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Chuong 1. Ban do cong viéc cua ngwoi lam marketing — Chapter 1.
The Marketing Work Map

Muc tiéu chwong — Chapter objectives

* Phéan loai dugc tirng kénh cia mdt doanh nghiép thanh kénh tra phi, kénh sé hiru hodc
kénh kiém duoc, rdi tinh ty 1é ngan sach cia mdi nhém
Sort each channel into paid, owned or earned, then work out the budget share of each group
« Tinh va doc dugc ty 1& nhap, chi phi mdi nhap, ty 1& chuyén doi, chi phi mdi don va
doanh thu trén chi phi quang céo tir s6 liéu ctia mot chién dich
Calculate and read click-through rate, cost per click, conversion rate, cost per order and
return on ad spend from a campaign's numbers
« Lap duoc lich 1am nguoc tir ngay ra mat va chia viéc cho marketing, tai chinh, agency
va ban hang
Build a backward schedule from launch day and assign tasks to marketing, finance, the
agency and sales

1.1. Marketing lam gi trong m{t doanh nghi€p nhé va lom - 1.1. What Marketing

Does Inside a Business

Marketing 13 toan b cong viéc gitip diing nguoi biét dén san pham, mudn mua, mua
dugc va quay lai mua tiép. Quang céo chi 1a mot phan nho trong do.

Marketing is all the work that helps the right people find a product, want it, buy it easily and
come back for more. Advertising is only one small piece of it.

Bon cau héi qua mot tiém banh — Four questions, seen through a bakery

Hinh dung tiém banh nho cta chi Mai, ban banh mi bo toi va banh bong lan. Mubn ban
déu mdi ngay, chi phai tra 15i bén cau hoi. Mdi cau 1a mot mang viée ciia marketing.
Picture Mai's small bakery, selling garlic butter rolls and sponge cakes. To sell steadily every
day, she has to answer four questions. Each one is a slice of marketing work.

« Ai mua? Chi ¢ém thtr mét tudn: trong 20 khach dau gid sang c6 12 nhan vién vin
phong quanh d6. D6 1a nhém chinh, chiém 12/20 = 60%.
Who buys? Mai counts for a week: of 20 early-morning customers, 12 work in nearby offices.
That is her main group, 12/20 = 60%.

* Vi sao mua? Ho can bita sang nong, nhanh, 1y xong trong 10 phat. Ho mua sy tién va
vi ngon, khong mua "céi banh" ndi chung.
Why do they buy? They want a hot breakfast they can grab in 10 minutes. They buy
convenience and taste, not "a cake" in general.

* Mua ¢ dau? Ghé tiém, dat qua ing dung giao dd n, hodc nhin tin dit trude cho ca
phong. Mdi noi c¢é chi phi va toc do riéng.
Where do they buy? They walk in, order through a food delivery app, or message ahead for a
whole team. Each route has its own cost and speed.

* Biét dén béng cach nao? Di ngang théy bang hi¢u, xem anh trén mang xa hdi, hodc
nghe dong nghiép ke.
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How do they find out? They pass the sign, see photos on social media, or hear it from a
coworker.

Bdn cau tra 101 gdp lai thanh cac quyét dinh: 1am banh gi, gia bao nhiéu, ban & dau, noi gi
vé6i ai. Cac quyét dinh d6 13 viéc ciia marketing.

Together the four answers become decisions: what to bake, what to charge, where to sell, and
what to say to whom. Those decisions are marketing's job.

Vi DU/ EXAMPLE — Tir cu tra 16i "vi sao mua", chi Mai lam combo sang gom 1 banh mi
bo t6i 15.000 dong va 1 ca phé sita 15.000 déng. Mua 1& hét 15.000 + 15.000 = 30.000 dong,
ban combo 25.000 ddng nén khach bét 5.000 déng. Vén banh 7.000 dong, von ca phé 6.000
ddng, tong 13.000 dong. Lai mdi combo 13 25.000 — 13.000 = 12.000 dong. Ban 30 combo
mot ngdy thi 13i 12.000 x 30 = 360.000 dong. Gia nay chi c6 nghia khi chi d3 biét khach can
gi va tinh dugc von.

From the "why do they buy" answer, Mai creates a breakfast combo. one garlic butter roll at 15,000
VND and one milk coffee at 15,000 VND. Bought separately that costs 15,000 + 15,000 = 30,000
VND, the combo is 25,000 VND, so the customer saves 5,000 VND. The roll costs her 7,000 VND and
the coffee 6,000 VND, 13,000 VND in all. Profit per combo is 25,000 — 13,000 = 12,000 VND. Selling
30 combos a day earns 12,000 x 30 = 360,000 VND. The price only makes sense because she knows
what customers need and has worked out her costs.

Marketing, ban hang va quang cao khac nhau thé nao — How marketing, sales and
advertising differ

Ba tir ndy hay bi dung 1an. Cach nhd nhanh: marketing chon hudng di, quang céo 1a chiéc
loa, ban hang 14 lac chét don.

People mix these three words up all the time. A quick way to remember: marketing picks the
direction, advertising is the loudspeaker, and sales is closing the order.

Viéc Lam gi Vi du 6 ti€ém banh Ranh gigi
Function | What it does Bakery example Boundary

Tim hiéu khéch, chon san £, s \ L , ~

na 5 kénh t h; Quyét dinh lam combo Dung ¢ luc khach da quan
am, gia, kenn, thon , X A A A - A J4

p. N ‘g P & sang 25.000 dong cho dan  tam, khong truc ti€p chot

Marketi  4i€p va do két qua < \ \
arket1 St . ) van phong tung don
ng udleslcus .omer;, N afes J Decides to offer a 25,000 Stops once the customer is
roduct, price, channels an , ) )
P P VND breakfast combo for interested and does not close
message, and measures " ' ‘
office workers each order

results -

Truyén thong diép téi Chi la mot cong cu cua
Quang  khach qua kénh c6 san, Bai dang c6 anh combo, marketing, khong chon san
céo thuong phai tra tién bang hiéu trudc clra pham hay gia
Advertisi | Delivers the message to A post with a combo photo, a  Only one tool of marketing; it
ng customers through a sign at the door does not choose the product or

channel, usually paid price

Tai liéu nay dugc bién soan boi ddi ngli ciia website: https://tailicuso.vin
Trang 7



S6 tay thyc hanh Marketing tir A dén Z / Marketing Field Handbook from A to Z

Viéc Lam gi Vi du 6 ti€ém banh Ranh gigi
Function | What it does Bakery example Boundary
Nhan vién moi thur, goiy Lam viéc tirng khach, nhan
Bén Noi chuyén 'fI'l.IC tiép voi thém ca phé, nhan don cho  hudng di va gia tu
hang khach va chot don ca phong marketing
Sales Talks directly to the Staff offer a taste, suggest Works one customer at a time,
customer and closes the deal = coffee, take an order for a taking direction and price from
whole team marketing

Doanh nghi€p nhé va lén — Small and large businesses

O tiém nhd, mot nguoi lam ca bén cau hoi, thuong la chinh chu. Viéc ddn vao nghién
ctru nhanh, dang bai va tra 10i tin nhan.

In a small shop, one person handles all four questions, usually the owner. The work centers on
quick research, posting and answering messages.

O cong ty 16n, mdi cau co6 nhom riéng: nghién ctru thi trudong, quan 1y san pham, thuong
hiéu, kénh sd, ban hang. Viéc cta ban hep hon nhung phai khép v6i cac nhom khac.

In a large company each question has its own team: market research, product management,
brand, digital channels and sales. Your role is narrower, but it must fit with the other teams.

Du 16n hay nho, nguyén tic giéng nhau: quyét dinh dya trén diéu khach 1am va néi,
khong dua trén diéu minh mong. Khac nhau chi & quy mé mau va sd nguoi cung doc két
qua.

Large or small, the principle is the same: decide from what customers do and say, not from what
you hope. Only the sample size and the number of people reading the results differ.

Tw lam cho doanh nghi€p ctia ban — Doing it for your own business

1. Lay mot to gidy, viét bdn cau hoi: ai mua, vi sao mua, mua & dau, biét dén bang cach
nao.
Take a sheet of paper and write the four questions: who buys, why, where, and how they find
out.

2. Trong mot tudn, ghi lai 20 khach gan nhat: ho 13 ai, mua gi, mua ¢ dau.
Over one week, log your 20 most recent customers: who they are, what they bought, and
where.

3. Hoi thang timg khach méi: "Ban biét bén minh tir dau?" Ghi dung cau ho tra 10i.
Ask each new customer directly: "How did you hear about us?" Write down their exact
answer.

4. Pém s6 1an mdi cau tra 1oi xuat hién, rdi chia cho téng dé ra phan tram.
Count how often each answer appears, then divide by the total to get a percentage.

5. Viét mot két luan mot dong vé viéc nén lam tiép, dya trén con sd vira dém.
Write a one-line conclusion about what to do next, based on those counts.

6. Sau hai dén bon tuan thir viéc do, dém lai dang céch cii roi so hai bang phﬁn tram.
Con s0 nao tang thi gilr, con s6 nao khong doi thi doi cach lam.
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After two to four weeks of trying it, count again the same way and compare the two sets of
percentages. Keep what rose; change what stayed flat.

VI DU/ EXAMPLE — Chj Mai héi 20 khach méi: 9 ngudi nghe tir d6ng nghiép, 6 ngudi di
ngang thay tiém, 5 ngudi xem mang xa hoi. Tong 9 + 6 + 5 = 20. Pong nghiép gidi thiéu
chiém 9/20 = 45%, cao nhat. Két luan: lam wu dii "mua 5 ting 1" cho nhoém dong nghiép
trude, chua voi ting tién quang céo.

Mai asks 20 new customers. 9 heard from coworkers, 6 walked past, 5 saw social media. The total is 9
+ 6 + 5 = 20. Coworker referrals make up 9/20 = 45%, the highest share. Conclusion: launch a "buy
5, get 1 free" offer for office groups first, and hold off on raising ad spend.

LOI HAY GAP / COMMON MISTAKE — Coi marketing 14 ding bai cho dep. Bai dep ma
dang cho nhdm nhom khach thi van khong ra don.

Treating marketing as posting pretty content. A beautiful post aimed at the wrong group still brings no
orders.

LOI HAY GAP / COMMON MISTAKE — Po marketing chi bang doanh sb tuin nay.
Doanh s6 con phu thudc gia, thoi tiét va nhan vién béan, nén doc kém sb khach méi va nguén
biét dén.

Judging marketing only by this week's sales. Sales also depend on price, weather and the sales staff,
so read them alongside new customers and where they came from.

LOI HAY GAP / COMMON MISTAKE — Doén thay khach. Y kién ciia chu tiém 13 mét
gia thuyét, cdu tra 16i ciia khach moi 1a di kién.

Guessing on the customer's behalf. The owner's opinion is a hypothesis; the customer's answer is the
evidence.

LOI HAY GAP / COMMON MISTAKE — Két luan tir qua it khach. Héi 3 nguoi, 2 nguoi
n6i "mang xa hoi" thi ra 67%, nhung con sé nay lung lay vi mau qua nho. Hiy gom du
khoang 20 ngudi roi méi tinh.

Drawing conclusions from too few customers. Ask 3 people, and if 2 say "social media" you get 67%,
but the figure is shaky because the sample is tiny. Gather around 20 people before you calculate.

GHI CHU / NOTE — Marketing chon huéng di, quang céo truyén théng diép, ban hang chdt
don. Ba viéc ndi nhau, va viéc nao cling can sb liéu tir khéch that.

Marketing picks the direction, advertising carries the message, sales closes the order. The three link
up, and each needs data from real customers.

1.2. Céc vi tri trong nghé va viéc tirng ngwoi dam nhin — 1.2. Marketing Roles
and Their Daily Duties

Tén chitc danh mdi cong ty goi mot kiéu, nhung viéc that quy vé vai nhém. Bén nhom
hay gip nhét 12 quan 1y quang cao va khuyén mai, nghién ctru thi trudong, ndi dung, tim
kiém. Mdi nhém c6 mot ngay lam viéc miu va thir phai giao ra cubi ngay. O cong ty nho,
mot ngudi thudng ganh ca bén nhom. Cac vi du 1y tir mot thuong hiéu ca phé rang xay
tén "Hat Nau", ban qua website va fanpage.

Job titles differ from one company to the next, but the real work falls into a few groups. The four
vou will meet most often are advertising and promotions management, market research, content,
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and search. Each comes with a sample working day and the output you hand over at the end of
it. In a small company, one person often carries all four. The examples use a roasted-coffee
brand called "Hat Nau" that sells through a website and a Facebook page.

Quan ly quang cao va khuyén mai — Advertising and Promotions Manager

Nguoi nay 1én ké hoach, diéu phdi chuong trinh quang cao va khuyén mai. Ho ciing lo
cac vat pham kéo khach quan tim nhu ap phich, phiéu giam gia, cudc thi, qua tang. Hiéu
don gian: ho 14 ngudi gilr ngan sach va lich, quyét dinh khach s& thdy gi va nhan duoc gi.
This person plans and coordinates advertising and promotion programs. They also handle the

items that draw attention, such as posters, coupons, contests and giveaways. Put simply, they
hold the budget and the calendar, and decide what customers will see and receive.

