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Céch thirec hoc va luyén tap theo phuong phép “ling nghe & lip lai” (shadowing)
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Talking to Someone at the Employment Office
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When someone offers you a seat. say [ 25, L3271,
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Muc tiéu: Hiéu ré tinh hudng va noi dung doan hoi thoai.
e i A EAE
O 5 FLEASALERT. EAGBENELELES.
Doc twa dé va xem tranh, suy nghi tinh huéng nhu thé nao
#HA & oo #&L SO Eg
FEESADRERATFAT,
e I
BOcEL37.
A FoE3 EatL
(2] ‘“ET#R FERT, BEAERLESS, CDERE (F—X5035) 2BUT,
2EONBERRBLEL LS,

o ]

KEBONBIDISAEVNE L, RCRELELLS,
RIIEER, 79 MCRERR -~ FLERO B0 £,
o http://www.ask-support.com/japanese/
Xem séch hoi thoai, tuong tuong tinh hudng va lang nghe CD (ngat cau binh
thuong) d€ly giai ndi dung hoi thoai.
$Neéu ban khéng hiéu noi dung hoi thoai, hdy xem ban dich.
Ban dich tiéng Anh ¢6 trong sach phu luc riéng, ban dich tiéng Trung va tiéng Viét ¢b trén

trang web.

© Notes(ZiE, BRPTF—TREOIBAHBNTHIET.

Phan Notes 1a nhitng diém can luu y vé nguyén tac tng xt, thé hién thai do.
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Muc tiéu: Vira nhin doan hoi thoai trong sach vira bét chudc, lap lai

cach phat am va téc d6 ndi trong CD cang gidng cang t6t.
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| O peoWED/i— FERLE, BRORE— FERELTOSOLTALS,

(2) AFw 2 ‘um{
o @

OAET#RE’EEH:’JH: CDEP{T’ st':r-;]r_.:.hﬂ'{dxéup?g
THELEI,

by S s L Frp s Tl L
HERETEAL hm!#m%%ﬁﬁ LET.
Vita nhin doan hoi thoai trong sach, vira tht doc nho theo CD (ngét cau binh thuwong)

#*Luyén tap phéan chit mau xanh trong doan héi thoai.

VK
CD§§m02~05ﬁ&i WHT, 0.2~ 0.5 ﬁh-‘;’ﬂub%ﬁ?ﬁbﬂi

3. BRI ACEBIE LDt TEMLTEEEL LS. 1B
BAABLNESIZLELLS.

C8 géng bat dau sau CD tlr 0.2~0.5 gidy va két thic sau CD 0.2~ 0.5 giay. Nén chuan bj

san sang bat dau gan nhu cuing lac véi CD. C6 gang sao cho khong tré hon 1 giay.

ﬂ ThET A
@ FThETA.

“ 0.2-~05%

& 0.2~ 0.5#

e e
EAstLn L L EasL [FR I3 - 2] -
COBRESEBELT. BALNBCELENLEVLSICTEDIFEL LS.
Luu y khong bo qua CD ma néi trude khi CD bat dau.

EATL

EEr_-:awmrmumAr; CDEp{f—IE&)}TM’ELTﬁiL,;?D
j$<§ig$jg;ggta cnﬁp[df—x,;n-i}!:ﬁﬂiwzm

Néu ban khong theo kip, thit luyén tap theo toc do ngét cau cham.

Sau khi néi gioi r6i, quay trd lai v6i tdc d6 ngat cau binh thuong,.

(3) AFv73 0

"

| O Hio BEceERLare, BEEES TR TR-THES. |

Hatl

L L ] [ ] =& =
@O SETFR L ERLYS, CDEE (K—Z523) IC&bETL D NEEHL
Le
TE->THFEL LS.
Vira nhin doan hoi thoai trong sach, vira doc thanh tiéng theo CD (ngét cau binh

thwong) voi am luong thong thwong.
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&7a
Lang nghe CD that ki va bat chuwdc, 13p lai cdch phat &m, nhan trong 4m, ngat cau sao

cho cang gioéng cang tot.

L 1_.;1‘?:!' B2EA hHed L LA ] Ca3iTAT _pr\.Lll'a}
© 2525550 L LEC s, RECERNDELECSEEANICHELT
HELEI.
Luyén tap trong tdm nhitng chd ban chura néi troi chay hodc nhitng chd can luu v

cach phat am.

WO R ERRCRERE LTas 0

@ —0
» TARADES & nu S EeEsLET,

—_— e
LS LESOIET S T FSEALEVWATT A,

’K k)
—_— (© {E}j\ Q Mol %

= Lo LET, @ . PR
3 e - P

L&—%

(d)

1) X0 Lo (a1 12— a3 OB0ES - BLBSORNEELTOET,

Duong gap khiic (a) bén trén cau van thé hién phan nhéan trong am cao, thap.
R #m HE E#r aF  #E g Lt
2) Xop®d 1(b) 3. BEORETHEDRODENSBELREIEERLTVWET,
Dau 71 (b) trong cau thé hién am ti€p theo do sé thap di.
Shoaw Wk LB
3) XOPpD S ()3, F—ZOu@EzERLTWET.
Dau / (c) trong cau thé hién vi tri ngét cau.
ST = LR L
4) Xopd | (d) (2, EEEETLTWET,
Dau (d) trong cau thé hién am vo thanh (&m cam).

) @Q 2. EEoRBLCEEAABNTHIET,
® i, ZOBAERLTLET,

Phan @@ yigt vé diém phat am sai va diém can luu y.

D&u ngon tay ® (e) dudi cau van chi nhitng diém do.
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L A = E Iz @A = [F18 _ v
BRATHEDNDPLTLWAFREEZE T O, F—XREeTHXRUTT,
: i -
EEENTHELED.
D& ndi duoc tiéng Nhat that te nhién va dé nghe, viéc ngat cau rat quan trong.

Hay lang nghe va so sénh su khac biét.

[R—Z#U)] Khongngt cau
BWL B3 NESTIZLRSICIZBED LRSI CIRAILT Y-V Ry FEWSH

2T TIR.

[F—Z#me)] CO ngat cau
HLLINEI LS IZLrSIZIZEOLwIZLRAIZLS T )= 2y FEn

SHh7FTUTFTTR.

4) A5y 74 @
A 3 apnesri—rys éﬂ’"?r!

ki U » S o
L POOWED/—FERLWT, BREE < NEBTE-THLS,

A
Bif : BBE7 #2MERBLT. COBRORBORE—K.
ﬁ’a"&{"ﬂ( HERTAFELLD,

Muc tiéu: Khong nhin doan héi thoai trong sach, tht bit chudc that

gidng cach phat am va t6c d¢ cua doan hoi thoai trong CD.

SEF 2 FERAWT, CDER (#—X323) abtTL-omhEEELT

||||r [

= ?Tﬁibrﬂt D
$EG sz OB ORI HELET,

Khong nhin doan hoi thoai trong sach, doc thanh tiéng cung voi doan hoi thoai trong CD
(tc do ngat cau binh thuong) véi am lwong binh thuong.

#*Luyén tap phan chir xanh trong doan héi thoai.

15



1B 10 90y R—a25 !
MELEEDICZIFACES

N FLEES
b e
e
> FORICESFZ2EN TP F—1vdLTHEL LS.
C8 gang dong vai hoi thoai va bat chude, 14p lai cho that gidng.
fraad A
rmirﬂatu@<15 E%HbT%?Tﬁ%&E[L?#Gﬁ¢T#T v
— AT LT EnET,

Cho du khdng nhé hét toan bd, nhung khi ban nham mat luyén tap thi sé dé tap

trung véi am thanh, tiéng noéi hon va dé bit chudc, 1ap lai hon.

(5) AFw 75

A L

FTe (5% O
i P @ORFD i— BN LTE 2Tk T i

5 g AMEBLLT, COBREAELTAEL&D,

Muc tiéu: Khong nhin doan hoi thoai trong sach, thit d6i thoai véi nhan

vat trong CD.

L & Hatis @0 T oL
“E?#zh&ﬁﬁu? CDER (HFD/—F) ESELTHELLT.
« COBMICRHEOE AL A TVET, BFOHSOEHEA-TLEL A,
Khéng nhin doan hoi thoai trong sach, thie d6i thoai v6i nhan vat trong CD
(phéan déi phwong)

#*Trong CD chi c6 giong ndi ctia d&i phuong. Khéng cé giong doc phan chir xanh.

b R i el £ The SE eI

Thtr thay thé ho tén, tén treong cuia ban than va luyén tap.

KAk

;i T EAmL [F1 £

ﬁ%ﬁﬁﬁﬂ{ﬁﬁ'ﬂiﬁmfuﬁ L-"F‘h'ack?!h‘ AE— I'-LEEL;?E:EI*E: ; STHELED.
C8 géng luyén tap va luu y t8c dd néi sao cho két thuc triede khi phan d6i phuong

trong CD bat dau phét ra.
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PART2 & EEI¥R Hoat dong tim viéc

p-18

L&5EF50Lw5LnS

STAGE1 fE# 4 | Thu thap thong tin

SHEE HE) 2. OSEEEEonETIENSRI—RLET, ZL

€. BS0BRLECBHBEE o NTOEE i sthnEL £5 |

Hoat dong tim viéc ( trong tiéng Nhat goi tat 1a shukatsu) bdt dau tir viéc ty minh nhin lai
ban than. Va bit dau thu thap thong tin vé nhitng cong ty tit nhitng noi, nhitng gi gan giii voi

ban than minh.

1 BRERERATHEARD oo 3 20-31

bén van phong ho tro tim viéc

WEFA & B s Ledlgd

*ﬁ%ﬁ %ﬁmﬁimﬁ {'—"F‘:?U?ﬁ%‘!:wf?—) ETHEBLEL &£,
XEXERBROT KA REBIBCENTEET,

Hay st dung van phong hd tro tim viéc (hay trung tdm hd tro nghé nghiép) ctia truong hoc-
noi gan giii voi ban nhat, that hiéu qua. O d6, ban cé thé nhan dwoc nhiing 10i khuyén va thong
tin phong phu.

2 OB+« OG %%?jﬁ:ﬁa'% ............................................................................................................... @ p.34-49

Gap g0 16p dan anh dan chi
A e TEE R ima0B - OGEBALTHE 15, BETT
=14 P -
FBA AR EESTHEEBVTAHELLD,

Sau khi dwoc van phong hd tro im viéc gidi thiéu nguoi dan anh/ dan chi dang lam viéc tai

cong ty minh mudn xin vao, ban hay thtr goi dién thoai xin cudc hen va hoi chuyén.
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Hoi cong ty qua dién thoai

Loi@s 3 Tpd 534e0TA D A LapA gl k)

Es&ﬁﬁfh'ﬁ?ﬁ%‘%ﬂ‘ﬂb\AW%MEﬁEbF%AIL SallcAfEERL,
?:"—IZf“LJE"DHT#{Ta‘fL: &De

Trong trueong hop phat sinh tinh hudng phai goi dién thoai truc ti€p dén cong ty ban co

nguyén vong, hay chuan bi truéc ndi dung va can than trong tng xt.
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b LFES
p-20
1.Dén van phong ho tro tim viéc
(DN6i chuyén véi nhan vién van phong ho tro tim viéc
Oh: Xin 16i
Phu trach: Vang, xin moi.
Oh: Em la sinh vién nam 3, tén Oh Mirei. Em mudn trao dd6i vé van dé tim
viéca...
Phu trach: Puoc. Moi em ngoi day.
Oh: Vang. Em xin phép a.
L5 Lx<

#t Wk Viéclam

Notes
» Khi duge moingdi thin6i [ oL L)
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b LFES

p-22

1.Dén van phong ho tro tim viéc

(@HOoi vé thong tin viéc lam

Oh: Em c6 nguyén vong lam viéc cho cong ty du lich Nhat, van phong c6
thong tin viéc lam danh cho du hoc sinh khong a?

Phu trach: A, cong ty du lich a. Van phong c6 vai thong tin day.

Oh: Vay, vui long cho em xem duwoc khong a?

Phu trach: DPuoc, day nay, thong tin danh cho du hoc sinh thi c6 5 cong ty dang
tuyén day. Em xem di.

Oh: Em cam on.

I LALEIIED 5

K A 1E #  Thong tin viéc lam/ Thong tin tuyén dung

EwI LA

Kk A\ Tuyén dung/ Tim nguoi

Notes
» & O—] théhién théi 0 tir ton, lich sy trude khi nho, xin phép, yéu cau ai lam mot

viec gi do.
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NEIN
p-24
1.Dén van phong ho tro tim viéc
(®Nho kiém tra don xin viéc (1)
Oh: Xin 16i.
Phu trach: DPuoc, em noi di.
Oh: Em viét don xin viéc r6i, vui long kiém tra gitm em mot chut dwgc
khong a?
Phu trach: Puoc, em dén day.
Oh: Vang
Oh: Don ctia em day a. Xin vui long giup do
Phu trach: Puoc, em ng6i xudng do di.
Oh: Vang, em xin phép a.

