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Chuong 1. Cong viéc, chirc danh, co’ cau cong ty — Chapter 1. Jobs,
job titles and company structure

Muc tiéu chwong — Chapter objectives

« Dung dung 49 tir, cum tir vé chirc danh, phong ban, loai hinh doanh nghiép va mé ta
cong viéc.
Use 49 words and phrases for job titles, departments, company types and job descriptions
correctly.

* Phan bi¢t hién tai don (viéc lau dai, thoi quen) véi hién tai tiép dién (viéc dang lam,
viéc tam thoi).

Distinguish the present simple (permanent facts, routines) from the present continuous
(actions in progress, temporary situations).

* Khong chia tiép dién voi dong tir trang thai: know, need, belong, consist of, cost...
Avoid the continuous form with stative verbs: know, need, belong, consist of; cost...

* Gidi thi¢u ban than, cong viéc, cong ty va so dd to chire bé‘mg 161 n6i va email ngén.
Introduce yourself, your job, your company and its organisation chart in speech and in a
short email.

« Phat 4m dung dudi -s/-es va trong 4m cac tir chi nghé nghiép.

Pronounce -s/-es endings and the stress of job words correctly.

1.1. Tir vung: chirc danh va con ngwoi trong cong ty — Vocabulary: job titles and
people at work

Bang dudi gdm 17 tir chi ngudi trong cong ty, xép tir cap cao xudng. Vi du dit trong ciu
hién tai don vi khi néi chttc danh, ta néi vé sy tht lau dai.

The table below lists 17 words for people in a company, from senior to junior. The examples use
the present simple because job titles describe permanent facts.

Loai Y
t‘o al Nghia tiéng
Tir / cum tir Phién 4m P“’ , | viet Vi du
Word / phrase IPA ;’ Vietnamese Example
0 :
Sbeec h meaning
Our CEO visits the Hanoi
) iam doc dicu
chief executive /tfi:f 1g ' zekjotiv g‘ 2 . brﬁnch fveiy mf)nth.7 )
officer (CEO) ‘bfiso/ n hanh, tong gidm  Gidm doc dieu hanh cia ching
doc t6i dén chi nhanh Ha Ngi hang
thang.
iam ddc (phu
8 , R P £ Ms Hoa is the director of
) , trach mot khoi); .
director /dar'rekta/ n operations.

thanh vién hoéi .
A .. Ba Hoa la giam doc vdn hanh.
dong quan tri
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T / cum tir

Word / phrase

manager

head of
department

deputy

team leader

supervisor

employee

employer

staff

colleague

Phién Am
IPA4

/'meenid3o/

/hed v
di'pa:tmant/

/'depjoti/

/tizm 'li:do/

/'su:pa vaizo/

/im'plori:/

/im'plota/

/sta:f/

/'koli:g/

Loai
tir
Part
of

speech

=]

Nghia tiéng
Viét
Vietnamese
meaning

nguoi quan ly,
trudng bo phan

trudng phong

cAp pho, pho

truéng nhoém

nguoi giam sat,
to trudng

nhan vién, nguoi
lao dong

nguoi st dung
lao dong, chu
thué

toan bo nhan

vién (danh tur tap
hop)
ddng nghiép

Vi du
Example

The sales manager leads a
team of eight people.
Truong phong kinh doanh phu
trach mot nhom tam nguoi.

Each head of department
reports to the CEO.

Méi truong phong bdo cdo cho
gidm doc diéu hanh.

Mr Long is the deputy head
of the IT department.

Ong Long la phé phong cong
nghé thong tin.

Our team leader plans the
work for the week.

Truong nhom cua chung toi lén
ké hoach cong viéc trong tuan.

My supervisor checks my
reports every Friday.

Nguoi giam sat kiém tra béo cdo
ciia téi vao thir Sau hang tuan.

The company has about 250
employees.

Cong ty co khoang 250 nhdn
vién.

The bank is a large employer
in Da Nang.

Ngdn hang dé la noi tuyén dung
nhiéu lao dong ¢ Pa Nang.

We have 40 staff in the Da
Nang office.

Vin phong Pa Nang cia chiing
t6i ¢6 40 nhdan vién.

I often have lunch with my
colleagues.

T6i thuong an trwa voi dong
nghiép.
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T / cum tir
Word / phrase

intern

accountant

receptionist

assistant

sales
representative

financial analyst

Phién Am
IPA4

/'mt3:n/

/a'kaontant/

/1" sepfonist/

/' s1stant/

/seilz
repr1'zentatrv/

/far' nen/1
‘aenolist/

Loai
tr

Part
of

speech

Nghia tiéng
Viét
Vietnamese
meaning

thuc tap sinh

ké toan vién

18 tan

trg ly

nhan vién kinh
doanh, dai dién
ban hang

chuyén vién
phan tich tai
chinh

Vi du
Example

Two interns are helping the
Finance team this summer.
Hai thyc tdp sinh dang hé tro
nhom Tai chinh mua he nay.

She works as an accountant
for a logistics company.

Cé dy lam ké todn cho mot cong
ty logistics.

The receptionist welcomes
visitors and answers the
phone.

Lé tdn don khdch va nghe dién
thoai.

Please send the documents to
my assistant, Ms Thu.

Vui long gui tai liéu cho tro Iy
cua toi, chi Thu.

Our sales representatives visit
shops in the Mekong Delta.
Nhan vién kinh doanh cua ching
16i di gdp cdc cira hang ¢ Pong
bang séng Ciru Long.

A financial analyst prepares
reports on costs and profits.
Chuyén vién phan tich tai chinh
ldp bdo cdo vé chi phi va lpi
nhuan.

Churc danh Vi€t — Anh thwong gap — Common Vietnamese job titles in English

Doanh nghiép Viét Nam khong ding mot bang dich chtc danh théng nhat. Bang dudi 1a

cach dich pho bién trén danh thiép, hop dong va ho so cong ty. Khi 1am viéc véi dbi tac,

kiém tra danh thiép cta ho dé biét cong ty d6 dung chir nao.

Viethamese companies do not share one standard list of English job titles. The table shows the
translations most often seen on business cards, contracts and company profiles. With a partner,

check their business card to see which title their company uses.

Trang 9
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Tiéng Viét

Vietnamese

Tiéng Anh thwong ding

Ghi chu
Note

Chii tich Hoi dong
quan tri (Chu tich
HDQT)

Tong giam dbc
Pho tong gidam ddc
Gidm déc tai chinh
Trudng phong

Pho phong

Trudéng nhom

K¢é toan truong

Chuyén vién

Nhan vién

Thuyec tap sinh

Thu ky, tro ly giam
doc

Common English title

Chairman / Chair of the Board

General Director / Chief
Executive Officer (CEO)

Deputy General Director /
Deputy CEO

Chief Financial Officer (CFO) /
Finance Director

Head of ... /... Manager

Deputy Head of ... / Deputy
Manager

Team Leader

Chief Accountant

Specialist / Officer / Executive

Staff member / Employee /

Clerk

Intern / Trainee

Secretary / Executive Assistant
(EA)

Pung dau hoi ddng quan tri cia cong
ty c¢6 phan
Heads the board of a joint-stock company

Ngudi diéu hanh cong viéc hiang ngay
Runs the company day to day

“Deputy” = cip pho, thay mit cap
truong khi vang
“Deputy” acts for the head when absent

Phu trach ca khoi tai chinh — ké toan
In charge of all finance and accounting

Head of HR = Human Resources
Manager

Khong dich 1a “Vice Manager”
Not “Vice Manager”

Dudi trudng phong, quan ly 3—10
nguoi

Below the head of department; leads 3—10
people

Chirc danh bat bugc & doanh nghiép
Viét Nam
A required post in Vietnamese companies

HR Officer, Marketing Executive,
Credit Specialist

Khong noi “a staft”
Not “a staff”

Trainee thuong la ngudi méi dang
dugc dao tao c6 luong

A trainee is usually a paid new starter in
training

Personal Assistant (PA) cling phd bién
Personal Assistant (PA) is also common

Chtic danh viét hoa khi dimg ngay truéc hodc ngay sau tén nguoi, trén danh thiép va
trong chit ky email: “Ms Lan, Marketing Manager”. Trong cdu thong thuong, chuc
danh di v&i mao tir ¢6 thé viét thudng: “She is the marketing manager.”

Capitalise a job title directly before or after a person’s name, on a business card and in an email
signature: “Ms Lan, Marketing Manager”. In an ordinary sentence a title with an article can

stay in lower case: “She is the marketing manager.’

’
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LOI HAY GAP / COMMON MISTAKE — Sai: “I am accountant.” / “She is manager of
Sales.” Puing: “I am an accountant.” / “She is the sales manager.” Tiéng Viét noi “toi 1a ké
toan” khong can mao tir. Tiéng Anh bét budc ¢ a/an trude danh tir nghé s6 it; dung the khi
chure danh chi c6 mot nguoi gilr trong cong ty.

Wrong: “I am accountant.” / “She is manager of Sales.” Right: “I am an accountant.” / ““She is the
sales manager.” Vietnamese has no article here. English needs a/an before a singular job noun, and
the when only one person holds that post in the company.

LOI HAY GAP / COMMON MISTAKE — Sai: “I am a staff of ABC.” / “We have many
staffs.” Pling: “I am a staff member at ABC.” / “I am an employee of ABC.” / “We have 40
staff.” “Staff” 1a danh tir tap hop chi toan bd nhan vién, khong di véi “a” va khong thém -s
khi chi nguoi.

Wrong: “I am a staff of ABC.” / “We have many staffs.” Right: “I am a staff member at ABC.” / “I
am an employee of ABC.”” / “We have 40 staff.” “Staff” is a collective noun for all employees, it
takes no “a” and no -s when it means people.

VI DU/ EXAMPLE — Phan biét Director va Manager: & Anh, “director” thuong 1a thanh
vién hoi ddng quan tri hodc ngudi dimg dau ca mot khdi (Finance Director). Trudng phong
nhan sy ciia mot cong ty 100 nguoi la HR Manager hay Head of HR, khong phai “HR
Director”. Dich “giam d6¢” thanh “director” cho moi trudng hop 1am ddi tac hiéu sai cip bac.
Director vs Manager: in the UK a “director” is usually a board member or the head of a whole
division (Finance Director). The head of HR in a 100-person company is the HR Manager or Head of

HR, not the “HR Director”. Translating every “gidm doc” as “director” gives partners the wrong
idea of rank.

1.2. Tir vung: phong ban, co cAu va loai hinh doanh nghiép — Vocabulary:
departments, structure and types of company

Tén phong ban viét hoa chir cai dau khi dung nhu tén riéng: “I work in Finance.”, “Send
it to HR.” C6 thé bo chit “department”: “Marketing is on the third floor.”

Capitalise department names when they work as proper names: “I work in Finance.”, “Send it
to HR.” The word “department” can be left out: “Marketing is on the third floor.”

Loai

. Nghia tiéng
Tir / cum tir Phién 4m P“’ | vigt Vi du
Word / phrase 1IPA ;”t Vietnamese Example
0 e
Speech meaning
Which department do you
department /d1'pa:tmont/ n phong, ban work in?

Anh/chi lam 6 phong nao?

HR organises training for
Human /"hju:man phong nhan sy;  new staff.
Resources (HR)  r1'z0:s12/ cong tac nhan su  Phong nhdn su té chire dao tao
cho nhan vién moi.
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T / cum tir
Word / phrase

Finance

Accounting

Marketing

Sales

Research and
Development
(R&D)

Customer
Service

headquarters

branch

Phién Am
IPA4

/' famaens/

/4 kavntiy/

/"ma:krtiy/

/seilz/

/r1's3:tf @&nd
di'velopmont/

/'kastoma
's3:vIs/

/ hed 'kwo:toz/

/bra:nt//

Loai
tr

Part
of

speech

=]

Nghia tiéng
Viét
Vietnamese
meaning

tai chinh; phong

tai chinh

ké toan; phong
ké toan

tiép thi; phong
marketing

ban hang; phong

kinh doanh

nghién ctu va
phat trién

cham soc khach

hang

tru s& chinh

chi nhanh

Trang 12

Vi du
Example

Finance controls the budget
of every department.

Phong tai chinh kiém sodt ngan
sach cia moi phong ban.

Send all invoices to
Accounting by the 25th.

Giri moi héa don cho phong ké
todn trudc ngay 25.

Marketing is planning a new
online campaign.

Phong marketing dang lén ké
hoach cho mét chién dich truc
tuyén mdi.

He works in Sales and travels
a lot.

Anh dy lam & phong kinh doanh
va di cong tac nhiéu.

R&D is testing a new
payment feature.

B6 phdn nghién cuu va phat
trién dang thir mot tinh nang
thanh todn moi.

Customer Service answers
about 600 calls a day.

Bé6 phdn cham soc khach hang
tra 1oi khoang 600 cudc goi moi
ngay.

Our headquarters is in Ho Chi
Minh City.

Tru so chinh cua chung toi ¢ TP.
H6 Chi Minh.

The bank has a branch near
the university.

Ngadn hang c6 mot chi nhdanh
gan trieong dai hoc.
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T / cum tir

Word / phrase

subsidiary

board of
directors

shareholder

joint-stock
company (JSC)

limited liability

company (LLC)

partnership

organisation
chart

Phién Am
IPA4

/sab'sidiari/

/bo:d pv
dar'rektoz/

/' fea haulds/

/d3o1nt stok
‘kamponi/

/' Timrtid
Jlaro"bilati
‘kamponi/

/" pa:tnafip/

/ o:genar zerfon
tfa:t/

Loai
tir
Part
of

speech

Nghia tiéng
Viét
Vietnamese
meaning

cong ty con

hoi dong quan tri

co dong

cong ty ¢d phan

cong ty trach
nhiém hiru han

cong ty hop
danh; quan hé
ddi tac

so do tod chuc

Vi du
Example

The group has three
subsidiaries in Cambodia.
Tap doan co6 ba cong ty con o
Campuchia.

The board of directors meets
four times a year.

Hoi déng qudan tri hop bon lan
maoi nam.

The company has more than
300 shareholders.
Céng ty c6 hon 300 cé déng.

A joint-stock company can
issue shares.

Cong ty ¢6 phan dwoc phat hanh
6 phan.

My uncle owns a small
limited liability company.
Chui téi lam chu mot cong ty
trach nhiém hitu han nho.

The two lawyers run their
firm as a partnership.

Hai ludt sw diéu hanh van phong
cua ho theo mé hinh hop danh.

The organisation chart shows
who reports to whom.

So do t6 chiic cho biét ai bdo
cdo cho ai.

Céc loai hinh doanh nghi€p & Viét Nam — Types of business in Vietnam

Luat Doanh nghiép 2020 quy dinh nim loai hinh. Tén tiéng Anh dudi ddy 1a cach cac

cong ty Viét Nam dung trén gidy to giao dich qudc té. Chir viét tat xuat hién cubi tén

cong ty: “Kinh Bac Logistics Co., Ltd”, “Sao Mai Pay JSC”.

The Law on Enterprises 2020 sets out five types of business. The English names below are those
Viethamese companies use in international documents. The abbreviation comes at the end of the
company name: “Kinh Bac Logistics Co., Ltd”, “Sao Mai Pay JSC”.

Trang 13
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Viét tit S
N Dac diém chinh
) Abbreviatio )
Type English name Key features
n

Loai hinh Tén tiéng Anh

Mot to chire hoac mét ca nhan lam

Cong ty TNHH single-member chu; chiu trach nhiém trong pham vi

; . e Co., Ltd/ , R R
mot thanh vién limited liability LLC von dieu 1¢ (Diéu 74)
Single-member LLC  company One owner; liability limited to the
charter capital (Art. 74)
Cong ty TNHH hai Tur 2 deén 50 thanh vién; khong dugc

multi-member limited Co.,Ltd/  phat hanh cb phan (Diéu 46)
liability company LLC 2 to 50 members; cannot issue shares
(Art. 46)

thanh vién tré 1én
Multi-member LLC

Vén chia thanh ¢ phan; téi thiéu 3
) dong, khong gidi han tdi da; dugc
Cong ty cd pha . JSC/JS it ha 5 pha T
Qng y ¢0 phan joint-stock company phat hanh c6 phan (bicu 111)
Joint-stock company Co. Capital divided into shares; at least 3

shareholders, no maximum, may issue
shares (Art. 111)

it nhat 2 thanh vién hop danh chiu
trach nhiém bang toan bo tai san

Cong ty hop danh . 5
j rtnersh — i€
Parmership partnership (bicu 177)
At least 2 general partners with
unlimited liability (Art. 177)
M6t ca nhan lam chu, chiu trach
Doanh nghiép tu . . nhiém bang toan bo tai san (Dicu
R private enterprise /
nhan . . — 188)
, ) sole proprietorship o , .
Private enterprise Owned by one individual with unlimited

liability (Art. 188)

PHAI THUQC / MEMORISE — JSC = joint-stock company = cong ty ¢6 phan. LLC /
Co., Ltd = limited liability company = cong ty trach nhiém hitu han. Limited liability = trach
nhiém hitu han: cht s& hitu chi mat phan vén da gop. Unlimited liability = trich nhiém vo
han: chi s¢ hitu tra no bang ca tai san riéng.

JSC = joint-stock company. LLC / Co., Ltd = limited liability company. Limited liability: owners can
lose only the capital they put in. Unlimited liability. owners pay debts with their personal assets too.

Pudi tén cong ty ciia ddi tac nwdc ngodi — Company suffixes of foreign partners

Poc dudi tén cong ty trén email, hoa don, danh thiép ctia ddi tac giup biét loai hinh va
qudc gia cta ho. Cac dudi hay gip trong giao dich v6i doanh nghiép Viét Nam:

The suffix of a partner’s company name on an email, invoice or business card shows its type and
country. Suffixes often seen in dealings with Vietnamese firms:

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin
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Duéi Pay di Qudc gia Nghia gin ding
Suffix Full form Country Rough equivalent
. - Anh Cong ty TNHH
L limit
«d private limited company UK Private limited company
e Anh Cong ty co phan dai chiing
1 lic limit :
plc public limited company e Public company
N Cong ty c6 tu cach phap nhan,
Inc. / Corp. incorporated / corporation USy thuong 13 ¢6 phan
Incorporated company
. o . 0 TNHH ha
Pte Ltd private limited Singapore ang ty. N tu nhan
Private limited company
. o Uc Coéng ty TNHH tu nhan
Pty Ltd proprietary limited Australia Private limited company
Gesellschaft mit beschriankter  Dirc Coéng ty TNHH
GmbH N
Haftung Germany Limited liability company
AG Aktiengesellschaft bie ang ty c0 phan
Germany Joint-stock company
K.K./ Co. a a 0 6 pha
ok kabushiki kaisha NI ang fy.co phan
Ltd. Japan Joint-stock company

B0 may ctiia mot cong ty c6 phan — Management bodies of a joint-stock company

Tiéng Viét Tiéng Anh Vai tro

Vietnamese English Role

Co quan quyét dinh cao nht, gém

Dai hoi ddne ¢b dén General Meeting of moi c6 déng c6 quyen biéu quyét
T & 8 Shareholders Highest decision-making body, all voting
shareholders

Quyét dinh chién lugc, bd nhiém téng
Ho1 dong quan tri Board of Directors giam ddc
Decides strategy, appoints the CEO

Giam sat hoi dong quan tri va tong

Board of Supervisors / Y
giam doc

Ban kiém soat

S i Board
Upervisoty Boat Monitors the board and the CEO
Téng giam ddc / Giam . Diéu hanh cong viéc ha 3
R £& General Director / CEO feu a.n cong _Vlec ang hgay
doc Runs daily operations
Thuyc hién tirng mang viéc, bao cao
Cac phong ban Departments cho tong gidm doc

Carry out each area of work; report to the
CEO
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Bén céu trac mé ta so do td chirc. Ba ciu trac dau 1a hién tai don vi co cu 1a su that 6n
dinh; cu trac thir tu dung bi dong nhu mdt cum ¢ dinh:

Four structures for describing an organisation chart. The first three are in the present simple
because a structure is a stable fact; the fourth uses the passive as a fixed phrase:

* consist of / be made up of: “The company consists of six departments.”
consist of / be made up of “The company consists of six departments.”