1. 8h30, m¢d bang chi tiéu hom qua va so voi ngan sach ngay. Vi du ngan sach 500.000
ddng, da tiéu 480.000 dong, con du 20.000 dong.
8:30, open yesterday's spending sheet and compare it with the daily budget. For example, a
budget of 500,000 dong with 480,000 spent leaves 20,000.

2. 9h30, hop ngin v4i nha thiét ké dé duyét phiéu giam gia 10% cho don tir 300.000
ddng. Pon 320.000 dong giam 32.000 dong, khach tra 288.000 dong.

9:30, meet the designer briefly to approve a 10% coupon for orders of 300,000 dong or
more. A 320,000 order drops by 32,000, so the customer pays 288,000.

3. 11h, gui yéu cau in ap phich cho nha in: kich thuéc, ) lugng, han nhan hang.
11:00, send the printer the poster order: size, quantity and delivery deadline.

4. 14h, doc lai thé 1& khuyén mai: thoi gian, hang ap dung, diéu kién nhan qua da viét du
chua.

14:00, reread the promotion rules: check that dates, eligible products and gift conditions are
all written down.

5. 15h, néu chién dich giri tin nhan hoic email quang céo, kiém tra mdi tin c¢6 cach dé
ngudi nhan tir chdi. Khi ai d6 bao tir chdi, ding giri cho ngudi d6 ngay va khong thu
phi cua ho.

15:00, if the campaign sends text or email ads, check that every message gives recipients a
way to opt out. When someone says no, stop sending to them immediately and do not charge
them for it.

6. 16h, cap nhat bang tién d6 chién dich dé ca nhom thiy viéc nio tré.

16:00, update the campaign tracker so the team can see which tasks are late.

VI DU/ EXAMPLE — Phiéu 10% ¢ trén dy kién dung cho 200 don, mdi don 320.000 dong.
Tién giam: 200 x 32.000 = 6.400.000 dong. Doanh thu sau giam: 200 x 288.000 = 57.600.000
ddng. Con s 6.400.000 ddng 1a chi phi khuyén mai ban phai xin duyét trudc.

The 10% coupon above is expected to cover 200 orders of 320,000 dong each. Discount given: 200 x
32,000 = 6,400,000 déng. Revenue after discount: 200 % 288,000 = 57,600,000 d(;ng. The 6,400,000
figure is the promotion cost you must get approved first.

Pau ra: ké hoach khuyén mai, bang ngan sach theo ngay, vat pham da duyét va di dit in.

Output: a promotion plan, a daily budget sheet, and approved items that have been sent to print.
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Chuyén vién nghién ctru thi truedng — Market Research Analyst

Nguoi ndy tim hiéu diéu kién thi truong: khach mua gi, gia bao nhiéu, déi thii dang 1am
gi, san pham c6 thé ban dugc bao nhiéu. Ho giong nguoi di chg trudce khi nau: xem hang,
hoi gia roi moi quyét dinh moén.

This person studies market conditions: what customers buy, at what price, what competitors are

doing, and how much a product could sell. Think of someone who checks the market before
cooking: they look at the goods and ask prices before deciding the dish.

1. 8h30, ghi gia cta 5 ddi thil vao bang so sanh, ghi rd ngay 1ay gia.
8:30, record five competitors' prices in a comparison sheet, noting the date each price was
taken.

2. 10h, doc két qua khao sat 120 phan hoi. Cé 66 nguoi chon vi dam, tic 66 ~ 120 =
55%.

10:00, read the results of a survey with 120 responses. If 66 people chose a strong flavor,
that is 66 ~ 120 = 55%.

3. 13h, phong van mot khach quen 20 phut, hoi ho mua 1an gan nhét vi sao.
13:00, interview a regular customer for 20 minutes and ask why they bought last time.

4. 15h, viét ba nhan xét, mdi nhan xét kém mot dé xuat hanh dong.
15:00, write three findings, each with one recommended action.

Vi DU / EXAMPLE — G6i 500 g ctia 5 ddi tha c6 gia 165.000, 180.000, 150.000, 195.000 va
170.000 dong. Tong 1a 860.000 dong, trung binh 860.000 + 5 = 172.000 dong. Hat Nau ban
185.000 déng, cao hon 13.000 déng, tac 13.000 + 172.000 = 7,6%. Nhan xét: gia cao hon mat
bang chua téi 8%, nén thir mot gbi dung thir thay vi giam gia chung.

Five competitors price a 500 g bag at 165,000, 180,000, 150,000, 195,000 and 170,000 déng. The
total is 860,000, so the average is 860,000+ 5 = 172,000 d‘o”‘ng. Hat Nau sells at 185,000, which is

13,000 higher, or 13,000 +~ 172,000 = 7.6%. Finding: the price sits less than 8% above the market, so
try a trial pack rather than a blanket discount.

Pau ra: bang so sanh gia ddi tha, bao cdo mot trang co s6 liéu va dé xuit.
Output: a competitor price table and a one-page report with figures and recommendations.
Chuyén vién n¢i dung — Content Specialist
Nguoi ndy viét va 1am ra bai dang, mo ta san pham, email, anh, video ngan. Viéc cta ho
1a bién diéu khach quan tim thanh 16i va hinh d& hiéu.
This person writes and produces posts, product descriptions, emails, photos and short videos.
Their job is to turn what customers care about into words and visuals that are easy to follow.
1. 8h30, mo lich ndi dung va xem bai nao dén han hom nay.
8:30, open the content calendar and see which pieces are due today.
2. 9h, viét bai khoang 150 chir cung ba tiéu d¢é thir.
9:00, draft a post of about 150 words with three trial headlines.
3. 11h, d6i chiéu ting 151 hira trong bai v6i bang chtng, roi giri nguoi duyét.
11:00, check every promise in the post against evidence, then send it for approval.
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4. 14h, cung nha thiét ké chyp anh san pham theo bd cuc da chon.
14:00, shoot product photos with the designer using the chosen layout.
5. 16h, dang bai, rdi doc binh luan dau tién dé tra 10i.
16:00, publish the post, then read the first comments and reply.

Vi DU/ EXAMPLE — Ban thr hai tiéu dé cho cing mot bai, mdi tiéu dé hién véi 1.000
ngudi. Tiéu d& A ¢6 30 lugt bam: 30 + 1.000 = 3%. Tiéu dé B c6 45 lugt bam: 4,5%. Ban giit
tiéu d& B cho cac bai sau.

You test two headlines on the same post, each shown to 1,000 people. Headline A gets 30 clicks: 30 +
1,000 = 3%. Headline B gets 45 clicks: 4.5%. You keep headline B for later posts.

Dau ra: bai da duyét, anh hoic video da chét, lich noi dung cap nhat.

Output: an approved post, final photos or video, and an updated content calendar.
Chuyén vién tim kiém — Search Specialist

Nguoi nay giup website hién cao khi khach gd tir khéa vao cong cu tim kiém. Ho doc s6
lidu truy cép, réi dé xuét cach ting thi hang dé dung nhom khach nhin thay.

This person helps the website appear higher when customers type keywords into a search engine.
They read traffic data and recommend ways to raise rankings so the right audience finds the site.

1. 8h30, xem thir hang cua tir khoa "ca phé rang xay nguyén chat" va ghi vao bang theo
dai.
8:30, check the ranking for the keyword "ca phé rang xay nguyén chdt” and log it in the
tracking sheet.

2. 10h, so luot truy cap tir tim kiém: tuan nay 1.200, tuan trudc 1.000. Mic ting la
(1.200 — 1.000) + 1.000 = 20%.
10:00, compare search traffic: 1,200 this week against 1,000 last week. The increase is
(1,200 — 1,000) + 1,000 = 20%.

3. 13h, chon mot trang tut hang va sira tiéu dé cho khop tir khoa khach hay go.

13:00, pick a page that dropped and rewrite its title to match the keywords customers
usually type.

4. 15h, giri d& xuat bai mai cho ngudi viét noi dung.
15:00, send new article suggestions to the content writer.

VI DU/ EXAMPLE — Trong 1.200 luot truy cp tir tim kiém tuan nay c6 36 don hang. Ty 1&
mua 12 36 + 1.200 = 3%. Néu tuan sau lugt truy cap 1én 1.500 ma ty 1é giir nguyén, ban ky
vong 1.500 x 3% = 45 don.

Of'the 1,200 search visits this week, 36 ended in an order. The purchase rate is 36 ~ 1,200 = 3%. If
visits rise to 1,500 next week at the same rate, expect 1,500 x 3% = 45 orders.

Pau ra: danh sach tir khoa, bao céo thu hang, danh sach trang can stra.
Output: a keyword list, a ranking report, and a list of pages to fix.
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Tuw xac dinh viéc ciia ban trong tudn dau — Working Out Your Own Role in Week One

1. Lay ban mé ta cong viéc hodc hoi quan 1y: "Cudi tudn anh/chi cin em giao ra nhiing
gi?"
Take your job description, or ask your manager: "What do you need from me by the end of
each week?"

2. Ghi ting dau ra vao mot to gidy, rdi xép moi dau ra vao mot trong bon nhom: quang
c4o va khuyén mai, nghién ctru, noi dung, tim kiém.
Write each output on a sheet, then place it in one of the four groups: advertising and
promotions, research, content, search.

3. Pém s6 dau ra mdi nhém. Nhom nhiéu nhat 13 viéc chinh ctia ban, hiy hoc nhém d6
trude.
Count the outputs in each group. The largest group is your main job, so learn that one first.

VI DU/ EXAMPLE — Ban duoc giao 6 dau ra: 3 bai dang, 1 lich ndi dung, 1 bang gia ddi
thu, 1 bdo cdo thir hang. Noi dung c6 4 trén 6, tirc khoang 67%. Vi¢c chinh cua ban 1a chuyén
vién ni dung.

You are given six outputs: three posts, one content calendar, one competitor price table, one ranking
report. Content holds 4 of 6, about 67%. Your main role is content specialist.

LOI HAY GAP / COMMON MISTAKE — Chon viéc theo tén chirc danh trong tin tuyén
dung. Cung mot tén co thé 1a viéc khac han, nén hoi ngay lam viéc mau va du ra mong doi.
Choosing a role by the title in a job ad. The same title can mean very different work, so ask for a
sample day and the expected output.

LOI HAY GAP / COMMON MISTAKE — Nghién ctru xong chi ndp bang s6 ma khong c6
két luan, khién nguoi khac khong biét lam gi tiép.
Handing in a table of numbers with no conclusion, so nobody knows what to do next.

LOI HAY GAP / COMMON MISTAKE — Ping khuyén mai ma quén ghi thoi han hodc
diéu kién. Khach hiéu mét dang, ban hiéu mot néo.

Posting a promotion without its deadline or conditions. The customer reads one thing and you meant
another.

LOI HAY GAP / COMMON MISTAKE — Stra tiéu d& trang bang cach nhdi that nhiéu tir
khoa. Khach doc thiy guong, bo di, va s6 don khong ting. Hay viét mot tiéu dé doc thanh
tiéng nghe van ty nhién.

Stuffing a page title with as many keywords as possible. Visitors find it awkward and leave, and
orders do not rise. Write a title that still sounds natural when read aloud.

LOI HAY GAP / COMMON MISTAKE - So gi4 d6i thi nhung 14y gi4 & nhimg ngay khac
nhau, hodc so goi 250 g voi goi 500 g. Hiy cung ngay, cung khéi lugng.

Comparing competitor prices taken on different days, or setting a 250 g bag against a 500 g bag. Use
the same day and the same weight.

MEO / TIP - O cong ty nho, ban thir xép lich mot tuan theo bdn khdi viéc trén. Nhin khdi

nao trong, do la cho can hoc thém trudec.
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In a small company, try arranging your week into the four blocks above. The empty block shows what
to learn first.

1.3. Mot chién dich di qua nhirng khau nao — 1.3. The Stages of a Campaign

MB&t chién dich giéng nhu ndu mot bita tiée: phai nghi moén, di cho, chuan bi, nau, don ra
ban, roi ngdi tinh xem khach an cé hét khong. Marketing ciing di theo sau khau ndi nhau,
va khau sau dya vao khau trudc. Bé mot khau thi khau sau chay ma khong c6 chd dua.

A campaign works like hosting a dinner party: you pick the dishes, shop, prep, cook, serve, then

check how much got eaten. Marketing follows six linked stages, and each one rests on the one
before. Skip a stage and the next one runs with nothing to stand on.

Khau dau 13 y tuong: ban xac dinh van dé can giai quyét, vi du doanh s6 mot san pham
chitng lai hodc sip c6 san pham mai. Khau hai 1a nghién ctru: tim hiéu khach, dbi th, gia
va kénh ban. Khau ba 1a brief, tirc ban tom tit mot trang no6i rd muc tiéu, khach, thong
di€p, ngan sach va han chot dé ca nhom lam cung mot hudng.