T U —3I— ] Donxin viéc

Notes
» Dung |5 & -~ lam cdu ndi yéu cau nhe nhang.
» Khi nho kiém tra, lubn néi | =4 L < BfE L £ va dua don bang hai tay mot

cach lich su.
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Kb LR
p-26
1.Dén van phong ho tro tim viéc
@Nho kiém tra don xin viéc (2)
Phu trach: Um, t6i thay.... Em nén viét phan tu gidi thiéu ban than cu thé hon

mot chat nita. Nén viét em da c6 gang mat nao, tir d6 em rut ra bai hoc

gl.
Oh: O, vay a? Em hiéu roi. Em sé tht viét lai [4n nita.
Phu trach: Duoc, viét roi thi dem lai cho toi xem nhé.
Oh: Vang, xin vui long gitip d6. Em cam on a.

r
HC. PR Gidi thiéu ban than

Notes

» Khong chinéi  [77°0 & L7-] khong thoi, ma hay thé hién thai d6 cau tién, lang
nghe 10i khuyén bang cachnéi | ~ 7 £

> Véinhitng nguoi c6 thé phai can sy giup do caa ho lan nita, haynéi [ £/2 LA L <
B L =97 khi két thae budi ndi chuyén.
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p-28
1.Dén van phong ho tro tim viéc

®Hoi vé nhiing di€m khong hi€u khi nhan duoc thu dién tr (e.mail) cua nha tuyén

dung
Oh: Xin 16i, em c6 chtt chuyén mudn hoi y kién a...
Phu trach: DPuoc, em noi di.
Oh: That ra, hom trudc, sau khi dang ky ¢ trang mang dwoc gidi thiéu o
day, c6 thu gtri thong tin thé nay dén nhung em khong hiéu 1am nén....
Phu trach: Vay a. Cho t6i xem mot chat dueoc khong?
Oh: Vang, xin vui long gitup do a.
L5 5<
%A K website/ trang mang Bikd o  dangky
Notes

» Vi nhiing thong tin kho hiéu, nén dem thu, hién vat thuc t€ dén cho nguoi tro giap
xem va hoi y kién

»  [Z8110 la cach ndi mo dau d€ dé cap mot van dé, sy viéc quan trong.
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p-30
1.Dén van phong ho tro tim viéc

®HOoi vé thong tin thuc tap thuc té€ trén bang thong bao

Oh: Xin 16i, em mudn dang ky thuc tap thuc t& 6 cong ty du lich TKY, con
kip thoi gian khong a?
Phu trach: Con kip ddy em. Nhung khan trueong 1én nhé. Em dién vao nhitng muc

can thiét trong don dang ky nay roi tit nay dén mai dem dén cho to6i

dwoc khong?
Oh: Vang, em hiéu roi. Sang mai em sé nop a, xin vui long giup do.
5 " ~ b9 L‘Zj%bi
A B —2v w7 Thyc tap thuc t& H A #  Don ding ky
Uok5L 25 Tlwo
VBEEHTH  Muc can thiét it Nop (don)

Notes
» Khong chinéi [(30 0720 % L7 khong théi ma hay néi rd ban than c6 ké hoach
nhu thé nao, du dinh ra sao bang cach thém vao 1] H O/ fifc~ |
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=& £
I3 VEE e

WEFclrEry, fELEY, HFOKREN - UTdE =, e
H&;imﬁma<r&mbutLa$u£ﬁUﬁﬁﬁJra#ﬁ&@ﬁﬁb
??JEE@iﬁ&MZ%t m%ﬂmﬁﬁ%Tﬁ_iﬁfﬁiﬁobm$j

EE[?JHEJ:%J& WET,

ﬁE&Rﬁ ZICEDBSRT. Ty a ERERI A BITFOH

EBECLT. Ut T vy asERs LR B> TAZL £5

# STl [B0—] B3] [Bao&) BEETyLarERELTRALT
E- R

Khi ban mu6n hoi thdm hay nho ai d6 lam viéc gi, hodc tir chdi yéu cau cua mdt ai, ban
khong nén chi néi noi dung chinh ma nén thém vao “xin 16i da lam phién ltc anh/ chi ban ron”
hay “that phién cho anh/ chi qua” dé€ thé hién s quan tam, ton trong ctia ban véi nguoi doi
dién. Nhitng cau/ tir nhu thé nay duoc goi la “tir dém”.

Tt dém khong thé thiéu trong qua trinh lam viéc d€ cong viéc troi chay, sudn sé. Ban hay
tham khao nhitng cau/ tir dém dwdi day va tht sit dung sao cho nhuan nhuyén nhé.
#Céc tr nhw “vay thi”, “that ra”, “moét chat” dwoc gidi thiéu ¢ day cling duoc xem nhuw la “tie

dém”.
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RbFLEES
p-34
2.Gap go 16p dan anh/ dan chi
(DNho van phong ho tro tim viée gidi thiéu dan anh /dan chi
Un: Xin 16i
Phu trach: Vang, em noi di.
Un: Em cé y mudn tim hiéu cong ty ABC Shoji, néu c6 dan anh dan chi nao
& do6 thi c6 thé gidi thiéu cho em dwoc khong a?
Phu trach: Vang, d€ toi kiém tra xem, em cho chat nhé.
Un: Vang, xin duoc gitp do a.
Phu trach: Em cho lau khong. C6 Morita Yuki t6t nghiép nam ngoai, lam ¢ ban

Xtc tién thuong mai day. Day la s dién thoai di dong ctia Morita, em

thtr goi xem sao.

Un: Vang, em cam on a.
BARCE S LA .
OB/OG bDan anh/ Dan chi B 7EfEERR  Ban/ Phong Xuc tién thuong mai

i . A
##5  Lam viec

Notes

» Luu y khong chia sé v6i ai khac vé nhitng thong tin ca nhan nhu s6 dién thoai di

dong v...v...co duoc.
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ANhFLEEE
p-36
2.Gap go 16p dan anh/ dan chi
@Goi dién thoai di dong cho dan chi da dwoc gidi thiéu
Morita: Vang, Morita nghe day.
Un: Xin 15i vi goi dién thoai dot ngdt thé nay. Em la sinh vién nam 3 truong

dai hoc Akebo, tén Un Tek Men. Em duwoc phong hd tro tim viéc gioi
thiéu chi Morita va cho biét dia chi lién lac nén xin phép goi dién.

Khong biét bay gio c6 tién cho chi khong?

Morita: Vang, cau ctt ndi.
Un: Cam on chi.
NAHLSx

)
HL Dia chi/ S6 dién thoai lién lac

Notes

» Tranh goi dién thoai vao sang sém, trong gio lam viéc hodc t6i khuya.

> Khi lién lac véi ai lan dau tién, hay cd gang chao hoi that trdi chay, gidi thiéu rd rang

tén ban va duoc ai gidi thiéu.

» Hay xdc nhan d6i phuong c6 sdn sang cho cudc néi chuyén hay khong bang cach néi
(4. BEHEIALWTL X 92

11
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NEIN
p-38
2.Gap go 16p dan anh/ dan chi
(@Lién lac véi dan chi da dwgc gidi thiéu va hen gdp (1)
Un: That ra, hién nay em dang tim viéc lam va c¢d y muon tim hiéu vé cong

ty ABC Shoji. Néu duoc, chi c6 thé danh chut thoi gian gdp mat dé em

hoi chuyén truc tiép duoc khong?

Morita: Duoc. Vay sép téi chung ta gap nhau nhé.
Un: Cam on chi. Chi ¢6 thé cho em biét gio nao thuan tién cho chi duoc
khong?
Morita: U nhi. Cau cho chit nhé.
Un: Vang.
W AL 9
BHRIZD )% Gap (kinh ngh) ¥ & & fal 9 Hoi chuyén (kinh ngi)
fe ) =S
A Thuén tién HEF Ngay gio
Notes

» Nén hoi va thu x&€p cudc hen theo gio thudn tién ctia d6i phuong.
» [EALITAUED théhién thai d6 ton trong d6i phuong.

12
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NEIN

2.Gap go 16p dan anh/ dan chi

@Lién lac véi dan chi da dwgc gidi thiéu va hen gdp (2)

Morita: U~m, néu la gio trua ngay thi Ba hay tht Ndm tuén t6i thi toi ranh....

Un: Vang, em biét roi. Ngay nao cting duoc a. Em sé dén gap chi.

Morita: Vay thi khoang 12:30 ngay thit Ba, cdu dén quan Green Spot gan tru so
cong ty nhé. Co6 thé phai cho mot chut ...

Un: Vang, khong sao a. Tht Ba tuan téi, ngay 22, luc 12 gio rudi tai quan
Green Spot dung khong a.

Morita: Um, dung vay.

Un: Xin nho chi giup do a.

U e BALe

il Khoang thoi gian Al Truso cong ty

Notes
»Hay 1ap lai thoi gian va dia diém hen gap dé ching to ban hiéu dung ndi dung cudc

noi chuyén.

13
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IE-HEDIZIFACEE

NEIN
p-42

2.Gap go 16p dan anh/ dan chi

®Lién lac véi dan chi da dwgc gidi thiéu va hen gdp (3)

Un: Hom d6 néu cé gi thi em goi dién thoai theo s nay dugc khong a?
Morita: Vang, con sO dién thoai cua cau Un la s6 nay dung khong?

Un: Vang a, chi vui long gitp do.

Morita: Vang, vay nhé.

Un: Xin that 18, chao chi.

Notes

» Hay nho hoi dia chi, sO dién thoai lién lac phong khi c6 chuyén dot xudt xay ra vao
ngay hen.

» Doi dén khi nguoi bén kia dau day gac mdy xong, sau dé hay gac may that nhe
nhang.

14
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IE-HEDIZIFACEE

NhFLEES
2.Gap go 16p dan anh/ dan chi
®Ggp dan chi da duoc gidi thiéu
Morita: Xin 18i d€ cau cho. C6 phai cau Un khong?
Un: Vang, chao chi. Em tén Un Tek Men.
Morita: Chao cau. T6i la Morita.
Un: Cam on. That biét on chi da danh thoi gian quy bau cho em hom nay.
Mong chi giup do a.
Morita: Vang, trudce tién, chung ta goi gi di chit nhi.
Un: Vang

Hro7ZWLEd, Camon/Xin phép (dung cau nay khi nhan danh thiép cta ai do)
1AL

AH HOmnay

Notes

» Dau tién, hay ding day va chao hoi nguoi da hen.

» Khi nhan danh thiép, haynéi [ & 9720 L £

» Hayn6i [ AZBIC LV E 2 A~ d€ cam on vé viéc nguoi ay dong y gdp mat
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IE-HEDIZIFACEE
N LEES

2.Gap go 16p dan anh/ dan chi

(DHO6i chuyén dan chi da duoc gidi thiéu

Un: HoOm nay chi ranh dén may gio a?

Morita: Nghi trra duoc 1 tiéng dong ho nén toi ranh dén khoang 1:15.

Un: Vay, em vao ndi dung chinh lu6n c¢6 dwoc khong a?

Morita: Vang, cau néi di.

Un: Chi Morita thuwong lam nhiing cong viéc gi ¢ phong Xuc tién thwong
mai a?

Morita: T61 phu trach chién luoc thuwong mai 6 Pong A.

Un: Vay, ltic méi vao cong ty, chi cd xay dung ké hoach duogc lién khong?

Morita: Neéu la ké hoach t6t thi nhan vién mdi vao cling ¢ co hoi thoi. Toi cam
thdy cong viéc ¢ day rat xing dang.

M%ﬁwﬂi&é Chién lugc thuwong mai }E}ug Phu trach

WA TS Xay dung ké hoach # AHE  Nhan vién moi vao

RNV H D Dang gid/ ddng lam/ ¢b gid tri

Notes

» Hay xac nhan c6 thé néi chuyén dén may gio

-7

» Khi mudn trao d6i ndi dung cau chuyén ngay thi nén bat dau bang [ Ci&, i T

23]
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IE-HEDIZIFACEE

NhFLEES
p-48
2.Gap go 16p dan anh/ dan chi
®Cam on dan chi da duoc gidi thiéu
Morita: Vay, cau con hoi gi nita khong?
Un: Khong a. Thong tin cua chi that thiét thwe. Cam on chi.
Morita: Khong c6 chi. Néu c6 gi muon hoi nita thi cau ctt lién lac nhé.
Un: Cam on chi. Nho chi gitip d6 a. Hom nay, that cdm on chi da danh thoi
gian quy bau.
ShIH

2EZ72 % thiét thye/ hitu dung/ dang tham khao

Notes
»-Cudi budi gap g, hay ding day va néi cdm on that lich su bat dau bang [ 4114,
BILLWE ZH~]
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IE-HEDIZIFACEE
N LEES

3.Hoi cong ty qua dién thoai
DGoi dién thoai dén cong ty khi tai liéu khong dén

Tiép tan: Cam on quy khach da goi dién thoai dén cong ty ABC Shoji.

Un: Xin 16i 1am phién cong ty ltc ban ron. Em la sinh vién nam 3 dai hoc
Akebo, tén Un Tek Men. Em mudn hoi vé viéc tuyén dung sinh vién
moi tot nghiép, cd thé cho em ndi chuyén véi nguoi phu trach van dé
nay duoc khong a?

Tiép tan: Tuyén dung sinh vién mdi tot nghiép a? Vay t6i sé chuyén may cho

nguoi phu trach, vui long cho trong giay 1at.

bliaells

-
N

b
N

EEl  Tailiéu (thong tin vé cong ty) %A+ Tiép tan
LAZoE LS ) . n S~ n A “— n ~ -
A Tuyén dung sinh vién mdi tét nghiép  ~Dff  vé (viéc/ van dé)~

Notes

» Nhanh chéng gidi thiéu tén trueong dai hoc, tén minh va van dé mudn hoi that ro
rang.

» Vinguoi bén kia dau day dang lam viéc, hay lich sy mo dau br?mg cau IBICLuLE

A~
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IE-HEDIZIFACEE

NhFLEES
p-52
3.Hoi cong ty qua dién thoai
@Noi chuyén véi ngudi phu trach
Kurimoto: Xin chao, t6i la ngwoi phu trach, tén Kurimoto.
Un: That xin 16i khi 1am phién anh lac ban ron. Em 1a Un Tek Men, sinh

vién nam 3 dai hoc Akebo. That ra, hom trudc, em c6 giri mail xin tai
liéu thong tin vé cong ty nhung dén nay van chua nhan duoc, nén em
man phép goi dién thoai.

Kurimoto: Aa, that xin 15i cau. Chung t6i gui theo tht tu nén...Nhung dé xac

nhan, cho toi biét tén va dia chi lién lac cua cau dugc khong

IHNEY D

Bz A ~ Lhxra R R R .
RV £3 Xin 16i khi lam phién anh/chi EAEE K Xin tai liéu thong tin
Cwil

JIE  Thie tw

nA :

SD7-% DExac nhan/ dé€ cho chic

e
o

Notes

»Hay chuan bi sdn ndi dung can hoéi d€ néi cho troi chay.

»Khi dé cap dén khuyét diém cta cong ty, hay dung /il Tl 7105 © LT thay vi
néi T oo T délam giam nhe cau noi.
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IE-HEDIZIFACEE

ANhF LEES
3.Hoi cong ty qua dién thoai
(@ Cho biét dia chi lién lac ctia ban than
Un: Vang a. Em tén Un Tek Men, sinh vién nam 3 dai hoc Akebo. Dia chi
lién lac, ma s6 buu dién 123-4567, Tokyo —to, Minato —ku, Toranomon

3-19-6

Kurimoto: Vay toi ldp lai nhé. Ma s6 buu dién 123-4567, Tokyo- to, Minato-ku,
Toranomon 3-19-6, ding khong?

Un: Vang, dang vay.

Kurimoto: Vay trong trueong hop tai liéu chwa duoc gui di thi toi sé thu xép gui

noi trong nay mai.

Un: Vang, xin anh gui giup a.
Kurimoto: Vay, chao cau nhé.
Un: Xin cAm on anh. Xin that 1€ a.
v oty :
<YiR$ Liplai 1% Gui/ Chuyén phat

WHY 5269 H

— M H " Trong nay mai
Notes

> Hay viét san ra gidy dia chi lién lac ciia ban than dé néi qua dién thoai that trdi chay.

