéng dan
clia trudng dai hoc. Qua trinh lam viéc gifta sinh vién va giang vién huéng dan dugce danh gia
thong qua viéc tuan thi cac yéu ciu cta hoc phan thuc tip nhu tham gia day du cac budi hop
phé bién thong tin, bao céo déu din tinh hinh thyc tap, ndp dé cuong va cac ban thdo bao céo
dung thoi han. Viée thé hién sy chii dong, nghiém tic va co trach nhiém trong giao tiép voi
giang vién khong chi cho thy y thic hoc tap ma con gitp sinh vién dugc hd trg tét hon trong
sudt thoi gian thuc tp. Gidng vién hudng dan ciing s& dua trén hd so sinh vién ndp, bao gdbm
bang diém danh hop phd bién, bio cdo tién do thuc tap, dé cwong va ban dy thao bao cao thuc
tap dé tién hanh danh gia. Noi dung, két cdu bai danh gia: 01 bang diém danh hop phd bién
thong tin dau dot thue tap, 04 bao cdo tinh hinh thyc tap, 01 dé cuong béo céo thyc tap, 01 ban
du thao bao céo thuc tap.

1.2.5 Bai bao cio thue tap

Mot phan khong thé thiéu trong toan bd qua trinh nay chinh 1a bai bao céo thuc tap —
san pham thé hién sy tong hop kién thire, k§ ning va trai nghiém thyc té ctia sinh vién. Bao cao
duoc viét dudi dang tiéu luan, theo diing miu quy dinh dugc cong b trong bubi phd bién dau
dot. Thoi gian ndp dugc 4n dinh 15 rang boi Phong Dao tao. M3di bai bao céo s& dugc danh gia
doc 1ap boi hai giang vién theo sy phan cong ctia Khoa Ngoai ngit, dya trén tiéu chi vé bd cuc
logic, kha ning trinh bay thong tin bang tiéng Anh, ciing nhu mirc d6 phan tich va tmg dung
kién thirc chuyén nganh vao thuec tién.

1.2.6 Pao dirc nghé nghiép trong qua trinh thue tip

Mot yéu t quan trong khac khong thé bo qua trong subt thoi gian thyc tap chinh 1a dao
dirc nghé nghiép. Day 1a nén tang quan trong cho su phat trién 1au dai trong s nghiép ctia mdi
ca nhan. Trong méi truong 1am viée chuyén nghiép, sinh vién can tuyét dbi tuan thu ndi quy
ctia co quan thuc tap va cic quy dinh do nha truong dé ra. Moi hanh vi vi pham vé gio gic, sir
dung sai muc dich tai san cong hay khong ton trong ky luat lao dong déu s& anh huong dén hinh
anh c4 nhan. Ngoai ra, sinh vién phai ddm bdo tinh bdo mat thong tin, khong dugc tiét 16 tai
liéu ndi bo, thong tin khach hang hozc dit liéu lién quan dén dy an néu chua duoc sy cho phép.
Tinh than trung thuc trong cong viéc, thai do trach nhi¢m, va sy ton trong véi tat ca thanh vién
trong t6 chirc 1a nhitng yéu cau dao dirc co ban nhung thiét yéu, gitip sinh vién tao dung niém
tin v6i dong nghiép va cap trén.

1.2.7 Phat huy tinh than hoc héi va chii ddng phit trién ban than

Cudi cung, dé ky thyc tap that sy trd thanh budc dém cho sy trudng thanh, sinh vién
can thé hién tinh than hoc hoi tich cuc va chu dong phat trién ban than. Day khong chi 14 thoi
gian "lam th" ma con 14 co hdi quy gia dé hoc tap trong moi truong thyc té. Sinh vién nén chu

dong d€ nghi nhan thém nhiém vy, ké ca nhitng cong viéc don gidn, nham hi€u rd hon vé quy
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trinh 1am viéc cua t chire. Viée quan sat cach 1am viéc cua dong nghiép, ghi chu lai nhimng didu
hoc dugc, tham gia cac hoat dong tap thé, va ty danh gia sau mdi nhiém vu chinh 1a cach dé
tich lily kinh nghiém thyc tidn. Mdi trai nghiém déu c6 thé mang dén bai hoc méi, gitip sinh
vién nhan ra diém manh cia minh cting nhu nhitng khia canh cAn cai thién. Tu d6, nguodi hoc
s& ¢6 co sO dé dit ra nhitng muyc tiéu phat trién cu thé va phu hop hon cho con dudng nghé
nghi¢p phia trude.

Tham khao thém cac tinh hudng g xir chuyén nghiép trong qua trinh thyc tap tai Phu

luc 4: Ung xtt chuyén nghiép trong qua trinh thuc tip

1.3.  Quyén lgi va trach nhiém ciia sinh vién thye tip

Trong qué trinh thyc tap tot nghiép, sinh vién khong chi dong vai trd 1a nguoi hoc hoi
ma con 1a mot phan trong mdi trudng 1lam viéc chuyén nghiép. Vi vdy, viéc nhan thirc 1 rang
vé quyén loi va trach nhiém 14 diéu can thiét dé dam bao hiéu qua thyc tdp va xdy dung hinh
anh ca nhan tich cuec.

1.3.1. Quyén lgi ciia sinh vién thue tip

Trong sudt qua trinh thuc tap tbt nghiép, sinh vién khong chi thuc hién nghia vu hoc tap
thuc té tai doanh nghi€p ma con dugc hudéng mot ) quyén lgi chinh dang, tao diéu kién thuan
loi cho viée tiép can méi truong lam viéc chuyén nghiép va phat trién ban than mot cach toan
dién.

Trudc hét, mot trong nhitng quyén loi quan trong nhét ciia sinh vién thyc tép 1a co hoi
duoc tiép can va trai nghiém moi trudng lam viée thuc té. Day 14 giai doan dé sinh vién co thé
quan sat cach thirc van hanh ciia doanh nghiép, tham gia truc tiép vao cac hoat dong chuyén
mon, tr d6 hinh dung rd hon vé dac diém cong vi¢c trong linh vyc minh dang theo hoc. Thuc
tap cling mang lai co hoi quy gia dé sinh vién hoc hoi tir cac chuyén gia, ddng nghiép tai noi
lam viéc. Nhitng chia sé thuc tién, kinh nghiém cu thé va sy hudng dan tan tinh tr nguoi di
trude gitip sinh vién cung c¢b kién thirc chuyén nganh, 1am quen véi cac tinh hudng thuc té va
tung budc thich nghi véi moi truong lao dong.

Bén canh d6, sinh vién con c6 co hdi phat trién cac ky ning ca nhan va nghé nghiép nhu
giao tiép hiéu qua, lam viéc nhom, quan 1y thoi gian, tu duy phan bién va giai quyét van dé.
Day la nhitng k¥ ndng quan trong gitip nang cao nang luc canh tranh trong thi truong lao dong
sau nay. Cubi cung, két qua thuc tap s& dugc nha trudng cong nhan nhu mot hoc phan chinh
thirc trong chwong trinh dao tao. Diéu nay khing dinh gié tri ctia qua trinh thuc tap, dong thoi
1a co s& dé danh gia sy truong thanh nghé nghiép cia sinh vién.

1.3.2. Trach nhiém cia sinh vién thuc tap
Song hanh véi nhitng quyén loi ndi trén, sinh vién thyc tap cling can thé hién tinh than

trach nhiém va thai d nghiém tuc trong toan bg thoi gian thyc tap. Viéc dau tién va quan trong
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nhét 13 tuan tht ndi quy, quy ché cta don vi tiép nhén ciing nhu cac quy dinh lién quan do nha
truong ban hanh. Diéu nay bao gdm viéc chip hanh gid gidc lam viéc, tun thii yéu cau vé trang
phuc, cach irng x{r van minh va bao mat thong tin ndi bd ciia doanh nghi¢p. Viéc thuc hién dé‘ly
da va ding han cac nhi€ém vu dugc giao cling 1a mot yéu cAu co ban. Sinh vién can thé hién sy
chu dong trong cong viéc, khong ngai kho khan, san sang hoc hai va tuyét dbi tranh thai do né
tranh, dun déy trach nhiém cho ngudi khéc.

Ngoai ra, sinh vién cin thudng xuyén bao cdo tinh hinh thyc tap theo quy dinh da dugc
phd bién, bao gdm viéc ghi chép nhat ky thyc tap hang tuan, hoan thanh bao cao két qua va nop
dung han theo sy huéng din cia giang vién ciing nhu doanh nghiép. Trong subt thoi gian thuc
tap, mdi sinh vién dai dién cho hinh anh cua truong dai hoc, do d6 can giir gin uy tin va danh
du thong qua 151 n6i, hanh dong va thai do chuyén nghiép trong cong viéc. Nhimng biéu hién
thiéu nghiém tiic hay vi pham dao dirc nghé nghiép déu c6 thé anh huong khong chi dén két
quéa ca nhan ma con t6i danh tiéng chung cua tap thé.

Cudi cuing, sinh vién can chi dong trong viéc giir lién hé voi giang vién hudng dan va
ngudi phu trach tai noi thuc tép. Viéc thuong xuyén cap nhat tién d9, phan anh trung thuc nhimng
kho khin gip phdi s& gitup cac bén lién quan kip thoi dwa ra gidi phap hd trg phu hop. Mot sinh
vién thuc tap c6 trach nhiém la ngudi khong chi hoan thanh tbt cac yéu cau duge giao ma con
biét hoc hoi, phat trién va gop phan tao dung méi truong lam viée tich cuc, chuyén nghiép trong
sudt ky thyuc tap ctia minh.

1.4.  Cach lya chon don vi thye tip phit hop véi dinh hwéng nghé nghiép

Ky thyc tap 1a co hdi dé sinh vién ap dung kién thirc va phat trién k¥ nang nghé nghiép.
Thuyc té cho thiy, thong qua cac ky thuc tap, sinh vién khong chi “ctng cb k¥ ning chuyén
mon, xac dinh s& thich nghé nghiép va mé rong mdi quan hé v6i nha tuyén dung, ma con danh
gia dugce diém manh cta ban than va két ni 1y thuyét voi thuc tién”. Do d6, viéce lya chon don
vi thyc tap cin duogc thuc hién mét cach chi dong va cé dinh hudng rod rang. MB3i sinh vién cin
can cur vao muc tiéu nghé nghiép lau dai dé chon co hoi thuc tap phu hop. Mot co quan nhéan
thuc tap tot s& cho phép sinh vién tham gia vao cong viéc c6 tinh chuyén mén cao, co ngudi
hudng dan va tao diéu kién phat trién. Sinh vién nén tim ra hudng di pht hop véi so thich,
nang lyc ctia minh va tich cyc tim kiém méi truong phat trién theo hudng do .

1.4.1. Xac dinh dinh hwéng nghé nghi¢p c4 nhan

Trudce hét, sinh vién can xac dinh rd ban than mudn theo dudi linh vuc nao sau khi ra
truong. Hay tu dat va trd 101 cac cau hoi sau (vi du):

Linh vyc cu thé: Minh yéu thich cng viéc bién—phién dich, giang day tiéng Anh, hay

cac mang truyén thong — thuong mai qudc té...?
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Mbi truong lam viée 1y tudng: Minh mong mudn 1am viéc trong doanh nghiép 16n, cong
ty da qudc gia, to chtrc phi chinh phi, trung tim ngoai ngit hay khai nghiép...?

K¥ niang mudn phat trién: Trong ky thuc tap, minh mudn rén luyén k§ nang nao (vi du:
k¥ ning giao tiép tiéng Anh, soan thao vin ban, xir Iy tinh hudng, k§ ning vin phong, v.v.)?

Viéc tu danh gia va xac dinh trudc nhimng yéu té ndy giup sinh vién nhim ding muc
tidu va tiét kiém thoi gian tim kiém. Day 1a budc khai dau can thiét dé chon don vi thuce tap phu
hop.

1.4.2. Nghién ciru thong tin vé cac don vi tiém niing

Sau khi x4c dinh duoc dinh huéng nghé nghiép, sinh vién nén thu thap thong tin chi tiét
vé cac don vi c6 kha ning nhan thyc tap sinh. Cac kénh thong tin hiru ich bao gom:

Trang web chinh thirc va fanpage ctia doanh nghiép/td chirc: nhiéu don vi thudng dang
tuyén thyc tap sinh va thong bao thong tin tai day.

Cdng thong tin viéc 1am va mang xa hoi chuyén nganh: Ung dung viéc lam nhu TopCV,
VietnamWorks, YBOX hay mang luéi chuyén nghiép nhu LinkedIn, Facebook ciing 14 ngudn
tim kiém co hoi.

Mb ta cong viée (JD): Poc ky cac JD dé hiéu 16 yéu cau, trach nhiém va ky ning can
thiét cho vi tri thuc tap. Tir d6, sinh vién biét dugc liéu minh c6 phit hgp hay can chuén bi thém.

Trao d6i voi anh/chi khoa va cuu sinh vién: Hoi vé kinh nghiém thyc tap tai cac don vi
d6 dé c6 cai nhin cu thé. Nhan 10i khuyén tir nhitng nguoi di trude gitp tranh nhiing lya chon
khong phu hop.

Viéc nghién ctru ki ludng cho phép sinh vién tao danh sach nhitng don vi tiém ning va
so sanh cac co hoi khac nhau. Mdi t6 chirc ¢é van hoa va quy dinh riéng, do d6 viéc tim hiéu
trude gitp nang cao hidu qua tim kiém va chuan bi tt hon cho quy trinh tng tuyén.

1.4.3. Uu tién don vi c6 lién quan dén chuyén nganh va h{ trg phat trién

Khi dtng trudc nhiéu lya chon, sinh vién nganh Ngon ngit Anh nén wu tién nhitng noi
thuc tap c6 cong viée gan két truc tiép voi chuyén nganh hoic nganh lién quan. Viéc nay giup
sinh vién ap dung t6t kién thirc hoc thuat va hoc hoi thém ky nang chuyén sau. Pong thoi, mot
mdi trudng thyc tap t6t can co nguoi huéng dan (mentor) am hiéu nghé, thudng xuyén phan
hoi va trao ddi cung sinh vién. Chinh sach nay ciing dwoc nhdn manh trong cac tiéu chi chét
luong thuc tap: phai c6 su gidm sat boi chuyén gia c6 chuyén mon va kinh nghiém trong linh
vuc thyc tap.

Ngoai ra, sinh vién cn xem xét kha nang hd trg bao céo thuc tap cia don vi (cung cép
dir liéu, xac nhan qua trinh lam viéc). Pon vi co hd so minh bach, giam sat chat ch€ thuong

cung cép dﬁy du thong tin cho bao cdo. Chon td chirc hoat dong trong linh vuc cua dinh hudng
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nghé nghiép sé tao diéu kién tbt nhat dé sinh vién thu duoc kinh nghiém va mo rong mang ludi
chuyén nganh.
1.4.4. Xem xét tinh thye té va kha niing tiép c4n

Bén canh cac yéu t6 chuyén mon, sinh vién can danh gia tinh kha thi cta ky thuc tap
dua trén nhiéu khia canh:

Dia Iy va phuong thirc lam viéc: Pon vi ¢ gan noi & hay dé di lai khong? C6 cho phép
lam viéc linh hoat (truc tuyén hodc két hop) hay yéu cau phai c6 mit toan thoi gian? Sinh vién
can can nhéc s& thich va diéu kién ca nhan (vi du di lai, chi phi sinh hoat) dé chon hinh thirc
phu hop.

Thoi gian thyc tap: Ky thuc tap c6 phi hop voi khung thoi gian tréng cua sinh vién (dip
hé, ky hoc phu, ngoai gior hoc chinh khoa,...) hay khong? Sinh vién nén linh hoat sip xép lich
hoc va cong tac dé ¢am bao hoan thanh tét ca viéc hoc va thuc tap.

Kha ning dap tmg yéu cau: Hay tu danh gia xem ban than co dap mg tiéu chi tuyén
dung hay chua. Néu cong ty yéu cau kha ning tiéng Anh ¢ mirc cao hodc k¥ nang chuyén mén
dac thu, sinh vién cin xem xét trinh d6 ciia minh va chuan bi bu dap (nhu bd sung k¥ ning
trude ky thuc tap). Mot moi truong thuc tdp phi hop 14 noi ¢ yéu cau phu hop véi ning luc
hién c6 hodc c6 thé khuyén khich ban phat trién thém trong qua trinh lam viéc.

Tém lai, cang nghién ctru k¥ thi sinh vién cang xac dinh duogc céc lga chon thuc té,
tranh nhiing trudng hop phai tir bo giita chimg vi khong phit hgp. Viée can nhic cac yéu t6 nay
gitip dam bao ky thuc tap dién ra sudn sé va bén ving.

1.4.5. Chii dong tng tuyén va xiy dung hinh anh chuyén nghiép

Cudi cling, sinh vién can chuan bi k¥ cang va chu dong trong qua trinh tmg tuyén:

Chuan bi hd so tmg tuyén: Mot bo hd so chuyén nghiép bao gdbm CV ¢4 nhan duoc viét
gon gang, day dii thong tin lién hé, va thu xin thyc tap (cover letter) néu rd muc tiéu cung 1y do
chon don vi. Pam bao CV khong qua dai, dung tir nglr chinh xac, dong tir chi dong va tép trung
vao nhitng kinh nghi¢ém, k¥ nang lién quan.

Théi do va hinh anh tai don vi: Tl budi dau dén budi cudi, sinh vién can thé hién thai
d6 nghiém tac, dang hen va cau thi. Vi du: bi dang gio, trang phuc lich sy, chi dong hoc hoi
va hd tro cong vige (ké ca nhiing viéc nho) dé khéng dinh su cau tién. Viéc duy tri lién lac ro
rang giita nha truong, sinh vién va don vi tiép nhan ciing rat quan trong dé tranh hiéu 1am va
dam bao quyén loi.