Stage one is the idea: you name the problem to solve, such as flat sales or an upcoming product
launch. Stage two is research: learn about customers, competitors, pricing and channels. Stage

three is the brief, a one-page summary of goal, audience, message, budget and deadline, so the
whole team pulls the same way.

Khau bon 1a san xuét: viét ndi dung, thiét ké, quay chup, in an. Khau niam 13 phat hanh:
dang bai, bat quang céo, dua hang 1én ké. Khau sau 13 bao céo: so két qua v6i muc tiéu
trong brief va rat bai hoc cho lan sau.

Stage four is production: writing copy, design, filming and shooting, printing. Stage five is
release: posting, switching on ads, getting product onto shelves. Stage six is reporting: compare
results against the goals in the brief and note what to do differently next time.

Mbi khau giao ra mot thir cam duoc: khau mot 1a muc tiéu kinh doanh, khau hai 13 ban
ghi nhiing diéu tim thay, khau ba 1a brief, khau bon 13 noi dung da duyét, khau nam 1a
lich dang da chay, khau sau 12 ban bao cdo. Nhin danh sach nay, ban biét ngay khau nao
da xong va khau nao con no.

Each stage hands over something you can hold: the business goal, the notes from research, the

brief, the approved content, the schedule that actually ran, and the report. Check this list and
you can see at once which stages are done and which are still owed.

Vidu: ra mit dong nuwéce ép "Vi Nha'" — Example: launching a juice line called ""Vi Nha"

Mot cong ty nho ra mat ba vi nudc ép ép lanh: cam ging, 6i hong, dwa hdu bac ha. Nhém
c6 nim ngudi: chu doanh nghiép, nhan vién marketing (12 ban), nha thiét ké, nhan vién
ban hang va ké toan. Sau day 1a ai 1am gi ¢ timg khau.

A small company launches three cold-pressed juices: orange-ginger, pink guava, and

watermelon-mint. The team has five people: the owner, a marketer (you), a designer, a
salesperson and an accountant. Here is who does what at each stage.

1. Y tudng: chi doanh nghiép néu muc tiéu kinh doanh, vi du ban hét 16 dau 3.000 chai
trong 6 tuan. Ban ghi lai va hoi lai con s6, thoi han, gia du kién.
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Idea: the owner states the business goal, for example selling the first batch of 3,000 bottles
in 6 weeks. You write it down and confirm the number, the deadline and the expected price.

. Nghién ciru: ban tim xem nguoi di 1am vian phong quanh khu vuc udng gi budi sang,
db6i tha ban gia bao nhiéu, va héi 10 khach quen vai ciu ngan. Nhan vién ban hang
cho ban biét cura hang nao chiu nhan hang mai.

Research: you look at what office workers nearby drink in the morning, check competitor

prices, and ask 10 regular customers a few short questions. The salesperson tells you which
shops will take new stock.

. Brief: ban viét mot trang: khach 1 nhan vién van phong 2540 tudi, thong diép "nudc
ép tuoi, khong thém dudng", ngan sach 30 triéu dong, ngdy ra mit c6 dinh. Cha
doanh nghiép duyét, ké toan xac nhan ngan sach.

Brief: you write one page: audience is office workers aged 25—40, message is "fresh juice,

no added sugar", budget 30 million VND, fixed launch date. The owner approves and the
accountant confirms the budget.

. San xuat: nha thiét ké 1am nhén chai va anh bai dang. Ban viét noi dung va kiém tra
ting chit trude khi giao. Nhan vién ban hang chuan bi bang gia va chuong trinh udng
thir.

Production: the designer makes the bottle label and post images. You write the copy and
check every word before handing it over. The salesperson prepares the price list and the
tasting offer.

. Phat hanh: ban dang bai theo lich va bat quang cao, nhan vién ban hang giao hang 1én
ké, ké toan theo ddi chi tiéu so véi 30 triéu.

Release: you post to the schedule and switch on ads, the salesperson gets stock onto shelves,
and the accountant tracks spending against the 30 million.

. B4o c4o: sau 6 tuan, ban léy sb chai ban dugc, chi phi quang céo va s6 khach mai, so
voi muyc ti€u 3.000 chai. Gia sir ban 2.400 chai: dat 80%. Ban ghi vi ndo ban chay
nhat va kénh nao hiéu qua nhét, rdi trinh chii doanh nghiép.

Report: after 6 weeks, you take bottles sold, ad spend and new customers, and compare them
with the 3,000-bottle goal. Say 2,400 bottles sold: that is 80% of target. You note which
flavor sold best and which channel worked best, then present it to the owner.

Két qua 2.400 trén 3.000 1a 0,8, tirc 80%. Con sb nay chi c6 nghia vi brief dd ghi muc
tiéu 3.000 tir dau. Khong c6 brief thi khong c6 thude dé do.

The result of 2,400 out of 3,000 is 0.8, or 80%. That figure means something only because the
brief set 3,000 as the goal from the start. Without a brief there is no yardstick.

Ban con tinh duwoc chi phi cho mdi chai ban ra. Gia sit da chi hét 30 triéu ddng:
30.000.000 chia 2.400 bang 12.500 dong mot chai. Chu doanh nghiép so con sb ndy véi
1i trén mdi chai dé quyét dinh co chi thém cho dot sau hay khong.

You can also work out the cost per bottle sold. Say the full 30 million VND was spent:
30,000,000 divided by 2,400 is 12,500 VND per bottle. The owner compares that figure with the
profit on each bottle to decide whether to spend more on the next round.

LOI HAY GAP / COMMON MISTAKE — Nhéy thang vao san xut vi thdy gip. Nha thiét
ké 1am xong roi méi biét khach 12 ai, két qua la stra di stra lai va tré han.
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Jumping straight into production because it feels urgent. The designer finishes before anyone knows
who the audience is, so the work gets redone and the deadline slips.

LOI HAY GAP / COMMON MISTAKE — Khong ghi muc tiéu thanh con s trong brief,
nén dén khau bao cio mdi nguoi hiéu "thanh cong" mot kiéu.
Leaving the goal out of the brief as a number, so at the reporting stage everyone defines "success"

differently.

LOI HAY GAP / COMMON MISTAKE — Coi phat hanh 13 diém cudi. Bai d3 dang ma
khong ai xem s6 liéu thi khong rat dugc gi cho dot sau.

Treating release as the finish line. If nobody reads the numbers after posting, nothing is learned for
the next round.

LOI HAY GAP / COMMON MISTAKE — B4o c4o chi néu s6 chai ma bé qua chi phi. Ban
nhiéu nhung ton qua tay thi chua chac 1a thang.

Reporting only bottles sold and ignoring cost. Selling a lot at too high a spend is not necessarily a
win.

MEO / TIP — Trudc khi bit dau mdi khau, hoi mot cau: "Khau trude di giao du thir minh can
chua?" Thiéu thi quay lai hoi ngay, ding doan.

Before each stage, ask one question: "Did the previous stage give me everything [ need?" If something
is missing, go back and ask right away instead of guessing.

1.4. Phoi hop véi ban hang, thiét ké, tai chinh va agency — 1.4. Working With
Sales, Design, Finance and Agencies

Marketing hiém khi tu 1am tron mot viéc. Ban hang cho ban s6 khach va phan hoi, thiét
ké 1am ra hinh, tai chinh duyét tién, agency (cong ty dich vu bén ngoai, vi du don vi chay
quang c4o hodc dung video) lam phan ban khong di ngudi lam. Mdi bén cd nhip viéc
riéng. Ban xin dung céch thi ho 1am nhanh va it sua.

Marketing rarely finishes anything alone. Sales gives you customer numbers and feedback,
design makes the visuals, finance approves the money, and an agency (an outside company, such
as one that runs ads or edits video) does the work your team has no capacity for. Each side has
its own rhythm. Ask the right way and you get faster work with fewer revisions.

Cong thirc giao viéc cho moi phong — One formula for every request

Hinh dung ban nhd hang xém trong nha. Néi "trong gitp nhé" thi ho khong biét trong
mAay ngay, can lam gi. N6i "trong tir thir Hai dén thtr Sau, tudi ciy mdi sang" thi ho lam
duoc ngay. Giao viéc trong cong ty ciing vay.

Picture asking a neighbor to watch your house. "Keep an eye on it" tells them nothing about how

long or what to do. "Monday to Friday, water the plants each morning" lets them act at once.
Requests at work follow the same logic.

1. Néu muc dich trong mdt cau: viéc nay phuc vu chién dich nao, dé dat diéu gi.
State the purpose in one sentence: which campaign it serves and what it should achieve.

2. Noi r0 san phém ban can nhan: mot file, mot con s, mot ban duyét, kém dinh dang.
Name the exact deliverable: a file, a number, an approval, plus the format.
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3. Pua han chét bang ngay va gid cu the, khong viét "som nhat c6 the".
Give the deadline as a specific date and time, never "as soon as possible".

4. Hoi lai: "Han nay ban 1am duoc khong? Néu khong thi ngay nao?" Chét trong cling
cugc tro chuyén.
Ask back: "Can you meet this date? If not, which date?" Settle it in the same conversation.

5. Ghi lai théa thuan béng tin nhan hodc email, réi nhin nhic trude han mot ngay lam
viéc.
Put the agreement in writing by message or email, then send a reminder one working day
before the deadline.

Mau tin nhan giao viéc ngan — A short request message

Vi DU / EXAMPLE — Giri chi Lan (ban hang): "Chi Lan oi, em dang lam bai dang cho dot
giam gia 15% dau thang sau. Chi giri em giup danh sach 5 cau khach hoi nhiéu nhat tuan qua,
dang file Excel hodc tin nhén, truéc 16h thir Nam 12/11. Em dung dé viét phan giai dap trong
bai. Thir Nam nay chi kip khong a? Néu khong thi chi cho em ngay khac."

To Lan (sales): "Hi Lan, I'm writing the post for the 15% discount at the start of next month. Could
you send me the 5 questions customers asked most last week, as an Excel file or a message, by 4 pm
Thursday, 12 Nov? I'll use them for the answers section of the post. Can you make this Thursday? If
not, which day works?"

Tirng phong can gi & ban — What each team needs from you

Vi ban hang, hay xin so liéu va 16i khach néi that, dong thoi bao trude dot khuyén mai
dé ho chuén bi hang va 101 tu van. Vi tai chinh, ndp du todn trudc han duyét cua ho va
hoi ludn mée thanh toan. V&i agency, dua brief (ban mo ta viéc mot trang) va chdt sd lan
sta dugc tinh trong gia.

With sales, ask for real numbers and customers' own words, and warn them before a promotion
so they can prepare stock and talk tracks. With finance, submit your budget before their

approval cutoff and ask about payment dates in the same message. With an agency, hand over a
brief (a one-page description of the job) and agree how many revision rounds the price covers.

Vi DU / EXAMPLE — Giri chi Mai (tai chinh): "Chi Mai oi, em ndp du toan quang cao dot
giam gia: tong 12.000.000 dong, gdm 8.000.000 ddng chay quang cao va 4.000.000 dong
thiét ké. Chi duyét giup em trudc 15h thir Sau 13/11 dé em kip dat lich chay tir 1/12. Khi
duyét, chi cho em biét mdc thanh toan cho don vi chay quang cédo nhé."

To Mai (finance): "Hi Mai, here is the budget for the discount campaign: 12,000,000 VND in total,
made up of 8,000,000 VND for running ads and 4,000,000 VND for design. Could you approve it by 3
pm Friday, 13 Nov, so I can book the schedule starting 1 Dec? When you approve, please tell me the
payment date for the ad provider."”

Danh sach thong tin dwa cho nha thiét ké — What to give a designer
« Muyc dich va noi hinh s& xuat hién: bai dang, bién quang céo, bao bi.
Purpose and placement: social post, billboard, packaging.

« Kich thuée, dinh dang file va s6 ban can (vi du 1080 x 1080 px, PNG, 3 ban).
Size, file format and number of versions (for example 1080 x 1080 px, PNG, 3 versions).
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* Noi dung chir da duyét, da soat chinh ta, kém gia, ngay va s6 lién hé.
Final approved text, spell-checked, with price, dates and contact number.

* Logo, mau, font cua thuong hi¢u, va anh hodc vi du hinh ban thich.
Brand logo, colors, fonts, and reference images you like.

« Ai duyét cudi, sb vong sira, han ndp ban nhap va ban chinh thirc.
Who gives final approval, number of revision rounds, draft and final deadlines.

VI DU/ EXAMPLE — Nho thiét ké: "Em can 1 banner 1200 x 628 px cho bai quang céo
giam 15% tur 1/12 dén 7/12. Chix dinh kém d3 duyét, logo va mau theo bg nhan dién. Ban
nhap trude 10h thir Ba 17/11, t6i da 2 vong stra, anh Hung duyét cudi. Ban chinh can trudc
17h thtr Tu 18/11."

Request to design: "I need 1 banner at 1200 x 628 px for the ad about 15% off from 1 to 7 Dec. The
attached text is approved, and logo and colors follow the brand kit. Draft by 10 am Tuesday, 17 Nov,
at most 2 revision rounds, and Hung signs off. Final file by 5 pm Wednesday, 18 Nov."