» [l ¢ nghia la “ndi trong hom nay hodc ngay mai”.
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MELEEDIZIFACES
NhFLEES

p-56

STAGE2 fzﬁ;'\%i;’\a)7 JOo—F Tiép xtic vdi cong ty

SCROZHEHES 29— v TR ECENL. tRDOASEEIS 2
r— Jsx%tﬂfﬁib$jaﬁﬁ BH (W2) B MpREOR—LAN—
SHSTROASEL. LOEBERDC ENTEET,

Ban hay tht tham gia cac buoi thuyét minh cua cong ty ciing nhw thuce tap thuc t&€ d€ c6 sw
giao tiép truc ti€p véi nguoi ctia cong ty. Viéc nay sé giup ban c¢d nhitng thong tin thuce t€ hitu

ich ma ban khong thé ¢ duoc tit nhitng trang mang hd tro tim viéc (shukatsu) hay trang chu
ctia cong ty.

IR TR

1 BEECSNTS

Tham gia budi thuyét minh

L Lee £ B0 el TA

(1) SHHA=ICSNTS

Tham gia budi thuyét minh cua cong ty

E¥h bﬁﬁﬁ%éwéﬁﬁ%&%< ENTEET, BrIlCEE(CONT
LS LoE
AN, BMEEEHTEEEL £5

Ban c6 thé nghe nguoi phu trach tuyén dung ctia cong ty ban c6 nguyén vong xin viéc tai d6

noéi chuyén truc ti€p. Vi vay hay tim hiéu vé cong ty va chudn bi san cac cau hoi.

CHED 27 L il

(2) BRIMERCENTS

Tham gia budi thuyét minh tong hgp tai ngay hoi tim viéc

B MEEH IR ARHAT. 1 DDAE CHMOEREDD S & A

TERT, TRBLIE<IAORRDRER < o, BERnTHEE
HoPEIWER

V6i nhitng budi thuyét minh tong hop tai ngay hoi tim viéc do nhiing trang mang hd tro tim
viéc t6 chirc, ban c6 thé gdp gd nhiéu cong ty tai mot hoi treong. Ban hay xac dinh muc dich o

rang va lén k& hoach d€ c6 thé nghe dwgc thuyét minh ctia cang nhiéu cong ty cang tot.
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IE-HEDIZIFACEE
N LEES

2 A I—=yRICBINTD OGS

Tham gia thuyc tap thuc t€

19—y TFeld, BEMREOS 3R TEROAEEHE TREET
I @A  Sadamhiicd LS4 THel L ol
T, DEOBBER. CU2ATF—. BHOERLEENZRVRETT, F
ToRELTH WA
I ANBNE, BERICSOLTHEL LS. _
# DE0sLED. BEORY RIS [PARTI  FiA HEE] #BEcLTIEX,

Thuc tap thuc t€ 1a hinh thitc trai nghiém cong viéc thuce t€ tai cong ty/ xi nghiép ma sinh
vién c6 nhu cau tim hiéu hodc c6 nguyén vong tim viéc. Day la co hoi t6t d€ ban tim hiéu nhiing
théi quen, tap quan lao dong, nguyén tic tng xtt trong cong viéc & Nhat cling nhu danh gid ban
than minh c¢6 phu hop véi cong viéc hay khong. Néu cé co hdi, ban hay tich cuc tham gia
chuong trinh thuec tap thuc té.

*Ban hay tham khao “Phén 3: Nhan vién méi” cho phan chao hoi, ti€p nhan dién thoai v..v...
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IE-HEDIZIFACEE
N LEES

1.Tham gia budi thuyét minh

(DNOoi chuyén tai quay tiép tan ngay tham gia budi thuyét minh cong ty

Oh: Chao chi. Em dén dé tham gia budi thuyét minh ctia cong ty. Em la Oh
Mirei, sinh vién ndam 3 treong Dai hoc Akebo.

Ti€p tan Vay ban hay cam bo tai liéu nay va cho & phong hop dang kia.

Oh: Vang, cam on chi.

Tiép tan Tiép theo, trong thoi gian cho doi, ban hay dién vao nhitng muc can
thiét trong bo ho so nay nhé.

Oh: Vang, em hiéu roi

SHFHWZ Busi thuyét minh cong ty I Tailiew/ hd so

VEHIE  (Nhing) muc can thiét A Dién vao

Notes

> Ban hay chao ban tiép tan bang cau [ LrLU 7= L E )

> Ban hay néi rd muc dich dén cong ty bang cau [~ (= 0 E L7
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MELEEDIZIFACES
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1.Tham gia budi thuyét minh

@D4t cau hoi tai budi thuyét minh cta cong ty (1)

Phu trach: C6 ai mudn hai gi khong?

Tran: Vang, em a.

Phu trach: Nao, moi ban.

Tran: Em la Tran Ngoc Bao, sinh vién nam 3 truong Dai hoc Minato. Theo
nhu trong tai liéu nay, em thay c6 chuong trinh hudn luyén, vay cho
em hoi vi du 1a ndi dung nhuw thé nao duoc khong a....?

Phu trach: Cong ty sé ct nguroi phu trach huan luyén ca nhan cho nhan vién méi
trong vong 3 thang, bat dau tir thdng 4. Sau d6, nhan vién mdi sé vira
hoc hoi bic dan anh vira bit dau cong viéc tai cdc phong ban tric
thuoc.

Tran Vang, em hiéu r6i a. Em cam on.

”M{g Huén luyén {:IEI/D:J Canhan

%&Eﬁ% Chi dan gﬂj)g %B% Phong/ban tryc thudc

%% Bac dan anh (nhan vién cil)

» Sau khi gio tay va duoc dong y, hay gidi thiéu tén va ddt cau hoi.

» Khi dat cau hoi vé nhiing gi lién quan dén tai liéu cong ty, hay dung cum tv [~ & &

0 &9/ vanéu vidu cu thé.
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IE-HEDIZIFACEE

NhFLEES
p-62
1.Tham gia budi thuyét minh
(@Dt cau hoi tai budi thuyét minh cta cong ty (2)
Phu trach: Ngoai ra con c6 cau hoi nao khac khong?
Oh: Coa.
Phu trach: Nao, moi ban.
Oh: Em tén 1a Oh Mirei, sinh vién nam 3 treong Dai hoc Akebo. C6 thé em

da nghe sot phan giai thich nhung em mudn hoi vé cach thirc phan bd
vé cac phong ban truc thudc cling nhu viéc thay d6i vé sau duoc
khong a...?

Phu trach: Toi hiéu roi. Tai thoi di€m nay, toi chi c6 thé ndi la can ban, cong ty sé
két hop gitta nguyén vong ctia moi nguoi, két qua ky thi tuyén va nhu
cau cua ting phong ban. Viéc thay doi vé sau cling tuwong ty nhw vay.

Oh: Vang, em hiéu r6i. Em xin cam on.

x Tz ~

HE B 69 Nghe sot flJ& Phanbo

FALTA , L) b

Bilf L Tai thoi diém nay AL ETS N6i(khiém xung)
M ASL X £H1ED

%% Tung/ cdc phong ban Y Nhu cau

- & ENENM

ffx &% Phoihop AR Canban

~
kS

9

&£
Ffk  Tuong tu

Notes

» Trong truong hop ban khong chéac chan minh da nghe 15, hay dung [ & ¢ 5 L 7=
h LavESE AN trede khi dat cau hoi.

» Sau khi nhan duoc cau tra 10i, hay ndi cam on b%ng cau NIv, <oy F L=,
HYNREHITZNE L,
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RbF LS
1.Tham gia budi thuyét minh

@Dét cau hoi tai budi thuyét minh ctia cong ty (3)

Phu trach: Ngoai ra con c6 cau hoi nao khac khong?

Yi: Co a.

Phu trach: Nao, moi ban.

Yi: Em tén Yi Min Yon, sinh vién treong Dai hoc Sakura. That ra, em muon
hoi vé mot diém nhung...

Phu trach: Ban ctt noi.

Yi: Quy cdng ty rét tich cuc trong viéc tuyén dung lvu hoc sinh, vay quy
cong ty dat ky vong nhu thé nao d6i véi nhan vién nguodi nuwde ngoai
a?

Phu trach: Vé van dé do6 thi, chung toi ky vong nhan vién nguoi nudc ngoai phat
huy nang luc trong viéc thu thap thong tin tai nudc so tai d€ dap tng
nhu cau trién khai dy an tai hai ngoai, ngoai ra chiing toi cling ky vong
¢ ho su nang dong va thay doi ngay tai noi lam viéc.

Yi: Vay a. Em hiéu r6i a. Xin cam on.

WoTA R Bl

—. Mot diém #tt Quy codng ty (kinh ngtr)

S0k . EoEr{TE

i Tuyén dung FE AR AYIZ (MOt cach) tich cye

& 7o u L& TARL R

H}FF Ky vong FEJEBH  Trién khai du 4n (cOng viéc)

Fab LroiEosLwoL

HiH Nuéc/ dia phuong s¢ tai 15 UL % Thu thap thong tin

L L <

VAR %\é‘ﬁ? %  Phat huy nang luc %% Noilam viéc

.

Ao k<

& 7] Swnang dong

Notes

H72 53 Dem lai/ Tao ra

» Ban hay tim hiéu thong tin co ban vé con va chuan bi san cau hoi. Véi nhitng noi
y

dung cé thé hiéu duoc néu doc tai liéu cong ty thi hay tranh ddt cau hoi.

> Trong nhiing tinh hudng thong thuong, dé& bat dau noi dung cta minh, hay dung

(D, —HBFRIWVLIZWATT A
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1.Tham gia budi thuyét minh

®D4t cau hoi tai budi thuyét minh trong ngay hoi viéc lam (1)

Un: Xin 161, em c6 thé hoi tham mot chit khong a?

Phu trach: Moi em.

Un: Trong treong hop can phai cé ching chi nghiép vu thi cong ty sé hd
tro nhw thé nao a?

Phu trach: Vé van dé nay thi, tly ting loai chitng chi nhung cong ty c6 hd tro mot
phan ¢ dinh day.

Un: Vang, em hiéu r6i. Em cam on a.

I LI EDDNNY

EFRPGLIZ  Ngay hoi viec lam 7 —Z  Gian/ Ban/ Quay

%% E Mbi trudng lam vise/ Nghiém vy %Hs  Ching chi

‘H‘L‘j? K HO tro Lj% C8 dinh/ nhat dinh

120 x T

#8235  Cung cap ho tro

Notes

> Khi bit dau dit cau hoi, hiy diing |5 7+ E /4, 5 1o =~ déthuhtt su chiy

ttr ngwoi doi dién.
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AhFLEER
p-68
1.Tham gia budi thuyét minh
©®D4t cau hoi tai budi thuyét minh trong ngay héi viéc lam (2)
Phu trach: Ban da hoi day du hét chua?
Un: Vang, em cam on a. That ra, hdm nay em cé dem theo so yéu ly
lich, vay em nop ¢ day dwoc khong a?
Phu trach: Vang, chung t6i sé nhan tai day.
Un: Vay kinh nho anh.
WL k9 , ~ DhE Lk , ,
Pl E Tatca/ Hét EIEE Soyeéu ly lich
L&A 2NN
2 Dem theo #7225 Nhan/ git
Notes

» Clng ¢d truong hop ndp so yéu ly lich ngay tai budi thuyét minh tong hop
ngay hoi viéc lam nén ban hay chuan bi trude.
» Dung & ®—] dé&bay to thai do nha nhan khi nho ai d6 lam viéc gi.
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BE-EEDICIFACEE

AEIN
p-70
2. Tham gia thuc tap thuc t€
(DNho chuyén tiép dén ngudi phu trach qua méay ndi dam
Oh: Xin chao. Em la Oh Mirei, bat dau chuyén thuee tap thuec té tai cong ty

tir hdm nay. Vui long chuyén may giup em dén anh Suzuki phu trach

thuee tap thuc t€ dwoc khong a?

Tiép tan: Sinh vién thuee tap tén Oh a. T6i hi€u ré6i. Vui long cho trong giay lat.
Oh: Vang a. Emcam on. Xin vui long a.
Suzuki: Chao em, Oh.
Oh: Vang, em chao anh. Ttr hOm nay sé phai phién anh nhiéu. Mong anh vui
long giup do.
& N R
Y RE Chuyén may/ Ban giao
T+ b

BIFERIZ/Z2 Y £7°  Sé phai phién anh/ chi (Can dén sy hop tac/ gitip d& cua ai dd)

Notes

» Ngay dau tién, hay chao hoi véi cau [ 411 L0 B HiEEh 272 0 )

» Khi yéu cau tiép tan chuyén may dén mot nguoi cia cong ty, hdy dung cau 51V
RENTTZTESTTL X 95
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1THE 10590 yR—A25 !
E-EEDICIFACEE
AL

2.Tham gia thyc tap thyc té

@Chao tam biét vao ngay thuc tap cudi cing

Oh:

Nhan vién:
Oh:

Em that da dwgc moi nguoi gitp do rat nhiéu. Tuy chi trong mot thoi
gian ngén, nhung em da hoc hoi dugc nhiéu kinh nghiém, em that sy
cam on moi nguoi. Em sé ¢ gang phat huy nhitng kinh nghiém nay
vao hoat dong tim viéc ctia ban than.

Em da vét va nhiéu r6i. CS gang 1én nhé.

Vang, em xin cam on moi nguwoi.

AN

R %79 Phat huy kinh nghiém

Notes

» Hay st dung cau [ KA IS HEEEIZ72 0 & 72| d€ cdm on moi nguoi da gitp dd minh

trong thoi gian thuyec tap.
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p-74

HAED L ITA

STAGE3 m#ER Thi phong van

l?:h".-t"'j t."'.\T L4 Hodk Lpadls BAIEA "‘L'l!.l.ij LT T B ?
ke, BieATT smeEEn Ml 7. AerdasTic, B
%2»4@mﬁﬁﬁ%bnﬁﬁn
Thi phong van la phan quan trong nhat, quyét dinh két qua tuyén dung. Thong thuong, ¢ ti
2-4 dot thi phong van cho dén luc duoc tuyén dung.

1 FN—TEEESFD o2l

Phéng véan theo nhom

e AT R = Fh Lotk

%EH%IEHDT ThnEd. EFHWLAW.’.[:.I: B (cE CEMIEx x

A LeildA oA

23] [XEXeuEltBRRCEFRE<ERILS) BERBUET,

Budi phong van theo nhém duoc td chirc danh cho mot s6 sinh vién. C6 nhiéu hinh thite dat
cau hoi, vi du nhu “cho nguoi tham du tuan tw tra 10i mot ndi dung cau hoi”, hay “cho nguoi

tham du tra 10i nhiéu dang cau hoi, khong theo tuan tw nao cd”, v...v...

2 ¢JL—7$—“{1131H'P5}7&3—5 ...................................................................... w p.82-101

Thao luan theo nhém

5~ 10REER 1 7IL—FELTRDNET. ZOERTF—IH5Z 5N,
EADBNEEF 12Dy aE UTREEE=ELET.