Mang luéi va phan hoi: Trong qua trinh xin thyc tap, sinh vién khong nén ngai lién hé
v6i giang vién hudng dan, cyu sinh vién hodc chuyén gia trong nganh dé tim hiéu thém vé don
vi va xin 101 khuyén. Hon thé, hoan thanh ky thuc tap tot s& giup ban c6 thém nguoi gidi thiéu,

tr d6 mé rong co hdi nghe nghiép sau nay.
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Toém lai, dé lua chon duoc don vi thuc tap phu hop, sinh vién nganh Ngon nglt Anh can

két hop giira viéc dinh hudéng rd rang nghé nghiép v6i nghién ctru ki thong tin cia cac don vi,
wu tién nhitng noi c6 cong viée lién quan chuyén mén, déng thoi xem xét tinh kha thi va cha
dong chuan bi hd so. Qua trinh nay gitp sinh vién c6 ky thuc tap hiéu qua, gan lién voi muc
tidu lau dai va tang co hoi thanh cong trong nghé nghiép tuong lai.

Tham khao Phu luc 5: Biéu miu d4nh gia lwa chon don vi thuc tip

1.5. Huéng din lap ké hoach thuye tip va ding ky thue tip

Vige lap ké hoach thuc tap mot cach khoa hoc gitp sinh vién tdn dung t6i da co hoi hoc
tap thuc té, déng thoi dam bao cac thu tuc can thiét dé két qua thuc tap dugc nha trudong cong
nhan. Sinh vién can dit ra nhitng muc tiéu cu thé cho ky thuce tap (vi du: trai nghiém méi truong
lam viéc, rén luyén k¥ ning chuyén mén/ngdn ngit, xac dinh dinh hudéng nghé nghiép va mo
rong mbi quan hé chuyén nganh). Ky thuc tap 1a co hoi ap dung kién thirc 1y thuyét vao thuc
té, xay dung k¥ nang va thiét 1ap mdi quan hé xa hoi, dong thoi dinh hudng nghé nghiép tuong
lai. Nhu vay, xay dung muc ti€u rd rang la budc déu tién quan trong.
1.5.1. Lap ké hoach thuc tip
Buwéce 1: Xdc dinh muc tiéu thue tdp ca nhin

Sinh vién nén xac dinh nhitng diéu minh mudn dat duoc trong ky thuc tap. Vi du: ¢6
thé 1a trai nghiém moi truong lam viée thyc té, rén k¥ ning chuyén mon/ngdn ngit, kham pha
dinh hudng nghé nghiép phu hop hodc xay dung mdi quan hé trong nganh. Ky thuc tap gitp
sinh vién chuén bj k¥ nang va kinh nghiém trudc khi ra truong, do d6 rd rang muc ti€u s€ dinh
hudng cach tiép can va hoc hoi trong sudt thoi gian thyc tap.
Buéc 2: Tim hiéu va lwa chon don vi thuce tip

Duya trén muc tiéu nghé nghiép cua minh, sinh vién can chu dong chon noi thuc tap phu
hop. C6 thé tim qua gidi thiéu ciia giang vién hodc cyu sinh vién, cac trang web viéc lam chuyén
nganh (nhu TopCV, Ybox, LinkedIn...), hodc thong qua mang ludi ca nhan, chuong trinh lién
két cta truong. Lya chon mot t6 chirc thyuc tap phu hop 14 bude dau tién quan trong dé ky thuc
tap dién ra hiéu qua.
Buée 3: Xdy dung ké hoach thue tip cd nhin

Sau khi d chon duogc don vi, sinh vién can lap ké hoach chi tiét. Cac noi dung chinh
bao gdm: (a) Thoi gian dy kién thyc tap (ky nao bat dau — két thiic, dam bao phu hop véi khung
chuong trinh dao tao), (b) Muc ti€u cong viéc cu thé (vi tri hodc k¥ nang mudn dam nhan, vi
du hd tro bién phién dich, tro Iy dy 4n, v.v.), (c) K& hoach hanh dong (chang han chuin bi hd
s0, lién h¢ phong vén, trao ddi véi giang vién hudng dan dé xac dinh 19 trinh bao cao), va (d)

Ty dénh gia kha nang cé nhan (kiém tra xem minh da dap Uimg yéu cau vé ngon ngir, tin hoc
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van phong, k¥ nang chuyén mén, v.v. ctia don vi chwa). Mot ké hoach rd rang gitip sinh vién to
chirc thoi gian hiéu qua, dam bao hoan thanh muc tiéu da dé ra.

Quy trinh 14p ké hoach thuc tip cudi khoa dugc thé hién & Hinh 2 dudi déy.

( )

QUY TRINH LAP KE HOACH THU'C TAP CUOI KHOA

Budc 1: Xac dinh muc tiéu thuc tdp ca nhan

Bude 2: Tim hiéu va lva chon don vi thuc tap

Budc 3: Xay dung ké hoach thuc tap c4 nhan

| J

Hinh 2: Quy trinh 1ap ké hoach thuc tap cudi khos

1.5.2. Pang ky thuc tap

Pé dam bao quyén loi va duoc nha truong cong nhan két qua, sinh vién can thyuc hién
dang ky thuc tap theo ding quy trinh nhu sau:
Buéc 1: Chudn bi ho so ding ky thuc tip

Hb so thuong gdm don xin thyuc tap (thu nguyén vong) ghi rd mong mudn duogc thuc
tap tai don vi nao, thong tin chi tiét don vi thuc tap (tén, dia chi, ngudi phu trach), cung céac
gidy to ca nhan (CV, so yéu Iy lich, bang diém, gidy to tuy than, v.v.). Néu té chirc yéu cau,
con co gidy gidi thiéu ciia nha tredng va gidy kham strc khoe. Sinh vién nén chuén bi sin hd so
tuyén dung ca nhan (CV, cover letter) tir trude, vi didu nay khong chi phuc vu cho viéc phong
vAn ma con gitp nha trudng tong hop thong tin sinh vién thyc tap dé dang.
Budc 2: Nop don dang ky cho Khoa/Phong dao tao

Sinh vién ndp don dang ky thuc tdp cing hd so trén cho Khoa hodc Phong dao tao ding
thoi han quy dinh. Cha y 1am ding mau biéu va thoi gian ndp. HO so can c¢6 xac nhan cia giang
vién hudng dan hoic can bd dao tao (néu yéu cﬁu). Vi¢e ndp don diing han quan trong dé dam
bao nha trudng c6 thé phé duyét va chudn bi cac thu tuc can thiét kip thoi.
Buéc 3: Nhin phin cong gidang vién huwéng din thuwe tip

Sau khi hoan thanh thii tuc ding ky, sinh vién s& dugc phan cong giang vién huéng dan
thuc tip cua khoa. Giang vién nay s& ho trg va theo ddi qué trinh thuc tip cua sinh vién. Sinh

vién can chu dong lién hé véi gidng vién dé trao doi vé muc ti€u thuc tap, 16 trinh thuc hién va
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phuong phép bao cao két qua. Viéc xay dung mbi quan hé tét vi ngudi huéng din (thong qua

trao doi trude thuc tap) gitp sinh vién nhan duoc su hd tro chuyén mon, ciing nhu dam bao ky
thuc tap dién ra suén sé.

Quy trinh ding ky thuc tap cudi khoa duoc thé hién ¢ Hinh 3 dudi day.

( )

QUY TRINH PANG KY THU'C TAP CUOI KHOA

Bude 1: Chuan bi ho so ding ky thuc tap

Budc 2: Nop don dang ky cho Khoa/Phong dao tao

Budc 3: Nhan phan cong Giang vién huéng dan thyc tap

| J

Hinh 3: Quy trinh diing ky thwe tap cudi khoa

1.5.3. Luu y khi 1ap ké hoach va ding ky

Tuén thi thoi han va quy dinh cta trudng: Sinh vién can theo ddi ké hoach dao tao clia
khoa dé ndp hé so dang han. Thuc hién dung cac méc thoi gian dam bao quyén loi va két qua
hoc phén thuc tap dugc cong nhan.

Chu dong tim kiém thong tin: Ding chi phu thudc vao ngudn gidi thiéu tir trudng; sinh
vién nén tich cyc tim kiém co hdi qua nhiéu kénh khac nhau nhu mang xa hoi nghé nghiép, hoi
cyu sinh vién, chuong trinh d6i tic doanh nghiép.... Viéc nay gitp mo rong lya chon va ting
co hoi c6 mot vi tri thye tdp phu hop.

Théng tin trung thuc va hd so 1 rang: Khi dang ky va ndp ho so, dam bao tat ca thong
tin c4 nhan va thanh tich déu trung thyuc, chinh xéac. Hd so minh bach, o rang tao 4n tuong tdt
va gitp co quan dao tao xir Iy hd so nhanh chong.

Tinh than va thai do nghiém tlc: Ngay tir giai doan chuén bi, sinh vién can xac dinh thai
d6 cau tién, nghiém tic va thai d6 ham hoc hoi. Sinh vién thuc tip nén duy tri tinh than cau thi,
ning dong va sin sang dé xuét y kién trong cong viéc. Mot thai do tich cuc ngay tir du s& giup
sinh vién hoc duge nhidu hon va ghi diém t5t véi noi thuc tap.

Qua trinh 14p ké hoach va ding ky thuc tap bao gdm nhiéu budc tuong tac (xac dinh

muc tiéu, chon noi thuc tap, chuan bi ho so, ndp don, lién hé gidng vién, nhan xac nhan). Thuc
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hién theo hudng dan chi tiét va c6 sy chudn bj chu d4o gitip sinh vién tin dung tdi da co hoi

thuc tap, dam bao két qua hoc tap va mé ra hudng di nghé nghiép rd rang trong tuong lai.
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CHUONG 2: UNG DUNG KIEN THUC CHUYEN NGANH VAO THUC

TE

2.1. Toéng quan vé cic linh vire thue tip pho bién ciia sinh vién Ngon ngir Anh, truong

Pai hoc Ngan hang Thanh phé H6 Chi Minh

Trong bbi canh hoi nhap va toan cu héa, sinh vién nganh Ngén ngir Anh c6 nhiéu co
hoi dé ap dung ky nang ngdn ngir va kién thirc chuyén mén vao thuc tién. Ky thuc tap tot nghiép
12 mot phan hoc phan quan trong nham gitp sinh vién lam quen véi méi trudng lam viée thuc
té, rén luyén ky nang nghé nghiép va xac dinh rd dinh hudng phat trién twong lai.

Theo quy dinh cia chuong trinh dao tao, sinh vién co thé lua chon thuc tap theo mot
trong hai ndi dung chinh: Phan thyc tap tiéng va Phan thyc tip chuyén nganh, mdi ndi dung
déu c6 nhimng yéu cau va dinh hudng cu thé nhu sau:

2.1.1 Phin thye tip tiéng

Phan thuc tap tiéng tap trung vao viéc sir dung tiéng Anh nhu mot cong cu giao tiép va
lam vi¢c trong mdi truong cong sd, dic biét 1a trong cac bdi canh thuong mai, kinh doanh va
dich vu. Trong thoi gian nay, sinh vién dugc yéu cau sir dung tiéng Anh dé thyc hién nhiéu
nhiém vu cu thé nhu giao tiép, bién dich va soan thdo van ban. Trong hoat dong giao tiép, sinh
vién su dung tiéng Anh trong ca céc tinh huéng giao tiép ndi bd nhu trao d6i email, dién thoai,
hop nhom, 14n céc tinh huéng bén ngoai nhu tiép khéch, goi dién cho dbi tac hoac phan hoi thu
tin thuong mai. Viéc sir dung ngdn ngir trong cac tinh hudng nay doi hoi sinh vién phai nim
dugc phong cach dién dat lich su, trang trong, déng thoi st dung ding cac thuat nglr chuyén
nganh va phan xa linh hoat trong céc tinh hudng giao tiép.

Ngoai ra, sinh vién con dugc thuc hanh k¥ nang bién dich gitra hai ngdn nglt Anh — Viét
va Viét — Anh, vdi cac loai tai liéu phd bién nhu hop dong, bang gia, bao céo tai chinh co ban,
ho so khach hang, tai liéu hudéng dan sir dung san pham hodc ndi dung trang web. Viéc bién
dich doi héi sy chinh x4c trong viéc sir dung thuat ngit chuyén nganh va kha niing dién dat mach
lac, d& hiéu. Mot phén quan trong khac trong ndi dung thuc tap tiéng la viéc soan thao cac van
ban thuong mai bang tiéng Anh nhu thu bao gia, thu dé nghi hop tac, xac nhan don hang, hop
dong khung hodc cic ban thoa thuan. Nhimng vin ban nay khong chi yéu cau su chinh xéac vé
mit ngit phap ma con doi hoi kha niang sir dung ciu tric vian ban dung chuan thuong mai va
thanh thao cic mau cau thuong dung trong ngir canh doanh nghiép.

Phan thuc tap tiéng thuong dugc trién khai tai cac don vi co st dung tiéng Anh lam
ngon ngit chinh trong céng viéc hodc ¢6 tuong tac thuong xuyén voi dbi tac qudc té. Cac don

vi tiép nhan pht hop bao gdm cong ty xuat nhap khau, van phong dai dién nudc ngoai, cong ty
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truyén thong, tu véan hodc nhén sy da quéc gia, trung tam dich thuat, hodc cac phong hanh chinh
c6 yéu td qudc té.
2.1.2  Phén thye tip chuyén nganh

Phan thyc tdp chuyén nganh hudng dén viéc gitp sinh vién tiép can va lam quen vai
cac kién thire chuyén sau trong cac linh vyc nhu tai chinh, ngan hang, thuong mai va kinh té,
dong thoi ing dung tiéng Anh trong cac tinh huéng chuyén nganh cu thé. Tuy theo tinh chét
cua don vi thuc tap 1a td chuc tai chinh hay t6 chure phi tai chinh, ndi dung thyc tdp sé co su
diéu chinh cho phu hop.

Tai cac td chic tai chinh nhu ngan hang, cong ty bao hiém hodc cong ty chimg khoan,
sinh vién c6 co hoi tim hiéu vé cac nghié€p vu tai chinh co ban nhu mo tai khoan, chuyén khoan,
xac minh giao dich va hd tro khach hang quéc té. Bén canh do, sinh vién con tham gia soan
thao va dich thudt cac tai liéu tai chinh — ngan hang, quan ly thong tin khach hang nude ngoai,
qua do6 phat trién cac k§ nang nhu nim bt hé thong tai chinh, sir dung thanh thao thuat ngir
chuyén nganh tiéng Anh va dam bao nguyén tic bao mat thong tin trong mdi truong ngan hang.
Déi voi cac td chure phi tai chinh hoat dong trong linh vuc thuong mai, kinh doanh hodc Xuét
nhap khéu, sinh vién c6 thé tham gia hd trg phong kinh doanh d6i ngoai, marketing qudc té,
quéan 1y don hang, chuan bi chimg tir xuat nhap khau hodc chim soc khach hang nudc ngoai.
Trong mot sb truong hop, sinh vién con cé co hoi hd trg cac hoat dong hoi thao hodc héi cho
qudc té. Cac k¥ ning can thiét trong qué trinh nay bao gdm hiéu biét vé quy trinh thuong mai
qudc té, kha ning sir dung tiéng Anh chuyén nganh trong linh vuc logistics, marketing va hop
dong thuong mai, ciing nhu kha nang lam viéc nhom hiéu qué trong méi truong da van hoa.

V& cac don vi tiép nhan phu hop cho phan thuc tip chuyén nganh, co thé ké dén cac
ngan hang thuong mai, to chic tai chinh qudc té, cong ty bao hiém nhan tho, cong ty ching
khoén, doanh nghiép c6 von dau tu nudc ngoai (FDI), cong ty xuit nhap khau, san thuong mai
dién tir qudc té va cic cong ty logistics hodc giao nhan qudc té. Nhimg méi truong lam viée
nay khong chi gitp sinh vién van dung kién thirc chuyén mén mot cach linh hoat ma con tao
diéu kién dé ho phat trién tu duy qudc té, k¥ ning ngdn ngit va thai do 1am viéc chuyén nghiép.
2.1.3 Vi tri thwe tip cho sinh vién chuyén nganh Song ngir Anh — Trung

Sinh vién chuyén nganh Song nglt Anh — Trung c6 nhiéu co hoi thuc tap tai cac don vi,
t6 chirc c6 yéu té nuwdc ngoai hodc lién quan dén hoat dong giao tiép song ngit. Cac vi tri thuc
tap pho bién bao gdm: trg 1y bién — phién dich, nhan vién hd trg van phong dbi ngoai, nhan vién
cham séc khach hang qudc té, tro Iy marketing, hodc cong tac vién giang day ngén ngit.

Cu thé, sinh vién c6 thé thyc tap tai cac cong ty xuat nhap khau, doanh nghiép co ddi

tac Trung Qubc hodc qudc té, trung tim ngoai ngit, co quan truyén théng, hoic to chirc phi
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chinh phu. Trong qua trinh thuc tap, sinh vién dugc rén luyén k¥ ndng ngon ngit (Anh va
Trung), k¥ ning giao tiép lién vin hod, ciing nhu k¥ niang xtr Iy tinh hung trong moi trudng
lam viée thuc té.

Ngoai ra, viéc thyc tap con giup sinh vién hiéu rd hon vé yéu cau nghé nghiép va vin
ho4 cong so, tir 6 dinh hudng rd rang hon cho con dwdng nghé nghiép twong lai, ching han
nhu bién — phién dich vién, chuyén vién dbi ngoai, hodc giang vién ngon ngir.