LOI HAY GAP / COMMON MISTAKE — Chét han ma khong tinh ngay duyét va ngay
sua. Ban nhéap vé sat han thi khong con chd chinh, ra bai voi va sai chit.

Setting a deadline without counting review and revision days. A draft that arrives at the last minute
leaves no room to fix it, and the post goes out rushed and wrong.

LOI HAY GAP / COMMON MISTAKE — Giri chit chwa duyét roi dbi giira ching, hozic
nhin qua nhiéu kénh khién mdi ngudi gitr mot phién ban. Chon mét kénh, ghi mot ban chir
chuén.

Sending unapproved text and changing it midway, or messaging across many channels so everyone
holds a different version. Pick one channel and keep one master text.

LOI HAY GAP / COMMON MISTAKE — Lam viéc v6i agency ma khong chdt trudc s6
vong sua. bén vong thir ba, ho c6 thé tinh thém tién, va du toan ban vira ndp cho tai chinh bi
léch.

Working with an agency without agreeing the number of revision rounds first. By the third round they
may charge extra, and the budget you just gave finance no longer matches.

MEO / TIP — Viéc gap thi n6i thang 1y do va cho nguoi nhan biét ban c6 thé bé bét phan nao
dé kip han. Ho d& gitip hon khi thy ban d3 can nhéc.

For urgent jobs, say why and tell them what you can cut to meet the date. People help more readily
when they see you have already weighed the trade-off-

MEO / TIP — Sau mdi cudc goi hay budi hop nhanh, gtri lai 3 dong: ai lam gi, dén ngay nao,
giri qua dau. Néu ai hiéu khac, ho sé& Ién tiéng ngay hom do.

After every call or quick meeting, send back 3 lines: who does what, by which date, delivered where. If
anyone understood it differently, they will say so that same day.

1.5. By cong cu toi thiéu dé bat dau - 1.5. The Minimum Toolkit for Day One

Ngay dau di 1am, ban khong cin mudi phan mém. Ban can nam loai cong cu, mdi loai
lam diang mot viéc, cong mdt cach xép file d€ nguoi khac mad ra 1a hi€u. Gidng bép nh:
c6 dao, thot, ndi, bép va ti dé do, 13 ndu duoc.
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On day one you don't need ten apps. You need five types of tool, each doing one job, plus a file
system that lets someone else open your folders and understand them. Think of a small kitchen: a
knife, a board, a pot, a stove and a cupboard are enough to cook.

Nam loai cong cu can c¢6 — The five tools you need

« Bang tinh (Google Sheets hodc Excel): noi ghi ngan sach, s6 liéu tudn, danh sach viéc.
Pay 1a cong cu ban mo nhiéu nht.
Spreadsheet (Google Sheets or Excel): where you keep budgets, weekly numbers and task
lists. You will open it more than any other tool.

« Lich ndi dung: mot bang tinh riéng, mdi hang 12 mot bai ding, c6 cot ngay, kénh, noi
dung, ngudi phu trach, trang thai. Chwa can phin mém dit tién.
Content calendar: a separate sheet where each row is one post, with columns for date,
channel, copy, owner and status. No paid software needed yet.

« Cong cy thiét ké (nhu Canva): dé 1am anh bai ding, banner, an pham don gian khi
chua c6 nha thiét ké. Dung mau c6 san, chinh mau va chir theo nhan dién cta thuong
hiéu.

Design tool (such as Canva): for post images, banners and simple print pieces when no
designer is available. Start from a template and adjust colours and fonts to match the brand.

« Trang quan 1y quang c4o: noi tao va theo ddi quang cio tra phi trén timg nén tang, vi
du trinh quan 1y quang céo ctia Meta hoic Google Ads. O diy ban thiy tién di tiéu va
két qua nhan duoc.

Ad manager: where you create and track paid ads on each platform, such as Meta's ads
manager or Google Ads. It shows what you spent and what you got back.

« Cong cu thong ké truy cap (nhu Google Analytics): cho biét bao nhiéu nguoi vao
website, tir kénh nao, 1am gi trén trang. Ban can xin quyén xem ngay tir tudn dau.
Web analytics tool (such as Google Analytics): shows how many people visit your site, from
which channel, and what they do there. Ask for viewing access in your first week.

MEO / TIP — Xin quyén dung mirc: quyén "xem" hodc "chinh stra" 1a di cho ban. Ping xin
quyén chu s& hiru, vi tai khoan quang céo gin vé6i thé thanh toan ciia cong ty.

Ask for the right access level: "view" or "edit" is enough for you. Don't ask for owner rights, because
ad accounts are tied to the company's payment card.

Vi DU / EXAMPLE — Ban nhan viéc & mot quan ca phé nho, chuén bi chay khuyén mai
thang 12. Ban dung b cong cu trong budi dau nhu sau. Mé mot file Google Sheets tén
"Ngan- sach 2026", ghi 6 ngan sach quang céo 1a 6. OOO 000 déng Mo file thir hai lam lich ndi
dung, mdi hang mot bai ding. Vao Canva, chon mau banner d6i mau va chit theo logo quan
Nho quan 1y thém ban vao trang quéan 1y quang cdo véi quyén chinh stra. Cudi cung xin quyén
xem Google Analytics. Nam viéc, chua téi mot budi, va ban di c6 da chd dé ghi, 1én lich,
thiét ké, chay quang céo va doc két qua.

You start at a small café, getting ready for a December promotion. In your first session you set up the
toolkit like this. Open a Google Sheets file called "Budget-2026" and enter an ad budget of 6,000,000
VND. Open a second file for the content calendar, one row per post. In Canva, pick a banner template
and change the colours and text to match the café's logo. Ask your manager to add you to the ad
manager with edit access. Finally, request viewing access to Google Analytics. Five tasks, less than
one session, and you have a place to record, schedule, design, run ads and read results.
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LOI HAY GAP / COMMON MISTAKE — M¢& qua nhiéu cong cu cing lic rdi ghi sb liéu
mdi noi mot it. Hiy chon mot bang tinh 1am noi duy nhét ghi ngan sach, cac noi khac chi
Xem.

Opening too many tools and scattering the numbers across them. Pick one spreadsheet as the single
place for the budget, and treat the others as read-only.

Dung thw muc va dat tén file — Serting up folders and file names

Mot tudn sau, ban s& c6 hang chuyc file. Néu file tén "final", "final2", "final-moi-that",
ngudi sau ban s& mat ca budi dé tim ban ding. Quy tac dit tén cb dinh gifip tim file trong
vai giay.

A week later you will have dozens of files. If they are called "final", "final2", "final-really-new",
the next person will lose half a day finding the right one. A fixed naming rule means finding a
file takes seconds.

1. Tao mot thu muc géc trén o chung cua cong ty (Google Drive hoac OneDrive), dat
tén theo nam: Marketing-2026. Khong d¢ file cong viéc trén may c4 nhan.
Create one root folder on the company's shared drive (Google Drive or OneDrive), named
by year: Marketing-2026. Don't keep work files on your own computer.

2. Bén trong, tao cac thu muc con danh sé dé chung ludn xép dung tht ty: 01-Ke-hoach,
02-Chien-dich, 03-Noi-dung, 04-Bao-cao, 05-Ngan-sach, 06-Ho-so-phap-ly.
Inside it, create numbered subfolders so they always sort in order: 01-Plans, 02-Campaigns,
03-Content, 04-Reports, 05-Budgets, 06-Legal-records.

3. Trong 02-Chien-dich, mdi chién dich mét thu muc, dat tén theo mau sau:
Inside 02-Campaigns, give each campaign its own folder, named with this pattern:

| N&mThangNgay TénChiénDich Kénh LoaiFile vO01

1. Viét ngay theo thr ty nam, thang, ngay dé may tu xép theo thoi gian. Khong dung dau
cach hay dau tiéng Viét trong tén file, vi mot s6 hé thong sé& 16i duong dan.
Write dates as year, month, day so the computer sorts them by time. Avoid spaces and
accents in file names, since some systems break the links.

2. Khi stra file, ting sb phién ban (v02, v03) thay vi ghi dé hodc thém chir "final". Ban
duoc duyét thi thém du6i  DUYET.

When you edit a file, raise the version number (v02, v03) instead of overwriting or adding
"final". Add APPROVED to the version that gets signed off.

3. Cubi mdi tuan, danh mudi phit don thu muc: chuyén file nhép cii vao thu muc con
"Luu-tru" trong chinh chién dich d6, chi dé ban méi nhét va ban da duyét ¢ ngoai.
At the end of each week, spend ten minutes tidying up: move old drafts into an "Archive"
subfolder inside the same campaign, and leave only the latest and the approved versions in
sight.

Vi DU/ EXAMPLE — Ban lam banner cho dot khuyén mai thang 12 cua quan ca phé. File
tén: 20261201 KhuyenMaiNoel Facebook Banner v02 DUYET.png. Nam
trong thu muc 02-Chien-dich/KhuyenMaiNoel. Ngudi méi vao sau ban doc tén 1a biét: lam
ngay 1/12/2026, chién dich Noel, dang Facebook, 1a banner, ban sua 1an hai, da duyét.
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You make a banner for the café's December promotion. The file is named

20261201 NoelPromo Facebook Banner v02 APPROVED.png, stored in 02-
Campaigns/NoelPromo. Anyone joining later can read it at once: made on 1 Dec 2026, Noel
campaign, for Facebook, a banner, second revision, approved.

Thu myc 06-Ho-so-phap-ly ding dé luu nhiing gidy to lién quan t6i chuong trinh khuyén
mai, hoi chg hay hop dong voi ddi tac: théng bao guri co quan quan 1y, thé 18 chuong
trinh, ban hop dong di ky. Hiy luu ban da ky dang PDF va ghi 16 ngay ky trong tén file.
Khi can ddi chiéu hoic giai trinh, ban tim ra ngay.

The 006-Legal-records folder holds paperwork tied to promotions, trade fairs or partner
contracts: notices sent to the regulator, programme rules, signed contracts. Save the signed copy
as a PDF and put the signing date in the file name. When you need to check or explain
something, you find it at once.

LOI HAY GAP / COMMON MISTAKE - it tén theo cam himg ("banner moi", "anh
dep") va mdi ngudi mot kiéu. Hay viét quy tic dit tén thanh mot file ngén ¢ thu muc gdc va
gui ca nhom.

Naming files on impulse ("new banner", "nice pic") and everyone using a different style. Write the
rule as a short file in the root folder and share it with the whole team.

LOI HAY GAP / COMMON MISTAKE — Dung chung mot tai khoan dang nhap, hoac luu
mat khau trong bang tinh m¢& cho moi ngudi. Mdi ngudi nén co tai khoan riéng dugc cap
quyén.

Sharing one login, or keeping passwords in a sheet everyone can open. Each person should have a
personal account with granted permissions.

GHI CHU / NOTE - Nam loai cong cy, mot thu muc géc theo nam, thu muc con danh sd,
tén file theo miu ngdy tén kénh loai phién ban. Lam du nhiing thtr nay 1a ban da sin
sang cho ngay dau.

Five tools, one root folder per year, numbered subfolders, and file names built as

date name channel type version. With these in place you are ready for day one.

1.6. Kénh tra phi, kénh sé hiru va kénh kiém dwgc — 1.6. Paid, Owned and Earned
Channels

Hay hinh dung ban mé& mét quan ca phé nho va can khach biét dén. Moi cach ban dua tén
quan téi khach déu roi vao mot trong ba nhom kénh: tra tién dé muon chd cia nguoi
khac, dung chd ctia chinh minh, hodc dé khach néi giup ban. Phan loai diing gitip ban biét
khoan nao la chi phi, khoan nao 1a cong strc, khoan nao phai cho.

Picture opening a small café that needs customers to find it. Every way you get the café's name
in front of people falls into one of three groups: you pay to borrow someone else's space, you use
your own space, or customers talk about you for free. Sorting them correctly shows you which
items cost money, which cost effort, and which you have to wait for.
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Ba nhom kénh qua vi du quan ca phé — The three groups, using a café

Kénh tra phi (paid media) 14 chd ban tra tién dé thong diép xuét hién. Vi du: thué bién
quang cdo dau duong, chay quang céo trén mang xa hoi, tra phi cho mot trang ding bai
gidi thiéu quan. C6 tién 1 c6 nguoi thiy ngay, hét tién 1a dimg.

Paid channels (paid media) are places where you pay for your message to appear. Examples:

renting a billboard at the end of the street, running social media ads, paying a page to feature
your café. Pay and people see it right away; stop paying and it disappears.

Kénh s¢ hitu (owned media) 1a noi ban ty lam chui ndi dung: fanpage cua quan, bang hi¢u
trudc cura, thuc don, danh sach email ctia khach quen. Pang bai khong mét tién thué chd,
nhung ngudi xem chi yéu 1a nhitng ngudi di biét quan. Mudn cé ngudi xem mdi, ban
can thoi gian xay dan.