Budi thao luan theo nhéom duoc td chiic v6i chirng 5-10 nguroi mot nhom. Tai d6, dé tai duoc

dua ra d€ moi nguoi cung nhau thao luén va dua ra két luan.
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o A SA B2 =]
3 BABEEDITD oo s @ p.106-115
Phéng van ca nhan
CEZIN m%ﬁm%ﬁ%vﬁnn:ﬁuﬁ%%@pﬁmmréépmr%ﬁﬁ
&) T, CCTld. 3I 25— avEhPRE. A OIBR L EH
Hxnzd,

Mot sinh vién sé dwgc vai vi giam khao phong van. Nhitng diéu chac chan dwoc hoi 1la “Tw
gioi thiéu ban than”, “Pdng co xin viéc”. Tt d6, giam khao sé danh gia nang lwc giao tiép, nang

lyee tw duy va kha nang thich ¢ng véi t6 chiic v..v.. ctia thi sinh.

LY T

4 NEDBHESFD oo p.116-119

Nhén thong bao dong y tuyén dung

X & 3B BRI L ZBANGY ET. REELSL5. HEBIE
srAcEbTsilegneles,

C6 hinh thtkc thong bdo bang vian ban, ciing ¢ hinh thitc thong bdo qua dién thoai. Khi nhan

duoc két qua tuyén dung roi, hay nhé cam on nhiing nguoi da gitup dé minh.
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NEIN
p-76
1.Phong van theo nhom
(DNO6i chuyén tai quay ti€p tan ngay phong van theo nhém
Oh: Xin 16i. Em 14 sinh vién nim 3 treong Pai hoc Akebo, tén Oh Mirei.

HoOm nay, em dén du thi phong van tuyén dung danh cho sinh vién
moi t6t nghiép.

Tiép tan: La Oh Mirei dting khong? Hai treong phong van ¢ dang kia.

Oh: Vang, xin cam on. Em xin phép.

Hudng dan:  Xin vui long cho ¢ day cho dén lac duoc goi tén. Nguoi nao duoc goi

tén, xin hay vao bén trong hoi treong

Oh: Vang, em hiéu roi a.

‘ILA/%/)QKL‘J: ﬁ ? . . . A~ .
B2 ER Tuyén dung danh cho sinh vién mdi tot nghiép
HAED b

%37 % Du thi phong van

D AP LD

Mm% 2 % Hoi truong/ phong thi phong van

Notes

» Hay néi rd muc dich dén cdng ty véi bo phan tiép tan bang cau [~ (220 £ L/~

» Hay luu y rang nha tuyén dung quan sat ca thai do ctia ban ¢ phong chd nén hay can
than.
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1.Phong van theo nhom
@Nghe goi tén, tién vao hdi truong phong van va ngdi xuéng ghé
Phu trach: Tran Ngoc Bao, Yi Min Yon, Oh Mirei.
Tran- Yi- Oh: Vang
Tran Em xin phép.
Tran: Em tén Tran Ngoc Bao, sinh vién ndm 3 khoa Thuong mai
treong Pai hoc Minato. Xin vui long gitp do.
Nguoi phong van: Moi moi nguoi ngoi.
Tran- Yi- Oh: Vang, em xin phép a.
D AAEDIA , S \
m#'H Nguoi phong van BT LS Moingdi
Notes

» Ban hay vira luyén tap vira thuc hanh trinh ty, tir lic tién vao hoi treong phong van
cho dén ltc ngoi vao ghé.

» Hay gidi thiéu cham rai, r0 rang tén minh va tén truong.
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p-80

1.Phéong van theo nhom

(®Nghe nguoi phong van hoi qué quan va tra 1oi

Nguoi phong van: Moi nguoi, xudt than tir dau? Bat dau tir Tran Ngoc Bao nao.

Tran: Vang. Em dén tir Hai Phong, Viét Nam. Hai Phong cach Ha
Noi 2 gio xe hoi vé phia Pong a.

Yi: Em dén tir Changwon, gan Busan, Han Qudc a.

Oh: Em dén tir thanh ph6 Hok-chiang tinh Fujian, Trung Qudc a.

Nguoi phong van: Thanh phd Hok-chiang ndm ¢ dau trong tinh Fujian nhi?

Oh: Thu phu tinh Fujian 1a Fuzhou, Hok-chiang & gan d6 vé phia
Nam a.

Nguoi phong van: Vay a.

LypoLih , LyoLA ,

1 Qué quan/ Noi xudt than Xudt than
Notes

» Ban hay chuén bi d€ giai thich that cu thé, rd rang noi xuat than nhuwvidu [~7°5

WAHT2E/ B
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2.Thao luan theo nhom
(DNhan chi thi tir nguoi phong van
Nguoi phong van: Bat dau tir bay gio, trong vong 30 phut, moi nguodi hay cung

nhau ndi chuyén vé dé tai duoc viét ¢ day. 30 phat sau, moi

nguoi sé phat biéu két luan trong vong 3 phut. Nao, moi nguoi

hay bt dau.
Céc sinh vién: Vang, em hiéu roi a.
L, 2 — .
fER%&%17 % Nhan chi thi F—~ Détai

2ok 1A
fEem Kétluan

< Trinh ty thao luan theo nhom >
Nhaén chi thi tir nguoi phdng van
Phan chia nhiém vu

Thao luan

Tém tat phuong an

Chuan bi phat biéu

Phat biéu

© 06006

Nhitng diéu quan trong khi thao luin theo nhém
» Ly giai dé tai rd rang va cung moi nguoi hiép luc, tién hanh nghi luan.
» Lang nghe y kién ctia nguoi khac va néu y kién ctia minh.

» Trao ddi y kién cua minh mot cach lich sw, ro rang, deé hiéu.
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Notes
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< Phuong phép tién hanh thao luin trong treong hgp thoi gian cho phép 1a 30 phat >

Bat dau

5 phut

15 phut

5 phut

5 phut

(DNhén chi thi tir ngwoi phong van

» Lang nghe that k§ chi thi va ndi quy ma nguoi phong van cong bs

@Phan chia nhiém vu

» Tich cyc hop tac véi nhitng nguroi khac dé€ phan chia nhiém vu.
Phan loai nhiém vu: dan chuong trinh, thu ky, canh gio, v...v...

» Sau khi phan b6 thoi gian thi mau chéng tién hanh thao luan.

@Thao luan

Tich cuc tham gia nghi luan

v

v

Co g:fmg hoan thanh vai tro, nhiém vu da dwoc giao.

#$Thu ky, nguoi canh gio cling tham gia thao luan.

v

Hay luu y dé€ tranh lac d¢, di chéch luan diém.

v

Tranh mot minh néi qua dai.

v

Lang nghe y kién ctia ngudi khac rdi phat biéu y kién ctia minh.

@Toém tit phwong an

> D& c6 thé dua ra két luan trong thoi gian cho phép, nén bat dau
tom tat van dé trudc khi két thic 10 phat.

®Chuan bi phat biéu

» Tong hop lai phan két luan va cung nhau xac nhéan lai nhitng diém
phat biéu.

®Phat biéu

» Bén canh phan két luan, nén trinh bay ly do va phuong an cu thé.
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2.Thao luan theo nhom
@Phan chia nhiém vu sau khi nhan huéng dan
Oh: Nao, vay trudc tién ching ta hay gidi thiéu so lugc ban than roi
quyét dinh nhiém vu nhi.
Tran: Pbdng y. Toi 1a Tran Ngoc Bao.
Oh: T6i la Oh Mirei.
Cho: T6i 1a Min Min Cho. Néu dwgc thi dé t6i phu trach canh gio cho.
Suharjo: Xin vui long gitp d6. To6i la Suharjo. Vay, t6i lam thw ky nhé.
Yi: Xin vui long gitip d6. Téi la Yi Min Yon. Néu duoc thi toi sé phu
trach phat biéu nhé.
Oh: Vay nho ban. Néu moi nguoi dong y thi toi sé dan chwong trinh.

Céc sinh vién khéc: Vay nho ban.

L<b BT A

U Z Lk
#5348 Phan chia nhiém vu HC# I Tu gidi thiéu
AV
ffﬁ Phu trach, nhiém vu S A LF—s3— Canh gio
£ LaxZ

» Luac phan chia nhiém vy, hay tich ciec cong tac véi moi ngwreoi va xung phong nhan
nhiém vu bang cach dung mau cau [ L/~ 7-0 LA LIFALE~E L 1 970
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p-86
2.Thao luan theo nhom
(®Thao luan (1)

Oh:  Bay gio, chting ta bat dau thao luan vé dé tai “Cong ty phai lam gi dé cong
hién cho dia phuong?”

Cho:  Thoi gian con lai la 25 phut.

Oh:  Téi hiéu r6i. Vay thi, trude tién tirmg nguoi chung ta sé néu 1én y tuwong cua
minh xem sao nhé.

Suharjo: T6i ¢ y kién.

Oh: Moi anh Suharjo.

Suharjo: Moi nguoi thdy sao néu cong ty tham gia 1& hoi mua he cta dia phuong? Déi

voi dan dia phuong, 1& hoi mua he 1a sy kién quen thudc nén téi nghi néu

cong ty tham gia thi sé c6 sy cong hién to 16n.

TN—T"5 4 AH v a3 Thao luan theo nhém Eﬁbfﬂi bia phuong/ Khu vuec
ik Cong hién S5LAW Thao luan

TAT AT % %US % DPuara/néulény tuong %’%ﬁ Quen thudc/ than can
gf&iﬁ 75§%b v Mtic d cong hién cao

Notes

» Khi mudn phai biéu, hay gio tay 1én va chd su dong y ctia ngudi dan chuwong trinh.

» Saukhi dwaradénghi [~ o)X ) TL & 97 , hay nhébd sung ly do va
chting minh thuyét phuc.
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2.Thao luan theo nhom
@Thao luan (2)
Oh:  Ttc la tham gia vao cac hoat dong quen thudc vdi ce dan dia phwong dung

khong.
Cac ban khac thi sao?

Tran:  Toi xin phép.

Oh: Moi anh Tran.

Tran: Dodng y la nhitng hoat dong quen thudc nhu 1& hdi cling hay nhung nén 6 lién
quan tryc ti€p dén doi song hon nita, moi nguoi thiy sao? Vi du, hoat dong
lam vé sinh cong vién hay khu phd cho chang han..?

Oh: U nhi. Ttc 1a hoat dong cdng hién cho sinh hoat hang ngay chit khong phai
theo mua.

Cho:  Da qua5 phut.

Oh: Cam on. Co ai c6 y tedng khac khong?

CwdHh

N
IS

R
£ R Cudan 179 Su kién/ Hoat dong
HNZEHpoOED
A X2 K Sgkién {%T'Fﬁ’ i5#) Hoat ddng quét don/ lam vé sinh
moOE D SRR
&%) Hoat dong P& Trai qua

Notes
» Trude tién, haynéi [~ & 12 Ji5 /0 T378 | d€ the hién ban hiéu y ctia nguoi da
phét biéu, sau d¢ trinh bay y twdng ctia minh.

» Luu y khong nén néi qua dai mot minh.
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2.Thao luan theo nhom
B Tém tat phrrong 4n
Cho: Con 10 phut. Chiing ta bat dau tém tat 1a vira nhi.
Oh: Dung roi.
Oh: Vay thi, cho dén thoi diém nay, c6 2 phuong an nén chung ta rat

gon thanh 1 dugc khong? Phrong 4n ctia anh Suharjo la tham gia
vao 1& hoi mua he, phwong 4n ctia anh Tran 1a tham gia lam vé
sinh khu vyc. Vi 2 phuong an trén, chung ta biéu quyét duoc
khong?

Céc sinh vién khac:  Vang.

e G A es b A Lo f oA
FLOIZAL  Bat dau tém tat Z3H % Phuong an dé xuat
bh LiE
% Phuong an %%  Tém gon/ Rut gon
o &

RZERD  Bi€u quyét
Notes

> Phai dua ra két luan trong khoang thoi gian cho phép, vi vay nén bat dau vao phan
két luan tir khoang 10 phut truede khi két thuc.
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2.Thao luan theo nhom

®Chuan bi phét biéu

Oh: Két qua biéu quyét la 1-3 nghiéng vé hoat ddong quét don cong vién.

T6i cting dong y v4i phuong an nay. Moi nguoi dong y ca cha?

Céc sinh vién khac: Vang.

Oh: Vay thi, viéc quét don cong vién sé dugc thye hién theo ché d6 truc
phién vao mdi thit Sdu hang tuan, 1 tiéng trudc gio lam viée, ding
khong moi nguoi?

Céc sinh vién khéc: Vang.

Oh: Phu trach phat biéu la chi Yi dting khong? Nho chi nhé.

Yi: Vang, toi hiéu roi. Bay gio toi sé noi nhitng diém sé phat biéu, moi
nguoi vui long xac nhan duoc khong a?

Céc sinh vién khéc: Vang.

ST =0

Bk Biéu quyét/ Bo phiéu ~%f~ tis0~-~

Gt Lam vé sinh ¥ Al Trudce gio lam viéc
LA

WHH  Ché do truc nhat AA 2 b Diém

Notes

» Nguoi dan chuong trinh vira ghi nhan sy dong ¥ ctia moi ngudi bang [ 7272 & /A,
EALWTL L9770 hay [~&20 ) 22T Td7a) vira tong hop y kién.
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2.Thao luan theo nhom

(DPhat biéu

Nguoi phong van: Nao, da dén gio nén xin moi moi nguoi phat biéu két qua

thao luan.

Yi: Vang. Em la Yi Min Yon. Em xin phép phat biéu két qua thao
luan. Nhém ching em dwa ra phwong an quét don cong vién
nhu mot hoat dong cdng hién cta cong ty danh cho khu vuec.
Em xin phép trinh bay ly do cling nhw phuong an cu thé.

L5 bk .

#1# Thao luan e Deé an/ phuong én

S rlewvwbi

BiA&% Phuong én cu thé

Notes
» Bén canh phan két ludn, hay trinh bay ly do va phuwong an cu thé.
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2.Thao luan theo nhém

®Nhan dién thoai tir ngredi phu trach tuyén dung

Oh: Vang, t6i Oh Mirei nghe day a.

Yamada: T6i 1a Yamada, phu trach tuyén dung ban nhan sy, cong ty du lich TKY.
Day c6 phai 1a s dién thoai di dong cua c6 Oh khong?

Oh: Vang a.

Yamada: Em da vuot qua vong thi thtt nhat vira r6i nén t6i goi dién thong bao
cho em diéu do.

Oh: A, vang, em cam on a.