Tham khao Phu luc 6: linh vuc thuc tdp phu hop cho sinh vién nganh Ne6n nglt Anh

2.2. Cach van dung kién thirc ngdn ngit, vin héa va ky niing giao tiép vio cong viéc

Trong moi truong lam viéce hién dai, dac bi¢t 1a trong linh vuc thuong mai va kinh doanh
qudc té, sinh vién nganh Ngon ngit Anh khong chi str dung tiéng Anh nhu mot cong cu giao
tiép, ma con can van dung linh hoat cac yéu t6 vé& ngdn ngi, van hoa va ky ning giao tiép dé
hoan thanh t6t nhiém vu. Viéc két hop ba yéu tb nay mot cach hi¢u qua chinh Ia chia khoa gitp
sinh vién thich nghi nhanh chong, lam viéc chuyén nghiép va xay dung hinh dnh c4 nhan tich
cuc tai noi thyc tap.
2.2.1 Van dung kién thirc ngén ngir chuyén nganh

Sinh vién cin mg dung linh hoat ngit phép, tir vung va cau triic ngon ngit Anh vio cac
nhiém vu thuc té. Chang han, khi viét thu tin thwong mai, hop ddng hay bién ban, ngudi thuc
tap nén str dung cic mau cau trang trong, tir ngit chuyén nganh chinh xac dé dam bao vin phong
lich su va chuyén nghiép. Thuc té cho thiy trai nghiém thyc tap cung cap “céc tinh hudng thuc
té dé van dung k¥ ning ngdn ngir”, nhu viét bao céo hay trao ddi qua email. Vi cong viée dich
thuat, sinh vién phai nim vitng thudt ngit chuyén moén dé dam bao y nghia gdc cta tai liéu, tranh
sai 1éch thong tin. Ngoai ra, sir dung tiéng Anh trong giao tiép hang ngay (hop nhom, trd chuyén
v6i dong nghiép) doi hoi phat 4m rd rang va ngit phap chinh xéc; trai nghiém thuc té gitip rén
luyén “kha ning truyén dat thong tin rd rang” va giao tiép hiéu qua véi dong nghiép, khach
hang.
2.2.2 Van dung hiéu biét vin héa trong mdi truong lam viée da quoc gia

Khi tiép xuc voi ddi tac va khach hang qudc té, sinh vién can nhan thic siu sic vé su
khac biét vin hoa dé giao tiép hidu qua. Mdi nén vin héa cé nhitng tip quan va phong cach
giao tiép riéng. Do d6, sinh vién phai ton trong nhitng khac biét do: tranh sir dung cach dién dat
mang tinh mia mai hodc dé cap vin dé nhay cam vé ton gido, chinh tri, gi6i tinh... Ung xir linh
hoat theo vin hoa ddi tac rat quan trong. Vi duy, trong giao tiép véi ddi tac nguoi Nhat, ban can
sir dung xung ho va cach viét email trang trong hon, trong khi véi ddi tic My c6 thé thing than
hon nhung van lich su. Huéng dan nghiép vu khuyén khich sinh vién quan sat va diéu chinh

phong cach cho phti hop véi tap quan cia timg nén vin hoa. Ngoai ra, phong thai ding gio va
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kha ning lam viéc nhom hoa nhép da dang ciing 1a biéu hién t6n trong vin hoa doanh nghiép
qudc té. Tom lai, hiéu biét vé giao tiép lién vin hoa gitip sinh vién “giao tiép hiéu qua hon trong
mdi trudng toan cau” va xay dung mdi quan hé cong viée tich cuc.
2.2.3. Van dung k¥ niing giao tiép trong xir Iy cong viéc thue té

K¥ ning giao tiép bao gom truyén dat thong tin 15 rang, lang nghe tich cuc va phan hoi
phil hop. Trong giao tiép ndi bo, sinh vién tham gia hop nhom, trao ddi v6i cap trén phai noi
ngén gon, dung trong tam va lich sy. Viéc lién tuc trao ddi vai déng nghiép va khach hang gitp
nguoi hoc “dién dat suy nghi rd rang, ling nghe cham chi, va diéu chinh phong cach giao tiép
phil hop v6&i nhidu tinh hudng khac nhau”. Vi khach hang/ddi tac, sinh vién can biét cach mé
dau va két thac cudc hoi thoai ding chuin thuong mai (vi du 101 chao, gidi thi¢u cong ty, Kkét
16i lich su). Giao tiép qua email nén chu trong tiéu dé rd rang, 16i chao va 101 két trang trong;
thai do trung 1ap va rd rang gitip tranh hiéu 1am. Khi goi dién hodc hop truc tuyén, sinh vién
phai phat 4m chuan, duy tri giong diéu ty tin va ton trong. Chang han, néu khong hiéu ndi dung,
nén yéu cAu 1ap lai mdt cach lich sy (vi du “Could you please repeat that?”’) roi ghi chu tir khoa
va nhic lai y chinh dé xac nhan. Ky ning ling nghe ciing rit quan trong: chii dong ghi nhan
thong tin, dat cau hdi xac nhan va thé hién thién chi tiép thu. Tu duy cAu tién (growth mindset)
giup nguoi thuc tap don nhan phan hdi nhu mét co hoi cai thién, thay vi c4 nhan hoa phé binh.
Nhu vay, k¥ ning giao tiép hiéu qua — bao gdm ling nghe chii dong, dit cau hoi va phan hoi
xay dung — 14 yéu tb then chét gitip sinh vién thyc hién cong viée sudn sé va chuyén nghiép.

Tham khao Phu luc 7: mot sb tinh hudng cong viée co ban.

2.3.  Phwong phap thu thip, phan tich va tdng hop théng tin chuyén mén

Trong qua trinh thuc tap, viéc thu thap, phan tich va tong hop thong tin chuyén mon
dong vai tro then chdt gitp sinh vién hiéu sau hon vé linh vuc hoat dong cua don vi thyc tap,
hoan thanh cac nhiém vu dugc giao va xdy dung nén tang tu duy phan bién, bao céo thuc té
mdt cach hé thong. Dbi vai sinh vién nganh ngdn ngit Anh, thong tin chuyén moén khong chi
bao gom dir lidu tai chinh — thwong mai, ma con c6 thé 1a quy trinh 1am viéc, hd so hop dong,
tai liéu truyén thong qudc té, hodc hanh vi khach hang trong méi trudong song ngit.
2.3.1 Thu thap thong tin chuyén mon

Trong thyc tap, sinh vién can chu dong thu thap thong tin lién quan tdi cong vig¢e va
nganh nghé ciia doanh nghiép. Cac ngudn thong tin phd bién bao gom:

Tai liéu ndi bd: hd so hop ddng, bao cdo tai chinh, ban tin ndi bg, biéu mau hanh chinh,
thu tin thuong mai... Nhing tai lidu nay chira dit liéu tryc tiép vé quy trinh va két qua hoat
dong cuia cong ty. Sinh vién nén doc hiéu k¥ cac biéu miu va bao cao dé nim bt thong tin co

ban.
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Quan sat tryc tiép: theo ddi quy trinh 1am viéc, phong cach giao tiép va tac phong clia
nhén sy tai doanh nghiép. Quan sat hang ngay gitp sinh vién hiéu rd cach thic xir Iy cong viée
va vin hoa lam viéc cu thé cua t chie.

Phong vén hodc trao ddi: dit cau hoi v6i nhan vién, quan 1y hodc ddi tac dé 1am rd quy
trinh nghiép vu va kinh nghiém thyc té. Khi phong van, sinh vién nén chuan bi cau hoi cy thé
nham thu thap thong tin chinh xéc, tranh mo hd.

Ngudn mé: trang web cong ty, bao cao thuong nién, tin tirc nganh, théng cdo bao chi,
bai viét chuyén mén. .. Nhing ngudn nay cung cap goc nhin bén ngoai va xu hudng thi truong.
K§ thut nhu ghi chép c6 hé théng (st dung sé tay, bang biéu, so dd tu duy) va chup 4nh man
hinh, luu trit tai liéu (khi dugc phép) gitp gitr lai thong tin quan trong. Ngoai ra, trong qua trinh
thuc tap, viéc ghi chii thudng xuyén — nhu mot chuyén gia hudng nghiép goi ¥ — “cung cép co
hoi phan trr va 1am rd thong tin” gitip sinh vién nhé 1au va dé tham khao.

2.3.2 Phan tich thong tin chuyén mén

Sau khi thu thép, sinh vién can phan loai va phan tich thong tin mot cach c6 hé thong.
Céc budc chinh bao gom:

Phan loai thong tin: chia dir li€u thu thap dugc theo chu dé hodc loai van ban. Vi du,
nhom cac thong tin lién quan dén marketing, nhan sy, tai chinh; hodc phan loai email, bao céo,
hop dong dé xir 1y theo dinh dang.

Xac dinh thong tin quan trong: trong mdi nhom, tim ra nhimg diém ndi bat, cic xu
hudng hodc két qua dang chu y. Sinh vién nén luu y cac dit liéu dinh luong (s6 liéu doanh thu,
ty 18 ting trudng) va dinh tinh (phan hoi khach hang, chinh sach méi).

So sanh va dbi chiéu: dat thong tin thuc té tai doanh nghiép bén canh kién thire ly thuyét
da hoc. Viée nay gitip sinh vién nhan ra sy khéc biét, twong dong hay mau thuén giita thyc tién
va ly thuyét. Dong thoi, so sanh giita cac phong ban hodc du an ciing gitip rit ra két luan séu
hon.

Doc sau, dat cau hoi phan bién: khong chép nhén dir liéu mdt cach thu dong. Modi thong
tin can dugc xem xét déng tin cay dén dau va ai 1a ngudi phat ngén. Sinh vién nén ty hoi:
“Thong tin ndy c6 cin cit khong? C6 4n y gi vé chién lugc kinh doanh hay khong?” Viéc nay
gitip phat trién tu duy phan bién. Theo d6, viéc phén tich thong tin ciing trong tw nhu quy trinh
nghién ctru: can xac dinh ngudn gbc va ¥ nghia cua dir lidu. Bang cach phan tich va tong hop
thong tin tir nhiéu ngudn, thyc tp sinh co thé phat trién muc tiéu toan dién cho cong viéc clia
minh.

Céc cong cu hd tro phan tich bao gdm phan mém béang tinh (Excel) dé tong hop sb liéu,

cong cu so dd hoa (Mindmap, Miro, Canva) dé minh hoa quy trinh va chudi sy kién, ciing nhu
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tir dién thudt ngit chuyén nganh (Oxford Business English, Investopedia...) dé tra ciru thuat
ngtr.
2.3.3 Téng hop va trinh bay thong tin chuyén mén

Cudi tuan, sinh vién nén tom tat thong tin da hoc dugc vao nhat ky thyuc tap. Viéc nay
vlra cung ¢d kién thue, vira chuan bi ndi dung cho béo cdo sau nay. Vi dy, viéc ghi chi thuong
xuyén gitp 1am 13 cac ¥ chinh va so sanh véi Iy thuyét da hoc. Mot phuong phéap hiéu qua khac
1a 1ap bang so sanh giira 1y thuyét va thyc tién dé rat ra két luan. Khi trinh bay thong tin, sinh
vién can dam bao van ban mach lac, logic va c6 h¢ théng. Dt 1iéu nén dugc minh hoa béng
biéu d6, bang biéu dé dé theo ddi. Moi thong tin trich tir ngudn tai liéu khac phai dwoc trich ddn
rd rang. Dong thoi, ngdn ngit sir dung can dung tiéng Anh chuyén nganh mot cach chinh xac
va phu hop v6i ngir canh. Vé dao durc hoc thuat, sinh vién khong duoc sao chép nguyén vin tai
liéu ndi bo khi chua c6 phép va khong bop méo thong tin. Bang viée tuan thu nguyén tic trung
thuc va khach quan, bao céo thuc tap s& phan anh ding két qua nghién ciru va kinh nghiém ca
nhan.

2.4.  Xirly tinh hudng thye té trong méi truomg lam vige

Trong qua trinh thuc tap tai doanh nghié¢p, sinh vién nganh ngon ngit Anh thuong gép
phai nhiéu tinh hudng thyc té doi hoi kha ning thich img nhanh, k¥ ning xir 1y linh hoat va su
chuyén nghiép trong hanh xtr. Nhirng tinh hudng nay khong chi phan 4nh méi trudng lam viée
thuc té ma con 1 co hoi dé sinh vién rén luyén k¥ ning giao tiép, tmg xtr va giai quyét van de.

Mot trong nhitng tinh hudng phd bién 1a giao tiép véi khach hang hodc dbi tac nudc
ngoai cé tinh cach kho chiéu hodac dén tir nén vin hoa khac biét. Vi duy, mot khach hang c6 thé
to ra khong hai 1ong vi hiéu sai ndi dung email do phong cach dién dat qua truc tiép, hoic do
su thiéu dong bo trong cach truyén dat. Trong trudng hop niy, sinh vién can giir binh tinh, ling
nghe tich cuc dé nim bét o van dé. Vi¢c xac minh lai thong tin mot cach lich sy va yéu cAu
khach hang 1am rd diéu chua hai 1ong s& gitp giai toa hiéu lam. Néu can thiét, sinh vién nén
xin 16i mot cach trang trong va dua ra giai phap cu thé nhu diéu chinh ndi dung email hodc giri
thém tai liéu bd sung. Pong thoi, sinh vién ciing can rat kinh nghiém va diéu chinh phong cach
dién dat trong cac 1an giao tiép tiép theo cho phu hop véi vin héa va ky vong cua ddi tac.

Mot tinh huéng khéc ma sinh vién thyc tap thuong gép 1a khi dugc giao nhi¢m vy méi
chua timg thuc hién va khong c6 huéng dan cu thé. Day 1a lic sinh vién can chii dong hoi lai
nguoi huéng dan dé 1am rd muc tiéu va cac yéu cau cu thé. Viéc khong ngén ngai dat cau hoi
1a ddu hiéu cua su nghiém tuc va cau thi. Sau do6, sinh vién nén tu tim hiéu thém céc kién thuc

¢6 lién quan va ghi chu lai quy trinh thyc hién dé tranh Idp lai sai sot trong tuong lai.
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Ngoai ra, khi 1am viéc nhom, sinh vién c6 thé gip xung dot nho véi ddng nghiép do su
khac biét trong cach 1am viéc hodc thiéu trao ddi thong tin. Trong qua trinh hop tac trong cong
viéc, chua tim duoc tiéng noi chung doi khi 1a didu khong tranh khoi. Do d6, can phai nhin
nhan, ling nghe, théng cam, cau thi va giai quyét trén tinh than doan két ndi bo, gin két sy than
thién, hoa nha, ai ngit, dac loi ich cdt 181 cua cong ty, doanh nghi¢p 1én trén hét. Sinh vién nén
cha dong tro chuyén cdi mé voi dong nghiép dé hiéu rd nguyén nhan gy bat dong, tir d6 dua
ra gop y mang tinh xay dung, tap trung vao muc tiéu chung thay vi d6 18i c4 nhan. Viéc linh
hoat thoa hiép va ton trong quy trinh lam viéc chung s& gitp giir gin mbi quan hé tich cuc trong
nhom va phat huy hiéu qua lam viéc.

Mot tinh hudng khac thuong gy ap luc 14 khi sinh vién bi tir chbi hodc nhan gop y khit
khe d6i véi san phém cong viéc cua minh, chéng han nhu ban dich bi chinh stra nhiéu l1an hoic
thu thuong mai phai viét lai hoan toan. Pbi vai tinh hudng nay, sinh vién can giit thai do hoc
hoi, xem gop ¥ 1a co hoi dé cai thién k¥ ning. Viéc hoi 16 tiéu chi danh gia s& giup sinh vién
hiéu yéu cau cu thé va dinh hudng dung hon cho nhiing 1an sau. Pong thoi, sinh vién nén ra
soat lai bai 1am cii, xac dinh 13i sai va stra chira k¥ ludng hon trude khi gui lai.

Mot tinh hudng nita ma sinh vién c6 thé gip phai la cam giac ling ting khi giao tiép
bang tiéng Anh trong cudc hop, ddc biét khi khong nghe rd v kién ctia nguoi dbi thoai hodc
chua biét cach dién dat suy nghi cia minh. Trong nhiing trudng hop nhu vay, sinh vién co thé
lich su yéu cau 1ap lai cau noi bﬁng cac cum tir nhu “Could you please repeat that?”. Ghi chu
cac tir khoa quan trong va cb gang dién dat lai bang ngdn ngit ctia minh ciing 14 cach tot dé xéac
nhan sy hiéu dung. Quan trong hon, sinh vién nén chuén bi k¥ noi dung trude budi hop va luyén
noi trude, ddng thoi ghi nhé mot s mau cau hiru ich dé sir dung khi can thiét.

Khi xir 1y cc tinh hudng thyc té, sinh vién can tuan tha mot sb nguyén tic co ban. Trudc
hét, cAn duy tri théi d tich cuc va chuyén nghiép, thé hién qua viéc gitr sy lich sy, chu dong dé
xuét giai phap thay vi than phién hay d6 15i. Tinh linh hoat va séng tao ciing rat quan trong, vi
khong c6 hai tinh hudng nao giéng hét nhau. Sinh vién can biét tly co img bién nhung van gir
nguyén tic nghé nghiép, dic biét trong cac tinh hudng cing thang, noi ma sy kién nhin va sang
sudt 1a chia khoa gitip giai quyét van dé. Viéc ton trong vin héa té chire 1a diéu khong thé thiéu,
bdi mdi don vi déu c6 nhitng chuan muyc riéng vé tac phong, gio gidc, va phong cach 1am viéc.
Giao tiép 16 rang, mach lac va dung muc ciing 1a yéu t6 quan trong anh huéng dén 4n twong
nguoi khac vé ban than sinh vién trong méi trudng lam viéc chuyén nghiép.

Sau mdi tinh hubng, sinh vién nén xem d6 13 mot co hdi hoc hoi quy gia. Viée ghi cha
lai day du dién bién, cach xtr 1y va két qua cua tinh hudng vao nhat ky thuc tap s& giup sinh

vién c6 céi nhin 16 rang hon v€ nang lyc va kinh nghiém cua ban than. Bong thoi, can ty danh
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gia diém manh, diém yéu, tir d6 rat ra bai hoc va diéu chinh hanh vi trong tuong lai. Trong
truong hop tinh hudng co yéu t6 nhay cam hodc phirc tap, sinh vién nén chu dong trao ddi voi
giang vién hodc ngudi hudéng dan dé duoc tu van thém, dam bao co hudng di ding dan va

chuyén nghiép hon trong cac tinh hudng tuong tu vé sau.
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CHUONG 3: KY NANG CHUYEN MON VA QUAN LY CONG VIEC

3.1. K¥ niing bién-phién dich: phwong phap, cong cu hé trg va thue hanh

Bién — phién dich 1a mot trong nhiing kj ning c6t 151 va c6 tinh ing dung cao ddi véi
sinh vién nganh ngdn ngir Anh. Kha ning chuyén d6i thong tin mot cach chinh xac, linh hoat
va phu hop v6i ngit canh 13 yéu t6 quan trong dé hd trg giao tiép, hop tac va ra quyét dinh trong
mdi trudng kinh doanh qudc té. Dé dat hiéu qua cao trong cong viéc, sinh vién can nim vimng
phuong phap dich thut chuyén nganh, biét sir dung cong cu hd trg, dong thoi rén luyén qua
thuc hanh thudong xuyén.