Owned channels (owned media) are places where you control the content: the café's fanpage, the

sign out front, the menu, the email list of regulars. Posting costs no rent, but the audience is
mostly people who already know you. New viewers take time to build up.

Kénh kiém duoc (earned media) 14 phan ngudi khac ty néi vé ban ma ban khong tra tién:
khach diang anh kém 10i khen, mot ngudi viét bai chdm diém quan, ban bé ri nhau ghé.
Loi nay dang tin hon quang cdo, nhung ban khong ra 1énh dugc. Ban chi tao diéu kién:
d6 ubng ngon, goc chup anh dep, nhan vién niém no.

Earned channels (earned media) are what others say about you without being paid: a customer
posts a photo with praise, someone writes a review, friends bring friends. This word of mouth is
more believable than an ad, but you cannot order it. You can only set the stage: good drinks, a
nice photo corner, friendly staff.

Ba nhom hd trg nhau. Quang cdo tra phi kéo ngudi la vé fanpage, fanpage giit ho lai, trai
nghiém tot khién ho tu khen, va 16i khen kéo thém ngudi méi.

The three support each other. Paid ads pull strangers to the fanpage, the fanpage keeps them, a
good visit makes them praise you, and that praise brings in new people.

C6 mdt ca d& nham: ban ting ly ca phé cho mot ngudi ndi tiéng dé ho dang bai khen. Vi
ban da bo tién hodc qua ra d6i lay 10i khen, day 1a kénh tra phi, khong phai kénh kiém
dugc. Bai kiéu ndy can ghi 16 14 quang cdo, dé khach khong nham véi 101 khen ty nhién.

One case is easy to mix up: you give a free coffee to a well-known person so they will post

praise. Because you spent money or goods to get that praise, it is paid media, not earned. Such
posts should be clearly labeled as ads, so customers do not mistake them for natural praise.

Bang tra chon kénh — Channel selection table

Muc tiéu va ngan sach Nén wu tién

Goal and budget Focus on

Can khach méi nhanh, c6  Kénh tra phi, kém fanpage lam  Tré tién thi c6 ngudi thy ngay,

ngan sach vira du noi d6n khach nhung phai c6 noi dé ho xem tiép
Need new customers fast, Paid channels, with the fanpage as ~ Money buys visibility right away, but
with a workable budget the landing spot people need somewhere to go next
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Muc tiéu va ngan sach Nén wu tién

Goal and budget Focus on

Kénh so hitu, sau 6 khuyén
khich kénh kiém duoc

Owned channels, then encourage

Tén cong chir khong tén tién thué
chd

1t costs effort rather than ad spend

Ngan sach rét it hoic bang
0

Very small or zero budget
earned ones

Kénh sé hitu, nhu email, tin Ban c6 san thong tin lién hé cua
Mubn khach quen quay lai  nhén, thé tich diém ho
Want regulars to return Owned channels such as email, You already have their contact
messages, loyalty cards details

Nguoi ngoai khen c6 stic nang

Muén tang do tin cay Kénh kiém dugc hon tu khen

Want more trust Earned channels Praise from outsiders carries more
weight than self-praise

M& quan méi, can ca Phéi hop ca ba, tra phi chiém Tra phi m& dudng, hai nhém kia

nhanh 1an bén phan nho hon dan giir da

New opening, need both Combine all three, with paid taking = Paid opens the door, the other two

speed and staying power a smaller share over time keep momentum

Cach chon kénh cho m¢t muc tiéu — How to pick channels for a goal

1. Viét muyc tiéu bang mot cau ¢ con s6, vi du "c6 thém 200 khach méi trong thang".
Write the goal in one sentence with a number, for example "gain 200 new customers this
month".

2. Ghi sb tién t6i da ban dam chi cho thang do.
Write down the maximum amount you can spend that month.

3. Liét ké kénh ban dang c6: fanpage, bang hi¢u, danh sach khach quen. Day 1a kénh s&
hiru, dung trudc.
List the channels you already have: fanpage, sign, regular customer list. These are owned
channels, so use them first.

4. Néu muyc tiéu can ngudi la biét dén ma kénh sé hitu chua du, chia mot phan ngan sach
cho kénh tra phi.

If the goal needs strangers to know you and owned channels are not enough, set aside part
of the budget for paid channels.

5. Thém viéc kich thich kénh kiém dugc: nhd khach gan tén quéan khi dang anh, tra 10
moi 161 khen va ché.
Add actions that spark earned media: ask customers to tag the café when they post, and
reply to every compliment and complaint.

6. Cudi thang, ghi mdi khach méi dén tir kénh nao (hoi ngay quay: "Ban biét quan qua
dau?").
At month end, record which channel each new customer came from (ask at the counter:
"How did you hear about us?").
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Vi DU/ EXAMPLE — Quén c6 6 triéu dong cho thang md cira, muc tiéu 200 khach mai.
Ban danh 4 triéu cho quang cio mang xa hoi trong ban kinh gan quan, 2 triéu in to roi kém
mi giam gia. Fanpage ddng anh hang ngay, khong mét tién. Ban ndo ciing c6 tim bang nhod
moi khach chup anh va gin tén quan. Cudi thang, ban dém: 120 khach néi thdy quang céo, 30
khach nhit to roi, 50 khach do ban be ra. Téng 200, dat muc tiéu. Phan 50 khach kia khong
t6n dong quang c4o nao, nén thang sau ban cAn nhic don thém cong vao viéc khién khach ty
chia sé.

The café has 6 million VND for opening month and a goal of 200 new customers. You put 4 million
into social media ads within a short radius of the café, and 2 million into flyers with a discount code.
The fanpage posts photos daily at no cost. Every table has a small sign inviting guests to take photos
and tag the café. At month end you count: 120 customers saw the ads, 30 picked up a flyer, 50 came
through friends. The total is 200, goal met. Those 50 cost no ad money, so next month you consider

putting more effort into getting customers to share.

Tinh tién cho mdi khach méi — Cost per new customer

Chi phi mdi khach méi cho biét mot khach dén quan ton bao nhiéu tién quang cdo. Con
sd nay gitp ban so sanh cac kénh véi nhau, vi kénh mang vé nhiéu khach chua chac da
ré.

Cost per new customer tells you how much ad money each customer who walked in cost you. It

lets you compare channels fairly, because the channel that brings the most people is not always
the cheapest.

1. Lay s6 tién ban da chi cho mot kénh.
Take the amount you spent on one channel.

2. Chia s6 tién d6 cho s6 khach méi ma kénh iy mang lai.
Divide it by the number of new customers that channel brought in.

VI DU/ EXAMPLE — Vi s6 liéu ctia quan & trén: quang cdo mang xa hoi tén 4.000.000
ddng cho 120 khach, tirc 4.000.000 + 120 = 33.300 déng mot khach. T roi ton 2.000.000
ddng cho 30 khach, tirc 2.000.000 + 30 ~ 66.700 dong mot khach. To roi dit gap doi, nén
thang sau ban chuyén bét tién in td roi sang quang cao mang.

Using the café's numbers above: social media ads cost 4,000,000 VND for 120 customers, so
4,000,000 + 120 = 33,300 VND each. Flyers cost 2,000,000 VND for 30 customers, so 2,000,000 + 30
= 066,700 VND each. Flyers cost twice as much per customer, so next month you shift part of the flyer
budget to online ads.

LOI HAY GAP / COMMON MISTAKE — Coi fanpage 1a kénh mién phi nén dang bira. N6
khong mat tién thué chd nhung mat thoi gian, va bai kém lam khach quen bo theo doi.
Treating the fanpage as free and posting carelessly. It has no rent, but it costs time, and weak posts
make regulars unfollow.

LOI HAY GAP / COMMON MISTAKE — D6 hét tién vao quang cao ma khong c6 noi dén
khach. Ngudi bAm vao thiy fanpage trong, thiéu thuc don, thiéu gid mé cira, rdi di mat.
Pouring all the money into ads with nowhere to receive visitors. People click, see an empty page with
no menu or opening hours, and leave.
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LOI HAY GAP / COMMON MISTAKE — Cho khach ti khen ma khong 1am gi. Kénh
kiém duoc can ban tao c§: gdc anh dep, 101 moi gén tén, phan hdi nhanh khi c6 nguoi nhéc
quan.

Waiting for customers to praise you without doing anything. Earned media needs a nudge from you: a
photo spot, an invitation to tag, a quick reply when someone mentions the café.

LOI HAY GAP / COMMON MISTAKE — Khong ghi lai khach dén tir ¢au, nén cudi thang
khong biét kénh nao déng tién.

Not recording where customers come from, so at month end you cannot tell which channel was worth
the money.

LOI HAY GAP / COMMON MISTAKE — Chia tong tién cho tong khach rdi két luan
chung. Con s6 30.000 ddng mot khach cia ca thang che mat viée td roi dit gip doi quang co
mang. Hay tinh riéng timg kénh.

Dividing total spend by total customers and stopping there. The monthly figure of 30,000 VND per
customer hides the fact that flyers cost twice as much as online ads. Calculate each channel
separately.

1.7. Nhirng chi ) doc trudc tién — 1.7. The First Numbers to Read

Chi s6 1a con s6 cho ban biét quang céo dang chay ra sao, gidng dong ho xing trén xe
may. Sau chi sb sau di theo mot chudi: nguoi ta théy, bam vao, mua, r0i tién vé. Poc
dung tht ty thi ban thay ngay chd nao bi tic.

A metric is a number that tells you how an ad is doing, much like the fuel gauge on a motorbike.
The six numbers here follow one chain: people see the ad, click it, buy, and money comes in.
Read them in order and you can spot where the chain breaks.

Ca muc dung mot vi dy: shop ban binh giit nhiét chay quang cao mét tuan, chi 1.500.000
d6ng. Gia ban mdi binh 1a 250.000 ddng, gia von 150.000 dong.

One example runs through this whole section: a shop selling insulated bottles runs ads for a
week and spends 1,500,000 VND. Each bottle sells for 250,000 VND and costs 150,000 VND to
buy in.

Luwot hién thi — Impressions

Luot hién thi (impressions) 13 s 1dn quang céo hién 1én man hinh cia ai d6. Gidng s6
nguoi di ngang qua bién hiéu quan: ho ¢ thé chang liéc nhin. Shop c¢6 50.000 lugt hién
thi.

An impression is one time your ad appears on someone's screen. Think of people walking past a
shop sign: they may never glance at it. The shop got 50,000 impressions.

LOI HAY GAP / COMMON MISTAKE — Luot hién thi khong bang s6 ngudi di thiy. Mot
ngudi xem ba lan thi tinh ba luot.

Impressions are not the number of people who saw the ad. One person who sees it three times counts
as three impressions.
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Lwot nhap — Clicks

Luot nhap (clicks) 1a sé 1an ngudi xem bdm vao quang céo dé sang trang ciia ban. Shop
¢6 1.000 lugt nhap.

A click is one time a viewer taps your ad to go to your page. The shop got 1,000 clicks.

LOI HAY GAP / COMMON MISTAKE — Nhiéu nén tang c6 nhiéu cot dém khac nhau, ké
ca thich va chia sé. Hay chon dung cdt do luot bam vao dudng dan.

Many platforms show several counters, including likes and shares. Pick the column that counts clicks
on the link.

Ty 18 nhdp — Click-through rate

Ty 1& nhép (click-through rate, viét tit CTR) cho biét trong 100 1an quang cdo hién ra, c6
may 1an bi bam. N6 do sirc hat cua hinh va cau chi.

Click-through rate (CTR) tells you how many times out of 100 appearances the ad got clicked. It
measures how well your image and wording attract attention.

| CTR = luot nhip + luot hiédn thi x 100%

Shop: 1.000 + 50.000 x 100% = 2%.
The shop: 1,000 + 50,000 < 100% = 2%.

LOI HAY GAP / COMMON MISTAKE — Ping so CTR ciia quing c4o ban binh véi CTR
cua kénh khac hay nganh khac. Chi so cac quang cdo cung kénh, cung nhém khach.

Do not compare the CTR of this ad with another channel or industry. Compare ads on the same
channel and audience only.

Chi phi mdi lwot nhdp — Cost per click

Chi phi mdi luot nhip (cost per click, CPC) 1a s tién ban tra trung binh dé c6 mot nguoi
bam vao.

Cost per click (CPC) is the average amount you pay to get one person to click.

| cec = téng chi phi + luot nhip

Shop: 1.500.000 + 1.000 = 1.500 dong mdi luot.
The shop: 1,500,000 + 1,000 = 1,500 VND per click.

LOI HAY GAP / COMMON MISTAKE — CPC thép chua chic t6t. Ngudi bam ré ma
khong mua thi van 1a tién mat.
A low CPC is not automatically good. Cheap clicks that never buy still waste money.

Ty 1& chuyén d0i — Conversion rate

Chuyén ddi (conversion) 1a viéc ban mudn khach lam sau khi bAm: dat hang, dién form,
goi dién. Ty 1é chuyén d6i cho biét trong 100 ngudi bim, miy ngudi lam viée do.