Yamada: Vong thi th hai s€ la phong van ca nhan. Thoi gian la 10 gio sang thi

Tu, ngay 11 thang 12, dia diém 1a tru s& chinh ctia cong ty, gio gidc co

thuén tién cho em khong?
Oh: Tt 10 gio sang th Tu ngay 11 thang 12, tai tru sé chinh ctia quy cong
ty a? Vang, em sé dén a. Xin vui long gitp d&. Hom d6, em c6 can

phai chuan bi h6 so nhw so yéu ly lich khong a?

?é)tﬁffﬁ% 1% Nguoi phu trach tuyén dung )L\/%%AB Ban nhan s

%ﬁ%ﬁg Phu trach tuyén dung :0/%%%7 Vong thi thit nhat
;Eo]é Vuot qua < @%ﬁ biéu d6/ Noi dung d6
“WEE  Vong thi th hai A Phong van cd nhan
El%é Thoi gian 9';;55%); Cong ty t6i (khiém xung)
? }V% t Quy cong ty (Kinh ngtt)

Notes

» Trong thoi gian hoat dong tim viéc, hay lich sy ti€p nhéan ca cac cudc dién thoai tir
nhiing s6 dién thoai khong quen bié€t hodc nhiing cudc goi khong hién thi s6 may.

» Hay ldp lai thoi gian, dia di€ém phong van d€ xac nhan thong tin dung.
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2.Thao luan theo nhom
@Nhan lién lac tir cong ty trén xe dién (1)
Tran: Vang, toi Tran Ngoc Bao nghe a.
Yamada: T6i 1a Yamada, phu trach tuyén dung ban nhan sy, cong ty du lich TKY.
Day c6 phai la s6 dién thoai di dong cua anh Tran khong?
Tran: Vang, dtng a. Nhung thanh that xin 16i chi. Bay gio em dang di

chuyén trén xe dién nén xin phép chi cho em goi lai s6 dién thoai nay

sau duoc khong a?

Yamada: A, vay a? Tbi hiéu réi. Vay toi sé cho dién thoai.
WS By S s bS] 73%

i+  DPang di chuyén PrvoiE L  Goi dién thoai lai
Notes

» Néu nhan dién thoai khi dang ¢ trén xe dién, ban hay giai thich véi nguoi goi va

mau chdéng goi lai cang sém cang tot.
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2.Thao luan theo nhom
(ONhan lién lac tir cong ty trén xe dién (2)
Yamada: Vang, day la cong ty du lich TKY.
Tran: Xin 16i 1am phién chj trong Itic ban ron. Tai 1a Tran Ngoc Bao, sinh vién

truong Pai hoc Minato, lic nay c6 nhan dién thoai ttr quy cong ty. Chi
Yamada phu trach tuyén dung c6 & d6 khong a?

Yamada: Vang, toi day.
Tran: Luc nay, that xin 16i chi.
Yamada: Khong sao. That ra, vi em da vuot qua vong thi tht nhat hom trudc

nén toi mudn goi dién thoai lién lac d€ thong bao ndi dung nhu vay.

Tran: A, xin cam on chi.

el Ok
ZDOEBEAVWZLTZ<  Mudn thong bdo/ truyén dat ndi dung dé
i

:@? %LJ:TZ) Lién lac (kinh ngt)

Notes
» Khi goi dién thoai lai, gidi thiéu ban than bang [ /L1 & 55E 4 /27202 OO &
1L £ s@ gitp nguodi nhan dién thoai nhanh chéng nam dwoc tinh hinh va ly do

ban goi dién thoai.
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3.Phong van ci nhan
(DTra 1oi nhitng cau hoi vé doi séng sinh vién
Nguoi phong van: Vay, t0i sang cau hoi ti€p theo. C6 Oh Mirei, cd hay cho biét

ngoai viéc hoc tap, c6 danh nhiéu tam stc cho viéc gi nita
trong doi song sinh vién cua minh?

Oh: Ngoai viéc hoc, em danh nhiéu tam stic cho cdng viéc lam thém
O tiém an udng. Thoi gian dau, d6 don thuan chi la cong viéc
lam thém dé trang trai doi song, nhung nho nhiing cong phu va
nd lic nho nhd ma thai do ctia khach hang thay ddi, diéu do
anh huodng truc ti€p dén cong viéc khién em cam thay hing tha
hon.

Nguoi phong van: Vay a? Co noi nhitng cong phu nho nho do, vi du nhiing viéc

nhu thé nao?

BLEL D P NSN 5
¥ 3%  Hoctap 71 AN % NO lye/ Danh nhiéu tam stic
< %59 HAD S

Cong phu B Phan tmg/ Thai do
FADH 7

RG> T< % Phan tng tro lai

» Hay chuan bi d€ c6 thé gidi thiéu ngén gon nhitng viéc ban nd luc, danh nhiéu tAm

sttc ngoai viéc hoc cling nhu nhitng gi ban hoc hoi dwoc tir nhitng viéc do.
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p-108
3.Phong van ci nhan

@Noi vé dong co xin viéc

Nguoi phong van: Vay bay gio c6 hay cho chung t6i biét dong co xin vao cong ty
chuing t6i?

Oh: Vang a. Ly do trude hét 1a do quy cong ty c6 phuong cham
kinh doanh xem trong khu virc chau A. Khi em suy nghi vé
mot cong viéc ¢d thé tro thanh cau noi gitta Nhat Ban va
Trung Qudc, ngay lap tic cong viéc lién quan dén du lich hién
1én trong dau. Va em nghi rang trong nganh du lich, néu lam
viéc tai quy cong ty, noi ¢ nhiéu du an vé du lich chau A thi

em c6 thé van dung va phat huy nhing gi ban than hoc hoi

duoc.

Nguoi phong van: Thi ra la vay. T6i hiéu roi.
LiFH Lo x LiE )
i 5’3 #EE Dong co xin viée HE¥ Nguyén vong/ Chon lua
w9 FWZWNED LA
A Xem trong/ Tap trung &= J7#t% & % Phuong cham kinh doanh
7 D EZHE L DM
BFH  Caundi AT % i Nganh du lich
Eromn ERARS

Nganh/ Linh viec /= Duw 4an/ K& hoach
EXA W
¥ A72Z & Nhitng gi da hoc ~2NENE S Phat huy~
Notes

» Hay tim hiéu that kj thong tin vé cong ty va ndi rd minh c6 thé lam duoc gi, mudn

lam gi trong mai treong do.
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@)Tra 161 cau hoi kho tra 1oi

Nguoi phong van:

Oh:

Nguoi phong van:

Oh:

Vay thi c6 ¢ thé cho ching toi biét hinh anh ly twdng cua ban
than trong twong lai, vi du nhu 5 nam ntta thi ¢c6 mudn lam gi?
Vang, em nghi 1a...5 nam sau, em da viing vang va tich lay it
nhiéu nhiéu kinh nghiém thuc t€ tai quy cong ty nén mudn la
mot nguwoi quan trong doi véi cong ty. That ra em cd nguyén
vong lam tai bd phan kinh doanh nén em muén tré thanh mot
nguoi hitu ich, mot ngudi ma ca dong nghiép 1an khach hang
déu c6 thé trong cay duoc.

Vay a? Nhung c6 1€ vai nam nira, gia dinh c6 s€ mudn c6 vé
nudc chir?

Vang, dung la thoi gian dau b6 me em c6 mong em vé nudc.
Nhung ban than em mudn tham nhuan ban chat cia nganh du
lich v6i tdm nhin mang pham vi trén toan thé gidi tai quy cong
ty. Em da néi rd nguyén vong d6 vdi b6 me tir triede nén em tin

rang bay gio bd me cling hiéu va thong cam cho em.

=

tHED

Sl

i

WA el

:'\
IS BRZ

x5

%‘ Dong nghiép

[\‘
\on

Bz fHiTe  Tich lay kinh nghiém

ot
-y

<Lt~

1848  Hinh anh ly tuong FIZ Vingvang
5L

ROE <

&  Ngheé / Bo phan kinh doanh
=&
BVIZEND  Dugc trong cay

Al
9-r
o

o

L& Lox
44]  Thoi gian dau #BHZ ANLS it tam nhin vao
VEZH&ELD FA LD
it4T % Nganh du lich AKE  Ban chat
P W A
HIZo1F 5 Hoc hdi/ thim nhuan LIRS T truede
Notes

» Chac chan sé ¢ nhitng cau hoi kho tra 10i, ban nén tw minh chuan bi san nodi dung

cau tra 1oi.
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@Tuy gidi thiéu ban than
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Nguoi phong van:

Oh:

Nguoi phong van:

Bay gio, cudi cung co hay tu gidi thiéu vé minh trong vong 1
phut.

Vang a. Diém manh cta em 1a “quyét khéng bod cudc”. Thoi
gian dau moi dén Nhat Ban, em da khong thé nao nghe hiéu
duoc tiéng Nhat, ngay nao cling bi ctra hang trudng chd lam
thém nhac nhé, chi ¥, c6 lic twong chiing danh mat ca tw tin.
Nhung ltc d6 em khéng mudn bo cudc nén da ghi chép lai
nhitng diéu bi nhac nho dé khong lap lai sai lam. Két qua 1a,
s6 Tan bi nhac nho cling giam di, dwoc moi nguoi cong nhan
nd luc va duoc giao pho trach nhiém quan ly khu vuc hoi
treong. Vi vay, tir nay vé sau, cho du c6 gap khé khéan, em
cling quyét khdng nan long ma ra sttc nd lic khdng ngting.

T6i hiéu roi. CaAm on cd.

iers
jiA  Diém manh
L LA 5 L7

HiE% & 9 Mattuetin

Ex
T34 e Noilam thém
Loy

JeH  Sai Jam/ That bai/ Ldi sai

Yor e - .
L2y 75%@\&) bid  Pugecdng nhanno luc U —4 — Quan ly/ Lanh dao

o A
fFshz Puoc giao pho ¥ Khé khan
E0x< e na -
b 57y Khong bo cude B % A E 5 NO luc khong ngling
Notes

» Hay chuan bj phan gidi thiéu ban than dé€ c6 thé néi trong thoi gian quy dinh

» Luu y khong nén ndi qua nhanh.
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IE-HEDIZIFACEE

RbF LEEE
p.114
3.Phong van ci nhan
(®Keét thtic phong van, roi khoi phong
Nguoi phong van: Em c6 cau hoi gi khong?
Oh: Khong a.
Nguoi phong van: Vay thi, bu6i phong van hom nay két thic. Chao em.
Oh: Cam on quy cong ty da danh thoi gian cho em. Em xin phép va

mong tin ttr quy cong ty.

Oh: Em xin phép.
Lo Lo Lo ,
&= Roi khoi phong & T Kétthac

Notes

» Déng ctra nhe nhang va luu y tap trung tinh than cho dén phut cudi cung.
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p-116
4.Nhan théng bio dong y tuyén dung

1H10 90O vRF—(25 !
IE-HEDIZIFACEE
N LEES

(DNhan thong béo dong y tuyén dung tir cong ty qua dién thoai

Oh: Vang, t6i Oh Mirei nghe a.

Yamada: Toi la Yamada, phu trach tuyén dung ban nhan sy cong ty du lich TKY.
Day c6 phai 1a s dién thoai di dong cua c6 Oh khong?

Oh: Vang a.

Yamada: Toi goi dién thoai dé€ bao em két qua ky thi phong van ma em tham dy
hom trude, em da duwoc tuyén dung.

Oh: Vang, em xin cam on a.

Yamada: Toi sé lién lac lai sau d€ thong bao vé nhitng thu tuc can thiét tir nay vé
sau.

Oh: Em hiéu r6i a. Em sé€ cho lién lac a. Em cam on chi a.

m\% Dong y tuyén dung S Thong béao

%‘gbﬁo Hom truede ?éjtﬁ Tuyén dung

}%\}Vf‘; T nay vé sau %qf;j% &  Thutuc

5%0 S :‘%%Déb V2 L%£7 Liénlac lai sau & Eb /o L% L7z Dahiéu (kinh ngt)

Notes

> B T T 5 | cd nghia la sé lién lac lai sau.

» Khi ban da hiéu chi thi ctia nguoi bén kia dau day dién thoai, hay lich su tra 16i

W= LE LT
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MELEEDIZIFACES

b LEES
p.118
4.Nhan théng bao dong y tuyén dung
@Di cam on phong hd trg tim viéc
Oh: Xin chao. Lau r6i em mdéi cé dip dén day a.
Phu trach: Aa, em Oh.
Oh: Vang, that ra, em duoc cong ty TKY dong y tuyén dung rdi a.
Phu trach: Vay thi mitng qua nhi. Chtic mitng em.
Oh: Em cam on. HOm nay em dén day la dé néi 1oi cam on a.
Phu trach: Vay a. Em that chu ddo, cAm on em.
Oh: Két qua nay cé duoc ciing 1a nho moi nguoi trong phong da hd tro,

tw van cho em. Em chan thanh cadm on moi nguoi a.

5 X
SHEDELTHEY 5 Lau ngay khong gdp (kinh ngtr)
MNiExE S 55 Dugc tuyén dung
pR/AYA 912l
7 9 Dén/ dén tham (kinh ngit) W#IoFS  Tuvan/ cho loi khuyén

~DOFEMNT  Nho cong/ nho on

Notes
» Hay di cdm on nhitng ngwoi da gitp do minh.
> [ ZHEDIN L THS Y £ 1a cau chao d6i véi nhitng nguoi minh khéng gap, khong

lién lac mot thoi gian.
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BE-EEDICIFACEE

NhFLEES
LAIZH S L,J@L\=/\/’\i/
PART3 #t A #B# Nhanvién méi
p.122
1.Chao hoi nguoi trong cong ty
(DChao hoi ngay dau tién tai phong/ ban duoc phan bo
Trudng phong: bay 1a cau Un Tek Men duoc phan vé phong ta tit hom nay.
Un: Em rét vui khi tr hdm nay em dwgc lam viéc chung véi moi

ngroi. Em tén Un Tek Men. Moi nguroi goi em la Un cling
duwoc a. Vi cong viéc con qua moi mé, em lai chwa c6 kinh
nghiém nén chac la em sé lam phién moi nguwoi nhiéu lam,

mong moi nguoi chi dan cho em a.

Wz FneE
C Phong/ ban dugc phan b6 A& Phan bo/ Truc thude
ZFEEOIEE  Chidan cta anh chi (kinh ngi)

Notes

» Ban khong nén chi gidi thiéu ho tén ma nén noéi rd6 mudén duoc moi nguoi goi nhu
thé nao bang cach dung mau cau [~ = I Tz /217 uE &l £ hode |k
~EMENTEBY £97]
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p.-124
1.Chao hoi nguoi trong cong ty

@Chao nhan vién dan chi da gidi thiéu vé cong ty hom truede khi gip nhau vao sdng

hom sau

Uh: Chao chi.