* be divided into: “Sales is divided into two teams: North and South.”
be divided into: “Sales is divided into two teams: North and South.”

* report to: “The heads of department report to the CEO.”
report to: “The heads of department report to the CEQO.”

* be headed by / be led by: “Each department is headed by a manager.”
be headed by / be led by: “Each department is headed by a manager.”

LOI HAY GAP / COMMON MISTAKE — Sai: “The company is consisting of five
departments.” / “The company includes of five departments.” Pung: “The company consists
of five departments.” / “The company includes five departments.” “Consist” luén di voi of;
“include” khong c6 gidi tir. Ca hai la dong tir trang thai, khong chia tiép dién.

Wrong: “The company is consisting of five departments.” / “The company includes of five
departments.” Right: “The company consists of five departments.” / “The company includes five
departments.” “Consist” always takes of; “include” takes no preposition. Both are stative and have
no continuous form.

1.3. Tir veng: mo ta cong viéc, ho tir va cum tur cd dinh — Vocabulary: describing

jobs, word families and collocations

Cau tra 101 cho “What does your job involve?” thuong dung cac dong tir va cum dudi day
0 hién tai don.
Answers to “What does your job involve?” usually use the verbs and phrases below in the
present simple.

Loai

Nghia tién
tir ghia ticng

Tir / cum tir Phién am Viét Vidu

Part
of

speech

Word / phrase IPA Vietnamese Example

meaning

Minh is responsible for the
chiu trach nhiém = company website.
for fo:/ vé Minh chiu trach nhiém vé trang
web cuia cong ty.

be responsible /bi: 11 sponsabal

Ms Trang is in charge of the
phu trach, quan  Accounting team.
ly Chi Trang phu trach nhém ké
toan.

be in charge of  /bi: m tfa:dzpv/ phr

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin
Trang 16



DPé cuong on tip Tiéng Anh trong kinh doanh / Business English Study Guide

T / cum tir
Word / phrase

report to

deal with

manage

handle

coordinate

recruit

specialise in

be based in

employ

Phién Am
IPA4

/r1'po:t tu:/

/di:1 wid/

/'meenidz/

/"haendal/

/kov ' o:d1 nert/

/r1'kru:t/

/'spefs laiz m/

/bi: beist m/

/im'plor/

Loai
tr

Part
of

speech

Nghia tiéng
Viét
Vietnamese
meaning

bao céo cho,

chiu sy quan ly

tryc ti€p clua

xu ly, giai quyét

quan ly, diéu
hanh

xu 1y, lo (mot

viéc)

diéu phoi

tuyén dung

chuyén ve

dat tru s¢ 0, lam
viéc chu yeu &

thué, tuyén dung

(lao dong)

Trang 17

Vi du
Example

I report to the Head of
Marketing.

T6i bdo cdo truc tiép cho trucng
phong marketing.

Our team deals with customer
complaints.

Nhém ching téi xir Iy khiéu nai
cua khach hang.

She manages a team of six
analysts.

Cé dy quan Iy mét nhém sdu
chuyén vién phan tich.

Who handles payments to
suppliers?

Ai lo viéc thanh toan cho nha
cung cap?

He coordinates the work of
the three branches.

Anh dy diéu phoi cong viée ciia
ba chi nhanh.

We recruit about 20 graduates
cvery year.

Mbi nam chiing téi tuyén khodng
20 sinh vién méi tot nghiép.

The firm specialises in
mobile payments.

Cong ty chuyén vé thanh todn di
dong.

Our partner is based in
Singapore.

Péi tac cuia chung toi dat tru so
o Singapore.

The factory employs 1,200
workers.

Nha may sur dung 1.200 céng
nhan.
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Loai 2
: Nghia tien
tir ghia ticng

Tir / cum tir Phién am Viét Vidu
Word / phrase 1IPA

Part
of

speech

Vietnamese Example
meaning

I’'m working on the annual
lam (mot du 4n,  report this week.
mot nhiém vu) Tuan nay téi dang lam bdo cdo
thuong nién.

work on /w3:k pn/ v

She has a full-time job at a
bank.

full-time / fol "taim/ adj toan thoi gian R
C6 ay co cong viéc toan thoi

gian o mgt ngan hang.

Many students have part-time
jobs in cafés.

art-time / pa:t 'tarm/ adj ban thoi gian .
P P ! £ R sielh v e (o 1
gian o quadn ca phé.

He got a promotion to team
leader last year.

promotion /pra ' maufon/ n su thang chuirc 3 o i 5
Nam ngodi anh dy dwoc thang

chirc lén truong nhom.

Sau “be responsible for”, “be in charge of”, “specialise in” va “involve”, ddng tir phai &
2 9

dang V-ing: “I am responsible for checking invoices.”, “My job involves meeting

customers.”

After “be responsible for”, “be in charge of”, “specialise in” and “involve”, a verb takes the -
ing form: “I am responsible for checking invoices.”, “My job involves meeting customers.”

Ho tr (word family) — Word families
Hoc ca ho tir dé viét dung loai tir trong cdu. Danh tir chi ngudi thudng c6 dudi -er, -or, -

ant, -ist, -ee; danh tir chi viéc thuong c6 dudi -ment, -tion, -ing; tinh tr thuong c6 duoi -
al, -ive, -ed.

Learn the whole family to choose the right part of speech. Nouns for people often end in -er, -or,
-ant, -ist, -ee; nouns for activities in -ment, -tion, -ing, adjectives in -al, -ive, -ed.

Danh tir chi nguoi Danbh tir chi viéc Tinh tir
Person noun Activity noun Adjective
manage manager management managerial
I I | | ¢ employed,
emplo employer, employee employmen
POy Doy Doy DO¥ unemployed
organise organiser organisation organisational
produce producer product, production productive
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Pong tir Danh tir chi nguoi Danbh tir chi viéc Tinh tir
Verb Person noun Activity noun Adjective
compete competitor competition competitive
account (for) accountant accounting, account accountable
supervise supervisor supervision supervisory
analyse analyst analysis analytical
assist assistant assistance —

— — responsibility responsible

VI DU/ EXAMPLE — M5t ho tir trong bon ciu: “She manages the team.” (dong tir) — “She
is a good manager.” (nguoi) — “She studies management.” (nganh, viéc quan 1y) — “She has
managerial experience.” (tinh tir). Meo nhé -er / -ee: employer 1a nguoi trd lwong, employee
1a nguoi nhan luong; trainer day, trainee hoc.

One family in four sentences. “‘She manages the team.” (verb) — “She is a good manager.” (person) —
“She studies management.” (subject, activity) — “She has managerial experience.” (adjective).
Memory tip for -er / -ee: the employer pays, the employee is paid; a trainer teaches, a trainee learns.

o 7 e

Work + gidi tr — Work + preposition

Cum tir bi voi

Phrase Used with

Vi du
Example

tén cong ty, nguoi chu

work for
a company, an employer
cong ty, dia diém cuy thé
work at £ d
a company, a specific place
. hong ban, nganh, thanh phd
work in phong , Nganh, .P
a department, a sector, a city
nghé, chirc danh (c6 a/an)
work as . . .
a job, a title (with a/an)
du an, nhiém vu
work on ]
a project, a task
. nguoi, nhom cung lam
work with & &

people, a team

I work for Sao Mai Pay.
Toi lam cho Sao Mai Pay.

She works at the Hanoi branch.

Cé dy lam & chi nhanh Ha Noi.

He works in Sales / in banking / in Da
Nang.

Anh dy lam o phong kinh doanh / nganh ngan
hang / Pa Nang.

I work as a data analyst.
Toi lam chuyén vién phan tich dir liéu.

We’re working on a new app.
Chuing toi dang lam mot ung dung moi.

I work with three engineers.
Toi lam cung ba ky su.

PHAI THUQC / MEMORISE — Work for + cong ty - work in + phong ban/nganh - work
as + a/an + nghé - work on + du an. C4u du bén y: “I work for Sao Mai Pay. I work in
Finance as an analyst. This month I’'m working on the budget.”

Work for + company - work in + department/sector - work as + a/an + job - work on + project. One
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example with all four: “I work for Sao Mai Pay. [ work in Finance as an analyst. This month I'm
working on the budget.”

LOI HAY GAP / COMMON MISTAKE — Sai: “I work in ABC company.” / “I work like
an accountant.” Ping: “I work for ABC.” / “I work at ABC.” / “I work as an accountant.”
Sau tén riéng cua cong ty khong thém chir “company”. “Like” nghia 1 “gidng nhu”: “He
works like a machine” 14 “anh ay 1am nhu cai may”, khong phai nghé cua anh Ay.

Wrong: “I work in ABC company.” / “I work like an accountant.” Right: “I work for ABC.” / “I
work at ABC.” / “I work as an accountant.” Do not add “company” after a company name. “Like”
means “similar to”: “He works like a machine” describes how he works, not his job.

1.4. Ngir phap: thi hién tai don va hién tai tiép dién — Grammar: the present

simple and the present continuous

Thi hién tai don (present simple) — The present simple

Thé Cong thirc Vidu
Form Structure Example

Our team works in Finance. She

Khéng dinh I/You/We/They+V manages the HR team.
Affirmative He /She /It + V-s/es Nhém chiing téi lam & phong tai chinh. C6 dy
quan ly nhom nhdn su.
Phu dinh S + do not (don’t) / does not He doesn’t work on Saturdays.
Negative (doesn’t) + V Anh dy khong lam viéc vao thir Bay.
L Do /Does +S + V?
Nghi van Yes/No Does she report to you? — Yes, she does.

— Yes, S + do/does. / No, S +

C6 dy ¢6 bdo cdo cho anh khéng? — C6.
don’t/doesn’t. 4 &

Yes/No question

- . o
Cau hoi Wh Whe + do / does + S + V? Wth‘h d?parjtmen‘F do you work in?
Wh- question Anh lam ¢ phong nao?

Wh- 1am chu ngtt  Who / What + V-s/es? (khong c6 'Who manages the Sales team?
Subject question do/does) Ai quadn Iy nhom kinh doanh?

Bon cach dung chinh trong boi canh cong viée:

Four main uses in a work context:

* Cong viéc, chuc danh, su that lau dai: “I work for a bank. Mr Huy is our Head of
Sales.”
Jobs, titles and permanent facts: “I work for a bank. Mr Huy is our Head of Sales.’

’

* Thoi quen, viée 1dp lai theo lich: “We have a team meeting every Monday at 9.00.”
Routines and scheduled repeated actions: “We have a team meeting every Monday at 9.00.”

« Sy that vé cong ty, quy trinh: “The company employs 180 people. Accounting pays
suppliers within 30 days.”
Facts about a company and its procedures: “The company employs 180 people. Accounting
pays suppliers within 30 days.”
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* Bong tir trang thai (muc 1.5): “I know Ms Trang. This app belongs to our R&D
team.”
Stative verbs (section 1.5): “I know Ms Trang. This app belongs to our R&D team.’

1

DAu hiéu nhén biét: always, usually, often, sometimes, rarely, never; every day / week
/ month; once a week, twice a month; on Mondays; in the morning. Trang tir tin suét
ding trudc dong tir thwong va sau dong tir be: “She usually starts at 8.00.”, “He is
always on time.”

Time signals: always, usually, often, sometimes, rarely, never, every day / week / month; once
a week, twice a month; on Mondays; in the morning. Frequency adverbs go before a main verb
and after be: “She usually starts at 8.00.”, “He is always on time.”

Quy tic thém -s/-es & ngdi thir ba s6 it — Spelling of third-person -s/-es

Pong tir két thic
ong Vi du
bang
: Example
Verb ending
Hau hét dong tir thém -s work — works, report — reports, sell —
Most verbs add -s sells
thém -es finish — finishes, watch — watches, fix
-8, -8, -sh, -ch, -x, -0
add -es — fixes, go — goes, do — does
phu am +y doi y — 1, thém -es apply — applies, study — studies, copy
consonant +y change y to i, add -es — copies
nguyén am +y gilr y, thém -s AV — pavs. employ — emplovs
vowel + y keep y, add -s pay = pays, employ ploy
Bét quy tic . .
quy have — has; be — is She has two assistants.
Irregular

Thi hién tai tiép dieén (present continuous) — The present continuous

Thé Cong thirc Vi du

Form Structure Example

Khang dinh tam+ V-ing r ing the monthly report
Khing & He / She /Itis + Veing Pm preparing the monthly report
wrmalive . ol dang cnuan bl bao cao nang.

R You/ We / They are + V-ing £ ' &
Phu dinh S+ am not/isn’t/ aren’t + V- We aren’t recruiting at the moment.
Negative ing Hién chiing téi khong tuyén nguoi.

i ?_
b vin Yoo Am /Ts/ Are + S + V-ing? ?re yoll working on the new app? — No,
ghi van e?s ° 5 Yes, S + am/is/are. / No, S + m n? ' o o
Yes/No question ., s Anh c6 dang lam trng dung moi khong? —
isn’t/aren’t. .
Khong.

Cau hoi Wh- What are you working on this week?

Wh- +am/is/are + S + V-ing?

Wh- question Tuan nay anh dang lam viéc gi?
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Ba cach dung chinh trong bdi canh cong viéc:

Three main uses in a work context:

* Viéc dang dién ra liic n6i: “Ms Trang can’t come to the phone. She’s meeting a
client.”
An action happening now: “Ms Trang can’t come to the phone. She’s meeting a client.”

* Viéc tam thoi quanh thoi diém hién tai, du Iac noi c6 thé khong lam: “I’m working in
the Hanot office this month.”

A temporary situation around now, even if not at the moment of speaking: “I’m working in
the Hanoi office this month.”

« Xu hudng, tinh hinh dang thay doi: “More shops are using QR payments. Our costs
are rising.”
Trends and changing situations: “More shops are using QR payments. Our costs are
rising.”
DA4u hiéu nhan biét: now, right now, at the moment, currently, today, this week /
month / quarter / year, these days, at present; ciu ménh 1énh gay chu y nhu Look!,
Listen!.

Time signals: now, right now, at the moment, currently, today, this week / month / quarter /
year, these days, at present, attention-getting imperatives such as Look! and Listen!.

Quy tic thém -ing
-ing rule

Pong tir két thiic bing

Vi du

Verb ending Example

-e cam bo -e make — making, manage —
silent -e drop the -e managing, write — writing

. dbiiec —y . L .
-ie lie — lying, die — dying

change ie to y

mot nguyén am + mot phu

am, trong am ¢ am tiét cudi
one vowel + one consonant,
stressed final syllable

Trong am khong ¢ 4m cudi
Unstressed final syllable

Cac truong hop con lai
All others

gap d6i phu am cubi
double the final consonant

khong gap d6i (Anh — Anh
gap doi -1)

no doubling (British English
doubles -1)

thém -ing
add -ing

plan — planning, stop —
stopping, begin — beginning

visit — visiting, open — opening;
travel — travelling

work — working, pay — paying

PHAI THUQC / MEMORISE — Hién tai don: S + V(s/es) - S + don’t/doesn’t + V -
Do/Does + S + V? Hién tai tiép dién: S + am/is/are + V-ing - S + am/is/are + not + V-ing -
Am/Is/Are + S + V-ing? Hai thi khong tron trg dong tir: khong c6 “I am work™, “Does she

working?”.

Present simple: S + V(s/es) - S + don’t/doesn’t + V - Do/Does + S + V? Present continuous: S +
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am/is/are + V-ing - S + am/is/are + not + V-ing - Am/Is/Are + S + V-ing? Never mix the auxiliaries:
no “I am work”, no “Does she working?”.

So sanh hai thi — Comparing the two tenses

Hién tai don Hién tai tiép dién

Present simple Present continuous

Tam thoi: “Lan is working in Sales this
month.”
Thang nay Lan sang lam ¢ phong kinh doanh (tam).

Lau dai: “Lan works in Marketing.”

Lan lam ¢ phong marketing (cong viéc chinh thirc).

Thoéi quen: “I check my email at 8.00 eve x . .

d ”q J . Dang dién ra: “I’m checking my email now.”
a}i' o o . Toi dang xem email.

Ngay nao toi ciing xem email lic 8 gio.

Thay dbi: “The bank is opening new branches

in the Central Highlands.”
Ngdn hang dang mo thém chi nhanh ¢ Tay Nguyén.

Sy that én dinh: “The bank has 40 branches.”
Ngdn hang co 40 chi nhanh.

Céu hoi vé nghé: “What do you do?”” — nghé Cau hoi vé viéc luc nay: “What are you

nghiép doing?” — vi¢c dang lam

Hoi nghé nghiép Hoi viéc dang lam

Déu hiéu: usually, every week, on Fridays Déu hiéu: now, at the moment, this month
Trang tw tan sudt, moc lap lai Moéc thoi gian hién tai, tam thoi

VI DU/ EXAMPLE — Hai cau trong ciing mot doan tu gi6i thiéu: “I work in the Finance
Department as an analyst. This month ’m helping the Product team because we’re
launching a new service.” Cau d4u 12 vi tri chinh thie, cau sau 1a nhi¢m vu tam thoi trong
thang. Meo: hoi “viéc nay con ding sau ba thang nira khong?”” — dlng thi dung hién tai don.
Two sentences in one self-introduction: “I work in the Finance Department as an analyst. This month
I’m helping the Product team because we’re launching a new service.” The first is the permanent
role; the second is a temporary task this month. Tip: ask “Will this still be true in three months?” If
yes, use the present simple.