A conversion is the action you want after the click: placing an order, filling in a form, making a
call. The conversion rate shows how many of every 100 clickers did it.

| Ty 1& chuyén ddi = sb& chuyén ddi + luot nhap x 100%
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Shop ¢6 30 don: 30 + 1.000 x 100% = 3%.
The shop got 30 orders: 30+ 1,000 x 100% = 3%.

LOI HAY GAP / COMMON MISTAKE — Mai cong cu co thé chia cho mau s6 khac nhau,
nhu luot nhap hodc sb luot truy cép trang. Ghi rd ban chia cho s nao, néu khong cac tuan sé
khong so dugc voi nhau.

Each tool may divide by a different base, such as clicks or page visits. Write down which one you use,
or your weeks cannot be compared.

Doanh thu — Revenue

Doanh thu (revenue) 14 tong tién khach tra cho ban, chua trir bat ky khoan nao.

Revenue is the total money customers pay you, before subtracting anything.
| Doanh thu = sb don x gid ban trung binh mdi don

Shop: 30 x 250.000 = 7.500.000 ddng.
The shop: 30 x 250,000 = 7,500,000 VND.

LOI HAY GAP / COMMON MISTAKE — Doanh thu khong phai tién 13i. Trir gia vén: 30
x 150.000 = 4.500.000 ddng. Con 7.500.000 — 4.500.000 = 3.000.000 dong. Trir tiép quang
40 1.500.000 ddng, con 1.500.000 ddng, chwa tinh cac chi phi khac.

Revenue is not profit. Subtract the cost of goods: 30 x 150,000 = 4,500,000 VND. That leaves
7,500,000 — 4,500,000 = 3,000,000 VND. Subtract the 1,500,000 VND ad spend and 1,500,000 VND
remains, before other costs.

Cach doc mgt bao cdo quang cao — How to read an ad report

1. Lay nam s trong cung mot khoang thoi gian: chi phi, lugt hién thi, lugt nhap, s6 don,
doanh thu.
Pull five numbers for the same period: spend, impressions, clicks, orders, revenue.

2. Tinh CTR. Thép thi xem lai hinh va dong chir dau.
Work out CTR. If it is low, revisit the image and the first line of text.

3. Tinh CPC. Cao bét thudong thi xem lai nhom khach ban nham téi.
Work out CPC. If it is unusually high, check the audience you are targeting.

4. Tinh ty 1¢ chuyén d6i. Thadp ma CTR 6n thi 16i nam & trang dich hodc gia.
Work out the conversion rate. If it is low while CTR is fine, the problem is the landing page
or the price.

5. Tinh doanh thu, trir gia vn va chi phi quang céo dé biét con lai bao nhiéu.
Work out revenue, then subtract cost of goods and ad spend to see what is left.

6. Ghi ca sau s6 vao mot bang va dat canh tuan trude. Mot con sd dirg ma4t minh it noéi
duoc diéu gi.
Record all six numbers in one table next to last week's. A single number on its own says
little.

MEO / TIP — Khi mot chi s6 x4u di, hoi chi sé ngay trudc no trong chudi. Pon giam ma ty 18
chuyén ddi van 3% thi luot nhip da giam, nén nhin CTR va CPC trudc.
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When one number gets worse, check the number just before it in the chain. If orders fell but the
conversion rate is still 3%, clicks dropped, so look at CTR and CPC first.

Vi du so sanh hai tuan — Example: comparing two weeks

VI DU/ EXAMPLE — Tuan sau shop van chi 1.500.000 dng, duoc 40.000 luot hién thi, 600
luot nhap va 24 don.

The next week the shop again spends 1,500,000 VND and gets 40,000 impressions, 600 clicks and 24
orders.

Vi DU/ EXAMPLE — CTR = 600 = 40.000 x 100% = 1,5%. CPC = 1.500.000 + 600 =
2.500 dong. Ty 1é chuyén ddi = 24 + 600 x 100% = 4%.

CTR = 600 + 40,000 x 100% = 1.5%. CPC = 1,500,000 + 600 = 2,500 VND. Conversion rate = 24 ~
600 x 100% = 4%.

Vi DU/ EXAMPLE — Doanh thu = 24 x 250.000 = 6.000.000 d6ng. Gia v6n = 24 x 150.000
=3.600.000 déng. Con 6.000.000 — 3.600.000 = 2.400.000 déng. Trir quang céo 1.500.000
ddng, con 900.000 ddng, thap hon 1.500.000 dong cua tuan dau.

Revenue = 24 x 250,000 = 6,000,000 VND. Cost of goods = 24 x 150,000 = 3,600,000 VND. That
leaves 6,000,000 — 3,600,000 = 2,400,000 VND. Minus the 1,500,000 VND ad spend, 900,000 VND
remains, below the 1,500,000 VND of week one.

VI DU/ EXAMPLE — CTR giam tir 2% xudng 1,5%, CPC ting tir 1.500 1én 2.500 dong, con
ty 16 chuyén ddi ting tir 3% 1én 4%. Ngudi vao trang van mua tbt, nén quang céo kém hit
moi 1a chd tic. Hay doi hinh hodc dong chir dau trude.

CTR fell from 2% to 1.5% and CPC rose from 1,500 to 2,500 VND, while the conversion rate rose
from 3% to 4%. Visitors still buy well, so the ad's weak pull is where the chain breaks. Change the
image or the first line of text first.

LOI HAY GAP / COMMON MISTAKE — S don it thi ty 16 nhay 1én xuéng rat nhidu. Hay
chay vai ngay va gom duoc vai chuc chuyén dbi réi méi két luan.

With few orders, the rates jump up and down a lot. Run the ad for several days and collect a few
dozen conversions before you decide.

1.8. Lo trinh 90 ngay dau cho ngudi méi — 1.8. Your First 90 Days

Ba thang dau di nhanh hon ban nghi. Néu khéng c6 khung, ban d& ngdi hop sudt, doc tai
liéu rai rac rdi hét han thtr viéc ma chua ¢ san phém nao mang té€n minh. L§ trinh sau
chia 90 ngay thanh ba giai doan, mdi giai doan dai khoang bdn tuan. Cudi mdi giai doan
c6 danh sach viéc phai xong va vai d4u hiéu dé ban tyu kiém tra, khong can chd sép cham.
Ninety days pass faster than you expect. Without a frame, you can spend the whole time in
meetings and scattered reading, then reach the end of your probation with nothing that carries
vour name. This plan splits the 90 days into three phases of about four weeks each. Every phase
ends with a checklist of finished work and a few signs you can check yourself, without waiting
for your manager to grade you.
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Giai doan 1 (ngay 1-30): hoc san pham va khach hang — Phase I (days 1-30): learn the
product and the customers

Gidng nhu nhan vién méi & quan an phai ném hét thyc don va dimg quay mét budi trude
khi tu van cho khach. Ban chua can 1am ra gi 16n. Ban can hiéu minh dang ban gi, cho ai,
va vi sao ho chon.

It is like a new waiter who tastes the whole menu and works the counter for a shift before

advising guests. You do not need to produce anything big yet. You need to understand what you
sell, to whom, and why they choose it.

1. Dung thir san pham hoic dich vu nhu mot khach that, roi ghi lai ba diéu thay hay va
ba diéu thay vudng.
Use the product or service as a real customer would, then note three things that work well
and three that get in the way.

2. Ng@)i canh bg phan ban hang hodc cham soc khach it nhat hai bubi. Nghe va chép lai
céc cau hoi khach hay héi nhat.
Sit with sales or customer care for at least two sessions. Listen and copy down the questions
customers ask most often.

VI DU / EXAMPLE — Ban ngdi quay hai budi & quan ca phé va chép duoc ba ciu héi: "Co
chd cim sac khong?" (9 1an), "Phiéu giam gia ding duoc lac nao?" (7 1an), "C6 ly mang di
khong?" (4 1an). Cong lai 14 20 luot hoi. Cau vé phiéu giam gia chiém 7 trén 20, tirc 35%. Vi
vay thong diép sau nay phai néi rd gio dung phiéu ngay dong dau.

You sit at the counter of a café for two sessions and note three questions. "Is there somewhere to plug
in a charger?" (9 times), "When can I use the discount coupon?" (7 times), "Do you have takeaway
cups?" (4 times). That is 20 questions in total. The coupon question makes up 7 of 20, or 35%. So later
messages must state the coupon hours in the first line.

1. Xin cac tai liéu dang co: ké hoach gan nhat, bao céo vai thang qua, bai dang va quang
céo cil. Poc dé biét ci gi da thtr va két qua ra sao.
Ask for the documents that already exist: the latest plan, reports from recent months, and
past posts and ads. Read them to learn what was tried and what came of it.

2. Xin quyén vao cic cong cu can dung (trang quan 1y bai dang, cong cu do luong truy
cap, bang tinh chung) va ty md xem tirng cai.
Get access to the tools you will use (the page manager, the traffic analytics tool, the shared
spreadsheet) and open each one yourself.

3. Viét mot trang tom tat: khach chinh 1a ai, ho can gi, ba ddi thu gﬁn nhét, céac chi sb ca
nhom dang theo doi. Pua nguoi phu trach doc va sua.
Write a one-page summary: who the main customers are, what they need, the three closest
competitors, and the numbers the team tracks. Hand it to your lead to read and correct.

Dau hiéu ty kiém tra: ban giai thich dugc san pham cho nguoi ngoai trong mot phit, ké
dugc ba cau hoi thuong gip cua khach, va trang tom tat dd dwoc ngudi co kinh nghiém
stra it nhat mot 1an.

Self-check: you can explain the product to an outsider in one minute, name three questions
customers often ask, and an experienced colleague has corrected your summary at least once.
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Giai doan 2 (ngay 31-60): l1am viéc nhé, c6 nguwoi duyét — Phase 2 (days 31-60): do
small tasks with a reviewer

Bay gid ban bat dau lam that, nhung moi thir ra ngoai déu qua mat mot nguoi khac. Chon
viéc nho, 1ap lai dugc, it rui ro: bai ding ngan, email thong bao, bao cao tuan.
Now you start doing real work, but everything that goes out passes through another person's

eyes. Pick small, repeatable, low-risk tasks: short posts, announcement emails, the weekly
report.

1. Théng nhat véi ngudi duyét: ai duyét, duyét trong bao 1au, duyét nhitng gi (ndi dung,
gia, hinh anh, diéu khoan).
Agree with your reviewer on who approves, how long it takes, and what gets checked (copy,
prices, images, terms).

2. Soan bén dén sau bai dang hoac noi dung ngén mdi tuan. Trude khi gui duyét, tu soat
tén, gia, ngay gid va s lién hé.
Draft four to six posts or short pieces each week. Before sending for review, check names,
prices, dates, times and contact numbers yourself.

3. Ghi moi chinh stra cia ngudi duyét vao moét tép riéng. Cubi tuan, doc lai va rat ra ba
16i ban hay mic.
Log every edit your reviewer makes in a separate file. At the end of the week, reread it and
pull out the three mistakes you make most.

4. Lam bao céo tuan: néu cac con sd chinh, so v4i tuan trude, va mot nhan xét ngin vé
nguyén nhan.
Write the weekly report: the main numbers, compared with last week, and a short note on
the likely cause.

Vi DU/ EXAMPLE — Tuan trudc bai dang dat 120 lugt xem, tuan nay dat 150. Chénh 30,
14y 30 chia 120 duogc 25%. Béo cdo ghi: "Luot xem ting 25% (120 1én 150). C6 thé do bai
anh d6 udng ding sang thir Bay." Nguyén nhan chi nén viét 1a "c6 thé", vi ban chua kiém
chung.

Last week the posts earned 120 views, this week 150. The difference is 30, and 30 divided by 120 is
25%. The report reads: "Views rose 25% (120 to 150). Possibly due to the drink photo posted on
Saturday morning." Write the cause as "possibly"”, because you have not tested it.

Dau hiéu ty kiém tra: ty 1& bai bi tra vé giam dén, it nhat ba tuan lién ndp bao cdo dung
han, va ban tu chi ra dugc mot 16i trong bai cua minh trudc khi nguoi duyét théy.
Self-check: the share of posts sent back is falling, you have filed the weekly report on time for at
least three weeks in a row, and you caught one error in your own work before the reviewer did.

Giai doan 3 (ngay 61-90): tw chay mdt chién dich nhé — Phase 3 (days 61-90): run one
small campaign yourself

Chién dich nho nghia 1a ngan sach thap, thoi gian ngan (hai dén bon tuan), mot muc tiéu
18. Vi du: mot quan ca phé mudn thém 40 luot ding phiéu giam gia trong ba tuan. Ban la
ngudi phu trach chinh, con sép chi duyét ké hoach va ngan sach.
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A small campaign means a low budget, a short run (two to four weeks) and one clear goal. For
example: a café wants 40 more coupon redemptions in three weeks. You lead, and your manager
only approves the plan and the budget.

Hay chia muc tiéu theo tudn dé biét som minh dang di ding hay léch. 40 luogt trong ba
tuan 1a 40 chia 3 dugc 13,3, lam tron 1én 14 luot mdi tuan. Néu hét tuan dau méi c6 5
luot, ban doi thong diép ngay, thay vi cho dén hét chién dich.