Yamashita: A, chao cau.

Uh: Cam on chi hém qua da chi dan nhiéu diéu cho em a.

Yamashita: Khéng c6 chi. Tl hom nay bat dau 1 tuan huan luyén phai khong. C§

gang nhé!
Uh: Vang, em sé ¢ gang a.
R ME JALS ,
#  (Nhan vién) Dan chi/ dan anh W&  Huan luyén
Notes

» Danhan duoc su giap do cta ai roi, phai nhd ndi cam on ngay khi gap lai sau do.
» Khong dung | O /| d€traloi, hay dung /50

55




1H10 90O vRF—(25 !
IE-HEDIZIFACEE

ARF L
p.126 - p.12
1.Chao hoi nguoi trong cong ty
@Chao hoi thuwong ngay
Chao budi sang (v6i nhan vién dan anh)
Karina: Chao anh.
Ishikawa: ~ Chao. Hom nay néng nhi.
Karina: Dung la troi néng that anh nhi.
Chao budi trua (v6i nhan vién dan anh)
Un: Chao anh, anh vat va qua.
Ishikawa:  Chao cau. Phong hop ltc 3 gio d6i roi nhi.
Un: Vang a, chuyén sang phong hop s6 2 roi a.
Chao nguoi sé ra ngoai cong ty (véi nhan vién dan anh)
Ishikawa:  Tbi ra ngoai hop voi bén Thuy san Minato day.
Karina: Vang anh di a.
Chao nguoi vira ra ngoai vé lai cong ty (v6i nhan vién dan anh)
Ishikawa:  Toi vé roi day.
Karina: Anh vé roi a. Anh that vat va qua. Em c6 nhan tin nhin tir cong ty du lich

TKY giti anh. Noi dung tin nhan day a.

Ishikawa: A, cdm on.

Chao luc roi cong ty (voi nhan vién dan chi)

Yamashita: Un a, cau vé dugc roi day.
Uh: Vang, vay em xin phép vé trudc a.

Yamashita: Cau vé nhé.
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IE-HEDIZIFACEE
N LEES

Chao luc roi cong ty (v6i dong nghiép)

Un: CAau chwa vé a?
Karina: Um, chuira xong phan chuan bi cho cudc hop ngay mai.
Un: Vay a, vat va nhi. Vay té vé trude nhé.
Karina: Cau vé nhé

5 b TATAL | BT ,
fIba ¥ Hopban 5= %75H>% Nhan tin nhan
JAAL LS €595

1Bt Ra vé/ Roi cong ty [ 5 Dong nghiép

Notes

» Chao hoi la can ban cua giao ti€p, ban hay chao héi moi nguoi that vui vé, 1o rang.
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p.128 — p.129
2.Chao hoi do6i tac

(Dbén tham ddi tac

Yamashita: Trong ltic ban ron thé€ nay, cam on quy cdng ty da danh thoi gian cho
chuing toi.

Takahashi: Khong dau. Chang t6i méi phai cam on quy vi.

Yamashita: Day la nhan vién méi Un Tek Men, sé cung t6i phu trach phan viéc lién
quan dén quy cong ty.

Un: T6i 1a Un Tek Men. Rat vui dwoc lam viéc véi chi, mong chi gitip d6 a.

Takahashi:  To6i la Takahashi, cong ty thiec phdm Asahi. Rat vui dugc lam viéc voi anh.

Notes

» Trong lan dau tién gap gd ddi tac, hay chuan bi d€ co thé trao danh thi€p ngay.
> Thong thuong, thit ty trao danh thiép sé bat dau tir khdch dén tham hodc nhan vién

c6 vi tri, cdp bac thap hon.

» Khong cat danh thi€p ngay sau khi nhan duoc. Trong thoi gian gap mat, ndi chuyén,

c6 thé dé danh thiép dé 1én ban ¢ vi tri chd ngdi cta ban than.
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IE-HEDIZIFACEE

NEIN-+
p-130
2.Chao héi déi tac
@Dbn nguodi cua ddi tac
Un: Xin 16i da dé chi cho 1au. Cam on chi da danh thoi gian dén day hom
nay. Xin moi di 16i nay.
Un: HOm trudc, that cdm on chi rat nhiéu.
Takahashi: Khong c6 chi. Ching t6i méi phai cdam on anh hém dé da dén cong ty.

T
Z DO Dip d6/ Hom dé/ Lan dé

Notes
» Néu dén dia diém gdp mat sau ddi phuong, hay nhondi  [F577/2 072 L E L7z
» Khi d6n khéch dén cong ty, hay néi A [11ZH5E L7z 72 &~

» Sau khi nhan duoc gitp do, ditng quén ndi cam on khi gap mat lan ti€p theo.
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NhFLEES
p.132
3.H6i nhan vién dan anh/ dan chi
(DHOoi vé van phong phdm
Karina:  Anh Ishikawa nay, xin 16i anh. Cho em hoi chtit chuyén nay duoc khong a?

Ishikawa: Vang.
Karina: ~ Trong truong hgop can van phong phdm, em phai lam sao a?
Ishikawa: Chi can dén phong Tong hop ¢ tang 1 1a ho cung cap lién.

Karina: Vang, em hiéu r6i a. Cam on anh.

Lo

M Van phong pham

e
fa

PR
®% Phong Tong hop

e

Notes
> Trude khi hoi ai viée gi d6, hay hoi nguoi d8i dién c6 thuan tién hay khong bang cau
(LrotBHELTHLEALWVTT D
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IE-HEDIZIFACEE

NEIK
p.-134
3.H6i nhan vién dan anh/ dan chi
(@Hoi vé phi€u bam gio
Un: Chi Yamashita nay, cho em héi chut chuyén dwoc khong a?
Yamashita: Vang, cau néi di.
Un: Trudéng phong c6 dan em sang mai dén cong ty Thuc pham Asahi 1ay

tai liéu r6i méi dén cdng ty, vay phiéu bam gio phai lam thé nao a?
Yamashita: A, ghé d3i tac a? Trudc tién, noi trong ngay hdm nay cau nop phiéu
bdo sé di thang dén ddi tdc. Ngay mai, ldc dén cong ty, bAm gid xong

thi xin treong phong dong ddu vao la on thoi.

Un: Em hiéu roi. CAm on chi.
, , Lol
Z A LJ1— K Phiéu bam gio 1 Dilam/ Cé mit
sk Hros ,
MH% Y Ghé ngang/ Tat qua EL 1T Dithang
PR-R=4b} Nhrivi

=1}

HroZ > ’ 2 5 \

[E. 17 J&i  Phiéu bao di thang F Con dau cua trudéng phong

Notes

» [W25770 1 1a ghé noi nao d6 vi cong viée trude roi méi dén cong ty.

» [[f77] 1a di thang tir nha d&n noi nao d6 vi cong viéc chit khong dén chd lam viéc

thuong ngay ngay.
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b LFES

p-136

3.H6i nhan vién dan anh/ dan chi

@Hoi vé viec bdo cdo di tré

Karina: Anh Ishikawa nay, em xin 16i. Em c6 thé héi chiat chuyén duwoc khong
a?

Ishikawa: Vang

Karina: Sang nay, xe dién tré gio khd 1au nén em di lam tré, em phai lam nhiing
tha tuc gi a?

Ishikawa: Aa, dinh kém giay chiing nhan cham chuyén ctia tau dién vao phiéu di

tré roi nop cho trudng phong Sato. Phiéu di tré 1y ¢ phong Tong vu

dé.
Karina: Vang, em hiéu r6i a. Cam on anh.
vy T o BB o .,
JaltH  Bao cdo KBz 4 1au/ Kha nhiéu
T/)(i 2 f)ilygiawb‘bi - A ’ A A A~
#tx Thuatuc PFEIEGE B & Gidy chiing nhan cham chuyén
Notes

» Hay mau chéng nghiém tc ndp bdo cdo cho cong ty.
» Co nhiéu ly do tau dién cham chuyén, vi du nhu: tai nan vé nguoi, toa tau hong héc,
den tin hiéu giao thong truc trac v...v... Co thé 1ay gidy ching nhan cham chuyén ¢

clra soat vé nha ga hay trén trang chti ctia cong ty duong sat.
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NEIN
p-138
3.H6i nhan vién dan anh/ dan chi
@Ho06i tham nhan vién dan chi treedc khi ra vé
Un: Chi Yamashita, chi c6 can em giup viéc gi khong?
Yamashita: Cam on cau. Nhung hom nay khong gi ddc biét ca, cau vé dugc roi
day.
Un: Vay a. Vay, em xin phép vé trudc.
Notes

» Khi xong viéc ctia minh r6i, hay héi tham dan anh/ dan chi c6 can giap do gi khong.

63




1THE 10590 yR—A25 !
BE-EEDICIFACEE
N LEES

a‘ _D -5 bﬁ‘%ﬁ? Cau nao thich hop hon

i
@ ERIIB
TR (2 TR LS540 TEE - Budms) OL5cH- L8810

Wwod 3

v T
n i;f.:. [~THEAFTH] [~TWREHFETH] OL5%., HFOERTECLIL
[ 1 b N =5 W T 3 LRk el
FHa R L HF LS AL AR AR BTN TEET, &6I. CHIC [THEY
TTE -k i e Fa R
AR THEERESDILETH] OE5Bsvay EREELERETT,

[~TL7Z& W] tuy treong hop ma nguoi nghe cd thé hiéu nhu la “chi thi”, “ménh 1énh nhe”
hon 1a “yéu cau”, “nho” ai d6 lam viéc gi. Ban nén dung mau cau [~T#% 52 £372> hay [~
TUWZ721F 9772 ¢6 tinh chat nhw tham do y hudng ctia nguoi d6i dién, luc d6 ho cling vui vé
nhan 10i dé nghi, yéu cau cua ban hon. Néu ban dung thém tit dém nhu [ 32 FH A 73] hay

[BFHEBNT LETH] vao trude thi hoan hao.

=
@ ZERIZA
[B~<ran] FRECHr2BonRRLENT2L 2B RER BT, ©
DBE. FEEAIHIELTESIDHTRAVDT, [B~VERFEEAD] 2E
WEE A

[F~< 72 &) 1a cdch néi kinh ngit khi moi hodc chi dan ai &6 lam viéc gi. Truong hop nay
khong phai nho khéch lam viéc gi nén khong dung  [F5~W/2 721 £ A0

® Ezi3B
BTV EEAD] HE. B2 ARRE  h-TLEVET. FTaR0EH

moEd L3

EEHI [~ (X ETVERBEEAD] TF. BACEAERER 2L, BENU-
<HLTLE>BEEHZNT. SESHELES.

Néundi [g-> TWZ7ZF £/ A7 thi nguoi ra vé 1a truong phong, chit khéng phai
ban. C4ch néi kinh ngit d€ xin phép la [~ (&) & T\ /=721F £ A% . Néu nham lan
trong cach chia dong tir sé lam nguoi nghe hiéu nham hay ngac nhién, vi vay hay luu y
viéc nay.

64



1H10 90O vRF—(25 !
IE-HEDIZIFACEE

NEIN
p.142
4.Tiép nhén dién thoai cia nguwoi trong cong ty
(DNhan chuyén tin nhan tir dién thoai noi bo
Un: Vang, toi la Un, phong Kinh doanh s& 1 ban Kinh doanh nghe a.
Nagano: To6i la Nagano phong Tong vu. C6 chi Yamashita 0 d6 khong a?
Un: HoOm nay chi dy lam gio chiéu a...
Nagano: Aa, vay a?
Un: Chi c6 nhan gi lai khong?
Nagano: Vay khi nao chi 4y dén cong ty thi nho anh nhan gium goi dién ngay
cho t6i nhé.
Un: Vang, toi hiéu réi. Toi sé nhan chi 4y goi cho chi Nagano, phong Tong
vu.
Nagano: Vang, nho anh.
Un: Chao chi.
H&X U] /)7'( <" Chuyén loi nhin %}%% Noi dam/ Dién thoai ndi bo

Lrob

KHILE L7 Toi da hiéu (kinh ngi)

Notes

» Lanhan vién mdi, ban nén luu y dung tir ngtr lich sy véi moi nguoi trong cong ty.

» Néu nguoi duoc goi dién thoai khong cd mat, hay hoi nguoi goi ¢d can dé€ lai tin
nhan khong bang cach dung [ {17552 L £ L 1 97

» Néu da hiéu y ctia nguoi goi, hay tra 1oi lich sw [ /&% L = L 72
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p.144

4.Tiép nhén dién thoai cta nguwoi trong cong ty

(@Nhan dién thoai tir nhan vién dan anh va truyén dat lai véi cap trén

Karina: Vang, toi 1a Karina phong kinh doanh s6 1, ban Kinh doanh cong ty
Asia Shoji nghe a.

Ishikawa: A, chao em Karina. Anh Ishikawa day, chuyén may cho truong phong
gitim anh dwoc khong?

Karina: Truong phong dang nghe dién thoai a...

Ishikawa: Vay nho em ndi lai véi trudng phong gitp la tuyén Ginza c6 tai nan vé
ngudi nén c6 18 anh sé& dén tré khoang 30 pht.

Karina: Em hiéu r6i. Em sé truyén dat lai v6i trudng phong noi dung nhu vay.
Anh di duwong can than nhé.

Ishikawa: Vay nho em, cdm on em nhé.

Karina: Thua tredng phong, lic nay anh Ishikawa c6 goi dién thoai bao tuyén

Ginza c6 tai nan vé nguedi nén anh dy sé di tré khoang 30 pht a.

Truwong phong: Vay a. T6i hiéu roi.

LxroL , h
k7] Cép trén ZDE Noi dung d6
Notes

» Dung mau cau | OO S /Ui ~ 20 = LT d€truyén dat rd rang noi dung tin
nhin thé nao, tir ai.

> [BAA 17T lacau noi bay to sy quan tAm dén nguoi dang trén duong di.
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p.146

5.Tiép nhan dién thoai tir d6i tac

(DNguoi can chuyén dién thoai c6 mat

Un: Cam on quy khach da goi dién thoai. Phong Kinh doanh s6 1 ban Kinh
doanh cong ty Asia Shoji day a.

Takahashi: Toi la Takahashi, cong ty thiee pham Asahi.

Un: A, chi Takahashi. Liic nao cong ty tdi ciing nhan duoc su gitip d6 cua
cong ty chi.

Takahashi: Chung t6i méi phién cong ty anh nhiéu. Treéng phong Sato ¢6 ¢ do6
khong a?

Un: Vang, chi vui long cho mot chut a.

Un: Thua treong phong, c6 dién thoai cua chi Takahashi, cong ty thuc

pham Asahi, may s6 1 a.