LOI HAY GAP / COMMON MISTAKE — Sai: “She work in Accounting.” / “He don’t
like meetings.” / “Who does manage HR?” Pung: “She works in Accounting.” / “He doesn’t
like meetings.” / “Who manages HR?” Tiéng Viét khong chia dong tir theo ngdi nén ngudi
Viét hay quén -s & ngdi thir ba s6 it. Khi “Who/What” 1a chi ngit, cau hoi khong ding
do/does.

Wrong: “She work in Accounting.” / “He don’t like meetings.” / “Who does manage HR? " Right:
“She works in Accounting.” / “He doesn’t like meetings.” / “Who manages HR? "’ Vietnamese verbs
do not change for person, so Vietnamese learners often drop the third-person -s. When “Who/What”
is the subject, the question has no do/does.

LOI HAY GAP / COMMON MISTAKE — Sai: “I am work for Sao Mai Pay.” / “I am
usually start at 8.00.” Pung: “I work for Sao Mai Pay.” / “I usually start at 8.00.” Ngudi
Viét dich “to6i la... / toi thi...” thanh “I am” roi thém dong tur. Hién tai don ctia dong tur
thuong khong c6 be; “am/is/are” chi di véi V-ing (tiép dién), danh tir hodc tinh tir.
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Wrong: “I am work for Sao Mai Pay.” / “I am usually start at 8.00.” Right: “I work for Sao Mai
Pay.” / “I usually start at 8.00.” Learners translate “téi la...” as “I am” and then add a verb. The
present simple of an ordinary verb has no be; “am/is/are” goes with -ing (the continuous), a noun or
an adjective.

1.5. Ngir phap: dong twr trang thai — Grammar: stative verbs

Pong tir trang thai (stative verbs) dién ta suy nghi, cam xuc, s& hitu, tinh chat, khong dién
ta hanh dong. Chiing dung & thi don ké ca khi noi vé luc nay: “I need your report now.”,
khong noi “I am needing”.

Stative verbs describe thoughts, feelings, possession and qualities, not actions. They stay in the
simple form even when we talk about now: “I need your report now.”, not “I am needing”.

Vi du trong cong viéc

Work example

know, understand, believe,

remember, forget, mean, think (= L'understand your problem.

Toi hiéu van dé cua anh.

Suy nghi

Thinking cho rﬁng)

Céam xtc, mong Our clients prefer online meetings.

like, love, hate, prefer, want,

mudn . Khdch hang cua chung toi thich hop truc
] need, wish g
Feelings, wants tuyén hon.
S& hiru, bao gom have (= c0), own, belong to, The price includes VAT.
Possession, inclusion  include, consist of, contain Gid da gom thué gid tri gia tang.
Tinh chét, trang thai be, seem, cost, depend on, The software costs 2,000 dollars a year.
Qualities, states matter, weigh Phan mém c6 gid 2.000 dé la méi nam.
Giac quan see, hear, smell, taste (khong chi I see your point.
Senses Y) T6i hiéu y anh.

Dong tir c6 hai nghia — Verbs with two meanings

Mot sb dong tir vira 13 trang thai vira 12 hanh dong. Nghia hanh dong dugc chia tiép dién.
Some verbs have a stative meaning and an action meaning. Only the action meaning takes the
continuous form.

Nghia trang thai (thi don) Nghia hanh dong (tiép dién dwoc)

Stative meaning (simple) Action meaning (continuous possible)

, - _
I think the plan is good. (= cho ring) I’m thinking about your offer. (= dang

think L . an nh3
Toi cho rang ke hoach tot. Ca:r.l nhdc) ) oo o
Toi dang can nhac dé nghi cua anh.
She’s having lunch with a client. (= an,
She has a company car. (= s& hiru) . 8 (
have tham gia)

Cé dy cé xe cong ty. :
v gy Co ay dang an trua voi khach hang.
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Nghia trang thai (thi don) Nghia hanh déng (tiép dién dwoc)

Stative meaning (simple) Action meaning (continuous possible)

. r ing the bank t3.00. (=
I see what you mean. (= hiéu) m seeing the bank manager at 3.00. (

see : ap, co
T6i hiéu y anh. g%?’ ?O he"n)v Y L
Toi co hen gap giam doc ngan hang luc 3 gio.
_ - We’re expecting a delivery today. (=
I expect sales will rise. (= nghi rang) . P & it y-(
expect dang cho)

T6i nghi doanh sé sé tang.
& & Hém nay chung t6i dang cho mot 6 hang.

PHAI THUQC / MEMORISE — Khong chia tiép dién: know, understand, believe, mean,
like, want, need, prefer, own, belong to, include, consist of, cost, depend on, seem. C¢ hai
nghia: think, have, see, expect — chi chia tiép dién khi 1 hanh dong.

No continuous form: know, understand, believe, mean, like, want, need, prefer, own, belong to,
include, consist of, cost, depend on, seem. Two meanings: think, have, see, expect — continuous only
for the action meaning.

LOI HAY GAP / COMMON MISTAKE — Sai: “I am knowing Mr Tan.” / “The company
is having 200 employees.” / “I’m not understanding.” Ping: “I know Mr Tan.” / “The
company has 200 employees.” / “I don’t understand.” Tiéng Viét noi “t6i dang biét”, “cong
ty dang c6” nén nguoi hoc chuyén nguyén “dang” sang tiéng Anh. Vi dong tir trang thai,
“dang” khong dich thanh -ing.

Wrong: “I am knowing Mr Tan.” / “The company is having 200 employees.” / “I’'m not
understanding.” Right: “I know Mr Tan.” / “The company has 200 employees.” / “I don’t
understand.” Vietnamese says “dang biét”, “dang c6”, and learners carry “dang” into English. With
stative verbs, “dang’ is not translated as -ing.

1.6. Phat am: duoi -s/-es va trong am twr chi nghé — Pronunciation: -s/-es endings
and stress in job words

Nguoi Viét hay nubt am cudi vi tiéng Viét khong c¢6 cum phu am cudi. Bo am /s/ trong
“She works” thi ngudi nghe hiéu thanh “She work”, cu bi coi 1a sai ngit phap. Pudi -s/-
es c6 ba cach doc, theo 4m cudi cia dong tur géc, khong theo chir cai.

Vietnamese learners often drop final sounds because Vietnamese has no final consonant clusters.

Drop the /s/ in “She works” and the listener hears “She work”, a grammar mistake. The -s/-es
ending has three pronunciations, decided by the last sound of the base verb, not its last letter.
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Cach doc | Khi 4m cudi ciia tir gbc 1a Vi du

Sound After a final sound Examples

/s/ am vo thanh /p/, /t/, /k/, /11, 18/ works /w3:ks/, reports /r1'pa:ts/, checks
voiceless /p/, t/, /k/, /17, /6/ /tfeks/, helps /helps/

I/ nguyén am va am hiru thanh con lai plans /plenz/, sells /selz/, employs
vowels and other voiced sounds /im'ploiz/, deals /di:1z/

. manages /' menid3iz/, finishes /' finifiz/,

s/, 12/, 1f/, 1tf7, /d3/ (thém mot am tiét) 8es £ MENIAs 2

1z/ organises /'0:gonaiziz/, analyses

/s/, /z/, /f7, /tf7, /d3/ (one extra syllable) , ) /
&noalaiziz

Trong 4m cua tir chi nghé va phong ban theo bén mau. Poc sai trong 4m thi ngudi nghe
kho nhan ra tir, ké ca khi cac am déu ding.

Job and department words follow four stress patterns. Wrong stress makes a word hard to
recognise even when every sound is right.

Miu trong am Tir va phién 4m
Stress pattern Words and IPA

Am tiét 1 manager /'menid3o/, marketing /' ma:kitiy/, company /'’kamponi/,
First syllable colleague /'koli:g/, supervisor /'su:pa,vaiza/

P department /d1 pa:tmont/, accountant /o kavntant/, receptionist
Am tiet 2

/r1'sepfonist/, assistant /3 sistont/, developer /di'velopa/, executive

S d syllabl
ceomaarTanie /19" zekjotiv/

Dudi -ee, -eer nhan trong
am employee /im plori:/, trainee /trer ni:/, engineer / end31 nio/
Stressed -ee, -eer

Am tiét ngay tru6e -tion  promotion /pra maufan/, organisation /,2:genar zerfon/, administration
Syllable before -tion /ad mint stretfon/

Vi DU/ EXAMPLE — Trong 4m di chuyén trong ctng ho tir: emPLOY — emPLOYer —
employEE. Tuong tu: MAnage — MAnager — MAnagement — manaGERial. Luy¢n doc to
ca ddy ba lan trudc khi ti gidi thidu chirc danh ciia minh.

Stress moves within a word family: emPLOY — emPLOYer — employEE. Likewise: MAnage —
MAnager — MAnagement — manaGERial. Read each series aloud three times before you practise
introducing your own job title.

LOI HAY GAP / COMMON MISTAKE — Sai: doc “employee” 14 /em'plor/ (nudt 4m
cudi) hodc nhan 4m 1 /'emplori:/; doc “manages” hai 4m tiét nhu “manage”. Pung: /im ' plori:/
v6i am /i:/ cudi kéo dai; “manages” /'maenid3iz/ c¢6 ba 4m tiét. Thiéu 4m cudi thi “employee”
nghe thanh “employ”, nguoi lam thanh dong tur.

Wrong: saying “employee” as /em ploi/ (dropping the end) or stressing the first syllable; saying
“manages” with two syllables like “manage”. Right: /im plori:/ with a long final /i./; “manages”
/'meenidziz/ has three syllables. Without the final sound, “employee” sounds like the verb “employ”.
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1.7. Ngon ngir chirc nang: gi¢i thi¢éu ban than, cong viéc va cong ty —

Functional language: introducing yourself, your job and your company

Gidi thiéu ban than va gioi thiéu ngwoi khac — Introducing yourself and others

Tinh hudng

Situation

Ciu mau
Model sentence

Mirc trang trong
Formality

Tu gidi thiéu

Introducing yourself

Tu gidi thiéu

Introducing yourself

Tu gidi thiéu

Introducing yourself

Gi61 thiéu nguoi
khac

Introducing others

Gi6i thi¢u nguoi
khac

Introducing others
Dap loi
Responding

Dap loi
Responding

Noi cach goi tén
Saying what to call
you

Good morning. Allow me to introduce myself. I’'m
Nguyen Thi Lan, Head of Finance at Sao Mai Pay.

Xin chao. Cho phép téi tw giGi thiéu. Téi la Nguyén Thi Lan,
truong phong tai chinh Sao Mai Pay.

Hello, I’'m Lan. I work in the Finance team.
Chao anh, toi la Lan, toi lam o nhom tai chinh.

Hi, I’'m Lan from Finance.
Chao, minh la Lan bén tai chinh.

May I introduce Mr Daniel Tan, Operations Manager at
Merlion Payments?

Xin gioi thiéu ong Daniel Tan, truong b phdan van hanh cua
Merlion Payments.

Lan, this is Daniel. He’s our partner from Singapore.
Lan, ddy la Daniel, doi tac ciia minh tir Singapore.

Pleased to meet you. / How do you do?
Rat hén hanh duwoc gap ong/ba.
Nice to meet you, too. / Good to meet you.

Rt vui dwoc gap anh/chi.

My family name is Nguyen, but please call me Lan.
Ho ciia téi la Nguyén, nhung anh cir goi téi la Lan.

Trang trong
Formal

Trung tinh
Neutral

Than mat
Informal

Trang trong
Formal

Trung tinh
Neutral

Trang trong
Formal
Trung tinh

Neutral

Trung tinh
Neutral

LOI HAY GAP / COMMON MISTAKE — Sai: d4o tén thanh “Lan Nguyen Thi” trong lic
n6i, hodc dé dbi tac goi minh 1 “Mr Nguyen” khi ca phong c¢6 nim ngudi ho Nguyén. Piing:
“My name is Nguyen Van Minh. Minh is my first name, so please call me Minh.” Nguoi
n6i tiéng Anh goi “Mr/Ms + ho”, con ngudi Viét goi theo tén. Nguyén 14 ho phd bién nhat &
Viét Nam, nén “Mr Nguyen” khong giup phan bi¢t ai. Noi rd tén goi ngay khi tu gidi thicu.
Wrong: reordering the name as “Lan Nguyen Thi” when speaking, or letting partners call you “Mr
Nguyen” when five people in your office share that family name. Right: “My name is Nguyen Van
Minh. Minh is my first name, so please call me Minh.” English speakers say “Mr/Ms + family
name”’; Vietnamese people use the given name. Nguyen is the most common family name in Vietnam,
so “Mr Nguyen” identifies nobody. State your preferred name when you introduce yourself.
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Héi va tra 1o vé cong viéc — Asking and answering about jobs

CAu tra 16i miu
Model answer

Cau hoi

Question

I’m a financial analyst. / I work as a

What d do?
ado you do financial analyst.
Who do you work for? I work for Sao Mai Pay, a fintech
company.
Which department are I’'m in Accounting. / I work in
you in? Accounting.
What does your job It involves checking payment data and
involve? preparing reports.

I report to the Chief Accountant, Ms

Who d 1t to?
o do you report to Trang,

What are you working on
at the moment?

I’'m working on a budget for our new
service.

Yes, I do. I like the people, and I learn

D j job?
0 you enjoy your job something new every day.

Ghi chu
Note

Hoi nghé nghiép, tra 1oi
béng hién tai don

Asks about your job; answer in
the present simple

Work for + tén cong ty
Work for + company name

Tén phong khong can “the
department”
No need for “the department”

Involve + V-ing
Involve + -ing

Gidi tir “to” dé & cudi cau
hoi

“To” stays at the end of the
question

Hoéi nhiém vu hién tai —
tiep dieén
Current task — continuous

Like, enjoy ¢ thi don
Like and enjoy in simple form

LOI HAY GAP / COMMON MISTAKE — Sai: khi dugc héi “What do you do?”, tra 16i
“I’m drinking coffee.” hodc “I do my job.” Ping: “I’m a software engineer at Hai Van Soft.”
“What do you do?” dung hién tai don nén hoi nghé nghiép lau dai; mubn héi viéc dang lam

luc d6, nguoi ta noi “What are you doing?”.

Wrong: answering “What do you do?” with “I’'m drinking coffee.” or “I do my job.” Right: “I'm a
software engineer at Hai Van Soft.” “What do you do? " is in the present simple, so it asks about your
permanent job; to ask about the action now, people say “What are you doing?”.

Gidi thi€u cong ty — Describing your company

Ciu mau
Model sentence

Y can noéi

Mirc trang trong

Purpose

Loai hinh, linh vuc

T ¢
Ype, sector Chi Minh.

Nam thanh lap
Year founded

The company was founded in 2019.
Cong ty duwoc thanh lgp nam 2019.

We’re a fintech company based in Ho Chi Minh City.
Chiing t6i la cong ty cong nghé tai chinh, tru sé ¢ TP. Ho

Formality

Trung tinh
Neutral

Trung tinh
Neutral
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Y can noi

Purpose

Ciu mau
Model sentence

Mirc trang trong
Formality

We employ around 180 people. / We have a staff of

Quy md Trang trong
. 180.

Size ; o . o Formal
Chung toi co khoang 180 nhdn vién.

Chuyén mon We specialise in QR payments for small shops. Trung tinh

Speciality Chiing téi chuyén vé thanh toan OR cho cira hang nho. Neutral
Our main customers are cafés, restaurants and market ,

Khach hang Trung tinh
stalls.

Customers . . L . Neutral
Khach hang chinh la quan ca phé, nha hang va sap cho.

. Our head office is in Ho Chi Minh City, and we have a .
Mang ludi . . 4 Trung tinh
. branch in Hanoi.

Locations o P o o Neutral
Tru so o TP. Ho Chi Minh, co mot chi nhanh ¢ Ha Noi.

Co céu The company consists of six departments. Trang trong

Structure Céng ty gom sau phong ban. Formal

Hién tinh At the moment we’re expanding into Cambodia. Trung tinh

Current situation Hién chung t6i dang mo rong sang Campuchia. Neutral

Noi nhanh vo1 A A

.. It’s a small start-up — about 20 of us. Than mat

nguoi quen . e . . ,

Cong ty khoi nghiép nho thoi, khoang 20 nguoi. Informal

Quick, informal

VI DU/ EXAMPLE — Khung ty gi6i thiéu 30 gidy theo thit ty Tén — Chirc danh — Céong
ty — Viéc thuwomng lam — Viée dang lam: “Hello, I’'m Vo Minh Khoa. I’'m a sales
representative at Song Han Coffee. I visit coffee shops in Da Nang and Quang Nam. At the
moment [’'m looking for new buyers in Korea.”

A 30-second self-introduction in the order Name — Title — Company — Routine work — Current
work: “Hello, I'm Vo Minh Khoa. I'm a sales representative at Song Han Coffee. I visit coffee shops
in Da Nang and Quang Nam. At the moment I'm looking for new buyers in Korea.”

1.8. Bai doc: mgt ngay & cong ty cong nghé tai chinh — Reading: a day at a
fintech company

BAI PQC / READING
Sao Mai Pay: a growing fintech company

Sao Mai Pay JSC is a fintech company based in Ho Chi Minh City. It was founded in 2019 by
three former bank employees. Today the company employs 180 people and has a branch in
Hanoi. Sao Mai Pay specialises in QR payments for small shops, cafés and market stalls.
More than 40,000 shops use its app to receive money from customers.

The company has six departments: Technology, Product, Sales, Customer Service, Finance
and Accounting, and Human Resources. Technology is the largest department, with 75
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software engineers and testers. Each department is headed by a manager, and the managers
report to the CEO, Mr Vo Thanh Dat. The board of directors meets four times a year and
makes the most important decisions.

Nguyen Ngoc Han is 24 years old. She works as a financial analyst in the Finance and
Accounting Department and reports to the Chief Accountant, Ms Le Thu Trang. Han usually
starts work at 8.30. Every morning she checks the payment data from the day before and
prepares a short report for her manager. On Fridays she meets the Sales team to discuss their
monthly figures.

This month, however, Han’s routine is different. The company is preparing a new service for
small restaurants, so she is working closely with the Product team. She is building a model
that shows the costs of the new service and the money it can bring in. She is also helping two
interns who are learning about financial reports.

“I like my job because I don’t do the same thing every day,” Han says. “Right now we’re
growing fast, and everyone is learning new skills. I think that’s the best thing about working
for a young company.”

Sao Mai Pay is also recruiting. The HR Department is looking for ten new engineers and
three customer service staff before the end of the year.