Split the goal by week so you can tell early whether you are on track. 40 redemptions in three
weeks is 40 divided by 3, which is 13.3, rounded up to 14 per week. If you have only 5 by the end
of week one, you change the message right away instead of waiting for the campaign to end.

1. Viét brief mot trang: muc ti€u c6 con s6, nhom khéch, thong di¢p mot cau, kénh, ngan
sach, nguoi duyét, ngay bat dau va két thic.
Write a one-page brief: a goal with a number, the target group, a one-sentence message,
channels, budget, approvers, and start and end dates.

2. Lap lich theo tuan: ai 1am gi, han nao. Chira mot ngay dém trudc ngdy ra mat.
Build a weekly schedule: who does what, by when. Leave one buffer day before launch.

3. Soat toan bo trude khi dang: chinh ta, gia, ngdy gio, dudng dan, hién thi trén dién
thoai, va moi 101 htra ¢6 ching minh dugc khong.
Check everything before it goes live: spelling, prices, dates and times, links, how it looks on
a phone, and whether every promise can be backed up.

4. Chay, theo di chi s6 mdi ngay, ghi lai moi thay d6i ban lam kém gio va 1y do.
Run it, watch the numbers daily, and log every change you make with the time and the
reason.

5. Sau khi két thic, hop téng két 30 phut: dat hay khong dat muc tiéu, vi sao, lan sau gitr
gi va doi gi.
When it ends, hold a 30-minute review: whether the goal was met, why, and what to keep or
change next time.

VI DU / EXAMPLE — Muc tiéu 40 luot dung phiéu, ngan sach 3.000.000 dong. Cubi chién
dich c6 32 luot. 3.000.000 chia 32 duoc 93.750 déng mdi luot. Chua dat muc tiéu (32 trén 40,
tuc 80%), nhung ban da biét chi phi that cia mét lugt dung phiéu. D6 1a con sb dé dit muc
tiéu cho dot sau.

Goal: 40 coupon redemptions, budget 3,000,000 VND. The campaign ends with 32. 3,000,000 divided
by 32 is 93,750 VND per redemption. The goal was missed (32 of 40, or 8§0%), but you now know the
real cost of one redemption, and that is the number to build the next goal on.

Déu hiéu tu kiém tra: co brief dugce duyét trude khi chay, co nhat ky thay ddi, c6 sb lidu
cudi chién dich, va c6 mot trang bai hoc bé‘mg 161 cua ban. Pat muc ti€éu hay khong 1a
chuyén phu. Quy trinh di méi 1a diéu can ching minh.

Self-check: you have a brief approved before launch, a change log, end-of-campaign numbers,
and a one-page lesson in your own words. Hitting the goal matters less. What you need to show
is a complete process.
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LOI HAY GAP / COMMON MISTAKE — Ba chd hay sai: 6m hét viéc 16n ngay tir tuan
dau; bo qua bude nghe khach nén viét thong diép theo y minh; tw chay ma khong xin duyét ké
hoach va ngan séach. Néu phai chon mot diéu dé stra, hay sura diéu tht ba.

Three common slips: taking on big jobs in week one, skipping the listening step and writing messages

to suit yourself; running a campaign without getting the plan and budget approved. If you fix only one,
fix the third.

MEO / TIP — Cubi mdi tuan, ghi ba dong: tudn nay lam duogc gi, hoc duge gi, vudng gi. Sang
ngay 90 ban co sin 12 tuin ghi chép dé bao céo véi sép.

At the end of each week, write three lines: what you did, what you learned, what blocked you. By day
90 you will have 12 weeks of notes ready for your manager.

1.9. Bai thwe hanh ¢6 hwéng din — 1.9. Guided practice exercises

Bai 1. Xép kénh va chia ngin sach cho mdt quan banh — Exercise 1. Sorting channels
and splitting the budget for a bakery

Quan banh Nha Mai c6 ngan sach marketing thang nay 1a 12.000.000d. Cac khoan chi
gdém: quang cao Facebook 4.500.000d; quang cao Google 2.700.000d; chup anh va viét
bai cho fanpage va website 3.000.000d; phin mém giri email cho danh sach khach quen
600.000d; banh mau gui cho 3 ngudi viét review am thyc 1.200.000d (ho khong nhan
tién ding bai, tu quyét co dang hay khong). Hay xép timg khoan vao kénh tra phi, kénh
s& hitu hodc kénh kiém duoc, rdi tinh ty 1& phan trim ngan sach ctia mdi nhom.

Nha Mai Bakery has a marketing budget of 12,000,000 VND this month. Its spending: Facebook
ads 4,500,000, Google ads 2,700,000; photos and writing for the fanpage and website
3,000,000, email sofiware for its regular customer list 600,000, sample cakes sent to 3 food
reviewers 1,200,000 (they take no money for posting and decide for themselves whether to post).

Sort each item into paid, owned or earned channels, then work out each group's percentage of
the budget.

1. H6i mot cau cho mdi khoan: tién c6 dung dé mua chd hién thi khong, noi ding c6 do
quan 1am chu khong, hay ngudi ngoai tu nhic dén quan?
Ask one question per item: does the money buy ad space, does the shop control the place
where the content sits, or do outsiders mention the shop on their own?

2. Facebook 4.500.000d va Google 2.700.0004 1 tién mua chd hién thi nén thudc kénh
trd phi: 4.500.000 + 2.700.000 = 7.200.0004.
Facebook at 4,500,000 and Google at 2,700,000 buy ad space, so they are paid channels:
4,500,000 + 2,700,000 = 7,200,000 VND.

3. Fanpage, website va danh sach email do quan lam chu nén thudc kénh sé hiru:
3.000.000 + 600.000 = 3.600.0004.

The fanpage, website and email list are controlled by the shop, so they are owned channels:
3,000,000 + 600,000 = 3,600,000 VND.

4. Bai review do ngudi ngoai tu quyét va ty ding nén thudc kénh kiém dugc. Quan chi
ton tién 1am banh mau: 1.200.0004.
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The reviews are posted by outsiders on their own terms, so they are earned. The shop only
pays for the sample cakes: 1,200,000 VND.

. Cong lai dé kiém tra: 7.200.000 + 3.600.000 + 1.200.000 = 12.000.000d, khép ngan

sach.
Check the total: 7,200,000 + 3,600,000 + 1,200,000 = 12,000,000 VND, which matches the
budget.

. Tinh ty 1¢: 7.200.000 chia 12.000.000 = 60%; 3.600.000 chia 12.000.000 = 30%,;

1.200.000 chia 12.000.000 = 10%.
Work out the shares: 7,200,000 divided by 12,000,000 = 60%, 3,600,000 divided by
12,000,000 = 30%, 1,200,000 divided by 12,000,000 = 10%.

. Két qua: kénh tra phi 7.200.000d (60%), kénh s& hitu 3.600.000d (30%), kénh kiém

dugc 1.200.0004d (10%).
Result: paid 7,200,000 VND (60%,), owned 3,600,000 VND (30%), earned 1,200,000 VND
(10%).

Bai 2. Doc nam chi so0 dau tién ciia mot chién dich quang cdo — Exercise 2. Reading the
first five numbers of an ad campaign

Cira hang gidy An Phat chay quang cdo trong 1 tudn véi cac sd lidu: chi 6.000.000d;
200.000 lugt hién thi; 4.000 lugt nhap; 80 don hang; doanh thu 24.000.000d. Hay tinh ty
1& nhap, chi phi mdi nhap, ty 1& chuyén doi, chi phi mdi don va doanh thu trén chi phi
quang cao.

The shoe shop An Phat ran ads for 1 week with these numbers: spend 6,000,000 VND; 200,000

impressions; 4,000 clicks, 80 orders; revenue 24,000,000 VND. Calculate click-through rate,
cost per click, conversion rate, cost per order and return on ad spend.

1.

Ty 1é nhap (click-through rate) cho biét trong 100 lan quang céo hién ra c6 bao nhiéu
1an duge bam: 4.000 chia 200.000 = 0,02, tirc 2%.

Click-through rate tells you how many of every 100 ad views got a click: 4,000 divided by
200,000 = 0.02, or 2%.

. Chi phi mdi nhp 14 sd tién bo ra cho mot 1an bam: 6.000.000 chia 4.000 = 1.5004.

Cost per click is the money spent for one click: 6,000,000 divided by 4,000 = 1,500 VND.

. Ty 1& chuyén d6i cho biét trong 100 ngudi bam c6 bao nhiéu ngudi mua: 80 chia

4.000 = 0,02, tirc 2%.
Conversion rate tells you how many of every 100 people who clicked bought something: 80
divided by 4,000 = 0.02, or 2%.

. Chi phi mdi don 14 tién quang cdo dé c6 mot don: 6.000.000 chia 80 = 75.0004.

Cost per order is the ad money needed to win one order: 6,000,000 divided by 80 = 75,000
VND.

. Doanh thu trén chi phi quang céo (return on ad spend) cho biét mdi dong quang cdo

mang vé bao nhiéu dong doanh thu: 24.000.000 chia 6.000.000 = 4.
Return on ad spend tells you how much revenue each unit of ad money brought back:
24,000,000 divided by 6,000,000 = 4.
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6. Két qua: ty 18 nhap 2%, chi phi mdi nhap 1.5004, ty 1& chuyén doi 2%, chi phi mdi
don 75.000d, doanh thu trén chi phi quang cdo bang 4 (mdi 1d quang céo thu vé 4d
doanh thu).

Result: click-through rate 2%, cost per click 1,500 VND, conversion rate 2%, cost per order
75,000 VND, return on ad spend 4 (each 1 VND of ads brought back 4 VND of revenue).

Bai 3. Lap lich 1am ngwoc tir ngay ra miat khuyén méi — Exercise 3. Building a
backward schedule from the promotion launch day

Ban sé& ra mat dot khuyén mai vao ngay thi 60 cua 10 trinh 90 ngay. Bbn viéc ndi tiép
nhau, viéc sau bat dau ngay ngay ké tiép viéc trudc: marketing viét brief (ban giao viéc) 2
ngay; tai chinh duyét ngan sach 4 ngay; agency dung quang cdo 10 ngay; marketing cung
ban hang kiém tra va tap hudn 2 ngay. Viéc cudi phai xong vao ngay 59. Hiy tim ngay
bat dau va ngay két thiic cua timg viéc (tinh ca ngdy dau 13n ngay cudi).

You will launch a promotion on day 60 of a 90-day plan. Four tasks run back to back, each
starting the day after the previous one ends: marketing writes the brief (the written task request)
in 2 days, finance approves the budget in 4 days, the agency builds the ads in 10 days,
marketing and sales check and train in 2 days. The last task must end on day 59. Find the start
and end day of each task (counting both the first and the last day).

1. Lam nguoc tir cudi. Kiém tra va tdp huan can 2 ngay, két thuc ngay 59 nén chay tir
ngay 58 dén ngay 59.
Work backward from the end. Checking and training takes 2 days and ends on day 59, so it
runs from day 58 to day 59.

2. Agency dung quang cao 10 ngay, két thuc ngay 57 nén bat dau ngay 57 — 10 + 1 = 48:
chay tir ngay 48 dén ngay 57.
The agency needs 10 days and ends on day 57, so it starts on day 57 — 10 + 1 = 48: it runs
from day 48 to day 57.

3. Tai chinh duyét ngan sach 4 ngay, két thiic ngdy 47 nén bat dau ngay 47 — 4 + 1 = 44:
chay tir ngay 44 dén ngay 47.
Finance needs 4 days and ends on day 47, so it starts on day 47 — 4 + 1 = 44: it runs from
day 44 to day 47.

4. Viét brief 2 ngay, két thuc ngay 43 nén bit ddu ngay 43 — 2 + 1 = 42: chay tir ngay 42
dén ngay 43.
The brief takes 2 days and ends on day 43, so it starts on day 43 — 2 + 1 = 42: it runs from
day 42 to day 43.

5. Kiém tra tong: tir ngay 42 dén ngdy 59 ¢6 59 —42 + 1 = 18 ngay, bang 2 + 4 + 10 + 2
=18.

Check the total: day 42 to day 59 is 59 — 42 + 1 = 18 days, which equals 2 + 4 + 10 + 2 =
18.

6. Két qua: brief ngy 42-43, tai chinh duyét ngay 44-47, agency dung ngay 48-57,
kiém tra va tap hudn ngay 58—59. Ban phai bat dau viét brief muon nhat vao ngay 42.
Result: brief days 42—43, finance approval days 44—47, agency build days 48—57, checking
and training days 58-59. You must start writing the brief by day 42 at the latest.
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1.10. Cau héi ty luan va dan y tra loi — 1.10. Essay questions and answer outlines

Céiu 1. So sanh cong viéc marketing & doanh nghiép nhé va doanh nghiép 16n. Néu
ban 1a ngudi du tién Jam marketing 6 mot tiém nhé, ban sé wu tién 1am gi trong
thang dau?
Question 1. Compare marketing work in a small and a large company. If you were the first
marketing hire at a small shop, what would you prioritise in your first month?
« Doanh nghiép nhé: mot hodc vai ngudi lam nhiéu viée cing luc (ndi dung, quang céo,
doc sé); doanh nghiép 16n: chia theo vi tri va c6 agency hd tro.
Small company: one or a few people do many jobs at once (content, ads, reading numbers),;
large company: work is split by role and agencies help.
* Viéc ¢ tiém nho can lam trudce: hiéu san pham va khach, tim xem khach dén tir kénh
nao, ghi lai chi tiéu va két qua vao mot bang tinh.
First jobs at the small shop: learn the product and customers, find out which channel
customers come from, and log spending and results in a spreadsheet.