Notes
> TBEAEH DN E D DX ET  hay [ IIEEIZ 725 T Y £ 77 duwge dung khi nhéc
may ti€p dién thoai. Ty cong ty ma cé nhiéu cach néi khac nhau.

» Khi chuyén may, hay nhé bam nut cho.
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b LFES
p.148
5.Nhan dién thoai tir doi tac
@Nguoi can chuyén dién thoai dang ra ngoai
Takahashi: Trudng phong Sato c6 6 d6 khong?
Un: Vang, chi vui long cho mot chut a.
Un: Xin 16i chj, bay gio Sato dang ra ngoai roi. Khoang 2 gid hon sé quay
lai, chi c6 can t6i lam gi khong?
Takahashi: Vay, khoang gio do, toi sé goi lai.
Un: That xin 16i chi nhiéu 1am, phién chi ltc &y goi lai gitp.
Takahashi: Vang, chao anh.
Un: Chao chi.

N %’T Goi (dién thoai) lai

Notes
» Trong treong hop nguoi can chuyén may khong c6 mat, nén ndi rod thong tin may
gid nguoi d6 quay lai va hoi y huwdng ngudi goi bang cau [V 27738072 L E Lk 9 7))
> TSR L ET)Y ) duge dung d€bay to thai dd nha nhin voi ngudi bén kia
dau day.
» Hay gac mdy dién thoai sau khi nguoi bén kia dau day da gac may.
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p-150
5.Ti€p nhén dién thoai tir doi tac

(@Nguoi can chuyén dién thoai khong cé mat tai chd ngbi

Takahashi: Trudng phong Sato c6 6 d6 khong?
Un: Vang, chi vui long cho mot chut a.
Un: That xin 16i chi. Sato méi vira roi chd mot chat a....

Takahashi: Vay nho anh @€ lai tin nhan giap. Anh vui long nhan lai, dén khoang 2
gio chiéu nay, treong phong vui long goi dién lai cho toi d€ ban vé van

dé du toan ngay hom qua da dé cap.

Un: Cho dén khoang 2 gio chiéu nay, goi dién lai cho chi Takahashi dé ban
vé van dé du toan ngay hdm qua da dé cap, dung khong a.

Takahashi: Vang.

Un: Vay t0i sé truyén dat lai vdi Sato nhu vay.

wx P . Fh o

Jiti Z 489 Roichdngdi ~Dff Ve viéc/ van dé~

PSS b9 o7

HFEY  Dutoan FH L{zZx % Truyén datlai (kinh ngt)

Notes

> Phai ludn ghi chép lai ndi dung truyén dat va xdc nhan thong tin bang mau cau [~
EWVNHTETEALWTL X DM

» Cha y khong 14p lai kinh ngt ma nguoi bén kia dau day da dung (Wo72We=2E1
T

» [ ZOFEH L4 £ c6 nghia la “sé truyén dat lai ndi dung d6 cho nguoi cta

cong ty minh”.
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p.152
5.Ti€p nhén dién thoai tir doi tac
@Nguoi can chuyén dién thoai vang mat mot tuan
Takahashi: Trudng phong Sato c6 ¢ d6 khong a?
Un: Déng tiéc la Sato vang mét ca tuan nay a....
Takahashi: Vay a? Vay tht Hai tuan sau toi sé goi lai.
Un: Vang, toi hiéu roi. Toi sé truyén dat lai véi Sato 1a chi da dién thoai.
Takahashi: Vang, nho anh.
5 E N , L) " \
AME  Vang mat A Vo Xy Ca tuan nay

HWMZ < Dang tiéc/ Khong may

Notes
» Hay xdc nhan véi nguoi trong cong ty xem, c6 can thiét trinh bay 1y do vang mét véi
nguoi goi dién thoai dén hay khong vi cha truong cua mdi cong ty khac nhau.

» [ &2 < | trong treong hop nay c6 nghia 1a “thanh that xin 16i”.
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p.154

5.Tiép nhan dién thoai tir d6i tac

®Nguoi can chuyén dién thoai dang ¢ cudc goi khéc (1)

Suzuki: Toi la Suzuki, cong ty du lich TKY. Rat vui dwoc lam viéc véi quy
cong ty.

Karina: Chting t6i cling rat vui khi dwgc lam viéc voi quy cong ty.

Suzuki: Trudng phong Sato c6 ¢ d6 khong a?

Karina: Thanh that xin 16i. Hién nay, Sato dang ban ti€p mot cudc dién thoai
khac....

Suzuki: Vay a?

Karina: Vay t0i s€ noi Sato goi dién thoai lai cho 6ng Suzuki nhé?

Suzuki: Vang, dwoc vay thi hay qua.

Karina: T6i hiéu roi a.

2

??T@JEL Goi lai

Notes
» Khi nguoi bén kia dau day néi 'S LAGICe > Tl =9 hayndi (2665 27

~]

» [ ix L cbnghiala “chung t6i/ toi sé goi lai ngay”.
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5.Ti€p nhén dién thoai tir doi tac

®Nguoi can chuyén dién thoai dang cd cudc goi khéc (1)

Karina: DE chic chin, xin ong vui long cho biét s6 dién thoai duoc khong a?

Suzuki: Vang, sO dién thoai cua toi la 03-3459-9620.

Karina: Toi lap lai a. Ong Suzuki, cong ty du lich TKY, sd dién thoai la
03-3459-9620, dung khong a.

Suzuki: Vang, dung vay.

Karina: T6i, Karina, phong kinh doanh s6 mét, ban kinh doanh da tiép dién

thoai a.

Suzuki: Vang, nho ¢6 chuyén 1oi. Chao co

Karina: Xin chao ong.

%i:@ 72 DE chic chin ’ ”7%% D % L7 Datiép nhan (dién thoai)

Notes

> Hay ludn st dung mau cau &0 7~  déhai dia chi lién lac ctia nguodi goi dén

va nho 1ap lai d€ xac nhan.

» Néu nhan chuyén tin nhén, hay gidi thiéu tén minh va ban/ phong triec thudce bang

cau

[OOR &Y £ L7z]

» Hay doc cham va rd nhitng con s0.
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p-158
6.Goi dién thoai gip

(DThong bao di lam tré do xe dién cham chuyén

Yamashita: Vang, phong Kinh doanh s6 1 ban kinh doanh cong ty Asia Shoji nghe.
Karina: Chao chi. Xin 13i, em 1a Karina day a. Tuyén Yamanote phai dirng vi su
0 toa tau nén ¢é 1é em sé bj tré 30 phut. Em thanh that xin 16i a.

Yamashita: Vang, t6i hiéu roi. Em di can than nhé.

Notes

» Hay dung dién thoai d€ lién lac v6i cong ty, khong nén dung thu dién tr.
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p-160
6.Goi dién thoai gip
@Théng bao xin nghi do bi 6m
Yamashita: Xin chao, phong Kinh doanh s6 1 ban kinh doanh cong ty Asia Shoji
nghe.
Un: Chao chi, Un day a.
Yamashita: A, cadu Un a. Toi Yamashita day. Cau sao vay?
Un: Ttr t6i hom qua, em bi st 38 dd, nén mudn xin phép nghi ngay hom
nay nhung...
Yamashita: Cau on ch&?
Un: Vang, that xin 16i nhung nho chi vui long béo lai véi trudéng phong

giup em dwoc khong a?
Yamashita: T61 hiéu roi. Cadu mau binh phuc nhé.

Un: Cam on chi. Em chao chi.

7z L

X #1Z  Mau binh phyc nhé

Notes

» Khi phai nghi lam vi 1y do dét xudt nhw bi 6m, hay nh¢ lién lac véi cap trén. Trong
truong hop cap trén vang mit thi nho ai d6 truyén dat lai.

» BRI duoce dung d€ noi voi nguoi bénh hay nguoi trong gia dinh cta ho bi

0m, chan thuong v...v...
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p.162
Th- "i =
E§E§ lj'é Nhan tin nhin
- N -

ThoA WA T =& A
GEERHTWET EXF. BFOEREF- < EQEE W BEIHRL
ESICEEDTEL LD,

Khi nhan tin nhin va lap lai, luu y khong lap lai y nguyén 10i noéi ctia ngweoi kia.

O EARIE ROREE AN S ERREADRESRENE LT,

Un duoc c6 Takahashi cong ty d6i tdc nho chuyén tin nhan dén truong phong Sato.

ABELSDENEHE T TT .

Gitta hai cach néi A, B, cach nao dung?

Lefat £ k] A ] € L Eiy o Lad L £ & k] L SA Wil
> HE. 8. aRvcogdbciiindzncogy. eRRRzaFoRH
e = L ok & kl = E 5 -
oinow ffokic: ek efoe rE# tEuzLes,
Cac chttc vu nhw Giam doc, Truong ban, Trudng phong con mang ham y kinh ngt. Truong
phong Sato la nguwoi ctia cong ty minh, vi vay khi néi chuyén véi ngwoi ctua cong ty khac, hay
ndi “Sato” P ma khong can chie vu “trudng phong” iz,

Ei T feirlt L
~

L f& o Lw E% & vl = L fefriz L Th & I=
> BRnsiotERErtifosgsiBEET0T (BETA) &1L
Habis = =i
<aEME (5~T5] EELET.
Vi tredng phong Sato cua cong ty minh s€ goi dién thoai cho ¢ Takahashi cong ty déi tac, vi
vay dung tir khiém xung [¥~73% | d€bay to sy kinh trong véi nguoi kia (c6 Takahashi).
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p-164

7.Nhén chi thi tir cAp trén

(DKhi cap trén nho truyén dat thong tin

Trudng phong: Cau Un nay, t6i nho chut.

Un: Vang, chuyén gi a?

Trudng phong: Cd Yamashita di ra ngoai quay lai cong ty thi cdu nhan gitp

la c6 dy hay thay t6i dw bu6i hop 3 gio hom nay.

Un: Vang, budi hop tir 3 gio chiéu hom nay a. T6i hiéu roi a. Toi sé
nhan lai c6 Ay nhu vay.

Trudng phong: A nay, dia diém hop la phong hoi nghi 16n. Con nita, day la tai
liéu bu6i hop, dua cd dy giup toi.

Un: T6i hiéu roi a.

Trudng phong: Vay nho cau nhé.

L ML OEE .

87/~ Chi thi/ Ménh 1énh A H Dia diém bén ngoai

Notes

» Khi nhan viéc hay chi thi, tin nhén, hay ldp lai nhiing diém quan trong nhuw thoi gian,

dia di€ém dé€ xac nhan thong tin chinh xac.
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p-166
7.Nhén chi thi tir cAp trén
@Truyén dat chi thi cta cap trén
Yamashita: Toi vé roi day.
Un: Chi vat va qud. Chi Yamashita nay, c6 tin nhan ctia truéng phong a.
Yamashita: Vang, la gi vay?
Un: Trudéng phong mudn chi thay mat tham du budi hop 3 gio chiéu nay
a.
Yamashita: A, vay a? Cudc hop 3 gio phai khong?
Un: Vang, tir 3 gio, tai phong hoi nghi 1én. Con day la tai liéu truwdng
phong gtii a.
Yamashita: T6i hiéu roi. CAm on ciu.
Notes

> Hay ghi chti lai nhitng diém quan trong trong ndi dung tin nhan nhw thoi gian, dia

diém d€ truyén dat thong tin mot cach chinh xdc.
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p-168

7.Nhén chi thi tir cAp trén

@Khi dugc cap trén giao nhiém vu

Truong phong: Karina, nho ¢6 biéu d6 hoéa cac dit liéu ho so nay gitp toi duoc
khong?

Karina: Vang a, khi nao thi phai hoan thanh xong a?

Trueong phong: SO lwong hoi nhiéu nhung t6i can dung cho budi hop mat voi

cong ty Thuy san Minato vao ngay mot nén c0 liéu dén trwa mai

kip khong?
Karina: Dén trua mai a, toi hiéu roi.
Trudng phong: Trudce khi gép mdt Thuy san Minato, t6i mudn xem qua mot luot

trude nén nho co day.

Karina: Vang a.

L & . 2] ‘&.‘FS
ft: EiF%  Hoan thanh H#Zi#E7 Xem qua
Notes

» Khi duoc trao nhiém vy, trede tién hay haéi thoi han hoan thanh
» [C&2 9 T4 khoéng co nghia la hoi “lam duoc hay khong?” ma phan 16n la chi

thi, giao nhiém vu “hay lam”
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7.Nhan chi thi tir cp trén
@Thao luan lich lam viéc véi cap trén
Karina: Xin 16i lam phién truéng phong ltc ban ron a. Téi mudn héi y kién

tredng phong vé tai liéu cho cudc hop ngay mai véi cong ty Thuy san
Minato a....

Trudng phong: Chuyén gi vay?

Karina: Trudng phong c6 yéu cau trua nay phai hoan thanh nhung c6 1é con
phai mat thém chut thoi gian ntra. Truong phong c6 thé cho dén 2 gio
chiéu nay duogc khong a?

Truong phong: Vay a...? Cé vé vat va nhung c§ gang nhé.

Karina: Xin 16i da 1am phién a.

Notes

» Khi can thao luan, xin y kién hay nho ai viéc gi, haynéi 510 L2 2 AT E )
trude khi vao van dé chinh.

> Khi khong kip hoan thanh ding thoi han, hdy mau chéng xin y kién sém. Khi tré

han, hay noi cu thé thoi gian ¢é thé hoan thanh.
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p-172
8.Bi cap trén khién trach

(DBi cdp trén mang vi cham tré trong viéc lién lac véi d6i tac

Truong phong: Cau Un nay, c6 lién lac gi tir anh Takahashi vé viéc thay d6i gio bat dau
budi hop véi cong ty Thue pham Asahi chua?
Un: A, xin 18i trudng phong. T6i van chua lién lac a.

Truwong phong: Ha? Chua lién lac 4? Ngay mat la hop roi con gi?

Un: Thanh that xin 16i treong phong. Téi sé lién lac ngay bay gio a.
Trudng phong: Cau lo lién lac di.

Un: Vang a, that xin 18i a. Ttr nay vé sau tdi sé can than a.