3.1.1 Phan biét giira bién dich va phién dich

Céc hinh thirc chuyén ngir khac nhau vé hinh thirc va méi truong st dung:

Bién dich (translation): Xtr 1y van ban viét tir ngdn ngit ngudn sang ngdn ngit dich, dam
bao tinh chinh x4c, phong cach va muc dich ciia van ban gbc. Vi du: dich hop dong kinh doanh,
email thuong mai, ban tin ndi bo hay hd so san phém. Bién dich vién thuong dugc st dung tir
dién va cac phén mém hd tro dich thuat, c6 thoi gian dich dai hon nén yéu cau do chinh xéc cao
vé tir ngit, ngir phap va thuat ngit chuyén nganh.

Phién dich (interpreting): Xtr Iy ngdn ngilr ndi trong thoi gian thuc. Phién dich vién nghe
dién gia noi (trong cudc hop, hdi thao, phong vn, trién 1dm, hay qua dién thoai) va lap lai thong
diép sang ngodn ngir khac ngay 1ap tirc. Phién dich thudng c6 hai hinh thire chinh: ndi tiép va
song song. Vi du: dich ndi tiép thuong ap dung khi ngudi phat biéu ngimg lai sau mdi céu hodc
doan ngin dé phién dich vién ghi nh¢ ndi dung, sau d6 méi chuyén ngit; con dich song song
(d6ng thoi) dién ra khi phién dich vién ngdi trong cabin va dich dong thoi véi bai néi cia dién
gia. Ca hai déu khong c6 nhiéu thoi gian tra ciru tir dién nén can phan xa nhanh va kha ning
ghi nh¢ t6t. Theo d6, “dich dudi” (dich ndi tiép) 1a tinh hudng dién gia n6éi xong mot cau hay
doan van, phién dich vién s€ dich ngay sau d6 sang ngdn ngit khac.

3.1.2 Phwong phap rén luyén ky niang bién dich

Pé cai thién k¥ ning bién dich, sinh vién c6 thé ap dung cac phuong phap sau:

Hiéu rd muc dich va débi tuong van ban: Trude khi dich, cAn x4c dinh van ban dung cho
ai, nham muc dich gi (vi du thu tin trang trong hay email than mat). Tir &6 chon tir ngit phut hop
vé mirc d9 trang trong, chuyén mén va vin phong.

Poc hiéu toan van trude khi dich: Poc ludt van ban dé nidm nodi dung, bd cuc, cac khai
niém va thuat ngir chinh can nghién ctru. Vi dy, “dich gia s€ doc ludt cac phén cuia vian ban dé
c6 cai nhin tong quan, ghi cha thuat ngir va xem xét kién thirc nén can bd sung”.

Dich tho — hiéu chinh — hoan thién: Ap dung quy trinh dich timg budc:
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Lan 1: Dich trung thyc theo nghia den, chti ¥ dich du ¥ (dich thd). Sinh vién c6 thé bét
dau bang cach chia ciu dai thanh cum nhé (5-10 tir) dé d& dich va ghi nho.

Lan 2: D6i chiéu ban dich v6i van ban gbe, chinh stra ngir phap, cdu trac ciu sao cho tur
nhién va linh hoat. Vi dy, dich xong mdi doan, kiém tra xem c6 bo sot v hay hiéu sai nghia
khong.

Lan 3: Kiém tra cudi: ra soat chinh ta, vin phong, dinh dang. Pam béo thuat ngit chuyén
nganh duoc ding nhat quan. Luc ndy c6 thé ding cong cu kiém tra chinh ta/ ngit phap dé hoan
thién.

Tang dan do khé: Bit dau véi cum tir hodc cau ngén, sau do dich ca doan hoac toan van.
Diéu nay gitp sinh vién lam quen véi cac cdu triic va ndi dung phirc tap hon theo timg budc
nho. Mbi 1an luyén tap nén chi y nhimng diém khé gap phai dé cai thién.

3.1.3 Phwong phap rén luyén ky nang phién dich

Phién dich doi hoi k¥ ning nghe hiéu, ghi chti va phan xa linh hoat. Cac k¥ thuat luyén
tap gdm:

Luyén nghe va ghi chép (note-taking): Phién dich vién tap trung bét tir khoa va cau triic
¥ chinh thay vi ghi toan bo 10i. Ghi chu chi 14 k¥ thuat hd trg, giup ndm ¥ chtr khong thay thé
duoc tri nho.

Dién dat lai (paraphrasing): Khi gip cau dai hodc thuat ngit kho, phién dich vién st
dung cach dién giai ngin gon hon ma van giit nguyén y. Dinh nghia “paraphrase” 1a viét lai y
nghia mot thong diép bang cac tir khac sao cho ngit nghia khong d6i. K§ ning nay giup dich
cau dai, chuyén ngir linh hoat hon.

Phién dich ndi tiép (consecutive interpreting): Luyén ky thuat nghe-nghi-phién dich
timg doan ngan. Khi dién gia tam dimg, phién dich vién sir dung ghi chii va tri nhé dé chuyén
ngit toan bd ndi dung vira nghe. Ky thuat nay yéu cau ghi nhé tét va kha niang dién dat gon y.

Phién dich song song (simultaneous interpreting): Danh cho sinh vién nang cao; luyén
v&i cac doan hoi thoai hoac video c6 phu dé. Phién dich vién ngéi trong cabin va dich d@)ng thoi
v&i bai ndi. Bai tap nay rén luyén su tap trung va phan xa nhanh chong.

Tu d4nh gia qua ghi 4am: Ghi 4m phan phién dich ciia minh (du 1a nbi tiép hay song
song), sau d6 nghe lai dé phat hi¢n 161, giong di¢u, va cai thién. Viéc nay giup nhan biét
vu/nhugc diém ca nhan ma sinh vién c6 thé ty diéu chinh trong cac budi luyén tap tiép theo.
3.1.4 Cong cu hd trg dich thuat

Trong thoi dai cong nghé, c6 nhiéu cong cu hd trg bién-phién dich gitp ting toc va ning

cao chat luong ban dich:
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Tir dién song ngir chuyén nganh: Vi du nhu Oxford Business English, Cambridge
Dictionary, WordReference hodc Linguee. Dic biét, Linguee 1a mot tir dién/ngan hang ngi
canh song ngit, gitip tra tir vung va cum tir theo ngit canh cu thé.

B6 nhé dich (Translation Memory - TM): Phin mém chuyén nghiép nhu SDL Trados
hodc MemoQ luu trit cac cdp cau da dich trude do. Cong cu nay gilp tra cuu va tai st dung
nhitng ban dich twong ty, d&am bao tinh nhat quan thuat ngir va rat ngan thoi gian dich.

Cong cu dich may hd trg (MT): Google Translate, DeepL... c6 thé ding dé tham khao
cdu tric cAu hodc goi y tir vung. Tuy nhién, chi nén sir dung chung nhu trg thu va phai luén
kiém tra lai tha cong, khong dich nguyén van.

Cong cu kiém tra chinh ta — ngit phap: Cac phan mém nhu Grammarly hoic
LanguageTool co thé kiém tra 16i chinh ta va ngit phap trong van ban dich, gitip nang cao do
troi chay va chinh xac ctia ban dich cubi cing.

Bang thuat ngit (glossary): Soan san danh sach cac thuat ngit chuyén nganh kém cach
dich chuan trong du 4n. Bang thuét ngit giup dam bao nhit quan cach dich céc thuat ngir trong
sudt vin ban.

3.1.5 Thuc hanh trong méi trwong thuc tap

Thuyc hanh 13 cach tot nhat dé nang cao k¥ ning bién-phién dich. Trong méi truong thuc
tap, sinh vién nén tham gia cac hoat dong thuc té nhu:

Dich tai li¢u kinh doanh: Vi du hgp déng mua ban, thu tin thuong mai, hd so san phém,
email ndi bg. Thuc hanh dich céc loai van ban nay giap lam quen véi ngdn ngtt chuyén nganh
ctua doanh nghiép.

Tham gia ho trg phién dich: HO tro phién dich trong cac cudc hop, tiép khéach, dam phan
d6i tac nudc ngoai. Vi du, dich ndi tiép tai budi hop béo, hodc dam phan kinh doanh.

Dich truyén théng doanh nghiép: Chuyén ngit ndi dung trang web, bai PR, ban tin cong
ty. Nhitng van ban nay thuong ngan gon, mang tinh quang ba; sinh vién s& hoc cach dién dat
thu hat nguoi doc.

Dich song ngii: Luyén tip song song giita hai huéng Anh—Viét va Viét—Anh. Diéu nay
gitip sinh vién dbi chiéu ngdn ngir va hiéu thém vé ciu tric hai ngon ngit.

Lap bang theo doi qua trinh hoc: Ghi lai loai van ban da luyén, kho khan gap phai, thuat
ngit chuyén nganh can luu ¥ va huéng cai thién. Vi dy, mdi tuin chon mét loai vin ban cu thé
dé dich, roi tong két bai hoc kinh nghiém va tir vung méi.

Luu y: Cac phuong phéap va thuc hanh trén cha yéu dya trén kinh nghiém dao tao thuc

té; tai liéu tham khao truc tiép cho mot s& dé xuét nay chua tim théy trong cac nguén da trich
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dan. Tuy nhién, quy trinh thyc hanh l3p lai qua nhiéu dang vin ban khac nhau s& giup sinh vién
ngay cang nang cao k¥ nang bién-phién dich.
3.2. K niing viét hoc thuat va ndi dung truyén thong bang tiéng Anh

Trong thoi dai toan cau hoa, k§ ning viét tiéng Anh khong chi phuc vu cho muyc tiéu
hoc thuat, ma con déng vai tro thiét yéu trong cac hoat dong giao tiép thuong mai, marketing,
va truyén thong quéc té. Sinh vién nganh Ngon ngir Anhcan phat trién song song hai nhom ky
nang: viét hoc thuat (academic writing) dé phuc vu cho bao cdo, nghién ctru va cong van, cung
v6i viét noi dung truyén thong (business and media content writing) dé img dung trong moi
truong doanh nghi¢p hién dai.
3.2.1 Viét hoc thuit bang tiéng Anh

Viét hoc thuat gitp ngudi viét trinh bay thong tin mot cach logic, chinh xéc va c6 hé
thdng. Vin phong ciia thé loai nay trang trong, khach quan va tranh ding ngdn ngit mang tinh
cam x1c; cau trac vin ban rd rang theo mé hinh m¢ dau — trién khai — két luan; dong thoi phai
c¢6 dan chung tir cac ngudn dang tin ciy kém theo trich din ddy du. Thi du vé cac loai vin ban
hoc thuat trong thuc tap bao gém béo cdo tuan hodc bao co thang, ban mo ta cong viéc, tom
tat nghién ctru thi trudng, phan tich SWOT hoic cac chién lugc kinh doanh. Dé rén luyén ki
nang viét hoc thuat, sinh vién c6 thé doc céc tai liéu mau chuin quéc té (nhu bao cado doanh
nghiép, phan tich thi truong), thuc hanh viét doan van ngén mang tinh hoc thuat vé cac chu dé
kinh doanh, hoc cach trich dan theo chudn APA hodc MLA, va nh¢ giang vién hodc huéng dan
vién thuc tap gop y dé cai thién chét luong bai viét.
3.2.2 Viét ni dung truyén thong bang tiéng Anh

Song song véi d6, viét ndi dung truyén théng (bao gom viét ndi dung marketing, PR,
mang xa hoi, trang web, v.v.) doi hoi kha ning truyén dat thong diép nhanh chong, 16 rang va
hap dan. Pic diém ciia vin ban truyén thong 1a ngon ngit ning dong, ngan gon va co tinh kéu
goi hanh dong (call-to-action). Noi dung can duoc xay dung linh hoat theo cac nén tang giao
tiép (email, website, mang xa hoi) va phu hop véi ddi twong muc tiéu ciing nhu giong diéu
thuong hi¢u. Céc thé loai phé bién g@)m email marketing, bai quang ba san phém/dich vu, ndi
dung trén website cong ty, bai dang trén mang xi hoi va thong cao bao chi. Pé nang cao ky
nang nay, sinh vién co thé phan tich cac mau ndi dung thyc té tir doanh nghiép 16m, thir viét cac
doan quang c4o hodc bai PR, so sanh san phim ciia minh v&i cac vi du chuyén nghiép, dong
thoi sir dung cong cu hd tro nhu Hemingway Editor hodc Grammarly dé kiém tra d6 rd rang va
chinh x4c ctia van ban. Viéc thyc hanh viét dudi sy huéng din ciia nguoi hudng dan thuc tap

hodc cfng tac vién cling rat hiru ich dé€ cai thién phong cach va kha nang sang tao ndi dung.
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3.2.3 Két hop hai ky ning trong thue té cong viéc

Trong thuc té cong viéc, sinh vién can linh hoat chuyén dbi giita hai phong cach viét
nay. Vi dy, khi soan thdo email thwong mai chinh thic gui dbi tac hodc bao cdo ndi bo, nguoi
viét can ap dung phong céach hoc thuat véi cach dién dat logic, trang trong; trong khi do, khi
viét mot bai dang Facebook quang ba chwong trinh khuyén mai, noi dung cin c6 phong cach
truyén thong sinh dong, hap dan. Mot s6 nhiém vu thuc té tham chi yéu cau tong hop ca hai ky
ning, chang han nhu viét bao cio ndi bo két hop phan tich thi truong va goi y chién luoc truyén
thong. Do dé, sinh vién nén luyén tap song song hai loai hinh viét. Chang han, trong mdi tuan
thuc tap, co thé chon mot chu dé kinh doanh va thuc hanh viét vira theo thé loai hoc thuat (nhu
tom tit hodc phan tich) vira theo thé loai truyén théng (nhu bai quang b, bai PR), sau d6 tu
danh gia va rat kinh nghiém tir san pham ctia minh. Viéc két hop linh hoat hai dang viét nay s&
gitip sinh vién vira dam bao yéu cau chuyén mén vira phét trién k¥ ning ing dung trong cong
viée thuc té.
3.3.  K¥ niing lap ké hoach, quén 1y thoi gian va 1am viéc nhém
Trong méi truong 1am viée chuyén nghiép, dic biét 1a trong cac linh vuc lién quan dén thuong
mai, truyén thong va dich vu khach hang, sinh vién thuc tap khong chi can ¢6 kién thirc chuyén
mon ma con phai thé hién dugc kha ning 1am viée hiéu qua. Ba k§ ning mém thiét yéu giup
sinh vién hoan thanh t6t nhiém vu dugc giao va thich nghi nhanh chong véi méi trudng doanh
nghiép bao gom: ky ning 1ap ké hoach, k¥ ning quan 1y thoi gian va kj nang lam viéc nhom.
3.3.1 K§ ning lap ké hoach

Dau tién, ky ning 1ap ké hoach giup sinh vién xac dinh rd muc tiéu cong viée, luong
trude kho khin va phan bd ngudn lyc mot cach hop 1y. Mot ké hoach t6t giup tiét kiém thoi
gian, han ché sai sot va nang cao hiéu suat. Dé rén luyén k¥ ning nay, sinh vién nén xac dinh
muc tiéu cong vi¢c cu thé, do luong duogc va co thoi han hoan thanh rd rang; 1iét ké cac budc
thyc hién va wu tién theo thir tw quan trong; du kién thoi gian va ngudn luc can thiét cho timg
nhi¢m vu. Cac cong cu hién dai nhu Google Calendar, Notion hay Trello 1a trg giip hi€u qua
dé 1én lich hang ngay, hing tuan hoic hing thang. Trong thyc tap, sinh vién nén chii dong 1én
Kké hoach hoan thanh bao cao tudn hodc nhat ky thyc tdp ding han, theo doi tién dd cong viéc
duogc giao va dé xuit 16 trinh cong viéc ro rang néu nhan nhiém vu dai han.
3.3.2 Ky nang quan ly thoi gian

Tiép theo, k§ ning quan 1y thoi gian 13 yéu t& quyét dinh muc do thanh cong cia sinh
vién trong ky thuc tap vi thoi gian thuc tap c6 gidi han. Viéce su dung thoi gian hiéu qua giup
sinh vién hoc hoi nhidu hon va déng gop thiét thuc vao cong vide. Mot s6 nguyén tic quan ly

thoi gian hidu qua ma sinh vién cé thé ap dung bao gdm: nguyén tic 80/20 (Pareto) — tap trung
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vao 20% nhiém vu dem lai 80% két qua béng cach uu tién nhitng viéc quan trong nhét; ma tran
Eisenhower — phan loai cong viéc theo murec d§ quan trong va khén cép dé wu tién thuc hién; ky
thuat Pomodoro — 1am viéc tap trung lién tuc 25 phut rdi nghi ngin 5 phiit nham tang hi¢u suat.
DAu hiéu cua viée quan ly thoi gian tdt 14 sinh vién ludn hoan thanh nhiém vu dang han, c6 thoi
gian danh cho viéc hoc hoi ngoai cong viée chinh va khéng dé ban than roi vao trang thai qua
tai hodc tri hoan cong viéc.
3.3.3 K¥ ning lam viéc nhom

Cudi cung, k¥ nang lam viéc nhom rat quan trong vi hau hét cac hoat dong trong doanh
nghiép déu dién ra theo nhom. Lam viéc nhom hiéu qué giup sinh vién xay dung cic mdi quan
hé chuyén nghiép, phat trién k¥ ning giao tiép va phdi hop hanh dong. Mot ngudi lam viée
nhém hiéu qua can biét ling nghe va ton trong ¥ kién ctia nguoi khac, giao tiép 16 rang, thang
than nhung luoén lich sy, hoan thanh nhiém vu dugc phan cong dung thoi han, san sang ho tro
thanh vién khac khi can va giai quyét xung dot bang thai do hop tac, xay dung. Dé phat trién
k¥ ning nay, sinh vién c6 thé tham gia cac dy an nhém thuc té hodc mo phong, dam nhiém vai
tro diéu phdi hodc thu ky nhom dé rén luyén kha nang t6 chirc; dé xuat hop nhom dinh ky nham
cap nhat tién do va trao d6i kho khan. Sy két hop thanh thao ba ky ning lap ké hoach, quéan ly
thoi gian va 1am viéc nhom s& tao nén nén tang vimg chic gitp sinh vién hoan thanh tét cong
viéc trong moi trudong doanh nghiép.