Dich: Sao Mai Pay: cong ty cong nghé tai chinh dang phat trién. Sao Mai Pay JSC la cong ty cong
nghé tai chinh dat tru so o TP. Ho Chi Minh, do ba cyu nhdn vién ngan hang thanh lap nam 2019.
Hién cong ty c¢6 180 nhdn vién va mét chi nhanh ¢ Ha Néi. Sao Mai Pay chuyén vé thanh todn OR cho
cira hang nhé, qudn ca phé va sap cho. Hon 40.000 cira hang ding irng dung ciia cong ty dé nhan tién
ciia khdach. Cong ty cé sau phong: Céng nghé, San pham, Kinh doanh, Cham séc khach hang, Tai
chinh — Ké todn va Nhan sw. Phong Céng nghé lom nhat véi 75 k su phan mém va nhan vién kiém
thir. M6i phong do mot trucng phong dimg dau; cdc trieong phong bdo cdo cho gidm doc diéu hanh,
ong Vé Thanh Pat. Hoi dong quan tri hop bon lan méi ndm va duwea ra cac quyét dinh quan trong nhat.
Nguyén Ngoc Han 24 tuéi, lam chuyén vién phan tich tai chinh & phong Tai chinh — Ké todn, bdo cdo
cho ké todn truong Lé Thu Trang. Han thuong bat dau lam lic 8 gio 30. Sang nao cé ciing kiém tra
dit liéu thanh todn ciia ngay hém trieée va lap bédo cdo ngdn cho cap trén. Thir Sdu hang tuan c¢é hop
voi nhom kinh doanh dé ban sé liéu ciia thang. Tuy vdy, thang nay lich lam viéc ciia Han khac. Cong
ty dang chudn bi mét dich vu méi cho nha hang nhé nén cé dang lam viéc sat véi nhém San pham. C6
dang xdy dwng mot mé hinh tinh chi phi cia dich vu méi va sé tién dich vu c6 thé mang ve. C6 ciing
dang kem hai thuc tap sinh hoc vé bdo cdo tai chinh. “Téi thich cong viéc vi khong phai lam mot viéc
lap lai méi ngay,” Héan néi. “Liic nay céng ty dang 1om nhanh va ai ciing dang hoc ky nang méi. Téi
nght dé la diéu hay nhat khi lam cho mét céng ty tré.” Sao Mai Pay ciing dang tuyén nguoi. Phong
nhan si dang tim muwdi ky sw méi va ba nhén vién cham séc khdch hang truée cudi nam.

Cau héi doc hiéu va dap an — Comprehension questions and answers
« 1. Sao Mai Pay 12 loai hinh doanh nghiép gi, dit tru s¢ & dau? — Pap an: Cong ty cd
phan (JSC), linh vuc cong nghé tai chinh, try sé & TP. H5 Chi Minh.
1. What type of company is Sao Mai Pay, and where is it based? — Answer: It is a joint-
stock company (JSC) in fintech, based in Ho Chi Minh City.
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« 2. Phong nao 16n nhat, c6 bao nhiéu nguoi? — Pap an: Phong Cong nghé, 75 k¥ su
phan mém va nhan vién kiém thir.
2. Which department is the largest, and how many people work there? — Answer:
Technology, with 75 software engineers and testers.

« 3. Han béo cdo cho ai? — Pap an: Cho ké toan truong, ba Lé Thu Trang.

3. Who does Han report to? — Answer: She reports to the Chief Accountant, Ms Le Thu
Trang.

* 4, Sang nao Han ciing lam gi? — Pap an: Kiém tra dit liéu thanh todn ngay hom trudc
va lap bao céo ngan cho cap trén.

4. What does Han do every morning? — Answer: She checks the payment data from the day
before and prepares a short report for her manager.

* 5. Vi sao thang nay Han lam viéc v6i nhém San pham? — Pap an: Cong ty dang
chuan bi dich vu méi cho nha hang nho, c6 dang xdy mé hinh chi phi va doanh thu
cua dich vu do.

5. Why is Han working with the Product team this month? — Answer: The company is
preparing a new service for small restaurants, and she is building a model of its costs and
income.

* 6. Tim trong doan 4 hai dong tir hién tai tiép dién va giai thich vi sao khong dung hién
tai don. — DPap an: “is working”, “is helping” (ca “is preparing”, “is building”): vi¢c
tam thoi trong thang nay, sau d6 Han quay lai lich thuong ngay.

6. Find two present continuous verbs in paragraph 4 and explain why the present simple is

I2EENTEl

not used. — Answer: “is working”, “is helping” (also “is preparing”, “is building”):
temporary tasks this month; after that Han returns to her normal routine.

1.9. Vin ban mau — Model texts

Email ty giéi thi¢u voi ddi tdic — Email introducing yourself to a partner

Bdi canh: chi Pang Thu Ha vira 1én trudng nhom chiam soc khach hang cia Sao Mai Pay.
Cong ty dang dung thir cong cu chat hd trg khach hang ctia Sakura Software K.K.
(Tokyo). Ha viét cho ong Sato Kenji, ngudi phu trach du 4n phia Nhat.

Context: Dang Thu Ha has just become Customer Service Team Leader at Sao Mai Pay. The

company is trying a support chat tool from Sakura Software K.K. in Tokyo. Ha writes to Mr Sato
Kenyji, the project contact on the Japanese side.

EMAIL MAU / MODEL EMAIL
Subject: Introduction — new Customer Service contact at Sao Mai Pay

Dear Mr Sato,
My name is Dang Thu Ha, and I am the new Customer Service Team Leader at Sao Mai
Pay JSC in Ho Chi Minh City. I am writing to introduce myself as your contact for customer

support questions from today.

I manage a team of twelve staff. We answer calls and messages from shop owners and deal

Tai liéu nay dugc bién soan boi doi ngii ciia website: https://globalmarket.vin
Trang 31



DPé cuong on tip Tiéng Anh trong kinh doanh / Business English Study Guide

with payment problems. I report to Mr Bui Van Phong, Head of Operations.

At the moment, my team is testing your new support chat tool. We are collecting feedback
from our staff, and I will send you a short summary on Friday, 16 October 2026.

Please feel free to contact me at ha.dang@saomaipay.vn or on +84 28 3812 4567.
I look forward to working with you.
Best regards,

Dang Thu Ha (Ms)
Customer Service Team Leader
Sao Mai Pay JSC

Dich: Tiéu dé: Gidi thiéu — dau méi cham soc khach hang méi tai Sao Mai Pay. Kinh giri 6ng Sato,

t6i la Pang Thu Ha, trueéng nhém cham soc khach hang méi ciia Sao Mai Pay JSC tai TP. Ho Chi
Minh. Téi viét thir nay dé tir giGi thiéu la nguwoi lién hé ciia 6ng vé cdc cau héi hé tro khach hang ké tir
hém nay. Téi quan Iy mot nhém muwoi hai nhan vién. Chiing t6i tra loi cudc goi va tin nhan ciia chii
cika hang va xir Iy sw c6 thanh todn. Téi bdo cdo cho éng Bii Van Phong, truong phong vin hanh.
Hién nhom t6i dang ding thir cong cu chat hé tro méi ciia céng ty éng. Ching t6i dang thu thip y kién
clia nhdn vién va téi sé giri ong ban tém tdt ngan vao thir Sau 16/10/2026. Ong cit lién hé véi t6i qua
ha.dang@saomaipay.vn hodc sé +84 28 3812 4567. Téi mong dwoc lam viéc véi 6ng. Tran trong,
Dang Thu Ha.

Bdn diém can hoc trong email trén: (1) tén Nhat “Sato Kenji” viét ho trudc nén goi “Mr
Sato™; (2) chir ky ghi “(Ms)” dé dbi tac biét cach xung ho véi tén Viét; (3) hién tai don
cho vai trd 1au dai (manage, answer, report to); (4) hién tai tiép dién cho viéc thir nghiém
dang dién ra (is testing, are collecting).

Four points to learn from this email: (1) in the Japanese name “Sato Kenji” the family name
comes first, so the greeting is “Mr Sato”; (2) the signature adds “(Ms)” so the partner knows
how to address a Vietnamese name, (3) the present simple for the permanent role (manage,
answer, report to); (4) the present continuous for the trial in progress (is testing, are collecting).

H#i thoai tai sw kién két n6i doanh nghiép — Dialogue at a networking event

Boi canh: Hoi thao cong nghé tai chinh & Pa Ning, ngay 20/10/2026. Pham Dtric Minh
(Sao Mai Pay) lam quen véi ba Park Ji-woo, chuyén vién dau tu cua Hanbit Capital
(Seoul).

Context: a fintech conference in Da Nang on 20 October 2026. Pham Duc Minh from Sao Mai
Pay meets Ms Park Ji-woo, an investment analyst at Hanbit Capital in Seoul.

HOI THOAI MAU / MODEL DIALOGUE

Minh: Excuse me, is this seat free?

Ji-woo: Yes, please sit down.

Minh: Thanks. I’'m Pham Duc Minh, from Sao Mai Pay. Please call me Minh.
Ji-woo: Nice to meet you, Minh. I'm Park Ji-woo. I work for Hanbit Capital in Seoul.
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Minh: Nice to meet you too, Ms Park. What do you do at Hanbit?

Ji-woo: I’'m an investment analyst. I look at fintech start-ups in South-East Asia. And you?
Minh: [ work in Sales. I’'m a team leader, so | manage five sales representatives. We sell
our QR payment app to small shops.

Ji-woo: Interesting. How big is Sao Mai Pay?

Minh: We employ about 180 people. Our head office is in Ho Chi Minh City, and we have a
branch in Hanoi.

Ji-woo: And what are you working on at the moment?

Minh: This month we’re preparing a service for small restaurants. I’m visiting restaurants
in Da Nang to get feedback this week.

Ji-woo: That sounds busy. Here’s my card. Please send me some information about the new
service.

Minh: Thank you. Here’s mine. I’ll email you on Monday.

Dich: Minh: Xin 16i, ghé nay con trong khéng a? — Ji-woo: Con, moi anh ngoi. — Minh: Cam on chi.
T6i la Pham Duc Minh, o Sao Mai Pay. Chi cw goi toi la Minh. — Ji-woo: Rat vui duwoc gap anh,
Minh. Téi la Park Ji-woo, lam cho Hanbit Capital & Seoul. — Minh: Téi ciing rat vui dwoc gap chi
Park. Chi lam gi ¢ Hanbit? — Ji-woo: T6i la chuyén vién phan tich dau tw. Téi tim hiéu cdc cong ty
khoi nghiép cong nghé tai chinh ¢ Dong Nam A. Con anh? — Minh: T6i lam ¢ phong kinh doanh. Téi
la truong nhom, quan Iy nam nhan vién kinh doanh. Chung t6i ban vung dung thanh toan QR cho cira
hang nho. — Ji-woo: Hay qua. Sao Mai Pay quy mé bao nhiéu nguoi? — Minh: Khoang 180 nguwoi. Tru
s¢ & TP. Ho Chi Minh, ¢ mét chi nhanh ¢ Ha Ngi. — Ji-woo: Con hién anh dang lam viéc gi? — Minh:
Théng nay ching téi dang chudn bi mét dich vu cho nha hang nhé. Tudn ndy t6i dang di gap cdc nha
hang ¢ Pa Néng dé ldy y kién. — Ji-woo: Nghe béan rén ddy. Danh thiép ciia téi day. Anh giti cho téi
théng tin vé dich vu méi nhé. — Minh: Cam on chj. Danh thiép ciia t6i ddy. Thir Hai t6i sé giri email
cho chi.

Tén Han “Park Ji-woo” viét ho trudc: Minh goi “Ms Park”. Khi Ji-woo héi “What do you
do?”, Minh tra 16i bang nghé (hién tai don); khi duoc hoi “What are you working on at
the moment?”’, Minh néi nhi¢m vu trong thang (hién tai tiép dién).

In the Korean name “Park Ji-woo” the family name comes first, so Minh says “Ms Park”. To

“What do you do?” Minh gives his job (present simple); to “What are you working on at the
moment?” he gives this month’s task (present continuous).

Doan “Gidi thiéu vé chung t6i” trén trang web — An “About us” page

DOAN VAN MAU / MODEL PARAGRAPH
About us

Song Han Coffee Co., Ltd is a family-owned limited liability company based in Da Nang. We
specialise in Robusta and Arabica coffee for export. We buy beans directly from 300 farming

families in Gia Lai and Lam Dong, and we sell to roasters in Germany, Japan and Australia.

Our team consists of 45 people in four departments: Purchasing, Production, Sales and
Finance. Our quality control staff check every container before it leaves the warehouse.

This year we are building a new drying centre in Gia Lai, and we are training our farmers in
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water-saving methods. We believe that good coffee starts with fair prices for farmers.

Dich: Gi6i thiéu vé ching t6i. Song Han Coffee la cong ty TNHH gia dinh, tru sé 6 Pa Nang, chuyén
ca phé Robusta va Arabica xudt khau. Chiing t6i mua hat tryc tiép ciia 300 hg néng dan & Gia Lai va
Ldm Dong va ban cho céc xwéng rang ¢ Pic, Nhat va Uc. Déi ngii gom 45 nguoi trong bon phong:
Thu mua, San xudt, Kinh doanh va Tai chinh. Nhan vién kiém sodt chat lwong kiém tra ting container
treéc khi roi kho. Nam nay ching téi dang xdy trung tam sdy méi 6 Gia Lai va dang ddo tao néng ddn
cdch tiét kiém mede. Ching t6i tin rang ca phé ngon bat dau tir gid céng bang cho nguwoi néng dan.

Ho so' ca nhan ngan cia sinh vién thwe tAp — A short profile of a student intern

HO SO MAU / MODEL PROFILE
Le Hoang Nam — Finance Intern

I am a first-year student of Financial Technology at the University of Finance — Marketing in
Ho Chi Minh City. I work part-time at a bookshop three evenings a week, where I handle
customer payments and check the daily cash report.

This semester [ am learning Python and Excel, and I am working on a group project about
e-wallets for street food sellers. I enjoy working with numbers, and I want to learn how a
fintech company manages its money.

Dich: Lé Hoang Nam — thyec tap sinh tai chinh. T6i la sinh vién nam nhat nganh Céng nghé tai chinh,
Trueong Dai hoc Tai chinh — Marketing, TP. Ho Chi Minh. Téi lam béan thoi gian o mot hiéu sach ba
budi t6i méi tudn, lo thanh todn ciia khdch va kiém tra bdo cdo tién mat cuéi ngay. Hoc ky ndy tdi
dang hoc Python va Excel, va dang lam mét du dn nhém vé vi dién tir cho ngueoi ban do an dwong
pho. Téi thich lam viéc véi con s6 va mudn hoc cach mét cong ty cong nghé tai chinh quan 1y tién.

Bing tong hop 16i ciia chwong — Summary of the chapter’s common mistakes

Sai Ly do
Wrong Reason
Danh tir nghé sé it can a/an
I am accountant. [ am an accountant. ) :
A singular job noun needs a/an
I am a staff member / an “Staff” 1a danh tir tap h
I am a staff. “S a .a dan tu. tep hop
employee. Staff” is a collective noun
She work in HR. She works in HR. Ngm ba so it ‘Fhem -
Third person singular -s
I am work for ABC. I work for ABC. Gl SISO

No be in the present simple

Work for + tén cong ty
Work for + company name

I work in ABC company. I work for ABC.

As = véi tu cach; like = giéng nhu

I k lik her. I k her.
oLl & U dusE SIS e As = in the role of; like = similar to
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Sai Dung Ly do
Wrong Right Reason

Dong tir trang thai
Stative verb

I am knowing him. I know him.

It is consisting of 5 . DPong tur trang thai, di véi of
& It consists of five teams. ; .g : g ’
teams. Stative verb with of

Who lam chu ngit, khong dung does

Who does manage Sales? Who manages Sales? , ,
Subject question, no does

. Pho phong = Deputy
Vice Manager Deputy Manager “Phé phong” is Deputy

1.10. Bai tap van dung c6 101 gidi — Applied exercises with solutions

Bai 1. Email tu gi¢i thi¢u véi ddi tac Singapore — Exercise 1. Introducing yourself to a
partner in Singapore

Tran Thi Mai Anh vao 1am tai Sao Mai Pay JSC (TP. H6 Chi Minh) tir ngay 01/10/2026,
chtrc danh Partnership Executive (chuyén vién phat trién ddi tac) thudc phong Business
Development, bao cao cho dng Lé Qudc Huy, truong phong. Mai Anh phu trach cac d6i
tac & Singapore va Malaysia. Thang ndy c6 dang soan hop dong hop tic méi véi Merlion
Payments Pte Ltd. Ngay 05/10/2026, Mai Anh viét email 120—150 tir cho dng Daniel
Tan, Operations Manager ctia Merlion Payments, dé ty gidi thiéu va dé nghi mot cudc goi
video vao thar Tu 14/10/2026.

Tran Thi Mai Anh joined Sao Mai Pay JSC (Ho Chi Minh City) on 1 October 2026 as
Partnership Executive in the Business Development Department. She reports to Mr Le Quoc
Huy, the head of department, and she is responsible for partners in Singapore and Malaysia.
This month she is preparing a new partnership agreement with Merlion Payments Pte Ltd. On 5
October 2026 she writes a 120—-150-word email to Mr Daniel Tan, Operations Manager at

Merlion Payments, to introduce herself and suggest a video call on Wednesday, 14 October
2026.

1. Dong tiéu dé néu dung muc dich, ngin, viét hoa chir dau: “Introduction — your new
contact at Sao Mai Pay”.
Subject line: short and clear about the purpose: “Introduction — your new contact at Sao
Mai Pay”.

2. Loi chao: Daniel Tan 13 tén kiéu Singapore gbc Hoa viét theo thir tu phuong Tay, Tan
la ho — “Dear Mr Tan,”. Khong viét “Dear Mr Daniel” hay “Dear Mr Daniel Tan”.

Greeting: in Daniel Tan, Tan is the family name, so write “Dear Mr Tan,”, not “Dear Mr
Daniel” or “Dear Mr Daniel Tan”.

3. Cau gidi thi¢u dung hién tai don cho vi tri 1au dai: “I am the new Partnership
Executive... I report to Mr Le Quoc Huy... I am responsible for our partners in
Singapore and Malaysia.”

Introduction in the present simple for the permanent role: “I am the new Partnership
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Executive... [ report to Mr Le Quoc Huy... I am responsible for our partners in Singapore
and Malaysia.”

4. Viéc tam thoi trong thang dung hién tai tiép dién: “This month I am preparing the new
partnership agreement between our two companies.”
The temporary task this month in the present continuous: “This month I am preparing the

’

new partnership agreement between our two companies.’

5. Pé nghi lich su c6 ngay cu thé, roi két thu va chit ky ¢6 chtrc danh: “Would you be
available for a short video call on Wednesday, 14 October?”’
A polite request with an exact date, then a closing and a signature with the job title: “Would
you be available for a short video call on Wednesday, 14 October?”