{’LA/6< AR -

Hi& A A5 Liénlac LIF% T nay ve sau

Notes

» Khi pham 15i trong cong viéc, trude tién phai xin 16i. Sau d6, hay bay t6 théi d6 sta
saibang cau LI, Al Ol E)
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8. Bi cap trén khién trach
@Duoc dan anh an ti khi bi cap trén khién trach
Nhén 16i moi di uéng nuée
Ishikawa: Cau Un nay, t6i nay ranh khong? i udng véi t6i khong?
Un: A, vang a. Em xin phép di chung a.
Vira udng bia ¢ tiém ruwgu vira ndi chuyén
Ishikawa: Cau Un nay, vat va qua. Lam 1 ly nao.
Un: Cam on anh. Em xin phép a. A, em moi anh Ishikawa. Xin 18i anh, em
that that 1é...
Ishikawa: Aa, cam on.
Ishikawa: Hom nay ¢6 hoi vat va nhi. Nhan vién mdi ¢6 vat va it nhiéu nhung ai
cling ttrng trai qua thoi.
Un: Cam on anh a. Em sé c8 gang.
Puoc dan anh thét dai
Nhan vién: 5800 yén a.
Ishikawa: Aa, cAu Un, khong can dau, hdm nay dé toi dai.
Un: A, cam on anh. Vay em khong ttr ch6i a. Cam on anh da thét dai.
AV x
wE72 < Khong e ngai ZbH*F 912725 Nhan duoc su thét dai
Notes

» Hay roét bia/ nudc uéng moi cap trén va dan anh udng trude.
» Thong thuwong thi moi nguoi chia nhau thanh todn nhung néu cdp trén va dan anh
dé nghi thanh toan thi hay nhan su thét dai tte ho.

81




1THE 10590 yR—A25 !
BE-EEDICIFACEE
N LEES

p.176
9. Xin cudc hen

(DThéo luan véi cap trén

Karina: Xin 16i, truong phong, bay gio cé thuan tién khong a?

Trudng phong: Aa, 6 néi di.

Karina: Vé cudc hop lan tdi véi cong ty Thuy san Minato, trudng phong cé thé
vui long di chung duoc khong a? Vi sé dé cap dén van dé gia thanh.

Trwong phong: To6i hiéu r6i. Ctt lam vay di.

TIRAL MA FEED  Xin cudc hen ?ﬂﬁﬁ% Gié thanh

Notes
» Khi can xin y kién, thao luan, hay héi xem nguoi kia c6 ban ron hay khong bang cau
4, BRI LA LWTL & 575
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p-178
9. Xin cudc hen

@Xin cudc hen qua dién thoai

Hashimoto: Toi Hashimoto nghe day a. Rat vui duoc lam viéc véi quy cong ty.
Karina: To6i la Karina, cong ty Asia Shoji. Rat han hanh dwgc lam viéc véi quy
cong ty. Vé kinh phi du tru t6i giri hdm trude, néu duoc, mong anh cho

chung toi truc tiép trinh bay cu thé duoc khong a....

Hashimoto: A, vang. Rat mong b gitip cho.

Karina: Khi nao thi tién cho anh a?

Hashimoto: U nhi. Chiéu tht tw tuan sau c6 duoc khong?

Karina: Vang. Vay 3 gio chiéu tht Tu tuan sau c6 duoc khong a? Tai sé di cung

treong phong Sato a.
Hashimoto: Vang, vay thtt Tu ngay 13, vao lac 3 gio chiéu, toi sé cho.

Karina: Vang, hen gap anh va mong anh giap do a.

Notes

» [TEEL/251 bay to thai do nha nhan, lich sy v6i nguoi dang néi chuyén véi
minh.

> Trudc tién, hay hoi nguoi kia ngay gio gap matbang cau [ o2 LA LWTL 19

o
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p-180
9. Xin cudc hen
(@Xin thay doi cudc hen qua dién thoai
Hashimoto: Xin 18i @€ c6 cho lau. Hashimoto nghe.
Karina: To6i 1a Karina, cong ty Asia Shoji. Rat vui duogc lam viéc véi quy cong ty.
Hashimoto: O, chtng toi rat vui dwoc lam viéc véi quy cong ty.
Karina: Vé cudc hen ngay thit Tu tuan nay, thanh that xin 16i anh, ching t6i
mudn nho anh mot viéc gap....
Hashimoto: Vang, chuyén gi?
Karina: That ra, do trong cdng ty toi ¢d cudc hop ddt xudt nén anh c6 thé vui

long thay ddi thoi gian gap mat duwoc khong a? Thanh that xin 16i vi
duong dot phién anh thé nay.

Hashimoto: Vay a? Gan nhat 1a ngay th Nam, tit 4 gio chiéu tro di thi on....
Karina: Thanh that xin 16i da lam phién anh.
£IZL 22T

#% 12 Thanh that H# Thoi gian biéu
HroXh
H T Gan nhat

Notes

» Trong truong hop phai thay ddi gio hen vi ly do phia cong ty minh, khong chi dung
LA D S E A maphaithémvao [3klC ) hay [ 26 50 B/ T hodc
[T S 5T Vv
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10.Ung xit v6i cac yéu cau tir d6i tac
(DKhi déi tac yéu cau thay doi don dit hang
Un: Toi, Un, xin nghe a.
Takahashi: Rét vui dwoc lam viéc voi quy cong ty. Toi Takahashi. Xin phép vao

van dé ngay, t6i goi dién dé trao ddi vé ndi dung e.mail t6i méi guri lac
nay.
Un: Vang, la van dé nguyén vat liéu cho mén rau cadu hop nho ma quy

cong ty da dat hang thang tredc phai khong a?

Takahashi: Vang, t6i biét 1a rat phién toai nhung mong quy cong ty vui long...

Un: Ngay giao hang la tht Nam tuan sau, cing gan dén roi...

Takahashi: Vang, t6i biét diéu d6 nhung....

Un: T6i hiéu roi. Téi sé trinh bay véi cdp trén ngay 1ap tic va sé lién lac lai
cho quy cong ty.

Takahashi: Vang, cdm on anh. T6i cho dién thoai lién lac.

RIS Ung xtt/ D&i ting SVHIEE Viralac nay/ Tikc thi

SRR
JRAE Nguyén vat liéu
i3

P 2 %D@J:“C Toi biét 1a phién toai
b - LEw)
im0 A 28 1% Ngay giao hang dang dén gan =& Ngay lap ttc
.
¢ T Lailan nira

o
N
«

Notes
» Du la nguoi kia ¢ gép rut di nira, ban khong duoc tu y quyét dinh nén hay néi [
T TGS /Z L E ) va trinh bay voi cap trén.
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10.Ung xit v6i cac yéu cau tir d6i tac
@B4o cdo 1én cap trén yéu cau cta doi tac va xin chi thi
Un: Thua truong phong, c6 chuyén gdp xin phép trinh bay véi trudng
phong a...
Trwdng phong: Um, chuyén gi?
Un: That ra, c6 e.mail va dién thoai tir ¢d Takahashi, cong ty Thuc pham

Asahi, muén tang gdp doi sd luwong dat hang nguyén vat liéu da dat
thang treedc...

Truwong phong: Ha, nhung tuan sau la giao hang réi dung khong?

Un: Vang, du dinh 1a tht Nam tuan sau nhung vi....,, nhu cau rau cau hop
nho cao hon dy tinh nén ho dang dinh chuan bi gia tang san xuat.

Truong phong: Vay a? Nhung ma tit bay gid ma ting gap doi thi...Nhung triedc mat, ta

ct thtr khan treeong 1én xem sao.

I~ Hobw s
fERZM< Xin chi thi ¥ 7% Dathang
$50 55 HOE 5
& SO luong 54 Gdp doi
EX ~ 9 s }u?‘jé\ﬂ‘b\ ) ,
S &x Gaprat HPERESY  Chudn bi gia tdng san xudt
&7=% Thulam
Notes

» Trong kinh doanh, viéc “Bdo c4o-Lién lac-Xin y kién” (#%, &, FHRE=1Z 5 - 1L A -
%< 9) rat quan trong. Hay nhé bao cdo 1én cdp trén hay nhan vién dan anh nhitng noi

dung trao d6i véi doi tac, va khi gdp van dé can giai quyét, dut khoat phai xin y kién.
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10.Ung xtt v6i cac yéu cau tir d6i tac

@Truyén dat véi doi tdc vé viéc khong thé dap ting yéu cau va dé nghi phuong an

thay thé

Un: Rat vui duoc lam viéc voi quy cong ty. Vé van dé rau cau hop nho chi
goi dién thoai sang nay...

Takahashi: A, vang. That lam phién quy cong ty qua.

Un: Khong c6 chi a. That ra tir 1ac nhan dién thoai, toi da tht trao doi voi
nha phan phdi nhung...phan ting thém kho c6 thé nhap hang vao tht
Nam tuan téi. Vi vay, néu chi dong y hoan phan ting thém do 4 ngay,
ttec thi Hai giao hang thi chung t6i sé thu xép ngay...

Takahashi: Vay a..Khong con cach nao khac nhi. Téi hiéu r6i. Vay nho anh thu
x€p giao phan tang thém vao tht Hai cta tuan ti€p theo nhé.

Un: Vang, toi hiéu roi. Sau khi lam thu tuc r6i, toi sé lién lac lai sau a.

Takahashi: T61 hiéu roi. Vay toi sé cho lién lac ctia anh.

T\ L% bDapang %% Phuong an thay thé

%i jjf%%% Nha phan phéi % n%j%{v Phan tang thém

‘X%ﬁ:} Nhép hang F4iATe Hoan

A Thu x€p

Notes

» [EEL U9 T la cach noéi nhe nhang, noi giam trong truong hop “khong thé lam

duoc” thay vi néi thang.
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11.Thuyét trinh tai van phong déi tac
(DChao bat dau thuyét trinh

Un:  Téila Un, ban Kinh doanh cong ty Asia Shoji. Cam on quy vi da danh thoi gian
dé tap trung dén day. Toi xin phép vao van dé ngay, toi xin dwoc trinh bay vé
nha phan phdi méi ma cdng ty chung t6i méi khai thac gan day. Trudc tién, xin

moi quy vi xem tai liéu s6 1 dang c6 trong tay.

LT =gy (FLEY)  Thuyét trinh

AL Mz <

Wett:  Cong ty chung toi (khiém xung)  BH#H  Khai thac
TH e LA

(B)Ft Trong tay B Moi

Notes

» Khi bat dau budi thuyét trinh, trudc tién hay gidi thidu tén va chao moi nguoi. Sau
do, gioi thiéu dé tai thuyét trinh va vao ndi dung chinh.
» Khi vao noi dung chinh ngay thi hay néi thém [ HL T 78 .
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11.Thuyét trinh tai van phong déi tac
(@Tra 10i cau hoi
Un: T6i da trinh bay xong. Néu quy vi c6 cau hdi hay phé binh gi, xin vui

long chi gido a.
Nguoi tham du: T6i xin phép hoi mot chat duoc khong?
Un: Vang, xin moi.
Nguwoi tham duy: Ti 1€ phan phdi ctia cong ty Tengu ¢ dia phuong chiém khoang bao

nhiéu phan tram?

Un: Chiém khoang gan 30%.

LT J oAb

f5f§  Phé binh it Dija phuong
Cx<

v=7 Phan chia (thi truong) ~5 Gan~/~ yéu

Notes

»Khi két thuc phén thuyét trinh, hay néi [V T 2 S0 &)
»Khi dé nghi cau hoi, y kién, dung mau cau | ZE[, R/ B8 DSk L

» [Euno /2l 24 1a cach ndi biéu thi con s6 mang tinh tuwong doi.
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11.Thuyét trinh tai van phong déi tac

(@Khat lai cau tra 1oi

Un: Ngoai ra con c6 cau héi nao khac khong a?

Nguoi tham du: T6i mudn hoi vé tinh on dinh trong viéc cung cp...

Un: Vang, xin moi.

Nguoi tham du: Toi da nghe anh trinh bay vé rui ro thi€u nguén cung cap khi
thoi ti€t khong thuan loi, nhung anh c6 thé cho xem s0 liéu du
doan rui ro vé sau khong?

Un: Thanh that xin 16i. Hién nay tdi khong c6 s& liéu cu thé 6 day.
Vé do6i sach rui ro thi nhw t6i da trinh bay lac nay. Con s liéu
cu thé, xin phép cho t6i trinh bay sau dwoc khong a?

Nguwoi tham du: Vang, vay cling duoc.

N H 1ED 95 ,

[I% Traloi 8 Khat lai

LR é{@ > , Mmﬁu\ 5

fit %5 Cung cap ZiEM  Tinh 6n dinh

%;7%{©7a%< ~ o +Tob

it f& \E Cung cap thiéu hut iﬁ({ﬁ S8 lieu

s
Y %7 %% D6t sach rii ro #1325 Sau
Notes

> Véi nhitng cau hoi khdng thé tra 10i ngay tai chd, hay néi [ %1% 2~ | vanhd tra loi

lai sau khi da xdc nhan thong tin.
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11.Thuyét trinh tai van phong déi tac
@Duoc khen sau budi thuyét trinh
Un: Ngoai ra con c6 van dé gi khac khong a? Néu nhw khong co gi, toi xin
phép két thiic tai day. Xin cam on.
Takahashi: Anh Un, that vat va cho anh qua. Tai liéu thuyét trinh anh trinh bay
rat dé hiéu, cdm on anh nhiéu.
Un: Rat vui khi nghe chi ndi nhu vay. Cling la nho cdng moi nguoi thoi. Tt

nay vé sau mong chi giup do.

Notes
» Khi dwoc khen, hay dén nhan mot cach chan thanh va thém vao nhitng cau cam on
nhue OB T, (4% b~
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EYRAYF—Q) (35nA2>)

Ouyv tic tmg xi trong cong viée (2)

M35 - 1A - 75 BEDRAOEETY, HE2E2L—RIEHB &M

ey ok b 11 k-
TEBLEFTH. AP RSTILERS L. AB0OHEE LB AT
=7,

139 71/ 9 11a quy tac cdn ban trong cong viéc. Khong chi gitip cong viéc dugc tién hanh
su6n sé, ma con lam giam 13i sai hay nhiing rac réi cling nhu nang cao hiéu qua cong viéc.
E3z¢ L
FS5 (=$%) Ho (Hokoku: Bao cao)
EDLK 3 el E] [l o = i Cad L dge @524
mslKeofisdbeneombeRRe L RcET BT,
Phai ludén bao cdo 1én cép trén vé tién trinh va két qua lam viéc cing nhu nhiing ndi dung

twong tw sau khi lam viéc vdi doi tac 1én cdp trén.

nA (= E‘ﬁ} Ren (Renraku: Lién lac)
=8 L el s Lk L WA LR Ik& TLAEL
BACAELORr U1 —LEEL R, LAcEEES S0 cEkT sy,
Khi di tré hay c6 sw thay d6i trong lich 1am viéc, phai nhanh chéng lién lac véi cap trén va
nhitng nguoi cé lién quan.
- ath ,
5 (=Hik) So (Sodan: Xin y kién)
L JECEY  LAML oE b £ e L wAE EpE FARA
A= LOREI-ATRETIC. ERPREICATERTIIL,
Néu gip van dé rac réi trong cong viéc, khong 8 gang giai quyét mot minh, hay thao luan, xin

y kién nhan vién dan anh va cap trén.
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