Tham khao Phu luc 9: Tiéu chi danh gi4 mirc d6 thanh thao cac k§ ning mém

3.4. Cach viét email, bio cdo va tai liu chuyén mén bing tiéng Anh

Trong mdi trudng cong so hién dai, tiéng Anh dugc sir dung rong rii trong giao tiép noi
b, trao d6i voi dbi tac va trinh bay thong tin chuyén moén. Viéc viét email, bao cdo va tai lidu
chuyén nganh mot cach chinh xac, chuyén nghiép khong chi gitip sinh vién thé hién ning luc
ngon ngit ma con phan anh thai 6 lam viéc nghiém tac va k¥ ning giao tiép hiéu qua. Day 1a
mdt yéu cau thiét yéu d6i voi sinh vién nganh ngon ngit Anh, dic biét trong ky thuc tap va trong
twong lai nghé nghiép.
3.4.1 Cach viét email bang tiéng Anh thwong mai

Khi viét email thwong mai bang tiéng Anh, sinh vién cin cha ¥ dén sy ngan gon, rd rang
va lich sy. N6i dung email nén duogc td chirc theo cAu tric chudn: diu tién 1a dong chu dé ngén
gon, néu 10 ndi dung chinh (vi du: “Meeting Confirmation: Monday at 10 AM”), tiép theo la
10 chao chuyén nghiép (“Dear Mr./Ms. [Tén]” hodc “Dear [Tén phong ban]”), rdi cdu mé dau
gi6i thiéu 1y do viét thu (vi du: “I am writing to inform you that...”). Phan than email gdm céc
doan vin ngan mach lac trinh bay ndi dung chinh, va két thiic bing mot ciu cam on hay moi

dbi tac 1ién hé néu can (vi du: “Should you have any questions, please feel free to contact me.”).
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Cudi cung, nguoi giri nén két thiic email bang 101 chao tam biét trang trong (“Best regards”,
“Sincerely”, ...) kém theo ho tén va chirc vu hodc bd phan. Trudc khi giri, sinh vién can kiém
tra k¥ ngir phap, chinh ta va tuyét d6i khong sir dung cac tir viét tit khong can thiét hay biéu
twong cam xtc. Ngoai ra, viéc phan hdi email dung thoi han (t6t nhat trong vong 24 gid néu c6
thé) ciing thé hién su chuyén nghiép trong giao tiép doanh nghiép.
3.4.2 Cach viét bao cao bing tiéng Anh

B4o cdo bang tiéng Anh (report) c6 muc dich trinh bay thong tin, két qua cong viéc,
danh gia tinh hinh hodc dé xuat giai phap mot cach cé hé théng va logic. Bao céo thuong bao
gdm céc phan: tidu dé, tom tit bio cdo (executive summary), phan gi6i thiéu (néu ré muc dich
va bdi canh), ndi dung chinh (phan tich, s6 liéu, quan sat — findings/main body), két luan va cac
dé xuit (néu c0), cling nhu phu luc (bang biéuy, s6 liéu chi tiét). Viét bao céo yéu cAu phong
cach khich quan, thuong sir dung ngoi thir ba va tranh dién dat mang tinh chii quan. Khi c6 dit
li¢u, sinh vién nén st dung bang biéu hodc dd thi dé minh hoa va ludn dan ngué)n khi trich dan
thong tin tir tai liéu khac. Cau trac 16 rang cung cach trinh bay khoa hoc ctia bao cdo s& gitip
nguoi doc ndm bt duge thong tin nhanh chéng va chinh xac.
3.4.3 Cach viét tai liéu chuyén mén

Ngoai ra, sinh vién can biét cach soan thao céc loai tai liéu chuyén mon khac bang tiéng
Anh nhu hop déng, ban tin cong ty, mo ta san phém/dich vu, brochure, hudng dan sur dung,
bién ban cudc hop, v.v. Cac vin ban nay doi héi tinh rd rang va chinh xac cao dé tranh gay hiéu
nham trong cac diéu khoan. Sy nhat quéan trong viéc sir dung thudt ngit chuyén nganh ciing rat
quan trong dé dam bao y nghia cac tir khoa khong bi thay ddi qua cac vin ban. V& mit hinh
thirc, tai liéu phai duoc trinh bay chuyén nghiép, cin chinh va dinh dang theo chuan ciia doanh
nghiép hodc don vi. Vi du, d& xuat hop tac (business proposal) can mé ta rd cic giai phap va
loi ich; hop déng soan thao phai liét ké dﬁy du céc diéu khoan thuong mai va trach nhi¢m gitra
cac bén; hd so cong ty (company profile) hay brochure thi tap trung vao giéi thiéu doanh nghiép
mot cach cudn hat.
3.4.4 Cong cu hd tro viét chuyén nghiép

DPé hd tro viéc viét cac van ban chuyén nghiép nay, sinh vién nén tan dyng cac cong cu
va tai nguyén chuyén moén. Phan mém kiém tra ngit phap va phong cach (nhu Grammarly hoic
LanguageTool) gitip phat hién va sira 16i ngit phéap, chinh ta ciing nhu céi thién vin phong.
Nhimng miu vin ban c6 sin trong Microsoft Word hay Google Docs cung cip khudn khé chuan
cho email, bao cao va tai liéu chuyén nganh. Hudng dan phong cach viét tryc tuyén (vi du APA
hodc Chicago cho céc bai viét chinh thirc) gitp sinh vién nim vimg quy tic dinh dang va trich

dan. Ngoai ra, tir dién dong nghia (thesaurus) va tir dién tiéng Anh chuyén nganh (nhu Oxford
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Business English Dictionary) 1 nhitng céng cu hitu ich dé b sung von tir vung hoc thuat va
chuyén mén. Viéc két hop cac ngudn hd trg nay s& gitip sinh vién soan thao cac vin ban tiéng

Anh trong cong s& modt cach chinh xdac, rd rang va chuyén nghiép.



30

CHUONG 4: HOAN THANH THUC TAP VA PINH HUONG NGHE
NGHIEP

4.1. Huwéng din viét bao cio thue tip va trinh bay két qua dat dwoge
4.1.1 Bb6 cuc

B4o cao thyc tip bao gdm cac phan dugc sip xép theo trinh ty sau:

Trang bia chinh

Trang bia phu

Loi cam on

Nhan xét va xac nhdn cua dai dién co quan nhdn thuc tap

Muc luc

Danh muc céc tir viét tt

Noi dung bao cao thuc tdp

Tai liéu tham khao (References)

Phuy luc (Appendices)

Trang bia cung
4.1.2 Dinh dang chung

Béo cao thyc tap duoc in trén hai miat gidy trang kho A4 (210 x 297 cm), hé font
Unicode, kiéu chit (font) Times New Roman, c& chir (size) 13, gidn dong & ché d6 1,5; Can 1é:
1& trén 2.5 cm, 18 dudi 2.5 cm, 18 trai 3.5 cm, 1& phai 2.0 cm;

Mat d¢ chir binh thuong mac dinh, khong dugc nén hodc kéo dan khoang cach gitra cac
chir. Khong nén dé dong tréng giira cac doan trong cung 1 trang gidy, khoang tring giita cac
doan van nén dat 6 pt cho ca trén va dudi,

Dong dau tién mdi doan vin 1di vao 12.7 mm (twong duong 0.5 inch);

Tiéu d& doan nén duoc sip xép di lién chung véi doan van, tranh truong hop tiéu dé &
trang nay va doan van bat dau tir trang sau;

Céch danh s trang: Trang bia cting va bia phu khong dénh s trang. Céc trang tir phan
3 dén phan 8 (trong phan két cAu BCTT) s& dugc danh sb bang ky tu La Ma (i, ii, ii, iv...). Cac
trang thudc phén 7 -8-9 (No6i dung-Tai liéu tham khao-Phu luc) dugc danh s6 A Rap (1, 2, 3,
4...), can phai, cudi trang (bottom).

4.1.3 Trang bia chinh
Trang bia chinh BCTT déng bia cung (khong dong bia da, bia ma vang, khong dong

gay 10 xo, khong dung bia nhya trong) va trinh bay ndi dung theo mau quy dinh.
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4.1.4 Loi cam on
Trong trang ndy, tac gia co thé trinh bay (bang tiéng Anh/hodc tiéng Viét) 16i cam on
dén c4 nhan hay té chirc da giup d&, ing ho, dong vién minh trong qua trinh thuc tap va viét
bao cdo thuc tap.
Trinh bay trang nay theo nhu sau: Tiéu dé: C& chir 14 - 18, chir thuong, kiéu font binh thuong,
can giita. Noi dung: C& chir 13, chit thuong, kiéu font binh thudng, cin déu trang gidy. Tén va
chir ky cua tac gia.
4.1.5 Nhan xét va xac nhan ciia co’ quan thuc tap
Trang nhéan xét va xac nhan cia co quan thuc tp dugc thyc hién nhu sau:
Lo1 nhan xét cua co quan trong BCTT: DPai dién co quan thuc tip ghi nhan 161 nhan xét
bang chir viét tay hodc danh may, 10i nhan xét c6 thé viét bang tiéng Viét hoic tiéng
Anh.
Co quan danh gia mirc d6 hoan thanh cta qua trinh thuc tap va bdo cao thuc tap.
Xéc nhan cta co quan thyc tap: Nguoi dai dién clia co quan ky, viét 1o ho tén va déng
diu x4c nhan ding moc tron do.
Xem Phu luc 10: Phiéu nhan xét clia co quan thuc tap

4.1.6 Muc luc

Trang muyc luc dung dé nhan biét cau trac cua BCTT. Phan noi dung cac chuong, muc
dugc dit thang hang ¢ bén trai twong mg véi s6 trang trong BCTT. Can liét ké day du cac thanh
phan ciia BCTT.

Céc tiéu muc ctua BCTT dugc trinh bay va danh s thanh nhom chit sd, nhiéu nhat gom
3 chir 6, chir s6 thir nhat 14 chi s6 chwong, sb thir hai tiép theo 14 chi sé muc va tiép tuc. Cac
thanh phan nay phan cach nhau boi diu chdm.

4.1.7 Danh muc tir viét tat

Trang nay ding dé liét ké nhiing tir viét tat dugc dung trong BCTT. Phan nay thuong
dugc chia lam hai phan: cac tir viét tit va nguyén nghia. Cac chir viét tit phai dugc viét hoa va
xép theo thir ty chit cai ABC. Khong lam dung tir viét tit trong BCTT. Chi viét tit nhimng tir,
cum tur dugc su dung nhiéu lan trong BCTT.

4.1.8 Ngi dung ciia bao cdo thuc tap (viét hoan toan bang tiéng Anh)

Noi dung BCTT dugc viét khoang 15-20 trang A4, khong ké phu luc va cac phan khéac
trong bao céo.

Phan nay thé hién ndi dung chinh ctia bao cao thuc tap va chiém ty trong 16n nhit trong

todn bd bao cdo va duoc chia thanh timg chuong (phan) tily theo ndi dung cia BCTT.
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Mai chuong dugc bat dau bﬁng mot trang méi. Tén chuong duogc viét hoa, in dam va
canh gitra.

BCTT phai c6 su théng nhat, lién két chat chd & moi cép dd nhim tao thuén loi cho
ngudi doc theo ddi cac 1ap luan va ¥ tudng cua tac gia. Trong d6, cac ndi dung chinh can duge
chia nh¢ thanh cac ndi dung nho hon. Viéc phan doan la can thiét va mdi doan van nén c6 mot
cdu chu dé va cac cau trong doan nén tip trung dé phan tich/ lam rd ndi dung do, tranh viét lan
man, lac dé, ¥ nay chéng chéo voi y kia.

S6 chuong tiry thudc vao ndi dung cu thé ciia BCTT, thong thudng can ¢ nhimng noi
dung sau:

Phin gidi thiéu co quan thue tdp (khodng 2 - 3 trang) Bao gom cdc théng tin vé co quan
thuc tap:

Qué trinh hinh thanh va phat trién;

Chirc nang, nhiém vu va nganh nghé kinh doanh;

Co ciu bd may t6 chirc va nhan su;

Mot s6 thong tin vé hoat dong (néu co)

Gi6i thi¢u bo phan (phong/ ban) noi SV thuc tap
Phén bdo cdo vé nji dung cong viéc thue tip tai don vi (khodng 10 trang)

Trinh bay ndi dung cong viéc thuc tdp SV dugc giao/ddm nhén trong thoi gian thuc tap.

Trinh bay nhiing kién thtrc/ k§ ning SV ap dung trong qua trinh thuc tap; nhiing kién

thirc, k¥ nang maéi SV hoc hoi dugc trong qué trinh thyce tap.

SV tu danh gia nhitng diém manh va diém yéu trong dot thyc tap; 1y giai nguyén nhan

va yéu t6 anh hudng lién quan dén diém manh va diém yéu da duoc phén tich;

Nhimng dong gop ciia SV dbi véi co quan/ don vi TT.

Nhiing bai hoc SV tu rit ra cho ban than sau qua trinh thuc tap.

Phén Pé xudt, kién nghi (khodng 1-2 trang)

Trén co s nhan xét trong phan trén, SV dé xuit cac kién nghi, giai phap nham gop phan

giai quyét cac nguyén nhan dé co thé phat huy diém manh, khic phuc diém yéu. Cac

giai phap va kién nghi ctia SV nén tap trung, cu thé va cé tinh thuc tién, khéng nén dimg
lai & cac @& xuit chung chung.

BCTT nén han ché trinh bay cac kién nghi d6i v6i cac chu thé ndm ngoai pham vi thuc

tap (VD: khong nén dé xuét/kién nghi/giai phép... ddi v6i cong ty/don vi nhan SV thuc

tap).
Phén két ludn (khodng 1 trang)
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SV toém tit nhitng ndi dung ma BCTT da dé cap trong toan bo cac phan. Két luan dugc

viét ngin gon, khong c6 161 ban va binh ludn thém, khong ghi 10i cam on ca nhan, tap thé.

4.1.9 Tai li¢u tham khao

Tai li€u tham khao phan anh cac tai liéu duogc trich dan cu thé trong bai BCTT, céc tai
liéu khong c6 trich dan trong ndi dung bai viét khong duoc trinh bay trong danh muc tai liéu
tham khdo.

Thong tin ciia timg loai tai liéu tham khao dugc trinh bay theo cac cach huéng dan theo
quy dinh.

Thir ty sap xép trong danh muyc tai liéu tham khao:

Céc tai liéu tham khao duoc danh sb thir tw bang chit sé 1, 2, 3...

Thur tu tai liéu tham khao dugc thuc hién theo quy dinh chung cua truong PH Ngan

hang TP.HCM, yéu cau xép tai liéu tham khao tiéng Viét trudc roi dén tai lieu tham

khao tiéng nudc ngoai va cudi ciing 1a tai lidu tham khao tir cac trang web.

Tai liéu tiéng Viét xép theo thir ty ABC cuia tén tac gia, van giit nguyén thtr tu thong

thuong cua tén nguoi Viét Nam, khong ddo 1én trudce ho.

Tai liéu tiéng nudc ngoai hay tiéng nude ngoai dich sang tiéng Viét xép theo thir tu

ABC ciia ho tac gia. Céc tai liéu bang tiéng nudc ngoai phai giit nguyén van, khong

phién am, khong dich.

Tai liéu khong c6 tén tac gia thi xép thir tw ABC tir dau cua tén co quan ban hanh béo

cac hay 4n pham.
4.1.10 Phu luc

Phu lyc 14 tai liéu cung cip minh chimg qué trinh TT ctia SV tai co quan; cung cdp minh
chung chi tiét cho cac ndi dung cia BCTT (VD: email, thong bdo, hinh anh, cong viéc SV da
hoan thanh...).

Tuy ndi dung tai liéu ma SV ¢6 thé lugc bo cac thong tin mang tinh bao mat cua cong
ty/don vi TT.

Phan phu luc nén dua vao phan cubi ciing cia BCTT.

Phu luc can duoge ghi: Sd phu luc, té€n phu luc.

Vidu: Appendix 1: Thu thong bao nhan thuc tap sinh cua cong ty ABC

Appendix 2: Hoat dong ..... da tham gia

4.2. Danh gia, rat kinh nghiém va phat trién ky niing sau thye tip

Sau khi két thiic ky thuc tap, sinh vién can hé théng hoa két qué dat dugc, phan tich uvu

nhuoc diém va dé ra ké hoach phat trién cho giai doan tiép theo. Qua trinh nay gdm ba budc
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chinh: ty danh gia két qua thyec tap, rat ra bai hoc kinh nghiém va xay dung ké hoach phat trién
k¥ nang sau thuc tap. Viéc ty danh gia gitp sinh vién nhin nhan lai cac khia canh nhu chét
lwong cong viée, thai do 1am viéc, ky ning giao tiép va kha ning thich ing (adaptability) trong
moi truong moi.

4.2.1. Ty danh gia két qua thye tip

Sau ky thuc tap, sinh vién nén chu dong ty phan tu dya trén cac tiéu chi cu thé, chéng
han:

Chat lwong cong viéc: Hoan thanh nhiém vu dugc giao diing han va dat yéu cau chuyén
mon. Vi dy, sinh vién cin xem xét minh d4 tmg dung kién thirc va k¥ niang hoc dugc vao cong
viéc nhu thé nao, va muc do doc 1ap khi thuc hién nhiém vy (cﬁn hudéng dan hay c6 thé tur lam
viéc doc lap).

Thai do va trach nhiém: Mirc 6 chuyén nghiép trong tac phong, tinh than cha dong va
trach nhiém véi cong viéc. Sinh vién can ty danh gia xem minh c6 tuan thi quy dinh, chap hanh
ndi quy, dén ding gio, va duy tri dao dirc nghé nghiép khong. Cach umg xtr v6i dong nghiép va
cap trén ciing rat quan trong, thé hién qua sy lich thiép, cau thi va hop tac tich cuec.