6. Bai mau hoan chinh (phén than 123 tur). Dich: Kinh gtri 6ng Tan, t6i la Tran Thi Mai
Anh, chuyén vién phat trién d6i tic méi cua Sao Mai Pay. Toi vao cong ty ngay 1/10
va bao céo cho 6ng Lé Qudc Huy, truong phong phat trién kinh doanh. Téi phu trach
cac dbi tac ¢ Singapore va Malaysia, vi vdy tir nay t6i 1a dau méi lién hé chinh cta
ong. Thang nay t6i dang soan hop dong hop tac méi giita hai cong ty va mudn trao
d6i vai diém véi ong. Ong co thé danh mot cude goi video ngin vao thir Tu 14/10, lac
10 gio sang gid Singapore khong? Néu ong thdy thuan tién, toi s& giri duong dan cude
hop. T61i mong dugc hop tac véi ong.

Subject: Introduction — your new contact at Sao Mai Pay

Dear Mr Tan,

My name is Tran Thi Mai Anh, and I am the new Partnership Executive at Sao Mai Pay JSC
in Ho Chi Minh City. I joined the company on 1 October, and I report to Mr Le Quoc Huy,
Head of Business Development.

1 am responsible for our partners in Singapore and Malaysia, so from today I am your main
contact at Sao Mai Pay.

This month I am preparing the new partnership agreement between our two companies, and
I would like to discuss a few points with you. Would you be available for a short video call
on Wednesday, 14 October, at 10.00 Singapore time? If this suits you, I will send a meeting
link.

I look forward to working with you.

Best regards,

Tran Thi Mai Anh (Ms)

Partnership Executive

Sao Mai Pay JSC

Bai 2. M ti co cAu mdt cong ty logistics — Exercise 2. Describing the structure of a
logistics company

Kinh Bic Logistics Co., Ltd 1a cong ty TNHH hai thanh vién tré 1én, tru sé ¢ Ha Noi,
thanh 1ap nam 2016. Tong gidm ddc: ba Pham Thu Ha. Bén phong ¢ try sé: Kinh doanh
(12 ngudi, truéng phong 6ng PO Vin Nam), Van hanh (25 ngudi, trudng phong ong
Hoang Minh Tuan), Tai chinh — Ké toan (6 ngudi, ké toan truong ba Vit Thi Lan), Nhan
su — Hanh chinh (4 ngudi). Chi nhdanh Da Ning c6 15 nguoi. Cac trudng phong va giam
dbc chi nhanh bao cdo cho tong giam ddc. Nam nay cong ty dang xay mot kho méi & Bic
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Ninh va dang tuyén 5 tai xé. Viét doan van 110—140 tir giéi thiéu co cau cong ty cho mot
khach hang ¢ Uc.

Kinh Bac Logistics Co., Ltd is a multi-member limited liability company based in Hanoi and
founded in 2016. General Director: Ms Pham Thu Ha. Four departments at head office: Sales
(12 staff, head: Mr Do Van Nam), Operations (25 staff, head: Mr Hoang Minh Tuan), Finance
and Accounting (6 staff, Chief Accountant: Ms Vu Thi Lan), HR and Administration (4 staff). The
Da Nang branch has 15 staff. The heads of department and the branch manager report to the
General Director. This year the company is building a new warehouse in Bac Ninh and is
recruiting five drivers. Write a 110—140-word paragraph describing the company structure for a
client in Australia.

1.

Cau md: loai hinh, nganh, noi dét try so, nam thanh lap: “Kinh Bac Logistics Co., Ltd
is a limited liability company based in Hanoi. It was founded in 2016.”

Opening: type, sector, location, year founded: “Kinh Bac Logistics Co., Ltd is a limited
liability company based in Hanoi. It was founded in 2016.”

. Tinh tong nhén sy trudc khi viét: 12 + 25 + 6 + 4 + 15 = 62 nhan vién, chua ké tong

giam doc — “We employ 62 people.”
Add up the staff first: 12 + 25 + 6 + 4 + 15 = 62 employees, not counting the General
Director — “We employ 62 people.”

. M6 ta cac phong bang “consists of / is divided into” va néu ngudi dimg dau: “The

head office consists of four departments... Operations is the largest department, with
25 staft.”

Describe the departments with “consists of / is divided into” and name the heads: “The head
office consists of four departments... Operations is the largest department, with 25 staff.”

. Quan h¢ bao cdo dung hién tai don: “The heads of department and the branch

manager report to our General Director, Ms Pham Thu Ha.”
Reporting lines in the present simple: “The heads of department and the branch manager
report to our General Director, Ms Pham Thu Ha.”

. Thay d6i dang dién ra nim nay dung hién tai tiép dién: “This year we are building a

new warehouse in Bac Ninh, and we are recruiting five drivers.”
Changes happening this year in the present continuous. “This year we are building a new
warehouse in Bac Ninh, and we are recruiting five drivers.”

. Poan méiu hoan chinh (138 tir). Dich: Kinh Bic Logistics 1a cong ty TNHH dit tru so

& Ha Noi, thanh 1ap nam 2016. Chung t6i ¢6 62 nhan vién. Tru sé gdbm bdn phong.
Phong van hanh 16n nhét véi 25 ngudi, lo kho bai va van chuyén, do 6ng Hoang
Minh Tuén phu trach. Phong kinh doanh 12 ngudi do 6ng PS Vian Nam ding dau. Ba
Vii Thi Lan, ké toan trudng, phu trach phong tai chinh — ké toan 6 ngudi, phong nhan
su — hanh chinh c6 4 ngudi. Chi nhanh Da Ning c¢6 15 nhan vién. Céc truéng phong
va giam dbc chi nhanh bao co cho téng giam dbc, ba Pham Thu Ha. Nam nay chung
t6i dang xay kho mé&i & Bac Ninh va dang tuyén thém niam tai xé.

Kinh Bac Logistics Co., Ltd is a limited liability company based in Hanoi. It was founded in
2016, and today we employ 62 people. Our head office consists of four departments.
Operations is the largest department, with 25 staff- It deals with our warehouses and
transport, and Mr Hoang Minh Tuan is in charge of it. The Sales Department has 12 staff
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and is headed by Mr Do Van Nam. Ms Vu Thi Lan, our Chief Accountant, manages Finance
and Accounting, which has six staff, and four people work in HR and Administration. We
also have a branch in Da Nang with 15 staff. The heads of department and the branch
manager report to our General Director, Ms Pham Thu Ha. This year we are building a new
warehouse in Bac Ninh, and we are recruiting five drivers.

1.11. Bai tap viét va dan y tra loi — Writing tasks and answer outlines

Ciu 1. Viét doan vin 100—120 tir tw gi6i thiéu khi phéng van xin thue tip tai mot
cong ty cong ngh¢ tai chinh: tén, trwromg, nganh, cong viéc ban thoi gian, viéc ban
dang 1am trong hoc ky nay, diéu ban thich & cong ty.
Question 1. Write a 100—120-word paragraph introducing yourself at an interview for an
internship at a fintech company: your name, university, major, part-time job, what you are doing
this semester, and what you like about the company.
* Tén va cach goi: néu ho tén dﬁy du, roi nodi tén goi dé nguoi nudc ngoai khong nham
ho véi tén.
Name: give your full name, then the name people should use: “My name is Le Hoang Nam.

>

Please call me Nam.’

* Truong va nganh, dung hién tai don: “I am a first-year student at the University of
Finance — Marketing. I study Financial Technology.”
University and major, in the present simple: “I am a first-year student at the University of
Finance — Marketing. I study Financial Technology.”

« Cong viéc ban thoi gian, c6 tan suat: “I work part-time at a bookshop three evenings a
week. [ deal with customer payments.”
Part-time job with frequency: “I work part-time at a bookshop three evenings a week. I deal

2

with customer payments.
« Viéc dang 1am trong hoc ky, dung hién tai tiép dién: “This semester I am learning
Python, and I am working on a small project about e-wallets.”

What you are doing this semester, in the present continuous: “This semester [ am learning
Python, and I am working on a small project about e-wallets.”

« Piéu ban thich ¢ cong ty, dung dong tir trang thai & thi don: “I like your company
because I believe digital payments help small shops.”

What you like about the company, with stative verbs in simple form: “I like your company
because I believe digital payments help small shops.”

« Cau két ngan: “I want to learn from your team, and I can work full-time in July and
August.”
Short ending: “I want to learn from your team, and I can work full-time in July and August.”

Ciu 2. Ban 1a chuyén vién nhan sy tai mot cong ty phan mém & Pa Ning. Viét email
80-120 tir chao mirng ba Yamada Aiko (Nhat Ban), k§ sw méi vao phong R&D tir
thir Hai 12/10/2026: gi6i thi¢u ban than, phong ban, ngwoi quan 1y trye tiép, gio 1am
viée va viéc phong R&D dang lam trong tuin diu.

Question 2. You are an HR officer at a software company in Da Nang. Write an 80—120-word
email welcoming Ms Yamada Aiko from Japan, a new engineer who joins the R&D Department
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on Monday, 12 October 2026: introduce yourself, the department, her line manager, working
hours and what R&D is doing in her first week.
* Lo1 chao dang ho: tén Nhat viét ho truée, Yamada 1a ho — “Dear Ms Yamada,”.
Greeting with the family name: in Yamada Aiko, Yamada is the family name — “Dear Ms

’

Yamada, ”.

* Cau mo chao mung va gidi thi¢u ban than: “Welcome to Hai Van Soft! My name is
Ngo Thi Thanh, and I am an HR Officer here.”
Welcome and self-introduction: “Welcome to Hai Van Soft! My name is Ngo Thi Thanh, and
I am an HR Officer here.”

« Phong ban va quan 1y truc tiép: “You will join the R&D Department, which has 22

engineers. Your line manager is Mr Phan Duc Tri.”
Department and line manager: “You will join the R&D Department, which has 22 engineers.

’

Your line manager is Mr Phan Duc Tri.’

* Gi0 lam viéc dung hi¢n tai don: “We start work at 8.30 and finish at 17.30, from
Monday to Friday.”
Working hours in the present simple: “We start work at 8.30 and finish at 17.30, from
Monday to Friday.”

* Viéc dang dién ra dung hién tai tiép dién: “At the moment the team is testing a
booking app for a hotel group, so your first week is busy.”
Current work in the present continuous: “At the moment the team is testing a booking app for
a hotel group, so your first week is busy.”

« Két thur va chir ky: “Please contact me if you have any questions. Best regards, Ngo
Thi Thanh (Ms), HR Officer.”
Closing and signature: “Please contact me if you have any questions. Best regards, Ngo Thi
Thanh (Ms), HR Officer.”

Céiu 3. Viét doan vin 120-150 tir md ta mot cong ty Viét Nam ban biét (c6 thé ty @it
tén): loai hinh doanh nghiép, linh vue, tru sé, so nhan vién, cic phong chinh, viéc
cong ty dang lam nim nay va nhén xét ciia ban.

Question 3. Write a 120—150-word paragraph describing a Vietnamese company you know (you
may invent the name): company type, sector, headquarters, number of employees, main
departments, what the company is doing this year and your opinion.

* Loai hinh va linh vuc: “Song Han Coffee Co., Ltd is a limited liability company. It

specialises in coffee exports.”
Type and sector: “Song Han Coffee Co., Ltd is a limited liability company. It specialises in
coffee exports.”

* Tru s¢ va quy mo: “Its headquarters is in Da Nang, and it employs about 90 people.”
Headquarters and size: “lIts headquarters is in Da Nang, and it employs about 90 people.”

« Co cdu: “The company consists of four departments: Purchasing, Production, Sales
and Finance. Each department is headed by a manager.”
Structure: “The company consists of four departments: Purchasing, Production, Sales and
Finance. Each department is headed by a manager.”
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* Hoat dong thuong xuyén dung hi¢n tai don: “It buys coffee beans from farmers in Gia
Lai and sells them to buyers in Germany and Japan.”
Regular activities in the present simple: “It buys coffee beans from farmers in Gia Lai and
sells them to buyers in Germany and Japan.”

* Viéc ndm nay dung hién tai tiép dién: “This year the company is opening an online
shop for customers in Vietnam.”
This year’s activities in the present continuous: “This year the company is opening an online
shop for customers in Vietnam.”

« Nhan xét bang dong tir trang thai, khong chia tiép dién: “I think this plan is smart
because more people prefer to buy coffee online.”
Opinion with stative verbs in simple form: “I think this plan is smart because more people
prefer to buy coffee online.”

1.12. Cau héi tric nghiém — Multiple-choice questions

1. Chon tir ding dién vao chd trong.
Ms Lan ____in the Finance Department.
A. work
B. working
C. is work
D. works

2. Chon dap an dung dién vao chd tréng.
At the moment, our team _____ on a new mobile banking app.
A. works
B. work
C. is working
D. are work

3. Chon dap an dung dién vao chd tréng.
Sorry, I don’t _ what you mean. Could you explain it again?
A. understanding
B. am understanding
C. understands
D. understand

4. Chon cap gidi tur dang.
He works _ Sao Mai Pay ____ a software engineer.
A. for / as
B. in/ like
C. at/ like
D.to/as
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5. Tén tiéng Anh ciia “cong ty co phan” 1a gi?
What is the English name for “cong ty co phan”?
A. joint-stock company
B. limited liability company
C. partnership
D. sole proprietorship

6. Chon dap an dung dién vao chd tréng.
I'm _ ata bank in Hanoi.
A. accountant
B. a accountant
C. an accountant
D. accountants

7. Tai mot hoi thao, ddi tac hoi ban “What do you do?”. Cau tra 16i nao pht hop nhat?
At a conference, a partner asks you “What do you do?”. Which reply is the most suitable?
A. Toi dang udng ca phé / I'm drinking coffee.

B. T6i la chuyén vién phan tich tai chinh & Sao Mai Pay / I'm a financial analyst at
Sao Mai Pay.

C. T6i lam viéc cua toi / I do my work.
D. Toi khoe, cam on / I'm fine, thanks.
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Chuong 2. Xiy dung quan hé, giao tiép xa giao va khac biét viin
hoéa — Chapter 2. Building relationships, small talk and cultural differences

Muc tiéu chwong — Chapter objectives

* Dung dang cau hoi Yes/No, cau héi Wh-, cau héi dudi va cau hoi gian tiép lich su.
Use Yes/No questions, Wh- questions, tag questions and polite indirect questions correctly.

« Bit chuyén, duy tri va két thuc mot cudc néi chuyén xa giao 5-10 phut véi doi tac
nudc ngoai.
Start, keep going and close a 5—10-minute small-talk conversation with a foreign partner.

« Ty gi6i thiéu, gi6i thiéu ngudi khac, trao danh thiép va viét tin nhin, email lién hé
tiep.
Introduce yourself and others, exchange business cards and write follow-up messages and
emails.

* Xung ho dung véi Mr, Ms, Dr va voi tén nguodi Viét, Nhat, Han, phuong Tay.
Address people correctly with Mr, Ms and Dr, and with Vietnamese, Japanese, Korean and
Western names.

« Nhén ra phong céach giao tiép tryc tiép va gian tiép; noi giam nhe khi tir chdi hoic gop
y.
Recognise direct and indirect communication styles; soften language when refusing or giving
feedback.

2.1. Tir virng tiéng Anh vé networking, small talk va viin héa giao tiép —
Vocabulary for networking, small talk and communication culture

Hoc 50 muyc tir dudi day theo ba nhom. Moi tir ¢6 phién 4m giong Anh — Anh, loai tir (n:
danh tur, v: dong tir, adj: tinh ttr, phr: cum tur, phr v: cum dong tir) va mét cau vi du trong
bdi canh cong viéc.

Learn the 50 items below in three groups. Each item has a British English transcription, its part

of speech (n: noun, v: verb, adj: adjective, phr: phrase, phr v: phrasal verb) and a workplace
example.

Nhom 1. Quan hé cong viéc va networking — Group 1. Work relationships and
networking

Loai
T/ cum tir | Phién am tir Nghia tiéng Viét | Vidu

Word / phrase | IPA Part of | Vietnamese meaning | Example

speech

Young bankers often network at

Ky o A: oA industry events.
, két no1, mo rong N r}i . S
network /'netws:k/ \ o A A Nhdn vién ngdn hang tré thuong
quan h¢ cong viéc . L .
mo rong quan hé tai cdc sy kién

cua nganh.
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T / cum tir

Word / phrase

networking
event

contact

colleague

counterpart

client

business card

introduce

relationship

rapport

Phién Am
IPA4

/'netws:kiy
1'vent/

/'kontaekt/

/'koli:g/

/"kaontopa:t/

/'klaront/

/"biznis ka:d/

/ mtra'dzu:s/

/r1'letfnfip/

/e po:/

Loai
twr
Part of
speech

Nghia tiéng Viét

Vietnamese meaning

su kién két ndi
doanh nghiép

nguoi quen trong
cong viéc, dau moi
lién hé

dong nghiép

nguoi gitr vi tri
tuong duong &
phia ddi tac

khach hang (dung

dich vu)

danh thiép

gidi thiéu

moi quan hé

su hoa hop, thién
cam giira hai
nguoi

Vi du
Example

The chamber of commerce
holds a networking event every
month.

Phong thvong mai 16 chirc mot sw
kién két néi méi thang.

Ms Lan has many useful
contacts in Singapore.

Chi Lan ¢6 nhiéu moi quen biét
hitu ich ¢ Singapore.

This is my colleague, Tuan,
from the IT department.

Pay la dong nghiép cia téi, anh
Tudn, phong Cong nghé théng tin.

Our finance director met her
Japanese counterpart in Osaka.
Gidm doc tai chinh ciia chiing t6i
da gdp nguoi dong cap Nhat Ban ¢
Osaka.

We meet our biggest client
every quarter.

Chung toi gap khdch hang lon
nhdt moi quy mét lan.

Could I have your business
card?

Cho téi xin danh thiép cia anh
duoc khong?

Let me introduce my manager,
Ms Hoa.

Pé toi gidi thiéu quan 1y ciia toi,
chi Hoa.

We have a long relationship
with our suppliers in Binh
Duong.

Chuing toi c6 quan hé lau nam vdi
cdc nha cung cdp & Binh Dwong.

Small talk helps you build
rapport with new clients.
Chuyén xa giao giup ban tao thién
cam voi khach hang moi.
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Phién Am
IPA4

T / cum tir

Word / phrase

trust /trast/
acquaintance  /o'kweintons/
mutual /'mju:tfusl/
follow up /' folov Ap/
keep in touch  /ki:p n tatf/
host /havst/
reception /t1'sepfon/

Loai
twr
Part of
speech

adj

phr v

phr

Nghia tiéng Viét

Vietnamese meaning

long tin; tin tudng

nguoi quen (biét
SO qua)

chung, qua lai giira
hai bén

lién hé tiep sau
mot cudc gap

giir lién lac

dang cai, tiép don;
chu nha

tiéc chiéu dai,
quay l¢ tan

Vi du
Example

Trust takes time to build.
Long tin can thoi gian dé xay
dung.

He is a business acquaintance,
not a close friend.

Anh dy la nguoi quen trong cong
viéc, khong phai ban than.

We met through a mutual
friend.

Chung toi quen nhau qua mot
nguoi ban chung.

I will follow up with an email
tomorrow.

Ngay mai toi sé gui email lién hé
tiép.

Let’s keep in touch after the
conference.
Sau hoi nghi minh giwr lién lac nhé.

Our company will host the
dinner on Friday.

Cong ty chung t6i sé chiéu dai bita
t6i thir Sdu.

There is a welcome reception at
6 p.m. in the hotel lobby.

C6 tiéc chao mirng liic 6 gio toi ¢
sanh khach san.

VI DU/ EXAMPLE — Phan biét ba tir chi nguoi: colleague 1a ngudi cling cong ty véi ban;
counterpart 13 ngudi & cong ty khac giit vi tri tuong dwong (ké toan trudng bén ban — ké toan
trudng bén ddi tic); contact 1a bat ky ai ban quen va c6 thé 1ién hé khi can.

Three words for people: a colleague works in the same company as you,; a counterpart holds the same
position in another company (vour chief accountant — the partner’s chief accountant), a contact is
anyone you know and can get in touch with when needed.
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Nhom 2. N6i chuyén xa giao — Group 2. Small talk

T / cum tir

Word / phrase

small talk

break the ice

chat

topic

weather

flight

jet lag

hobby

weekend

Phién Am
IPA4

/sma:1 to:k/

/breik 01 ars/

/tfeet/

/"topik/

/'weda/

/flart/

/'dzet laeg/

/"hobi/

/ wik'end/

Loai
twr
Part of
speech

phr

Nghia tiéng Viét

Vietnamese meaning

chuyén xa giao,
chuyén phiém

phé v& su ngai
ngung luc mé1 gap

tro chuyén; cudc

tro chuyén

chu dé

thoi tiét

chuyén bay

mét moéi do 1éch
mui gio

s& thich

cudi tuan

Vi du
Example

Small talk usually lasts five to
ten minutes before a meeting.
Chuyén xa giao thuong kéo dai
ndam dén mwoi phit triede cude
hop.

A question about the trip is an
easy way to break the ice.

Hoi vé chuyén di la cach dé dé pha
Vo' Sy ngai ngung.

We chatted about the weather
while we waited.

Chiing téi néi chuyén vé thoi tiét
trong luc cho.

Food is a safe topic in almost
every culture.

Am thye la chii dé an toan 6 gan
nhw moi nén van héa.

The weather in Da Nang is
lovely this week.
Tudn nay thoi tiét & Pa chng dep.

How was your flight from
Seoul?

Chuyén bay tir Seoul ciia anh thé
nao?

I still have a bit of jet lag after
the trip to Frankfurt.

Téi van con hoi mét vi 1éch mili gio
sau chuyén di Frankfurt.

My hobby is running. I run
along the Han River every
morning.

So thich cua téi la chay bo. Sang
nao téi ciing chay doc song Han.

Did you have a good weekend?
Cudi tuan ciia anh vui chir?
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T / cum tir

Word / phrase

sightseeing

cuisine

compliment

personal

polite

awkward

pleasure

Phién Am

1IPA

/'sartsi:m/

/kwi'zi:n/

/" komplimant/

/'p3:sanal/

/pa’lart/

/"a:kwad/

/'plezo/

Loai

tir Nghia tiéng Viét
Part of
speech

viéc di tham quan,

ngam canh

am thuc, cach nau
n - 5 PR

an cua mot vung
n,v 1061 khen; khen
adj riéng tu, ca nhan
adj lich su

. nguong ngun

adj g : 7g gung,

kho xur

niém vui, sy han
n

hanh

Viethamese meaning

Vi du
Example

Will you have time for some
sightseeing in Hanoi?

Anh ¢6 thoi gian di tham quan Ha
Noi khong?

Many visitors love Vietnamese
cuisine.

Nhiéu du khéch thich am thuc Viét
Nam.

Thank you for the compliment
on our new office.

Cam on anh da khen van phong
mdoi cua chung toi.

Salary is a personal question in
most Western countries.

Luwong la cdu hoi riéng tw 6 phan
[6n cac nuoc phuwong Tay.

It is polite to ask about your
guest’s journey.

Hoi tham chuyén di cia khéch la
phép lich su.

There was an awkward silence
after his joke.

Sau cdu dia cia anh dy la mot
khodng im lang kho xit.

It’s a pleasure to meet you, Mr
Weber.

Rat han hanh dwoc gap 6ng, ong
Weber.

Nhém 3. Viin hoa va phong cach giao tiép — Group 3. Culture and communication styles

T / cum tir

Word / phrase

culture

Phién Am
IPA4

/" kaltfo/

Loai

tir Nghia tiéng Viét
Part of
speech

n van hoa

Viethamese meaning

Vi du
Example

Every company also has its own
culture.

Mbi c¢éng ty ciing cé van héa

riéng.
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T / cum tir

Word / phrase

cultural

custom

etiquette

direct

indirect

formal

informal

punctual

hierarchy

Phién Am
IPA4

/"kaltfaral/

/'kastom/

/"etiket/

/dar'rekt/

/ mdar rekt/

/' fo:mal/

/' fo:mol/

/"pagktjual/

/"harora:ki/

Loai
twr
Part of
speech

adj

adj

adj

adj

adj

adj

Nghia tiéng Viét

Vietnamese meaning

thudc v€ van héa

phong tuc, tap
quan

nghi thic, phép xa
giao

théng thén, truc
tiép

gian ti€p, vong vo

trang trong

than mat, khong
trang trong

ding gio

thir bac, hé thong
cAp bac

Vi du
Example

There are big cultural
differences between Japan and
Australia.

Giita Nhdt Ban va Uc c6 nhitng
khac biét van hoa lon.

Giving gifts at Tet 1s a
Vietnamese custom.

Tang qua dip Tét la phong tuc ciia
nguoi Viét.

Business etiquette in Korea is
quite formal.

Phép xa giao trong kinh doanh ¢
Han Quéc kha trang trong.

German managers are often
direct when they give feedback.
Cdc nha qudn 1y Pirc thirong thang
than khi gop .

An indirect “no” can sound like
a “maybe”.

M6t 161 tir choi gidn tiép cé thé
nghe nhir “cé thé”.

Use a formal greeting in your
first email.

Dung loi chao trang trong trong
email dau tién.

Australians prefer an informal
style, even with clients.

Nguoi Uc thich phong cach than
mat, ké ca véi khéach hang.

Please be punctual. The
meeting starts at 9 a.m. sharp.
Vui long diing gio. Cudc hop bt
dau diing 9 gio sdang.

In a strong hierarchy, the most
senior person speaks first.
Trong moi truong thur bdc chat,
nguoi cdp cao nhat phat biéu
truoc.
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Phién Am
IPA4

T / cum tir

Word / phrase

respect /1" spekt/
misunderstan / misanda’sten
ding dmy/

gesture /'dzestfa/

bow /bav/
handshake /"heendferk/
surname /'s3:nem/

title /"tartal/

Loai
twr
Part of
speech

n

Nghia tiéng Viét

Vietnamese meaning

su ton trong; ton
trong

su hiéu lam

cur chi

cui chao; cai cai
chao

céi bat tay

ho (= family name,
last name)

danh xung (Mr,
Ms, Dr); chure
danh

Vi du
Example

Use the person’s title to show
respect.

Dimng chirc danh ciia nguoi dé dé
thé hién sur ton trong.

A short email can prevent a
misunderstanding.

M6t email ngdn cé thé tranh dwoc
hiéu lam.

The same gesture can mean
different things in different
countries.

Ciing mét cir chi ¢o thé mang
nghia khdc nhau ¢ cdc nuwoc khac
nhau.

Mr Mori bowed slightly and
gave me his card.

Ong Mori hoi ciii chdo va dwa t6i
danh thiép.

A firm handshake is normal in
Germany.

O Pirc, bdt tay chdc tay la chuyén
binh thuong.

My surname is Pham, and my
first name is Quynh.
Ho cua t6i la Pham, tén la Quynh.

Write the title and surname: Dr
Schmidt, not Dr Anna.

Viét danh xung va ho: Dr Schmidt,
khéng viét Dr Anna.

LOI HAY GAP / COMMON MISTAKE — Viét Mrs cho moi phu nit. Mrs chi ding cho
phu nit da két hon va mudn duge goi nhu vay; Miss dung cho thiéu nit chwa chdng, it gip
trong cong viéc. Khi khong biét, luon dung Ms /miz/ — déy 1a danh xung chuén cho phy nit

trong thu tir kinh doanh.

Writing Mrs for every woman. Mrs is only for a married woman who prefers it; Miss is for a young

unmarried woman and is rare at work. When unsure, always use Ms /miz/ — the standard title for

women in business correspondence.
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Két hop tir thuwong gip (collocations) — Common collocations

Tiéng Anh c6 nhiing cip dong tir — danh tir ¢6 dinh. Hoc ca cum, khong ghép theo nghia
tiéng Viét.

English has fixed verb—noun pairs. Learn the whole phrase; do not build it from the Vietnamese
meaning.

Cum ding

Correct collocation

Nghia

Meaning

Sai thwong gap

Common error

Vi du
Example

build / develop a
relationship

maintain a
relationship

make small talk

exchange business
cards

make a good first
impression

shake hands (with
sb)

attend a
conference / an
event

keep / stay in
touch (with sb)

follow up on a
meeting

xay dung quan
hé

duy tri quan hé

no6i chuyén xa
giao

trao doi danh
thiép

tao an tuong t6t
ban dau

bit tay (ai)
du hoi nghi / su
kién

gitr lién lac (vdi
ai)

lién h¢ tiép sau
cudc hop

make a
relationship

keep up a relation

talk small talk /
do small talk

change business
cards

make a good first
impress

shake hand

attend to a
conference / join
to

keep contact

follow a meeting

We want to build a long-term
relationship with your bank.

Chiing téi muon xdy dung quan hé lau
dai voi ngan hang cua quy vi.

She calls her key clients every month
to maintain the relationship.

Théng ndo cé dy ciing goi cho khdch
hang chinh dé duy tri quan hé.

He made small talk about football
before the meeting.

Anh dy néi chuyén xa giao vé béng da
truoc cuoc hop.

We exchanged business cards at the
end of the lunch.

Chiing t6i trao d6i danh thiép cuoi bita
trua.

Being punctual helps you make a
good first impression.

Puing gio giip ban tao an tirgng tot ban
dau.

The two directors shook hands and
smiled.
Hai gidm déc bdt tay va mim cuoi.

Over 800 people attended the
conference.
Hon 800 nguwoi du hoi nghi.

Let’s stay in touch by email.
Minh gitr lién lac qua email nhé.

I’'m writing to follow up on our
meeting last Tuesday.

T6i viét thu d@é trao doi tiép vé cudc hop
thir Ba tuan triéc.
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Cum ding Nghia Sai thwong gap Vidu

Correct collocation | Meaning Common error Example

Our guest paid us a compliment on
the office design.
Khdch da khen thiét ké van phong ciia

pay sb a

. khen ai say a compliment
compliment

chung toi.

Ho tir (word family) — Word families

Pong tir Danh tir Tinh tir Trang tir
Verb Noun Adjective Adverb
communicate communication communicative —
introduce introduction introductory —

relate relationship, relation related —

— culture cultural culturally
— politeness polite / impolite politely

— formality formal / informal formally / informally
respect respect respectful respectfully
differ difference different differently
trust trust trustworthy —

Vi DU/ EXAMPLE — Dién dung loai tir: “Good communication (n) is important. She is
very communicative (adj). We communicate (v) by email.” — Sau tinh tir cin danh tir; sau
to be can tinh tir; sau chi ngit can dong tir. Cau “He spoke polite” sai vi bo nghia cho dong tir
spoke phai la trang tur: “He spoke politely.”

Choose the right form: “Good communication (n) is important. She is very communicative (adj). We
communicate (v) by email.” — An adjective is followed by a noun; be is followed by an adjective; a
subject is followed by a verb. “He spoke polite” is wrong: a word describing the verb spoke must be
an adverb: “He spoke politely.”

2.2. Ngir phap: cau héi Yes/No va cau héi Wh- — Grammar: Yes/No questions and
Wh- questions

Mudn néi chuyén x4 giao t6t phai hoi dugc nhiéu kiéu cau. Quy tic chung: tiéng Anh dat
trog dong tir (be, do, does, did, have, can, will...) trwéc chu ngir dé tao cau hoi. Tiéng
Viét chi thém “khong”, “chua”, “a” vao cudi cau, nén ngudi Viét hay quén bude déo nay.
Good small talk needs many question types. The general rule: English puts the auxiliary (be, do,
does, did, have, can, will...) before the subject to form a question. Vietnamese only adds a

X

particle such as “khong”, “chua” or “a” at the end, so Vietnamese learners often forget this
inversion.
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Cong thirc ba dang cau theo tirng loai dong tir — Affirmative, negative and question

forms

Loai djng tir

Verb type

Khing dinh
Affirmative

Phii dinh

Negative

Nghi véan

Question

be (hi¢n tai)
be (present)

Dong tir thuong,
hién tai don
Ordinary verb,
present simple

Qua khtr don
Past simple
Hién tai hoan
thanh

Present perfect

Pong tir khuyét
thiéu
Modal verb

mau.

S + am/is/are ...
You are from Seoul.

S + V(s/es)

She works in sales.

S+ V-ed/V2
They met in Hanoi.

S + have/has + V3

He has visited Vietnam.

S + can/will + V

You can join us.

S + am/is/are + not ...
You aren’t from Seoul.

S + don’t/doesn’t + V
She doesn’t work in sales.

S+didn’t+V

They didn’t meet in Hanoi.

S + haven’t/hasn’t + V3
He hasn 't visited Vietnam.

S+ can’t/won’t + V
You can’t join us.

Am/Is/Are +S ...?

Are you from Seoul?

Do/Does + S + V?

Does she work in sales?

Did+ S+ V?
Did they meet in Hanoi?

Have/Has + S + V3?

Has he visited Vietnam?

Can/Will + S+ V?

Can you join us?

PHAI THUQC / MEMORISE — Tra 10i ngén lip lai trg ddng tir cta cau hoi, khong lap
dong tr chinh: “Do you live in Hanoi?” — “Yes, [ do.” / “No, I don’t.” “Have you met Mr

Lee?” —“Yes, I have.” “Is it your first visit?” — “No, it isn’t.” C4u tra 161 khing dinh ngin
khong viét tat: noi “Yes, [ am”, khong noéi “Yes, 'm”.
Short answers repeat the auxiliary of the question, not the main verb: “Do you live in Hanoi?” —
“Yes, Ido.” / “No, I don’t.” “Have you met Mr Lee?” —
it isn’t.” Positive short answers are not contracted: say “Yes, [ am”, not “Yes, I'm”.

“Yes, I have.” “Is it your first visit?”" — “No,

»»

LOI HAY GAP / COMMON MISTAKE — “Do you can send me the file?” — “Can you
send me the file?”. Pong tur khuyét thiéu (can, will, should, must) tu dao 1én dau cu, khong
can do. Tuong tu: “Did you went...?” sai — “Did you go...?”: sau did dong tir tr& v& nguyén

“Do you can send me the file?” — “Can you send me the file?”. Modal verbs (can, will, should,
must) invert by themselves and never take do. Similarly, “Did you went...?” is wrong — “Did you
go...? " after did the verb returns to the base form.

Cau héi Wh-: tir dé héi va cach dung — Wh- questions: question words and uses

Cong thie: Tir dé héi + tre dong tir + chii ngir + dong tir chinh ...? Ciu hoi Wh- mo
ra cdu tra 10i dai, nén dung nhiéu trong small talk dé d6i phuong ké thém.

Formula: Question word + auxiliary + subject + main verb ...2 Wh- questions invite longer

answers, so use them often in small talk to get the other person talking.
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Héi vé
Asks about

Tur dé héi

Vi du trong cong viéc

Question word

su vat, sy viéc, nghé

What
thing, activity, job
: loai, kié
What kind of Sty SIS
type
noi chén
Where
place
thoi dié
When . o1 diém
time
nguoi
Who &
person
lya chon trong nhom xac
Which dinh
choice from a set
ly do
Why y
reason
cach thirc, tinh tran
How » UnhArg g
manner, COndlth}’l
khoang thoi gian
How 1
owiong length of time
How often tgn suat
frequency
sb luong dém duge /
How many / khong dém dugc
How much countable / uncountable

amount

Workplace example

What do you do?
Anh lam nghé gi?

What kind of projects do you work on?
Anh lam loai dw an nao?

Where is your head office?
Tru s6 chinh cua cong ty anh ¢ dau?

When did you arrive in Da Nang?
Anh dén Pa Nang khi nao?

Who do you report to?

Anh bao cao cho ai?

Which hotel are you staying at?
Anh dang ¢ khdch san nao?

Why did you choose Vietnam?
Vi sao anh chon Viét Nam?

How was the conference?
Hoi nghi thé nao?

How long have you worked for the bank?
Anh lam cho ngan hang dwoc bao ldu roi?

How often do you travel to Singapore?
Anh di Singapore bao lau mét lan?

How many people work in your team?
Nhom anh c6 bao nhiéu nguoi?

LOI HAY GAP / COMMON MISTAKE — Giit trét tw cdu tiéng Viét khi hoi: “You are
from where?”, “You work in which department?” — “Where are you from?”, “Which
department do you work in?”. Tir dé hoi ludn dimg dau cau; gidi tir (from, in, for, to)
thudng dé cudi cau.

Keeping Vietnamese word order: “You are from where?”, “You work in which department?” —
“Where are you from?”’, “Which department do you work in? . The question word always comes

first; the preposition (from, in, for, to) usually goes at the end.

Ciu héi vé chii ngir va cAu héi vé tin ngit — Subject questions and object questions

Khi Who hodac What la chid ngir (nguoi/vat lam hanh dong), cdu hoéi khéng dung
do/does/did va gitr trat ty cdu ké. Khi Who/What 13 tdn ngir (ngudi/vat nhan hanh dong),
cau hoi dung trg dong tir nhu binh thuong.
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When Who or What is the subject (the doer), the question takes no do/does/did and keeps
statement word order. When Who/What is the object (the receiver), the question uses an
auxiliary as usual.

Tiéu chi Héi chu ngir Héi tan ngir

Criterion Subject question Object question

Céu gbc Ms Hoa called the client. Ms Hoa called the client.
Original sentence Chi Hoa da goi cho khdch hang. Chi Hoa da goi cho khdch hang.
Cau hoi Who called the client? Who did Ms Hoa call?

Question Ai da goi cho khach hang? Chi Hoa da goi cho ai?

Trg dong tu Khong dung; dong tur chia theo thi C6: do/does/did + V nguyén mau
Auxiliary None; the verb shows the tense Yes: do/does/did + base verb

What did they discuss at the
meeting?
Ho da thado ludn gi 6 cudc hop?