K¥ ning giao tiép va lam viéc nhom: Kha ning giao tiép hiéu qua bang tiéng Anh va
phdi hop véi tap thé. Chang han, sinh vién cin xem xét minh d trinh bay y tuong rd rang hay
chua, biét ling nghe va ghi nhan y kién ctia ngudi khac ra sao. Xac dinh vai tro ca nhan trong
nhom (tich cyuc ho trg hay thu dong) ciing giup nhan ra phong cach lam viéc ctia ban than.

Kha ning xir 1y tinh hudng va thich ing: Mirc d6 linh hoat trong di mat véi tinh hudng
phat sinh. Sinh vién nén ty hoi minh da dbi pho thé nao vai cac kho khin bt ngd, va co didu
chinh ké hoach hodc phwong phap lam viéc phi hop hay khong. Viéc rén luyén thich ung giup
sinh vién tré nén céi mo va san sang hoc hdi nhiing diéu méi, cling nhu dén nhan thir thach.

Theo kinh nghiém nhiéu chuong trinh dao tao qudc té, sinh vién c6 thé st dung phiéu
ty d4nh gia va nhat ky thuc tap dé ghi lai chi tiét qua trinh va két qua lam viéc. Vi du, Marquette
University khuyén khich sinh vién ty danh gia ¢ nhiéu mutc do (méi bat dau, trung cap, thanh
thao) cho timg ning lyc chuyén nghiép va ghi ra vi du minh hoa cy thé. Sinh vién c6 thé viét
cau nhan xét vé minh nhu “Té6i hoan thanh du an dich thuat dang tién do va phan hdi tich cuc
tir can bo hudng dan” hay “T6i can cai thién k§ ning quan 1y thoi gian khi phai xir Iy nhiéu dau
viéc cung lic” (twong tu cac vi du tu danh gid trong nghién ctru. Viéc nay giup sinh vién nhan
thirc r& diém manh va nhiing diém yéu can khic phuc.

4.2.2. Rit ra bai hgc kinh nghiém
Sau khi danh gia, sinh vién hé thong hoa nhiing bai hoc rut ra tir thyc té. Viéc nay lam

rd moi lién hé gitra kién thire hoc tap va cong viéce thuc té. Chang han, mdt sinh vién nganh bién
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phién dich c6 thé nhan ra k¥ ning ghi cha trong ltuc phién dich con yéu, va rat kinh nghiém dé
luyén tap cai thién cho lan 1am viéc tiép theo.

Sinh vién nén tu dat cac cau héi nhu “Téi hoe duoc gi vé cong viéc va moi trudng lam
viée thuc t€2”, “K¥ nang nao toi can cai thién (vi du: k¥ nang viét bao cdo, giao tiép tiéng Anh,
quan 1y thoi gian...)?”, “Loai hinh doanh nghiép hodc t6 chirc nao phu hop vdéi tinh cach va
ning luc cua t6i?”, va “An tuong cia minh dé lai v&i cp trén tai co quan thyc tip 1a gi?”.
Nhimng cau hoéi ndy gitp nang cao nhan thirc nghé nghiép va dinh hudéng con dudng sau nay.
Sinh vién c6 thé tong hop cac kinh nghiém va y tudng nay bang bao céo tong két ca nhan hodc
nhat ky hoc tap, ghi chép céac tinh hudng cu thé va cach giai quyét. Nhiéu chuong trinh thyc tap
con yéu ciu sinh vién ndp béo cao t danh gia sau khi da trao doi vé két qua thuc tip véi can
bd hudéng dan.

Vi du, sau khi hoan thanh du 4n dich thuat, sinh vién c6 thé viét rang: “Téi di hoc duoc
cach phdi hop voi ddng nghiép qudc té thong qua phién dich truc tiép, nhung can cai thién k§
nang ghi chii nhanh dé dam bao tinh chinh xac”. Bang cach nay, sinh vién ghi nhan rd bai hoc
chuyén mén va kinh nghiém giao tiép, tir 46 dinh hinh ké hoach phat trién nghé nghiép.

4.2.3. Xdy dung ké hoach phit trién k§ niing sau thue tip

Tir két qua danh gia va kinh nghiém rit ra, sinh vién xay dung ké hoach phat trién k¥
nang cé nhan. Ké hoach nay nén tuan theo nguyén tic SMART (cu thé, do luong dugc, kha thi,
thue té va co thoi han). Chéng han, néu sau thuc tap sinh vién théy k¥ nang viét email thuong
mai con han ché, muc tiéu SMART c6 thé la: “Dat trinh dd soan thao email chuyén nghiép (vi
du dat IELTS Writing >6.5) trong vong 3 thang t6i.” Muc tiéu nay cu thé (viét email thwong
mai), do luong dugc (IELTS >6.5), kha thi va c6 han dinh (3 thang).

Dau tién, sinh vién can xac dinh k¥ nang uu tién cai thién dya trén yéu cau nganh nghé
va trai nghiém thyc tap. Vi du: ngdn ngit chuyén nganh, k¥ ning viét hoc thuat/soan thao tai
liéu tiéng Anh, k¥ ning giao tiép da van hoa, phan tich va xir Iy thong tin, quan 1y thoi gian. ..
Tiép theo, voi moi k¥ nang, sinh vién dat ra muc tiéu SMART va thiét ké cac hoat dong cu thé
dé dat duoc. Vi du: “Trong 3 thang t6i, toi s€ hoan thanh khoa hoc viét béo céo kinh doanh
bang tiéng Anh va thyc hanh viét it nhat 2 bao cao/ngiy mdi tudn.” Pong thoi, sinh vién nén
tim co hoi tiép tuc thuc hanh: tham gia cdc khoéa hoc chuyén sau, lam cong tac vién dich
thuat/viét lach, tham gia cau lac bd hoc thuat hodc dy 4n nhom lién quan.

Cudi cung, nén chia nho hanh dong va thoi han cu thé cho tung muc tiéu. Khi hoan
thanh thoi han, sinh vién tu danh gia lai xem da dat tién bo so v6i muc tiéu SMART ban déu ra

sao. Ché“ing han, mét sinh vién sau 6 thang dat muc ti€u giao tiép tiéng Anh t6t hon ¢6 thé so
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sanh két qua thi chung chi (vi du IELTS) hodc phan hdi cua giang vién, dé diéu chinh ké hoach
tiép theo.

Dé tién theo ddi va téng két, sinh vién co thé sir dung cac bang biéu mau dudi dang
danh sach hoac bang tinh. Vi dy, Béo céo téng Kkét thuc tap co thé gém cac muc nhu: nhiém vu
chinh da thyc hi¢n, k¥ nang da 4p dung va phat trién, két qua hodc thanh tyu dat dugc, cung
nhting kinh nghiém rut ra cho mdi nhiém vu. Tuong tu, Ké hoach phat trién ky nang nén b tri
bang voi cac cot: k¥ nang can phat trién, mirc d hién tai, muc tiéu SMART, hanh dong cu thé
va thoi han hoan thanh.

Tham khao Phu luc 11: Bang ké hoach phét trién k¥ ning sau thuc tip

Céc bang biéu nhu trén gitp sinh vién hinh dung rd rang ké hoach va theo ddi tién do.
Khi 4p dung nghiém tic mo6 hinh SMART va cac budc trén, sinh vién s€ tdng cuong kha nang
tu danh gia, rén luyén k¥ nang lién tuc va chuén bi tdt cho céac co hoi nghé nghiép tuong lai.
4.3. Cach tan dung kinh nghi¢m thue tip dé xdy dung hd so xin viéc va CV chuyén

nghiép

Kinh nghiém thyc tap, du ngén han, van 13 tai san gia tri dau tién trong hanh trinh nghé
nghiép cua sinh vién. Biét cach khai thac, lya chon va trinh bay céc trai nghi¢m thyc tap mot
cach chién lugc s& gitip sinh vién ndi bat hon trong mét nha tuyén dung. Mot ban CV chuyén
nghiép va hd so xin viéc hiéu qua khong chi liét ké thong tin, ma phai phan dnh duoc ning luc,
k¥ ning va gia tri ca nhan da tich lity tir thyc tién.
4.3.1 Xac dinh gia tri thue tién tir ky thue tap

Trudce khi viét CV, sinh vién can tu phan tich va hé théng lai:

Don vi thyce tap: Tén cong ty, linh vuc hoat dong, quy mo.

Thoi gian thyc tap: Cu thé theo dinh dang thang/nam (e.g., 02/2025 — 05/2025).

Vi tri/thyc tap sinh tai bd phan nao: Marketing, hanh chinh, truyén thong, logistics...

Céac nhiém vu da thyuc hién: Dich tai liéu, viét email thuong mai, ho tro hoi nghi, nghién

ctru thi truong...

Két qua hodc thanh tyu ndi bat: Ti wu hoa tai liéu, hd trg thanh cong du an, dugc cép

trén danh gié cao...

Goi y: Hiy dung dit liéu cy thé néu c6 thé — vi du: “Dich 15 vin ban thuvong mai Anh—

Vié¢t voi do chinh x4c cao”, “Tham gia viét noi dung cho 5 chién dich truyén thong cua

cong ty”.
4.3.2 Viét phan Kinh nghi¢m (Experience) trong CV

CAu trac mé ta mot kinh nghiém thyc tap:
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[Vi tri thwe tap] — [Tén cong ty]
[Thoi gian: Thang/Nam bat dau — Thang/Nam két thuc]
M6 ta nhiém vu chinh béng dong tir chu dong (e.g., Assisted, Translated, Coordinated,
Created...)
Néu 10 k¥ nang da 4p dung (e.g., communication, translation, report writing)
Chén mot dong két qua néu co (e.g., Improved document turnaround by 30%)
Vi du:
Intern — Marketing Department
GlobalLink Logistics Ltd. | 02/2025 — 05/2025
Translated business contracts and marketing materials from English to Vietnamese

Drafted 10+ professional emails weekly to communicate with foreign partners

Collaborated with the team to prepare presentations for 3 international clients
4.3.3 Long ghép k§y ning vao CV va thw xin viéc (Cover Letter)
Cic ky ning nén lam noi bgt:
Viét email thuong mai bang tiéng Anh
Giao tiép trong mdi truong da van hoa
Bién — phién dich tai liéu chuyén nganh
Lam viéc nhém, xtr 1y tinh huéng thuc té
Quan ly thoi gian va hoan thanh nhiém vu dung han
Viét Cover Letter néi bit:
Gi6i thiéu ban than ngan gon + tom tat diém manh
Néu 16 trai nghiém thyc tap va k¥ nang lién quan dén cong viéc dang ting tuyén
Khiang dinh mong mudn phat trién va dong gop cho doanh nghiép
Vi du:
During my internship at ABC Trading Company, I was assigned to assist the sales team in
translating commercial documents and corresponding with overseas partners. This experience
sharpened my English writing skills and taught me to adapt quickly in a fast-paced business
environment.
4.3.4 Cac lvu y dé CV chuyén nghiép
CV khong qua 1 trang (néu 1a sinh vién méi tot nghiép).
Dung dinh dang gon gang, dé doc (phong chit 13, ¢& 11-12).
Khong can anh néu khong bat budc.
Dung dong tir chu dong, tranh mo ta chung chung.
Dinh kém thu xin viéc khi giri email ing tuyén.

Nén c6 thém muc “Du an” hodc “K¥ nang thyc hanh” néu chua c6 nhiéu kinh nghiém.
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Tham khao Phu luc 12: Mau CV va thu xin viéc (cover letter)

4.4. Chuin bi cho cic co hdi viéc lam va phat trién sy nghiép sau khi tét nghi¢p

Giai doan sau thuc tap va tot nghiép 1a thoi diém quan trong dé sinh vién dinh hudng
nghé nghiép, tan dung nhiing gi di hoc va timg budc khang dinh ning lyc trén thi truong lao
dong. Péi véi sinh vién nganh ngdén ngir Anh, vi¢c chuén bi sém va chu dong trong viéc tim
kiém co hoi, phat trién k¥ nang, va xay dung hinh anh c4 nhan chuyén nghiép sé& 1a yéu t6 quyét
dinh su thanh cong trong sy nghiép.

4.4.1 Panh gia va xac dinh huéng di nghé nghiép phu hop
Tw phén tich ban thén:

Qua trinh 13p ké hoach nghé nghiép can bat dau tir viéc tu danh gia ban than — xac dinh
rd thé manh, s& thich, gia tri ¢4 nhan va muyc ti€u dai han. O giai doan nay, sinh vién c6 thé st
dung cac cong cu danh gia nghé nghiép nhu bai tric nghiém S thich (strong interest inventory)
hodc bai kiém tra tinh cach Myers-Briggs (MBTI) d¢ hiéu rd hon vé nang lyc va xu huéng ban
than. Dua trén két qua nay, hiy nghién ctru cac linh vuc nghé nghiép phu hop véi ning luc cia
minh. Vi dy, néu ban thiy minh gioi giao tiép va thich lam viéc véi nguoi khac, co thé dinh
hudng sang cong viée giang day, bién phién dich hodc quan hé cong chung; néu yéu thich viét
lach va sang tao, nghé bién tap, viét noi dung hay marketing c6 thé phu hop.

Tén dung kinh nghi¢m thuc tip dé dinh huéng:

Thuyec tap 13 cdu ndi quan trong giita giang dudng va thi truong lao dong. Qua thuc tap,
ban dugc “hoc ngoai sach v&™ — tich liy kinh nghiém va k¥ nang lam viéc thuc té ma khong
thé co trong 16p hoc. Ky thuc tap gitip ban xdy dung mang ludi chuyén nghiép (networking) va
ghi diém voi nha tuyén dung. Ddng thoi, thuc tap con 14 “bé phong” dé ban thir sirc trong moi
truong nghé nghiép thuc té, phat hién rd diém manh/yéu va tir d6 dinh hudng twong lai chinh
xac hon. Vi dy, mét sinh vién thye tap tai trung tdm bién phién dich c6 thé nhan ra minh rat yéu
thich phién dich chuyén nganh va quyét tim theo hoc thém céac ching chi nghiép vu; nguoc lai,
néu ban thay thich thd khi trién khai dy 4n truyén thong trong thyc tip, c6 thé chuyén hudng
sang céac vi tri 1ién quan dén marketing. Dé tan dung t6i da loi ich, sinh vién nén ghi chép, phan
hdi va cap nhat thuong xuyén nhiing k¥ nang da hoc dugce (vi dy, thém vao CV muc cac du an
va cong vi¢c da hoan thanh trong thyc tap).

4.4.2. Chuén bi k§ hd so va kj ning ting tuyén

Mot bo hd so xin viée day di va 4n trong 13 bude dém then chdt d& md ctra co hoi. Sinh
vién can lién tuc cap nhat CV va thu xin viéc, lam ndi bat kinh nghiém, k¥ ndng va dy an quan
trong (ddc biét la két qua cua ky thyc tap va cac du an 16n). Hay viét thu xin viéc that khéo 1éo,

néu rd 1y do ban phi hop véi vi tri tmg tuyén. Song song do, sinh vién nén chuan bi ky ludng
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cho phong van: luyén tap tra 10i cic cdu hoi thudng gip, tham gia phong van thir tai trung tim
hd tro sinh vién, va chuan bi trang phuc, tac phong chuyén nghiép.

H6 so LinkedIn va thuong hiéu c4 nhan: Trong ky nguyén sd, hd so truc tuyén ngay
cang quan trong. Sinh vién nén xay dung “chién lugc thuong hiéu s6” viing chic ngay khi con
hoc dai hoc dé mora co héi thuce tap, két ndi cuu sinh vién va co hoi nghé nghiép tuong lai. HO
so LinkedIn cua ban thyuc chat 1a mot portfolio ki thuat s6, trung bay rd ban 14 ai, c¢6 thé lam gi
va gia tri ban dem lai cho nha tuyén dung. Hay chon anh dai dién chuyén nghiép, viét phan giéi
thiéu (headline/about) 4n tugng, va liét ké thanh tich hoc tap — kinh nghiém lién quan. Tich cuc
két nbi véi giang vién, cyu sinh vién va chuyén gia trong nganh; thuong xuyén cap nhat hoat
dong (dang bai viét hodc chia sé thanh qua) dé nang cao uy tin ca nhan.

Hoi cho viéc 1am va lién hé truc tiép: Hay tham gia cac hdi chg viéc 1am do truong hodc
céc t6 chirc nghé nghiép to chirc. Pay 1a co hoi dé ban truc tiép gip g& nha tuyén dung, trao doi
thong tin va thir stirc k§ nang giao tiép va la dip t6t dé thuc hanh k¥ niang thuyét trinh, phong
van va thu nghiém hd so ca nhan. Trudce khi di, hay chuén bi CV ngén gon, thu xin viéc mau;
sau budi hoi cho, dimg quén giri email cam on hodc két ndi LinkedIn voi nhitng ngudi da tiép
xuc.

4.4.3. Phit trién k§ niing va hoc tip sudt doi

Ngoai kién thirc chuyén mén, sinh vién can khong ngimg rén luyén k§ ning mém nhu
giao tiép, tu duy phan bién, lam viéc nhém, linh hoat va ty chu. Chuong trinh dao tao Ngon
ngit Anh von hudng dén viéc phat trién tu duy va kha niang biéu dat: kha ning viét — n6i mach
lac dugc coi 1a “nén tang cho thanh cong” trong rat nhiéu nghé nghiép. Vi dy, viéc soan thao
ludn van va thuyét trinh rén luyén kha nang trinh bay y tuong rd rang va thuyét phuc. Bén canh
d6, nang lyc tu duy phan bién (phan tich vin ban, x4ac dinh luin diém cdt 15i) cing 13 “nén tang
cho viéc giai quyét van dé” tai noi lam viéc.

Sinh vién can y thirc hoc tap sudt doi va chu dong nang cao trinh d9. Theo chuyén gia
nhén sy, nha tuyén dung ngay cang danh gia cao nhiing tmg vién c6 tinh than ham hoc hoi, boi
“trinh d6 chinh quy khong phai 13 yéu t6 duy nhat; hoc tap lién tuc méi la pham chat duoc dé
cao”. Thuyc té, thé gidi cong nghé va thi truong lao dong thay ddi nhanh chéng — vi vy, sinh
vién nén ding ky thém cac khoa dio tao truc tuyén (MOOCs, Coursera, edX), hoi thao nghé
nghiép hodc khoa ngin han phu hop. Ching han, ban c6 thé hoc thém cac k¥ ning tin hoc vin
phong (chimg chi MOS), quan 1y du an (PMP), viét lach chuyén nghiép, hodc khoa giang day
(su pham tiéng Anh) dé gia tdng nang lyc canh tranh. Vi dy, mdt sinh vién yéu thich su pham

6 thé tu hoc va tham gia khéa hoc TESOL tryc tuyén; sinh vién khéac c6 thé hoan thanh khoa
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Digital Marketing dé phuc vu cong tac san xuit noi dung va thuong mai trong doanh nghiép.
Diéu quan trong 1a duy tri thai d6 to mo, cAu tién dé lién tuc cap nhat tri thue va k§ nang maoi.

Khuyén nghi cac ching chi nghé nghiép lién quan

Dé tang tinh chuyén nghiép va gia ting lgi thé canh tranh, sinh vién Ngon ngit Anh ¢
thé theo dudi cac ching chi quéc té. Vi du: ching chi giang day tiéng Anh
(TESOL/TEFL/CELTA/DELTA/TKT) dugc cong nhan rong rai trong nganh gido duc. CELTA
va DELTA (do PH Cambridge cip) dic biét uy tin, phti hop cho nhiing ai mudn giang day tiéng
Anh tai trudng hoc hodc trung tim ngoai ngit; TESOL, TEFL va TKT ciing gitp khang dinh
nang lyc su pham khi ing tuyén vi tri giang vién. Ddi véi linh vuc kinh doanh, ching chi BEC
(Business English Certificate) cua DPH Cambridge dugc danh gia cao trong mdi truong doanh
nghiép quéc té.

Ngoai ra, cac chung chi bo trg khac ciing hitu ich nhu IELTS/TOEIC dé chimg minh
trinh d¢ tiéng Anh, hodc chimg chi tin hoc vin phong (MOS), quan 1y dy 4n (PMP), marketing
s6 (Google Ads, Digital Marketing), v.v. Hiy nghién ctru yéu cau tuyén dung trong nganh ban
quan tAm dé xac dinh ching chi nao can wu tién.

4.4.4. M6 rong co hgi va xay dung mang lwéi chuyén mon

Xay dung mang luéi chuyén mon (networking) 1a chia khoa dé mo rong co hoi nghé
nghi¢p. Sinh vién nén tich cuc tham gia cac hoat dong giao luu nhu hdi thdo chuyén nganh,
seminar, cau lac bd sinh vién, hdi cho viéc lam va cac su kién nghé nghiép. UW nhin manh:
“Mang ludi quan hé cuc ky quan trong: thong qua d6 ban thu thap thong tin vé nganh nghé, tim
théy co hdi viéc lam, nhén dugc gidi thi€u va tim kiém mentor. Pa sd viéc lam duge tim théy
qua quan hé ca nhén, chir khéng phai qua quang cao tuyén dung”. Ngoai ra, hdy khai thac cac
kénh tryc tuyén: tham gia nhom nghé nghiép trén Facebook, LinkedIn, cac forum chuyén mén
vé ngdn ngir va kinh doanh, ciing nhu két ndi véi cyu sinh vién di thanh cong.

Tim kiém mentor (nguoi hudng dan) ciing rat hitu ich: ddy c6 thé 1a giang vién, chuyén
gia hodc cyu sinh vién di truée. Mentor thudng ¢ két ndi sin vai cac chuyén gia trong nganh
va c6 thé gidi thi¢u mentee gia nhdp mang ludi ciia ho. Mot mentor tbt s& chia sé kinh nghiém
thue té, tw vin muc tiéu nghé nghiép va hd trg ban phat trién ky nang. Vi dy, ban cé thé tim
mentor trong chuong trinh ¢ van nghé nghiép ctia nha truong, hodc truc tiép xin két nbi véi
mdt cyu sinh vién thanh dat trén LinkedIn va dé nghi mot budi gap mat/nghe tu van ngan. Mang
ludi rong va mentor hitu ich s€ giup ban mo rong co hdi vi¢e lam va dinh hudng ré hon cho

tuong lai.
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PHU LUC
Phu luc 1: Nhat ky thue tip

TRUONG PAI HOC NGAN HANG
TP. HO CHi MINH

)

SO NHAT KY THUC TAP
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NGAN HANG NHA NUGC VIET NAM
TRUONG PAI HOC NGAN HANG TP. HO CHI MINH

SO NHAT KY THUC TAP
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PHAN QUY PINH CUA CO SO THUC TAP
- Ché db thuc tap
Thot gian thure tAP: .eoeeeeeeicieeceec et e
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Ngay Noi dung thuc tap
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Phan nhan xét danh gia cua Pon vi thuc tap:
(vé y thirc ky luat chap hanh quy ché, chip hanh thoi gian thuc tap)

.............. ,Ngay thang nam
Ky tén

(d6ng dau)
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Phan nhan xét danh gia ciia Khoa:

.............. ,Ngay thang nam
Ky tén

(d6ng déu)
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Phu luc 2: Miu b4o céo thye tip

(Luu y: biéu mdu mang tinh chdt minh hoa, khong phai la quy chudn)
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CHAPTER 1: INTRODUCTION OF _

1.1. Overview of the company

1.2. Overview of Human Resources

Human resource is a department of an enterprise, in charge of searching, screening,

recruiting candidates, training employees and administering employee benefits programs. The
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work of human resources does not bring quantifiable economic value, but it is the focal point to
help enterprises attract, manage and develop human resources. It focused on three main areas:

Recruitment, Compensation and Benefits, and Administration.

The administration team provides office support to either an individual or team and is vital
for the smooth-running of a business. Their duties may include fielding telephone calls, receiving
and directing visitors, as well as word processing. Basically, people who work in benefits and
compensations are responsible for devising policies for an organization's salary, bonus and

incentive schemes.

1.3. Recruitment situation at_

The recruitment of the Company was placed when the departments have needs to replace,

supplement or arise new personnel. The departments would make plans to submit to the board of

directors. Once approved, the recruitment process would be conducted.

I worked as an _ My main responsibilities as a

recruitment intern were creating and posting job announcements, translating English CVs,

selecting qualified candidates, and supporting the HR department in interviewing candidates. In
addition, I also took on the role of assisting the company in translating contracts, managing all

employees in the company and celebrating parties and teambuilding to engage employees.
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CHAPTER 2: ASSIGNED TASKS AND METHODS OF IMPLEMENTATION

2.1. Setting a recruitment plan

I was responsible for contacting, surveying departments to summarize the actual human
resource situation, to know how many employees were redundant or lacking for timely
recruitment. After that, I made an estimated staffing plan according to the form and submitted it

to the board of directors for review, approval and implementation.

2.2. Creating and posting job announcements

I was assigned to create a job announcement and post it on social media or some recruitment

websites to seek candidates.

I created working accounts on sites: Facebook, LinkedIn, and TopCV, CareerBuilder,
Ybox, .... I joined almost 50 groups of different fields on Facebook and made 350 connections on
LinkedIn. Then I created a job announcement and designed an image to attach to the post. A job
posting included a job title, required qualifications, summary of responsibilities, candidates’ perks,
benefits, work hours, job location and directions for applying. Then I used Canva and designed a
job announcement image to make the post more attractive. I carefully checked the content and
spelling of the job posting and then posted it on social media. To boost the post's reach, I shared it
on Facebook and replied to each comment of individuals who cared about my job posting. I
connected with them, introduced the company, and then answered their questions to make a good
impression of the HR department and of course attracted them to apply. I also introduced jobs to

my friends and relatives.

2.3. Selecting qualified candidates
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Another task during the internship is the selection of qualified candidates. In this assignment,
I am responsible for screening CVs, uploading qualified CVs to ClickUp’s recruiting task (a tool
that supports the company's overall workflow), calling candidates to get more specific information,

and finally sending them an email inviting them to interview.

The first step was to screen CVs. I paid attention to candidates’ qualifications, expertise, and

skills that were suitable for the position. Next, I sorted and stored the CVs in the database of]

: for future use. Subsequently, I uploaded qualified CVs to recruiting task on

ClickUp, and also set up the deadline for approving CV's for the manager. Time to approve CVs
of a manager was usually from one to two days to ensure recruitment efficiency. I filled in the
applicants’ contact information and the name of the person who was in charge of that CV. Then, I
called candidates who met job requirements to get more information about their desired salary, the
appropriate time to participate in the interview, and confirmed some information included in their
CV. Finally, I sent them an interview invitation email. In the email, I announced candidates the
interview time, attached a link to google meet, and requested them to turn on the camera during
the online interview. For offline interviews, I also announced the interview time and the company’s

address.
2.4. Supporting the HR department in interviewing candidates

My duty was to remind candidates about the interview time and support the HR department

during the interview.

Based on the list of the interview schedules which were updated regularly, I called candidates
about 30 minutes before the interview to ensure that they would attend. Next, I helped the HR
department print CVS and set up the room to interview. I prepared seats and drinks for candidates.

4
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Then I picked up candidates, checked their body temperature, and made small talk with them. It
helped them feel more comfortable. During the interview, I observed and noted some useful tips
for recruiting. Also, I checked the list of candidates and ticked the name of the person who was

absent.

2.5. Probationary training

I was in charge of making a recruitment decision and a probationary training contract to
submit to the board of directors for approval before notifying qualified candidates, after receiving
the approval of the board of directors, I notify the successful candidates when they start working,

sign the contract.

Besides, I also assisted other employees with scanning and copying documents. I also
participated in the organization of Mid- autumn festival, decorated, ordered, gave Moon Cakes
and sent Mid-autumn festival greetings to all the staff. I also supported my leader in celebrating a

party on Vietnamese Women’s Day, gave flowers to the girls in the company.
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CHAPTER 3: RESULTS GAINED FROM THE INTERNSHIP PROGRAM IN

AND RECOMMENDATIONS

3.1. Theoretical knowledge

After my internship at I expanded my knowledge of writing emails which

have been studied in a specialized subject: Commercial Correspondence. During my internship, I
was required to write many types of emails such as interview invitation emails, job offer emails,
rejection emails, new employee welcome emails, etc. My theoretical knowledge as well as skills

in writing emails had improved a lot. I was able to complete the tasks easier.

3.2. Acquired Skills

3.2.1. Telephoning skill

For the first days of my internship, I was nervous and I forgot to ask the necessary questions
when telephoning candidates. After a three-month internship, I realized it was important to show
confidence in the speech since it gave candidates the feeling that the HR department was reliable
and professional. In order to achieve that, the tone had to be positive, the language needed to be
easy to follow and the pace of speaking should be appropriate. To me, trying over and over and
learning from mistakes were the key factors to enhance telephoning skill as well as communication

skill.

3.2.2. Reading and translating skills

Thanks to the process of reading and drafting CVs and contracts of foreign landlords, I have

improved my reading and analysis skills. Through the process of studying four reading and
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interpreting subjects at school, I also received a lot of support in the process of working at the

company, to apply it in practice while working.

3.2.3. Time management skill

Time management was one of the most valuable skills I gained throughout my internship.
At that time, I had to do many things at the same time, including academic assignments, assigned
tasks in the company, and an internship report. I was under pressure and anxious at first. When I
became more used to my working environment, I began to learn how to manage my time more
efficiently from my colleagues. For example, in descending order of importance, I listed certain
tasks that I 5 needed to do in one week. It saved me time and ensured that I did not miss any

deadlines. Furthermore, I could use this tip to make everything in my life more efficient.

3.2.4. Teamwork skills

During my internship, I worked together with other interns and company employees. When
working in a team, it was important to keep an open mind since it helped me see multiple sides of
an issue, including ones that I had never considered before. As part of a team, I learnt to accept the
diversity of each member's thinking to achieve common goals. In my view, I thought the company
should recruit not only good candidates but also someone who had the working style or the
personality that suited the company environment. But my colleague thought that a good or suitable
mannered employee wasn't as important as a high-quality employee. The company needed talented
people to develop the company, rather than a friendly but not so high skill person. I had the
opportunity to enhance my teamwork skills at university, but the internship period was a great
chance for me to improve myself better and better. The relationships I made would be important
to build my network and get future recommendations.

7
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3.3. Practical experiences

Although I had a Microsoft Office Specialist Certificate (MOS), I still felt confused when I
applied this knowledge to reality. After the internship, I got used to working on Microsoft Word
and Microsoft Excel software. Besides, during the first week of the internship, I was taught how
to use the photocopy machine, the printers, and the projection to serve my work. I knew how to
print or copy papers and documents, used the projection and other equipment to prepare for the

company’s meetings and the interview.

3.4. Achievements

Not only have I been able to cultivate and learn more skills, after nearly 3 months of
practicing in the HR position, I have also had achievements, although not too great, but enough
for me to feel that I contribute to the company. After the internship, I have recruited 4 sales, 1 HR
interns, 10 tele sales, 6 marketing interns for the company. Besides, I and my colleagues
successfully had many deals. Although not related to the work that I am doing, but participating
in organizing the company's activities is also a great achievement for a relatively introverted person

like me.

3.5. Recommendations

To the best of my experience, is a very professional workplace. However,

along with the achievements in the recruitment process, I recommend that the company could
variate more sites of recruiting. The HR department should not only post job announcements on
Facebook, LinkedIn, CareerBuilder, and TopCV but also on other sites such as Vietnamworks,

1001vieclam, and Vieclam24h to find more potential candidates. Besides, the company needs to
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quickly complete the job description, which clearly defines the title, specific job content,
responsibilities, authority and requirements and standards required in that title. Develop specific
performance evaluation standards, which can ensure accurate and effective evaluation. On the
other hand, the company needs to focus on developing human resources in the company. So, I
think that it will be better to hire more HR employees, also increase their salary or offer fringe

benefits to motivate and satisfy them.
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CHAPTER 4: CONCLUSION

Through my internship at F and researching this topic, I have

learned a lot of practical experiences to consolidate the knowledge learned at school.

In general, my internship at :has been a great experience for me. The friendly

welcoming staff and the space they have created for an intern allowed me ample opportunities to
learn and know myself as an employee. I made the best of every opportunity I was given and made
the utmost use of my abilities and knowledge to fulfill all my responsibilities. There are however
some gaps between my theoretical knowledge and real-life practice, but thanks to my supervisor
and coworkers, I was able to handle problems and complete all the tasks. I thoroughly enjoyed the

challenges that came along every single day.

I would like to thank :for giving me a chance to work in a real, creative, and
professional environment, and also for helping me identify my own weaknesses and strengths.
Being an HR recruitment intern was a great experience for me. Everything I learned throughout
my three-month internship not only made me enjoy my job more, but also laid the groundwork for

my future career. I will always cherish the knowledge I gained from them.

Once again, I would like to express my deep thanks to Ms. Nhung, who gave me a lot of
useful advice so that I could complete this report well. I also feel grateful that the Banking

University and professors gave me a chance to go for an internship.

10
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Phu luc 3: Phiéu danh gia bao cdo thue tip

PHIEU PANH GIA BAO CAO THUC TAP

(Danh cho giang vién huéng din-chim 1 va GV chim 2)

STT Néi dung danh gia Piém GV | Diém GV Nhin xét/ghi chit
Chim 1 Chim 2
1 Tinh thén, thai d9 1am viéc tai don vi thyc
tap; mirc d9 chap hanh ndi quy thue tip:
(dwa trén ngi dung danh gia cia don vi thuc
tap) (1.5d) ] 1
P Al ox A A 3,0 3,0
- Qua trinh thye tap va ndi dung thue tip
(dwa trén ngi dung Nhdt ky thuc tdp) (1.5d)
2 Thuc hién cic yéu ciu chuyén mén theo / /
hwéng dan ciia giang vién hwéng dan 1,0 1,0
3 Chiit lugng bio cio thuc tip — 6| —6
- Trinh bay: (ding quy cach, quy dinh cia / /
mau BCTT) 1,0 1,0
- Ngén ngi: R3 rang, mach lac, dé hiéu / /
1,0 1,0
a. Téng quan vé don vi / /
thuc tdp va bo phan 1,0 1,0
thuc tap:
b. Noi dung cong viée / /
dugc phan cong va 1,0 1,0
cach thic thuc hién:
_Nbi c. Két qua qﬁa dot thuc / /
) tap, bao gom: 2,0 2,0
dung i
b -Nhimg kien thirc, k§ nang
a0 dugc van dung, cung co
cao hoac hoc hoi dugc; 0.5d
-Nhing kinh nghiém da tich
lay duoc; 0.5d
-Céc dong gop cua ban than
cho dorr} vi ‘thl.IC, tap va cac
sang kién, de xut, gidi phap
(néu co); 0.5d
-Minh ching qua trinh thuc
tap (phu luc bao cao). 0.5d
Téng diém Bang so Bang so
/10,0 /10,0

Giang vién huéng din va chim 1 (ky va ghi rd ho tén): Giang vién chim 2
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Phu luc 4: Ung xir chuyén nghiép trong qua trinh thue tip

Tinh hudng 1: Di tré nhiéu lin khong 1y do chinh ding

Tinh hudng: Sinh vién thuong xuyén dén cong ty mudn 15-30 phut va khong thong bao
trudce, gay anh huong dén lich 1am viéc nhom.

Goi ¥ cach giai quyét:

- Can xéc lap théi quen dung gio, ddt bao thic va chuan bi tir téi hom trude.

- Néu c6 viéc dot xudt, phai chu dong bao trude va xin phép hop 1y.

- Ton trong gio giéc 1a biéu hién cua thai do lam viéc chuyén nghiép.
Tinh hudng 2: Khong hoan thanh cong viéc diing han vi tri hodn

Tinh hubng: Sinh vién dugc giao mot bao cao can hoan thanh trong 3 ngdy nhung dé
dén sat gi0 moi lam, dan dén sai sot va ndp mudn.

Goi y cach giai quyét:

- Lap ké hoach hang ngay, chia nh6 nhiém vu dé xir 1y dan.

- Uu tién cong viéc theo mirc 6 quan trong — khan cép.