Vi du khac What happened at the meeting?
Another example Chuyén gi da xay ra o cudc hop?

LOI HAY GAP / COMMON MISTAKE — “What means “rapport”?” va “Who did call
you?” — “What does “rapport” mean?” (What 13 tin ngir ciia mean, can does) va “Who
called you?” (Who la chu ngtt, khong dung did).

“What means “rapport”?” and “Who did call you?” — “What does “rapport” mean?” (What is the
object of mean, so does is needed) and “Who called you?” (Who is the subject, so no did).

CAau héi phu dinh dé xac nhin — Negative questions to check information

Cau hoi phu dinh (Didn’t...?, Aren’t...?, Haven’t...?) dung khi ban nghi minh da biét
ciu tra 101 va mudn xic nhan. Trong networking, cdu nay giup ndi lai quan hé cii:
“Didn’t we meet at the trade fair in Hanoi last year?” (Chung ta da gap nhau ¢ hoi chg
Ha Noi ndm ngoai rdi phai khong?).

Negative questions (Didn'’t...?, Aren’t...?, Haven't...?) are used when you think you know the
answer and want to confirm it. In networking they help reconnect: “Didn’t we meet at the trade
fair in Hanoi last year?”

Vi DU / EXAMPLE — Meo tra 10i cau hoi phu dinh: chi nhin vao su thét, bo qua chit not.
“Aren’t you Mr Lee?” — Néu dung 13 6ng Lee: “Yes, I am.” Néu khong phai: “Ne, I’'m not.
I’'m Mr Kim.”

Tip for answering negative questions. look only at the facts and ignore not. “Aren’t you Mr Lee?” — If
you are Mr Lee: “Yes, [ am.” If not: “No, I'm not. I'm Mr Kim.”
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2.3. Ngir phap: cau héi duoi va cau hoi gian tieép lich sw — Grammar: tag
questions and polite indirect questions

Cau héi dubi (tag questions) — Tag questions

Cau hoi dudi 1a cau ké + mot “dudi” ngan ¢ cuoi, tuong duong ..., phai khong?”, “...,

nhi?” trong tiéng Viét. Trong small talk, cau héi dudi moi nguoi nghe dong tinh va mé

dau cau chuyén tu nhién.

A tag question is a statement + a short “tag” at the end, like

“«“

..., phai khong?” or “..., nhi?” in

Vietnamese. In small talk, tag questions invite agreement and start a conversation naturally.

Cau ke

Statement

Vi du

Example

Khiang dinh

Positive

Phu dinh
Negative

Hién tai don, dong tur
thuong

Present simple, ordinary
verb

Qua khtr don

Past simple

Dong tir khuyét thiéu
Modal

Trwong hop dac biét

Special case

tro dong tir + not + dai tir
auxiliary + not + pronoun

tro dong tur + dai tu
auxiliary + pronoun

don’t / doesn’t + dai tir
don’t / doesn’t + pronoun

didn’t + dai tur
didn’t + pronoun

can’t / won’t / shouldn’t +

dai tir

can’t /won’t / shouldn’t +

pronoun

It’s hot today, isn’t it?
Hom nay nong nhi?

You haven’t been to Hue before, have
you?
Anh chwa dén Hué lan nao, phai khong?

Your team works on Saturdays, doesn’t
it?
Nhom anh lam ca thur Bay, phai khong?

You flew in yesterday, didn’t you?
Anh bay toi hém qua, phdi khong?

We can start at nine, can’t we?
Minh bdt dau lic chin gio dwoc, phdi
khong?

Vi du
Example

Tam ...

Let’s ...

Céau ménh 1énh

Imperative
There is / There are

Chu ngfr 1a this/that
Subject this/that

aren’t [

shall we

will you / could you

isn’t there / aren’t
there
it (isn’t it, wasn’t
it...)

I’m on the guest list, aren’t I?
Toi co tén trong danh sach khach, phai khong?

Let’s have lunch together, shall we?
Minh an trua cung nhau nhé?

Send me the agenda, could you?
Gui t6i chuwong trinh hop dwoc khong?

There’s a reception tonight, isn’t there?
T6i nay cé tiéc chiéu dai, phai khong?

That was a long meeting, wasn’t it?
Cuoc hop do dai nhi?
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Trwong hop dac biét Vi du

Special case Example

Cau c6 never, nobody,

nothing dudi khing dinh Nobody called, did they?
Sentence with never, nobody, positive tag Khéng ai goi, phdi khong?
nothing

PHAI THUQC / MEMORISE — Hai quy tic cta cau hoi dudi: (1) cdu ké khang dinh —
dudi phii dinh, cdu ké phi dinh — duéi khing dinh; (2) dudi ding ding trg dong tir cua
ciu ké va dai tir thay cho cha ngit (Mr Tanaka — he, the meeting — it, your team — it).

Two rules for tags: (1) a positive statement takes a negative tag, a negative statement takes a positive
tag; (2) the tag uses the same auxiliary as the statement and a pronoun for the subject (Mr Tanaka —
he, the meeting — it, your team — it).

LOI HAY GAP / COMMON MISTAKE — Dung “isn’t it?”” cho moi cu, giéng “phai
khong?” cta tiéng Viét: “You are new here, isn’t it?” — “You are new here, aren’t you?”;
“Mr Park likes coffee, isn’t it?”” — “Mr Park likes coffee, doesn’t he?”.

Using “isn’t it?” for every sentence, like Vietnamese “phdi khong?”’: “You are new here, isn’t it?” —

“You are new here, aren’t you?”; “Mr Park likes coffee, isn’tit?” — “Mr Park likes coffee, doesn’t
he?”.

LOI HAY GAP / COMMON MISTAKE — Tra 10i cau hoi dudi phii dinh theo kiéu tiéng
Viét. Hoi: “You don’t eat spicy food, do you?” Ngudi Viét khong an cay thuong dap “Yes”
(= ding vy) — ngudi nude ngoai hiéu 1a “cé, t6i an cay”. Pap dung: “No, I don’t.” Tiéng
Anh: Yes di v6i cau khang dinh, No di véi cau phu dinh, du cau hoi viét thé nao.

Answering a negative tag the Vietnamese way. Question: “You don’t eat spicy food, do you?” A
Vietnamese speaker who doesn’t eat spicy food often says “Yes” (= that’s right) — a foreigner hears
“ves, [ do eatit”. Correct answer: “No, I don’t.” In English, Yes goes with a positive statement and
No with a negative one, whatever the question form.

Cau héi gian tiép lich sy (indirect questions) — Polite indirect questions

Cau hoi gian tiép dat cau héi vao sau mot cum mé dau nhu Could you tell me..., Do you
know..., I was wondering.... Cau hoi nghe mém hon, hop khi hoi ngudi la, khach hang,
cap trén, hodc khi hoi chuyén hoi riéng.

An indirect question puts the question after an opening phrase such as Could you tell me..., Do

you know... or I was wondering.... It sounds softer and suits questions to strangers, clients and
senior people, or slightly personal questions.

Thanh phin Ciu héi Wh- Cau héi Yes/No
Part Wh- question Yes/No question
Cum mo dau Could you tell me / Do you know / Could you tell me / Do you know /1
Opening phrase Do you remember was wondering
. it én tir d& hoi (wh h
Tir nbi gilr nguyén tir d¢ hoi (where, when, if hogc whether

how much...)

Linking word
< keep the question word

if or whether
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Thanh phén

Cau ho6i Wh-
Wh- question

Cau héi Yes/No

Part Yes/No question

Trat tu chu ngit + dong tir (nhu cau ké) chu ngir + dong tir (nhu cau ké)
Word order subject + verb (statement order) subject + verb (statement order)
. Do you know if Mr Lim is comin
, Could you tell me where the taxi .y g

Vidu rank is? tonight?
Example ' : Anh c6 biét toi nay éng Lim cé dé

o Anh cho t6i héi bén taxi ¢ dau? 168 €O DISEROL HAy ONS SHt cOIGen

khong?

Chuyén ciu héi truc tiep sang gian tiép — Turning direct questions into indirect questions

Thay doi
What changes

Cau héi gian tiép
Indirect question

Cau héi trye tiép

Direct question

is chuyén ra sau chu ngir
is moves after the subject

Where is the meeting
room?

Could you tell me where the
meeting room is?

What time does the dinner
start?

When did Ms Vogel

arrive?

Are you free on Friday?

Can we change the date?

How much does the ticket
cost?

Do you know what time the dinner
starts?

Do you remember when Ms Vogel
arrived?

I was wondering if you were free on
Friday.

Could you tell me whether we can
change the date?

Would you mind telling me how
much the ticket costs?

b6 does, thém -s cho starts
does is dropped; starts takes -s

bo did, dong tir vé qua khir
arrived

did is dropped,; arrived carries
the past tense

thém if; cau két bang dau
chim

if is added; the sentence ends
with a full stop

thém whether; can ra sau we
whether is added; can moves
after we

b6 does; costs thém -s
does is dropped; costs takes -s

PHAI THUQC / MEMORISE — Cau héi gian tiép = cum mé dau + tir dé héi / if /
whether + CHU NGU + PONG TU. Khong déo, khong co do/does/did. Dau cubi cau theo
cum mé dau: “Could you tell me...?” dung dau hoi; “I was wondering...” va “I’d like to

know...” dung dau cham.

Indirect question = opening phrase + question word / if / whether + SUBJECT + VERB. No
inversion, no do/does/did. The final punctuation follows the opening phrase: “Could you tell me...?”
takes a question mark; “I was wondering...” and “I’d like to know...” take a full stop.

LOI HAY GAP / COMMON MISTAKE — “Could you tell me where is the station?” va
“Do you know what time does it open?” — “Could you tell me where the station is?”, “Do
you know what time it opens?”. Phan sau cum m¢ dau la cau ké, khong phai cau hoi.
“Could you tell me where is the station?”’ and “Do you know what time does it open?” — “Could
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you tell me where the station is?”, “Do you know what time it opens? . The part after the opening
phrase is a statement, not a question.

So sanh cau héi truc tiép va cau héi gian ti€p — Direct and indirect questions compared

Tiéu chi Cau héi trye tiép Cau héi gian tiép
Criterion Direct question Indirect question
Trat tu tur tro dong tir + chu ngl chu nglr + dong tir
Word order auxiliary + subject subject + verb
. c6 (véi dong tur thuon khon
do/does/did ( o g 8) g
ves (with ordinary verbs) no
Muc lich su trung tinh, ngén gon lich s, mém hon
Politeness neutral, short polite, softer
Dine khi héi déng nghiép, ban be¢, cau hdi hoi nguoi la, khach hang, cép trén,
un 1 22 A A .
Use dgw hen don gian chuyén té nhi
colleagues, friends, simple questions strangers, clients, seniors, sensitive topics

Do you mind if T ask how old the
Vidu How old is the company? company is?
Example Céng ty thanh ldp bao ldu roi? Anh cé phién néu t6i hoi cong ty thanh lap
bao ldu réi khong?

2.4. Small talk: chii dé an toan va miu cAu néi chuyén xa giao — Small talk:
safe topics and useful phrases

Small talk 1a nhiing cau chuyén ngén, nhe trude cudc hop, trong gid giai lao, ¢ ti¢c chiéu
dai hodc trén duong tir san bay vé vin phong. Muyc dich 1a tao thién cam (build rapport),
khong phai trao doi cong viéc. Mot cude small talk thudng kéo dai 3—10 phat va di qua
bdn bude: md 101 — duy tri — thé hién quan tam — két thic.

Small talk is short, light conversation before a meeting, during a break, at a reception or on the
way from the airport to the office. Its purpose is to build rapport, not to discuss business. A
small-talk conversation usually lasts 3—10 minutes and has four steps: open — keep going —
show interest — close.

Chiu dé nén no6i va nén tranh — Topics to choose and topics to avoid

Mirc dd Cau héi mau hoic ly do
Safety Sample question or reason
Chuyén di, chuyén bay An toan How was your flight? / Is this your first time in
Trip, flight Safe Vietnam?
o tié An toa : o . .
s s 1 toan It’s much cooler in Hanoi this week, isn’t it?
Weather Safe
kié An tog . : . .
Sukién dang du n toan What did you think of the first talk this morning?
The current event Safe
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Mire do

Safety

Cau héi mau hoic ly do
Sample question or reason

Am thyc, thanh ph
Food, the city

Thé thao, s thich
Sport, hobbies

Cong viéc noi chung
Work in general

Gia dinh
Family

Tudi tac
Age

Luong, thu nhap, gia nha
Salary, income, house
prices

Hoén nhan, con cai
Marriage, children

Can nang, ngoai hinh
Weight, appearance

Chinh tri, ton gido
Politics, religion

An toan
Safe

An toan
Safe

An toan
Safe

Thén trong
Careful

Tranh
Avoid

Tranh
Avoid

Tranh
Avoid

Tranh
Avoid

Tranh
Avoid

Have you tried any Vietnamese dishes yet? / What
would you like to see in Hue?

Do you do any sport in your free time?

How long have you been with the company?

Chi hoi khi d6i phuong tu nhic téi con céi, gia dinh
Only if the other person mentions their family first

Ngudi Viét hoi tudi dé chon cach xung ho; ngudi
phuong Tay coi la chuyén riéng

Vietnamese ask age to choose forms of address;
Westerners see it as private

Chuyén tién bac ca nhan bi coi 1a to mo
Personal money questions seem nosy

“Are you married yet?” khién ngudi nghe kho chiu
“Are you married yet?” makes people uncomfortable

“You look fatter” 1a 161 ché, khong phai 161 hoi tham
“You look fatter” is an insult, not a friendly remark

Dé gay tranh ci véi ngudi méi quen

Easily leads to arguments with new contacts

LOI HAY GAP / COMMON MISTAKE — M 10i bang cau héi quen thudc ctia nguoi
Viét: “How old are you?”, “Are you married?”, “How much is your salary?”. O Viét Nam
cac cau nay dé xung ho cho dung hoac dé to quan tim; v6i ngudi Anh, Uc, Puc, My, chung
x4m pham doi tu. Thay bang: “How long have you been in Vietnam?”, “What do you
enjoy doing at the weekend?”.
Opening with typical Vietnamese questions: “How old are you? ", “Are you married?”, “How much
is your salary? . In Vietnam they help choose forms of address or show care; for British, Australian,

German or American people they invade privacy. Use instead: “How long have you been in
Vietnam?”, “What do you enjoy doing at the weekend? .

Miu céu theo turng bwd'c — Useful phrases for each step

Buéc MAiu ciu Mitc do Nghia

Step Phrase Register Meaning

Mo 1o1 . o Trung tinh Xin 161, chd nay c6 ai
, Excuse me, is anyone sitting here? A

Opening Neutral ngoi chua a?
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Buéc MAiu ciu Mitc do Nghia
Step Phrase Register Meaning
Mo 161 . . Than mat A " .
© (,n Lovely weather today, isn’t it? S Hom nay troi dep nhi?
Opening Informal
, . . Day 14 1an du anh
Mo 1o1 Is this your first visit to Ho Chi Minh  Trung tinh A Y .
Openi City? Neutrel den TP.HCM phai
enin 1y !/ eutra
pemns y khong?
Duy tri : Trung tinh  Diéu gi dua anh dén
y ) ) What brings you to Da Nang? & . §
Keeping going Neutral ba Nang?
Duy tri Than mat . .
Y , How about you? / What about you? . ’ Con anh thi sao?
Keeping going Informal
Duy tri May I ask what your role in the Trang trong ~ Cho phép t6i hoi anh
Keeping going company is? Formal gitt vi tri gi & cong ty?
ta ) . T tinh That a? Nghe tha vi
Quan. an,l Really? That sounds interesting. rng L £ ’
Showing interest Neutral day.
Quan 13 Than mat Vay anh dén véi
uan. an.l So, how did you get into fintech? ,a 1 nganh fintech thé
Showing interest Informal N
nao?
uan tam Trung tinh R y 1
Q o I see. / That makes sense. & To6i hicu. / Co ly.
Showing interest Neutral
Két thiic . Trung tinh ~ Noi chuyén v6i anh
_ It’s been great talking to you. £ ., b
Closing Neutral vul qua.
. Thoi t6i khong lam
Keét thuc I’d better let you go. I can see you’re =~ Than mat . - &
. . phién anh nira, anh
Closing busy. Informal A
dang ban.
. Xin phép anh, tdi can
Két thic Please excuse me. I must speak to my  Trang trong - p. ) p B ,
. . ) ; gdp giam doc trudc
Closing director before the next session. Formal n X
phién tiep theo.
, Day la danh thiép cua
Két thic , , . Trung tinh o7 o o TSP
. Here’s my card. Let’s keep in touch. toi. Minh gitr lién lac
Closing Neutral

nhé.

K§ thuit tra 16i — bo sung — héi lai — The answer — add — ask technique

Cau chuyé¢n chét khi mot bén chi tra 161 “Yes” hodc “No”. Dung ba budc dudi day cho
mdi luot 10i:

A conversation dies when one side only answers “Yes” or “No”. Use three steps in every turn:

1. Tra 101 cau hoi (answer): “Yes, it is.”

121

Answer the question: “Yes, it is.
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2. B6 sung mot chi tiét (add): “I came here for a training course in 2024.”
Add one detail: “I came here for a training course in 2024.”

3. Héi lai (ask): “How about you? Have you been to Da Nang before?”
Ask back: “How about you? Have you been to Da Nang before?”

VI DU/ EXAMPLE — So sanh. Cau héi: “Do you like Vietnamese food?” — Tra 10i cut:
“Yes.” (im lang, kho xtr). Tra 101 theo ba budce: “Yes, I love it. My favourite is bun cha — I
eat it every week. Have you tried it yet?”

Compare. Question: “Do you like Vietnamese food? ” — Dead-end answer: “Yes.” (awkward
silence). Three-step answer: “Yes, I love it. My favourite is bun cha — I eat it every week. Have you
tried it yet?”

HOI THOAI MAU / MODEL DIALOGUE
Bdi canh: tiéc chao ming hoi nghi ¢ Pa Ning, 6:30 p.m., 22 September 2026.

Long: This is a great view, isn’t it?

Rachel: It is! You can see the whole beach from here.

Long: I’'m Long, by the way — Hoang Duc Long, from Dong Duong Fintech in Ho Chi Minh
City.

Rachel: Nice to meet you, Long. I’'m Rachel Lim. I work for a digital bank in Singapore.
Long: Nice to meet you too, Rachel. Is this your first time in Da Nang?

Rachel: Yes, it is. I arrived this morning.

Long: How was your flight?

Rachel: Short and easy — just under three hours.

Long: Have you had a chance to try the local food yet?

Rachel: Not yet. What would you recommend?

Long: You should try mi Quang. It’s a noodle dish from this area. There’s a good place near
the hotel.

Rachel: Thanks, I’1l try it tomorrow. So, what does your company do?