- Tranh 'nudc dén chan méi nhay' vi s& anh huéng dén chét lugng cong viée.
Tinh hudng 3: An mic khong phu hop véi méi trrong lam viée

Tinh hudng: Sinh vién mic trang phuc qua thoai mai (4o thun, quan short, dép 1&) dén
van phong khién nguoi quan 1y gop y.

Goi y cach giai quyét:

- Tim hiéu vin hoa an mic ciia cong ty trude khi di thuc tap.

- Uu tién trang phuc lich su, gon gang, kin d4o va chuyén nghiép.
Tinh hudng 4: Dung di¢n thoai c4 nhén lién tuc trong gio lam

Tinh hudng: Sinh vién bi nhic nh¢ vi thuong xuyén nhan tin, luét mang xa hoi trong
gio lam.

Goi y cach giai quyét:

- Chi str dung dién thoai cho cong viéc hoac khi c6 viée khén cép.

- T4t &m hodc dé ché do im lang khi lam viéc, tranh lam phién nguoi khac.
Tinh hudng 5: Phan tng thiéu chuyén nghiép khi bi gép y

Tinh hudng: Khi dugc quan 1y gop y vé mot 13i sai trong bao céo, sinh vién t6 thai do
kho chiu va chong ddi.

Goi y cach giai quyét:

- Tiép nhan gop ¥ vai thai d6 cau thi: “Cam on anh/chj da gop y. Em sé stra ngay.”

- Biét ling nghe va rat kinh nghiém d¢ cai thién ban than.

Tinh hudng 6: Khong chi dong giao tiép véi dong nghiép
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Tinh hubng: Trong thoi gian thyc tap, sinh vién it néi chuyén, khong trao d6i cong viée
hodc hdi han ai, tao cam giac xa céch.

Goi y cach giai quyét:

- Chu dong bét chuyén, giao tiép dung myc va hoa nha.

- Hoi han cong viéc, nho tu van hodc cung tham gia cac hoat dong ndi bd dé gén Kkét
hon.
Tinh hudng 7: Khong giit bi mét thong tin ndi by

Tinh huéng: Sinh vién chyp anh tai liéu du an va chia s¢ trén mang xa hoi ma chua xin
phép.

Goi y cach giai quyét:

- Tuyét d6i khong chia sé théng tin cong ty khi chua duoc phép.

- Hiéu 15 chinh sach bao mat va dao dirc nghé nghiép 1a bét bude.
Tinh hudng 8: Bi dong, khong dam nhin viéc hoic thir sirc

Tinh huéng: Sinh vién chi chd nguoi khac giao viée, khong chi dong tham gia hodc dé
Xuét ¥ turong nao.

Goi y cach giai quyét:

- Hay manh dan xin dugc h tro cong viéc, ké ca viéc nho.

- Hoi thém thong tin, thé hién mong mudn hoc hoi, dong gbp cho tap thé.
Tinh hudng 9: Khong danh gii ning lwc sau mdi nhi¢m vu

Tinh hudng: Sau khi hoan thanh cac nhiém vu, sinh vién khong ghi lai kinh nghiém hay
diém can cai thién.

Goi y cach giai quyét:

- Ghi chti ngén gon: lam t6t diém gi, gap kho khan gi, can cai thién diéu gi.

- Ty danh gia gitp hinh thanh thoi quen phat trién ning luc lién tuc.
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Phu luc 5: Biéu miu danh gia lwa chon don vi thue tip
Sinh vién c6 thé sir dung bang dudi ddy dé so sanh va lya chon don vi thuc tap phi hop nhat
v6i dinh huéng nghé nghiép ca nhan.
1. Chua tot
2. Trung binh
3. Kha tot
4. Tét
5. Rat tot

Tiéu chi danh gia Ponvil | Ponvi2 | Donvi3 | Ghichu
1. Mirc d6 lién quan dén chuyén 5 4 3
nganh

2. Co hoi hoc hoi va phat trién ki

nang

3. C6 nguoi huéng dan/mentor truc

tiép

4. Kha ning hd tro 1am bao céo

thuc tap

5. Mdi truong lam viéc chuyén

nghiép, than thién

6. Thoi gian thyce tap phu hop

7. Pia diém thuén tién hodc hd tro

online

8. Kha ning duoc nhan phu cp

(néu co)

9. Kha nang mo rong moi quan h¢

chuyén mon

10. Phu hop véi dinh huéng nghé
nghi¢p dai han
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Phu luc 6: Linh vue thue tap phu hop cho sinh vién nganh Ngon ngir Anh

Linh vwe thuc | Muc tiéu thuc tap K§ niing cin chuin bi | Ghi chu
tap
Bién — Phién | Thanh thao k¥ ndng dich | Tir vung chuyén nganh,
dich thuat van ban thuong | k§ ning doc hiéu va dién
mai Anh—Viét/Viét— | dat lai, st dung cong cu
Anh dich
Soan thao thu | Nim viing ciu trac, | Ngit phap, mau thu
tin thwong mai | ngdn ngit va phong cach | chuan, van phong lich
cua thu thuong mai | sy, k¥ ning viét email
bang tiéng Anh
Giao tiép | Sir dung tiéng Anh linh | K§ ning noi — nghe, tir
thvong  mai | hoat trong cac tinh | vung chuyén nganh,
bang tiéng Anh | hudng giao tiép ndi bd | phan xa giao tiép
va khach hang
Ngan hang — | Hiéu quy trinh lam viéc, | Thuat ngit tai chinh, k§ | Thuc tap tai
Tai chinh sir dung tiéng Anh trong | ning xir Iy chtng tir, bdo | ngan hang, céng
modi truong tai chinh mat thong tin ty bao hiém,
chung khoan
Xuat nhap | Nam bét quy trinh xuit | Tr vung logistics, k§ | Thuong yéu cau
khau — | — nh@p hang, soan va | nang quan ly don hang, | k§ ndng xu ly
Logistics dich chimng tir giao dich | doc hiéu hop dong ching tir nhanh
Marketing — | Viét noi dung, hd tro | Content writing, k¥

Truyén thong

quoc té

chién dich quang ba san

pham quoc te

ndng viét ngan gon —

sang tao bang tiéng Anh

Dich vu khach

hang quéc té

Giao tiép, giai quyét van
d¢, hd tro khach hang st

dung tiéng Anh

K§ nang mém, xu Iy tinh
hudng, nghe hiéu giong

nodi da dang
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Phu luc 7: Mt s6 tinh hudng cong viéc co bin

Tinh huf')ng Yéu td ngoén ngir Yéu t6 vin héa Ky nang giao tiép
cong viéc
Viét email trao d6i | Dung mau cau lich | Tén trong 16i hanh | CAu  tric  email
cong viéc véi khach | sy, tiéu dé 1o rang, | van va cach xung ho | logic, giong di¢u

hang quéc té

tranh tir ngit mo ho

theo van hoa doi tac

trung 14p, phan hoi
nhanh chéng

Giao tiép qua dién

thoai vd&i  khach

hang nudc ngoai

Phat am 10 rang,
dung cum tir thuong

mai chuan

Gilr giong di¢u ton

trong, tranh ngat 1oi

Lang nghe tich cuc,
xac nhén lai thong

tin quan trong

Phién dich trong

budi gip dbi tac

Dich sat ndi dung,
chuyén tai ding sic

thai

Biét diéu chinh 101
ndi phu hop voi van

hoa tiép khach

Giao tiép trung gian
hiéu qua, gitr thai d

trung lap

Soan thao hgp dong
hop tac song ngir

Ap dung céu triic
chudn, dung thuat
nglt thuong mai

chinh xac

Ton trong cach trinh
bay phap ly theo

thong 18 quéc té

Trao do6i 10 rang khi
c6 cho can xac

minh, tranh suy dién

Tham gia hop nhom
ndéi by cO6 nguoi

nudc ngoai

Trinh bay y tudng
mach lac, st dung tur

chuyén nganh

Ton trong ¥ kién da
chidu, chu y giao

tiép lién van hoa

Luot no6i hop ly,
khong ngat 10, thé
hién tinh than hop

tac

H) trg viét bai gisi
thiéu san pham cho

thi truong qudc té

Dung tr nglr phu

hop vdn phong

marketing qudc té

Ché ¥ su khac biét

véan hoa tiéu dung

Giao tiép v6i nhom
thiét ké/nodi dung dé
thong nhat thong
diép
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Phu luc 8: Tiéu chi danh gia mirc d9 thanh thao cac k§ ning mém

1. Chua tét

2. Trung binh
3. Khd tot

4. Tot

5. Rit tot

K§¥ nang / Tiéu chi danh

gia

Ghi chii / Ké hoach cai

thién

Lap muc tiéu rd rang cho

ting ngay/tuan

Biét sap xep cong viéc theo

thir tu uu ti€n

Lu6n hoan thanh ding thoi

han dugc giao

Chu dong diéu chinh ké
hoach khi ¢6 thay doi

Biét tir chdi nhiém vu khong
can thiét dé bao toan thoi

gian

Giao tiép hiéu qua trong
nhom (trao d6i 15 rang, d&

hiéu)

Ton trong ¥ kién khéc biét

trong nhom

Tich cyc dong gop y tudng

va ho trg thanh vién khac

Giai quyet mau thuan nhém

bang tinh than hop tac

Biét nhan trach nhiém va rat
kinh nghiém khi lam viéc

nhém




Phu luc 9: Phiéu nhin xét clia co quan thye tip
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TRUONG DAI HOC NGAN HANG TP. HO CHiI MINH

KHOA NGOAINGU

PHIEU NHAN XET CUA CO QUAN THUC TAP

1. Thong tin sinh vién

|5 Lo 2 IR 1< s LSRR

MM SO SINI VIEII: eveeiiiiiiieeeeeeeeeeeeeeeeeeeee et ee et e e ee e et e eeeee e e eeeeeeee et ee et et ee e e e e eeee et eeeeeeeeeeeeereeereeeeeeeees

0 OO USRS
Chuy@n NEANN: ...oociiiiiiieee ettt e st e et e s e e beeenbeenbeeenneensaens

Thoi gian thuc tap: T ngay ...... [uoin.. [oin.. dén ngay ...... [oi... [oci...

DN VI TAUC tAP: oot ettt ettt et ennes

Ngudi huong dan tai CQTT: ....o.oveeieeeeeeeeeeeeeeeeee e

2. N§i dung nhan xét

Tiéu chi danh gia

Noi dung nhan xét

Mire do

1. Tinh than va thai do

lam viéc

O Tét O Kha O Pat O
Chua dat

2. Tac phong, ky ludt, y
thirc chap hanh ndi quy

O Tét O Kha O Pat O
Chua dat

3. Kha ning giao tiép va

lam viéc nhom

O Tét O Kha O Pat O
Chua dat

4. Hiéu qua va chat
luong cong viéc duoc

giao

O Tét O Kha O Pat O
Chua dat

5. Nang lyc su dung

ngoai nglr

O Tét O Kha O Pat O
Chua dat




6. biém manh no6i bat
cua sinh vién

7. Han ché cAn KhAC | ..oivneieeee e
phuc / Gop y cho sinh | ...
VIEN

3. Két luin chung

SINN VIBIIL ettt ettt ettt et she et et saeene s
[0 Hoan thanh tdt dot thuc tap

L1 Hoan thanh

L1 Chua hoan thanh

4. Xac nhén cia co quan thyc tap

Nguoi nhan x€t (ky, ghi 10 ho t€N): ...ooiiiiiiiiee e
CITIC VUL ettt ettt e e e e s e e ettt e e e e s e esssaaabteteeeesssansaaaseeeeessenians
TEN CO QUAN/AUC TAP: .eeieiiieiie et ettt ettt et st e et e saeenseeenaeenne
Ngay ...... thang ...... nam ......

(Ky tén va dong diu)

Luu y: Sinh vién in 02 ban, xin xac nhan va dinh kéem vao Nhat ky thuc tap (NKTT) va
Bao cdo thuc tap (BCTT)
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Phu luc 10: Bang ké hoach phat trién ky ning sau thue tip

K¥ niang Mirc d§¢ Muc tieu (SMART) Hanh djng cu thé Thoi
hién tai han

Giao tiép Trung Dat trinh d6 B2 (IELTS Tham gia cdu lac bo tiéng 6

tiéng Anh cap (B1) > 6.5) trong 6 thang Anh; hoc khoa luyén thi thang
IELTS

Soan thao bao Co ban Hoan thanh bio céo Thuc hanh viét 1 bao 3

cao kinh miu 5 trang trong 3 cho/tudn; nhd giang vién thang

doanh thang gopy

Quan 1y thoi Trung Lap va tudn thu dugc St dung ing dung lich biéu; 1

gian binh lich lam viéc tudn cu danh gia ké hoach mdi cubi thang

thé

tuan
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Phu luc 11: MAu CV va Thu ng tuyén (cover letter)
MAu tham khao: CV
Nguyen Van A
Email: nguyenvana@example.com
Phone: 0901 234 567 | LinkedIn: linkedin.com/in/nguyenvana
Address: Ho Chi Minh City, Vietnam

Professional Summary

Enthusiastic and detail-oriented final-year student majoring in English for Business
Communication.

Equipped with hands-on internship experience in translation, business correspondence,
and cross-cultural communication. Looking to apply language skills and knowledge of
commercial practices in a dynamic business environment.

Education

Bachelor of Arts in English Linguistics

Ho Chi Minh University of Banking

Expected Graduation: 2026
Internship Experience

Marketing Intern | GlobalLink Logistics Ltd. | Feb 2025 — May 2025

Translated commercial contracts and marketing materials (English <> Vietnamese)

Drafted weekly email communications to international clients

Assisted in preparing content for 3 product launch campaigns
Skills

Business English communication

Academic and professional writing

Microsoft Office, Canva, Google Workspace

Translation and interpretation (English-Vietnamese)

Languages
Vietnamese: Native

English: IELTS 7.0 equivalent
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MAiu tham khio: Thu tng tuyén
Nguyen Van A

Ho Chi Minh City, Vietnam
nguyenvana@example.com | 0901 234 567
Date: June 10, 2025

HR Manager
ABC Trading Company
Ho Chi Minh City, Vietnam

Dear Sir/Madam,

I am writing to express my strong interest in the [Position Name] at ABC Trading
Company. As a final-year student majoring in English for Business Communication at the
University of Economics and Finance, I have recently completed an internship in a professional
environment where I applied translation and communication skills in business contexts.

During my internship at GlobalLink Logistics Ltd., I translated commercial contracts
and marketing documents, drafted emails to international clients, and supported my team in
preparing content for product campaigns. This experience has helped me develop both linguistic
precision and a better understanding of professional etiquette.

I am eager to contribute my communication abilities, attention to detail, and willingness
to learn to your team. I am confident that my background and enthusiasm make me a strong fit
for your organization.

Thank you for considering my application. I would welcome the opportunity for an
interview to further discuss how I can contribute to your team.

Sincerely,

Nguyen Van A
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Phu luc 12: Chia sé kinh nghiém, 161 khuyén ciia cyu sinh vién Khoa ngoai ngir vé thue
tap cudi khoa
1. T4n dung thoi gian dé xdy dung k§ ning mém: giao tiép, 1am vi¢c nhém, phan hoi
A: Cuu sinh vién Ngon ngir Anh, khoa K36
“Thiec tdp la thoi diém 1y twong dé ban rén kj nang mém, von la thir khé hoc diege trong
16p. Pirng chi ngoi may dich tai liéu. Hay giao tiép véi nguoi hiedng dan, chii déng tham gia
cdc budi hop, tham chi xin trinh bay néu c6 co héi. Kha nang lam viéc nhém, quan 1y thoi gian

’

va phan hoéi tich cwc sé givip ban trieong thanh thiee sw.”

2. Giao tiép la chiéc chia khéa m& moi canh cira

B: Cyu sinh vién Ngon ngii Anh, khoa K37

“Minh thuc tap tai mot khach san, ban dau rat ngai vi moi truong sang trong va toan
nguwoi gioi tieng Anh. Nhwng minh quyét dinh luyén giao tiép bang cach bdt chuyén véi khdch,
dong nghiép, tham chi ca bao vé. Sau 3 tuan, minh thdy ti tin hon nhiéu va tiéng Anh phan xa
ciing 1ot 1én ré rét. Giao tiép tot givip minh lam quen nhanh véi van héa lam viéc va tao dwoc

moi quan hé chuyén nghiép.”

3. Chuin bi truéc, ban khong thé dén buéi thue tip tay khong

C: Cuu sinh vién Ngon ngit Anh, khoa K37

“Trwée khi thic tdp & mot cong ty xudt nhdp khdu, minh tim hiéu ky thudt ngit chuyén
nganh va luyén lai kj nang dich tai liu thwong mai. Nho s chudn bi nay, minh cé thé xir Iy
cdc van ban don gian tir nhitng ngay dau. Hay nhé: néu ban chudn bi ky trude khi bat dau, ban

’

sé bot hing ting va gdy an twong tot ngay tir dau.”

4. Hay giir thai d9 tich cwe va ding gio tuyét doi

D: Cuu sinh vién Ngon ngit Anh, khoa K38

“Pi sém 5-10 phiit mi ngay cé thé khién sép tin twéng ban hon bat ky bdi kiém tra
tiéng nao. Ho danh gia thadi do trudc ca nang luc. Ludn giit thai do tich cuc, du viéc don diéu
hay dp lwe, vi méi trwong lam viéc thit sw khéng giong treong hoc, né yéu cau ban cé trach

nhiém va tinh than hé tro.”

5. Pirng xem nhe moi quan hé, né 1a co hi viéc lam trong twong lai

E: Cuu sinh vién Ngon ngir Anh, khoa K38
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“Trong ky thuwc tdp, minh gitt lién lac véi ca sép va cdc anh chi nhan vién. Sau khi tot
nghiép, minh dwge chinh cong ty thue tdp goi di lam chinh thire vi ho nhé dén minh la nguoi
nhiét tinh, ham hoc hoi. Thuc tap khong chi la trai nghiém ma con la ‘budi phong van dai han’.

Hay xdy ding moi quan hé tot, biét cach cw xir chuyén nghiép va dé lai dn twong tich cuwc.”

Chic cdc ban sinh vién c6 mot /toc p/u‘in
thire tap tot nghisp that thanh cong!
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