Long: We build payment apps for small shops. How about you? What do you work on?
Rachel: I’'m in the partnerships team, so I meet a lot of payment companies.

Long: That sounds interesting. Oh, I can see my manager over there. I’d better go and say
hello. It’s been great talking to you.

Rachel: You too. Here’s my card.

Long: Thank you. Let’s keep in touch.

Dich: Long: Canh ¢ day dep qud nhi? — Rachel: Piing viy! Nhin duwoc ca bai bién. — Long: A, téi la
Long, Hoang Birc Long, céng ty Péng Duong Fintech ¢ TP.HCM. — Rachel: Rdt vui dwoc gap anh,
Long. Téi la Rachel Lim, lam cho mét ngan hang sé ¢ Singapore. — Long: Téi ciing rat vui dioc gap
chi. Pay la lan dau chi dén Pa Nang a? — Rachel: Ving, t6i dén sing nay. — Long: Chuyén bay thé
nao? — Rachel: Ngdn va dé chiu, chua t6i ba tiéng. — Long: Chi di cé dip thir mén an dia phwong
chua? — Rachel: Chua. Anh goi y mon gi? — Long: Chi nén thir mi Qudng, mon mi cua vung nay.
Gan khéch san cé mot qudn ngon. — Rachel: Cam on, mai téi sé thir. Thé céng ty anh lam gi? —
Long: Chung toi lam ung dung thanh toan cho cira hang nho. Con chi? Chi phu trach mang gi? —
Rachel: Téi 6 nhém doi tac nén gdp nhiéu cong ty thanh toan. — Long: Nghe thii vi day. A, téi thdy
sép t6i dang kia, t6i qua chao sép mot chiit. N6i chuyén voi chi vui lam. — Rachel: T6i ciing viy.
Danh thiép cia téi diy. — Long: Cam on chi. Minh giit lién lac nhé.
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2.5. Networking: tu gi¢i thiéu, giéi thiéu nguwoi khac va trao danh thiép —

Networking: introducing yourself and others, and exchanging business cards

MAu cAu gi6i thiéu va dap 166 — Phrases for introductions and replies

Tinh hudng Trang trong Trung tinh Than mat
Situation Formal Neutral Informal

e Allow me to introduce Hello, I'm Huong. I
Tu gidi thiéu . S
. . myself. My name is Vo work for Dong Duong Hi, I’'m Huong.
Introducing yourself .
Thanh Huong. Fintech.

Gidi thiéu nguoi May I introduce Mr Park, This is Long. /

I’d like you to meet my

khac Director of Daejin Have you met
. . colleague, Long.
Introducing someone =~ Capital? Long?
Dap 10i lan dau
B P It’s a pleasure to meet .
gap Nice to meet you. Good to meet you.

ou.
First-meeting reply y

Great to see you
again!

Gap lai ngudi quen It’s a pleasure to see you

. Nice to see you again.
Meeting again again. Y 8

N6i vé cong viéc I’m responsible for
Talking about your ~ partnerships in Southeast
Jjob Asia.

I work in the marketing

I’'m in marketing.
department.

LOI HAY GAP / COMMON MISTAKE — Néi “Nice to meet you” v&i nguoi da gap.
Meet ding cho 1n dau gip; tir 1an thr hai n6i “Nice to see you again”. Ciing luu ¥: “How do
you do?” 1a 161 chao trang trong, it dung, va ngudi nghe dép lai ding cau “How do you do?”,
khong tra 161 “I’m fine, thank you.”

Saying “Nice to meet you’ to someone you already know. Meet is for the first meeting, from the
second time say “Nice to see you again’. Also note: “How do you do?” is a formal, rare greeting,
and the reply is the same words, “How do you do?”, not “I’m fine, thank you.”

HOI THOAI MAU / MODEL DIALOGUE
Boi canh: van phong Dong Duong Fintech, TP.HCM, 9:00 a.m., 5 October 2026.

Long: Ms Huong, may I introduce Mr Park Ji-ho, Director of Daejin Capital in Seoul?

Mr Park, this is Ms Vo Thanh Huong, our Head of Partnerships.

Huong: It’s a pleasure to meet you, Mr Park. Welcome to Ho Chi Minh City.

Park: Thank you, Ms Vo. It’s a pleasure to meet you too.

Huong: Actually, Vo is my family name. In Vietnam we use the given name, so please call
me Huong.

Park: Oh, I see. Thank you, Ms Huong. In Korea it’s the opposite — Park is my family name,
so Mr Park is fine.

Huong: Of course, Mr Park. Could I have your card?

Park: Here you are.

Huong: Thank you. And here is mine. Did you have a good trip from Seoul?
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Chuyén bay chi nam tiéng.

Park: Yes, very smooth. The flight was only five hours.

Dich: Long: Chj Hwong, cho em gidi thiéu éng Park Ji-ho, Gidam doc Daejin Capital & Seoul. Ong
Park, ddy la ba Vé Thanh Huong, Trieong phong Déi tdc ciia chiing t6i. — Hirong: Rat han hanh
dwge gdp ong, ong Park. Chao mirng éng dén TP.HCM. — Park: Cam on ba Vo. Téi ciing rit hdn
hanh. — Huong: Vo la ho cia toi. O Viét Nam chung toi goi theo tén, nén ong cir goi toi la Huong. —
Park: A, téi hiéu roi. Cam on ba Hiong. O Han Quoc thi ngwoc lai, Park la ho ciia t6i, goi ong Park
la dwgc. — Hwong: Véng, thua ong Park. Cho t6i xin danh thiép ciia 6ng? — Park: Pdy a. — Huwong:
Cam on 6ng, con ddy la ciia t6i. Chuyén di tir Seoul ciia dng suén sé chir? — Park: Ving, rdt sudn sé.

Danh thiép tiéng Anh — Business cards in English

Danh thiép tiéng Anh c6 ndm phan: ho tén (kém danh xung néu tén khé doan gidi tinh),
chuc danh, tén cong ty déy du, dia chi, cach lién lac. Nguoi Viét nén viét hoa toan bd ho
hodc thém (Mr)/(Ms) dé ngudi nudc ngoai biét dau 1a ho, dau 1a tén va goi cho ding.

An English business card has five parts: full name (with a title if the gender is not obvious), job
title, full company name, address and contact details. Vietnamese people should write the family
name in capitals or add (Mr)/(Ms) so that foreigners can tell the family name from the given

name and address them correctly.

NGUYEN Thu Trang (Ms)
Product Executive

Mobile: +84 90 123 4567

Email: trang.nguyen@dongduongfintech.vn

Australia, UK, US

DANH THIEP MAU / MODEL BUSINESS CARD
DONG DUONG FINTECH JOINT STOCK COMPANY

Floor 12, 45 Le Loi Street, Saigon Ward, Ho Chi Minh City, Vietnam

Dich: Céng ty C6 phan Péng Dwong Fintech. Nguyén Thu Trang (nit), Chuyén vién san pham. Tang
12, 45 dwong Lé Loi, phuwong Sai Gon, TP.HCM, Viét Nam. Di dong: +84 90 123 4567. Email nhw
trén. Ho NGUYEN viét hoa, tén Trang viét thieong, déi tac sé goi la Ms Trang hodc Ms Nguyen.

Viéc can lam Nhat Ban, Han Quoc
Action Japan, Korea

Uc, Anh, My

Hai tay, chit quay vé phia

Pua danh thiép nguoi nhén, hoi cui
Giving Both hands, text facing the
receiver, slight bow

" Hai , ky tén va chu
Nhan danh ai tay, doc k¥ tén va chirc
thié St

p. . Both hands, read the name and
Receiving

title

Cau néi kém
What to say

Here is my card.

Mot tay, dua khi Kkét
thac cau chuyén

One hand, at the end of
the chat

Mot tay, lie qua roi
cét
One hand, glance and put

Thank you.
Purchasing Manager

, — that’s interesting.
it away
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Viéc cin 1am Nhit Ban, Han Quéc Uc, Anh, My Cau noi kém

Action Japan, Korea Australia, UK, US What to say

Dé trén ban trong cudc hop,
sau d6 cit vao hop danh thiép  Cét vao vi hoic tai

Cét danh thiép , ) e

Keeping it Leav.e it on the tab.le. during the  Put it in a wallet or —
meeting, then put it in a card pocket
holder
Viét 1én danh thiép, nhét thi

Diéu cAm quén, gap it quy dinh

Do not Write on it, put it in a back Few rules o

pocket, fold it

TIN NHAN MAU / MODEL MESSAGE
Bdi canh: tin nhian Long giri Rachel sang hém sau budi tiéc (than mat, qua Gmg dung nhin
tin).

Hi Rachel, it’s Long from Dong Duong Fintech. Great to meet you last night!

I found the mi Quang place for you — it’s on Tran Phu Street, two minutes from the hotel.
Are you free for a coffee before the afternoon session? I’d love to hear more about your
partnerships work.

Long

Dich: Chao Rachel, minh la Long, Péng Duwong Fintech. Téi qua gdp ban vui qud! Minh dé tim dwoc
quan mi Quang cho ban: quan ¢ dwong Tran Phu, cach khach san hai phut di bo. Ban co ranh uong
ca phé truoc phién chiéu khong? Minh muon nghe thém vé cong viéc doi tac cua ban. Long.

2.6. Cach xung hd Mr, Ms, Dr va cach goi tén ngudi Viét trong tiéng Anh —
Using Mr, Ms and Dr, and addressing Vietnamese names in English

Quy tic gbc cua tiéng Anh: danh xung + ho (Mr Brown, Ms Grant, Dr Schmidt) hoic
tén riéng khong kém danh xwng (David, Olivia) khi da than. Khong ghép danh xung
voi tén riéng cua ngudi phuong Tay.

The basic English rule: title + family name (Mr Brown, Ms Grant, Dr Schmidt), or the first
name without a title (David, Olivia) once you know each other well. Never put a title before a
Western person’s first name.

Phién 4m | Dung cho Vidu

IPA Used for Example

nam gidi, moi tinh trang hoén nhan

Mr /'mista/ .
men, any marital status

Dear Mr Brown,
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Phién 4m | Dung cho Vidu

IPA Used for Example

nit gidi, khong noi tinh trang hon nhan

— mac dinh trong cong viéc

Ms /miz/ Dear Ms Grant,

women, marital status not shown — the
business default

Dear Mrs Taylor, (khi ba ky thu
la Mrs Taylor)
Dear Mrs Taylor, (when she signs

phu nit d3 két hén va mudn duoc goi
Mrs /'misiz/ nhu vay

married women who prefer it as Mrs Taylor)
Miss Lee (hoc sinh, thyuc tap
sinh tr¢)

Miss Lee (a student or young

thiéu nir chua chong; it dung trong
Miss /mis/ cong viéc
young unmarried women, rare at work intern)
nguoi co bang tién si hodc bac si
holders of a doctorate, medical doctors

Dr /" dokta/ Dear Dr Schmidt,

PHAI THUQC / MEMORISE — Tiéng Anh — Anh viét Mr, Ms, Mrs, Dr khong c¢é diu
chiam; tiéng Anh — M¥ viét Mr., Ms., Dr. Chon mét kiéu va gitr théng nhét. Khoéng biét gidi
tinh ngudi nhan: viét da ho tén, bo danh xung (“Dear Alex Morgan,”). Khong biét tén: “Dear
Sir or Madam,”.

British English writes Mr, Ms, Mrs, Dr without a full stop, American English writes Mr., Ms., Dr.
Choose one style and keep it. If you don’t know the person’s gender, write the full name without a title
(“Dear Alex Morgan,”). If you don’t know the name: “Dear Sir or Madam, .

Thir tw ho tén & mot so nwé'c — Name order in different countries

Cach goi trong cong
viée

Business form

Nuéc Tén day di Ho

Country Full name Family name

Ms Mai (theo tén, quen

V.1ct Nam Nguyen Thi Mai Nguyen {dung dau)  dung q Viét Nam)
Vietnam Nguyen (first) Ms Mai (by given name, the
usual form in Vietnam)

Sato Yuki (kiéu Nhat) /
Nhat Ban Y},lkl Sato (ki€u phuong

Tay) Sato Ms Sato, Sato-san
Japan )

Sato Yuki (Japanese order) /

Yuki Sato (Western order)
Han Qudc . Park (dtmng dau)

k Ji-h Mr Park

Korea Park Ji-ho Park (first) rrar
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Cach goi trong cong
viéc
Business form

Nuéc Tén day di Ho

Country Full name Family name

Trung Quéc . Wang (ding df?lu)
China Wang Lei Wang (first) Mr Wang

. . , £, Dr Schmidt (gitt hoc vi)
b . hmidt T

e Dr Anna Schmidt Sc m,ld (dimg cudi) Dr Schmidt (keep the
Germany Schmidt (last) ..

academic title)

Uc, Anh, My Gt (s ) Ic\tds R '?}Ma o
Australia, UK, Olivia Grant g uoe mot got en
Us Grant (last) Ms Grant — Olivia when

invited

Tén ngudi Viét 1a trudng hop dic biét. Khoang 4 trong 10 nguoi Viét mang ho Nguyén,
nén ngudi Viét goi nhau theo tén riéng ké ca trong moi trudng trang trong (“ong Minh”,
“chi Mai”). Trong email tiéng Anh giita nguoi Viét voi nhau, “Dear Mr Minh”, “Dear Ms
Mai” dugc dung phd bién. Ngudi nudc ngoai theo quy tic gdc s& hiéu Minh 13 ho, hoic
s& goi ban 14 “Mr Nguyen”. Hai cach déu chip nhan dugc; quan trong 1 ban néi rd minh
mudn duoc goi thé nao.

Viethamese names are a special case. About 4 in 10 Vietnamese people have the family name
Nguyen, so Vietnamese people address each other by given name, even in formal settings (“ong
Minh”, “chi Mai”). In English emails between Vietnamese people, “Dear Mr Minh” and “Dear
Ms Mai” are common. A foreigner following the basic rule will think Minh is a family name, or

will call you “Mr Nguyen”. Both forms are acceptable; what matters is that you say clearly how
you want to be addressed.

LOI HAY GAP / COMMON MISTAKE — Ap kiéu goi tén ctia ngudi Viét cho ngudi
phuong Tay: viét “Dear Mr David” cho 6ng David Brown, “Dear Ms Olivia” cho ba Olivia
Grant — “Dear Mr Brown”, “Dear Ms Grant” (trang trong) hodc “Dear David”, “Dear
Olivia” (khi da than). V&1 nguoi phuong Tay, danh xung + tén riéng nghe nhu cach goi cua
tré con hay ngudi gitp viéc.

Applying the Vietnamese naming habit to Westerners: writing “Dear Mr David” to Mr David Brown
or “Dear Ms Olivia” to Ms Olivia Grant — “Dear Mr Brown”, “Dear Ms Grant” (formal) or
“Dear David”, “Dear Olivia” (once you know each other). To Western ears, a title + first name
sounds like the way children or domestic staff speak.

Vi DU/ EXAMPLE — Ba céch gitip ddi tic goi dang tén ban: (1) ky email “Nguyen Thi
Mai (Ms)” va thém cau “Please call me Mai.”; (2) trén danh thiép viét hoa ho: “NGUYEN
Thi Mai”; (3) khi gap, hoi lai ho: “How should I address you?” hoac “What should I call
you?”.

Three ways to help partners use your name correctly: (1) sign your email “Nguyen Thi Mai (Ms)”
and add “Please call me Mai.”’; (2) write your family name in capitals on your card: “NGUYEN Thi
Mai”; (3) when you meet, ask them: “How should I address you?” or “What should I call you? .
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LOI HAY GAP / COMMON MISTAKE — K¥ tén bing tén déo kiéu phwong T4y & chd
nay, giit kiéu Viét & chd khac: danh thiép ghi “Nguyen Thi Mai”, chit ky email ghi “Mai
Nguyen”, hd so truc tuyén ghi “Mai Thi Nguyen”. Déi tac s& tudng 13 ba ngudi. Chon mét
cach viét va dung thng nhét trén moi gidy to.

Using Western order in one place and Vietnamese order in another: the card says “Nguyen Thi Mai”,
the email signature says “Mai Nguyen” and the online profile says “Mai Thi Nguyen”. Partners may
think these are three people. Choose one form and use it everywhere.

2.7. Khac biét vin héa va phong cach giao tiép trwc tiép — gian tiép — Cultural

differences and direct versus indirect communication

Nha nhan hoc Edward T. Hall chia van hoa thanh ngir canh thip (low-context: y nim
trong 101 no6i, néi thang, vi du Ptrc, Ha Lan, Uc, M) va ngir canh cao (high-context: ¥
nam trong nglt canh, quan h¢, giong di€u, vi du Viét Nam, Nhat Ban, Han Quéc, Trung
Quéc). Pay 1a xu huéng chung; mdi ngudi, mdi cong ty van co cach riéng.

The anthropologist Edward T. Hall divided cultures into low-context (the meaning is in the
words; people speak plainly, e.g. Germany, the Netherlands, Australia, the US) and high-
context (the meaning is in the context, the relationship and the tone, e.g. Vietnam, Japan, Korea,
China). These are general tendencies; individuals and companies still differ.

Tiéu chi Phong cich truc tiép Phong cach gian tiép

Criterion Direct style Indirect style

Noéi “khong” No, we can’t accept that price. That might be a little difficult for us.
Saying “no” Khong, chung toi khéng nhdn gia do. Viéc do co lé hoi kho voi chung toi.

The report is good. Maybe we could

Gopy Your report has three mistakes. check a few figures again.
Giving feedback Bdo cdo ciia anh ¢6 ba I6i. Bdo céo tot. C6 1é minh xem lai vai s6
liéu.

binh thuong, thé hién suy nghi hodc

Im lang kho chiu, can lép déy n A,
Silence uncomfortable, should be filled khong dong y

normal; shows thinking or disagreement

A s A x4y quan hé trude (bwra an, tra), ban
Quan h¢ va cong yq : ( , tra),

o ban viéc trudc, quan hé dén sau viéc sau
viéc . . . . . R .
) . business first, relationship later relationship first (meals, tea), business
Relationship vs task
later
Gat dau, “yes” thuong la dong y c6 theé chi la “to6i dang nghe”
Nodding, “yes” usually means agreement may only mean “I’'m listening”

LOI HAY GAP / COMMON MISTAKE — Dich nguyén cau “Dé em xem d4” thanh “Let
me see” hoic “I’ll think about it” khi trong long da mudn tir chdi. Ddi tac Puc, Uc hiéu 1a
ban dang can nhic va s& chd cu tra 1i. V6i ddi tac theo phong cach tryc tiép, noi rd kém ly
do: “I’m afraid we can’t do that, because our budget for this year is already fixed.”

Translating “Pé em xem da” as “Let me see” or “I'll think about it” when you already want to say
no. German or Australian partners take it as real consideration and wait for an answer. With direct-
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