« Chon it kénh dé lam t4t, wu tién kénh s hitu nhu fanpage va danh sach email vi ré va
do minh kiém soat.
Pick a few channels and do them well, favouring owned channels such as the fanpage and
email list because they are cheap and under your control.

« Thong nhat voi chil tiém mot muc tiéu do dugc (sd don, doanh thu) va han mirc ngan
séch trudc khi chi tién.
Agree with the owner on a measurable goal (orders, revenue) and a spending limit before
spending money.

Céu 2. M ta cac khau ciia mot chién dich tir dau dén cudi. O mdi khau, ban cin
phoi hop véi bén nao va bén d6 cin gi tir ban?
Question 2. Describe the stages of a campaign from start to finish. At each stage, whom do you
work with and what do they need from you?
« Cac khau theo thtr ty: dit muc tiéu, chudn bi (brief, ndi dung, ngan sach), trién khai,
do két qua va rat kinh nghiém.
The stages in order: set the goal, prepare (brief, content, budget), run, then measure results
and review.
* Thiét ké can brief 1o (muc dich, kich thudc, han ndp); agency can brief va ngan sach;
tai chinh can dy toan dé duyét chi.
Design needs a clear brief (purpose, sizes, deadline); the agency needs the brief and budget;
finance needs a cost estimate to approve spending.
« Ban hang can biét trudc ndi dung khuyén mai va nhan dugc danh sach khach quan tam
dé goi lai; sau chién dich ho bao sd don that.
Sales needs to know the promotion in advance and receive the list of interested customers to
follow up; after the campaign it reports real orders.
« Cubi chién dich, doc cac chi s6 nhu ty 1& chuyén ddi va chi phi mdi don rdi ghi lai diéu
rit ra cho l4n sau.
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At the end, read numbers such as conversion rate and cost per order, then record what you
learned for next time.

1.11. Cau héi tric nghiém — 1.11. Multiple-choice questions

1. Mot blogger am thyc tu dén quan cta ban, ty tra tién dn va dang bai khen 1én trang cua
ho. Bai dang nay thudc loai kénh nao?
A food blogger visits your café on their own, pays for the meal and posts praise on their own
page. Which type of channel is this?

A. Kénh s¢ hittu / Owned channel

B. Kénh kiém dwgc / Earned channel
C.Kénh ndi bd / Internal channel

D. Kénh trd phi / Paid channel

2. Mot quang céo hién 15.000 lugt va nhan 300 lugt nhap. Ty 18 nhap (luot nhap chia
luot hién thi) 12 bao nhiéu?
An ad was shown 15,000 times and got 300 clicks. What is the click-through rate (clicks
divided by impressions)?

A. 2%

B. 50%
C.0,2% / 0.2%
D. 5%

3. Trude khi bam chay quang cdo tra phi, viéc ndo ban can lam véi bén tai chinh?
Before you launch a paid ad, what do you need to do with the finance team?
A. Nho ho viét ndi dung bai dang / Ask them to write the post copy
B. Nho ho bdo gia cho khach hang / Ask them to quote prices to customers
C. Nho ho chon mau banner / Ask them to choose the banner design

D. Gtri dy toan va xin duyét han murc chi / Send a cost estimate and ask for the
spending limit to be approved

4. Thur ty ding cua cac khau trong mot chién dich 1a gi?
What is the correct order of stages in a campaign?

A. Chuan bj n6i dung, do két qua, dit muc tiéu, chay quang cdo / Prepare content,
measure results, set the goal, run the ads

B. Po két qua, chay quang cdo, dit muc tiéu, chuan bi noi dung / Measure results,
run the ads, set the goal, prepare content

C. Pat myc tiéu, chuan bi, chay, do va rat kinh nghi€m / Set the goal, prepare, run,
measure and review

D. Chay quang céo, dit muc tiéu, chuan bi noi dung, do két qua / Run the ads, set
the goal, prepare content, measure results

5. Ban méi vao nghé, ngan sach it. Cong cu nao nén co trude tién dé theo ddi chi tiéu va
két qua?
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You are new and the budget is small. Which tool should you set up first to track spending and
results?

A. Mot bang tinh ghi chi tiéu va két qua theo tudn / A4 spreadsheet logging spending
and results each week

B. Phan mém tu dong hoa tron goi gia cao / An expensive all-in-one automation suite

C. Thué agency lam toan b0 / Hiring an agency to do everything

D. Bo thiét bi quay phim / 4 video filming kit

6. Trong 30 ngay dau cta 16 trinh 90 ngay, viéc nao hop 1y nhit cho ngudi méi?
In the first 30 days of a 90-day plan, what is the most sensible task for a newcomer?
A. Tang gap d6i ngan sach quang cao / Double the ad budget

B. Hoc san pham, gip ban hang va doc s6 liéu hién c6 / Learn the product, meet sales
and read the existing numbers

C. Thué thém hai agency mai / Hire two new agencies
D. P6i toan bo chién luoc dang chay /| Replace the whole strategy that is running
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Chuong 2. Kién thirc nén dé hiéu moi viéc vé sau — Chapter 2. Core
Concepts Behind Every Task

Muc tiéu chwong — Chapter objectives

* Dung duogc chan dung khéach hang tir dir ki¢n that nhu don hang, khao sat, phong van,
va chon dugc nhom khéach dang phuc vu nhat
Build a customer profile from real facts such as orders, surveys and interviews, and pick the
customer group most worth serving

* Viét duoc thong di€p chinh trong mot cau, noéi lgi ich khach quan tam thay vi liét ké
dac diém san pham
Write a one-sentence core message that states the benefit the customer cares about instead of
listing product features

« Tinh dugc bién loi nhuan, diém hoa vén va chi phi cho mdi don hang, roi doc ty 18
tung budc cua pheu dé quyét dinh gia va ngan sach
Calculate profit margin, break-even point and cost per order, then read each step of the
funnel to decide on price and budget

2.1. Khach hang la ai: dung chian dung tir dir kién that — 2.1. Who the Customer
Is: Building a Profile From Facts

Chan dung khach hang 1a mot ban mo ta ngén vé nguodi ban mudn phuc vu nhat, viét tur
dir kién do dugc chir khong tir cam tinh. Hiy hinh dung chii quan com: 6ng biét khach
gi0 trua 1a nhan vién van phong, an nhanh, ngai tra tién mat. Nho biét vay ong ban suét
com nhanh vd mé ma QR. Chan dung 1am viéc d6 cho marketing: chon dang ngudi dé
n6i, néi dung diéu ho can.

A customer profile is a short description of the person you most want to serve, built from facts
you can measure rather than gut feeling. Picture a rice-shop owner: he knows his lunch crowd is
office workers who eat fast and dislike paying cash. So he sells quick set meals and puts up a QR
code. A profile does the same job for marketing: it tells you who to talk to and what to say.

Mot chan dung gdm bon 16p dir kién. Tudi cho biét ho ¢ giai doan nao cua doi séng. Noi
& cho biét ho di duoc bao xa dé dén ban. Thu nhép cho biét ho tra duogc bao nhiéu cho
mét 1an mua. Théi quen mua cho biét ho mua gi, khi nao, bao lau mot 14n va vi sao chon
ban.

A profile has four layers of facts. Age tells you what stage of life they are in. Location tells you

how far they will travel to reach you. Income tells you what they can spend on one purchase.
Buying habits tell you what they buy, when, how often, and why they choose you.

Chuén bi — What to prepare
Ban can dir liéu that cua chinh doanh nghiép, khong can khao sat 16n. Lay nhitng ngudn
dang c6 san:
You need real data from your own business, not a large survey. Use what you already have:
« S6 hodc phan mém ban hang: ngdy mua, mén mua, so tién, sé dién thoai.
Your sales book or point-of-sale software: purchase date, item, amount, phone number.
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* Tin nhan, cudc goi dat hen va danh gié trén ban d6 hay mang xa hoi.
Messages, booking calls, and reviews on maps or social media.

* Vai cau hdi miéng voi khach ngay tai quay, ghi lai ngay trong ngay.
A few spoken questions at the counter, written down the same day.

Cac budc dung chan dung — Steps fo build a profile

1. Lay mot mau dit lidu du dung: khoang 50 dén 100 giao dich gan nhat, hoic mot thang
gan nhat. Chép vao bang tinh, mdi dong mot khach.
Take a usable sample: roughly the last 50 to 100 transactions, or the last month. Copy them
into a spreadsheet, one customer per row.

2. Chia khach thanh nhom theo tudi. Pém s6 khach mdi nhom, roi ldy sé d6 chia cho
téng va nhan 100 dé ra ty 1 phan tram.
Group customers by age. Count each group, divide by the total, and multiply by 100 to get a
percentage.

3. Pém khach theo noi ¢: bao nhiéu ngudi ¢ trong ban kinh 2 km, bao nhiéu & xa hon.
Dia chi khong ¢6 thi hoi khu vuc ho ¢ hodc lam viéce.
Count customers by location: how many live within 2 km and how many farther. If you lack
an address, ask where they live or work.

4. Héi thu nhap bang khoang, khong hoi con sb chinh xac. Vi du "khoang dudi 6 triéu, 6
dén 9 triéu, trén 9 triéu mot thang". Khach ngai thi bo qua, dimg ép.
Ask about income as a range, never an exact figure. For example "under 6 million, 6 to 9
million, over 9 million a month". If a customer hesitates, skip it.

5. Rut thoi quen mua tir s6: mén hay mua nhat, gid dén, so lan quay lai, cach ho biét
ban. Chon con sb ndi nhat ciia mdi muc.
Pull buying habits from your records: the most common item, the visiting hour, repeat visits,
and how they found you. Pick the standout figure in each.

6. Gop thanh mot ngudi dai dién: dat tén goi tam, viét 4 dén 6 dong, mdi dong dya trén
mdt con s & cac bude trén.
Merge it all into one representative person. give a working name and write 4 to 6 lines, each
backed by a number from the steps above.

Khi hai nhém d6ng gan ngang nhau, chon nhém chi nhiéu tién hon hodc quay lai thuong
xuyén hon. Nhém d6 nuo6i doanh thu cta ban lau hon.

When two groups are almost the same size, pick the one that spends more or returns more often.
That group keeps your revenue going longer.

Vi DU/ EXAMPLE — Tiém stra xe may gan khu tro cong nhan, ¢6 60 phiéu stra trong mot
thang. Tudi: 28 phiéu & nhom 20-29 (28 + 60 ~ 47%), 20 phiéu & 30-45 (33%), 12 phiéu con
lai (20%). Noi &: 42 phiéu trong ban kinh 2 km (70%). Thu nhap: héi 30 khach, 18 ngudi tra
101 6-9 triéu mot thang (60%). Théi quen: 39 phiéu 14 thay nhét, va 16p hodc thay ma phanh
dudi 200 nghin (65%); 24 khach di dén tir 1an thi hai (40%); 45 phiéu roi vao trude 8 gio
sang hodc sau 5 gid chidu (75%). Mau chan dung mot trang dién ra nhu sau:

A motorbike repair shop near a workers' boarding area has 60 repair tickets in one month. Age: 28
tickets in the 20-29 group (28 ~ 60 = 47%), 20 in 30—45 (33%), and 12 others (20%,). Location: 42
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tickets within 2 km (70%). Income: of 30 customers asked, 18 said 6—9 million a month (60%). Habits:
39 tickets were o0il changes, tire patches, or brake pads under 200,000 dong (65%), 24 customers had
come back at least once (40%), 45 tickets fell before 8 a.m. or after 5 p.m. (75%). The one-page
profile fills in like this:

« Tén goi tam: anh Hung, 27 tudi, lam cong nhan ca ngay.
Working name.: Hung, 27, a day-shift factory worker.

* Noi &: thué tro cach tiém khoang 1,5 km, di xe may mdi ngay.
Location: rents a room about 1.5 km from the shop and rides daily.

« Thu nhap: khoang 6-9 triéu mot thang, nén chi mudn chi nho va biét gia trude.
Income: about 69 million a month, so he spends small and wants the price up front.

« Théi quen: sira viéc nho ngoai gio lam, quay lai khi xe c¢6 van dé.
Habits: small repairs outside work hours, comes back when the bike has a problem.

* Piéu ta suy ra: dang gia niém yét cac vi¢c nhd, mo ctra s6m va muodn, ndi rd "sua xong
trong 30 phut".
What we conclude: post set prices for small jobs, open early and late, and promise "done in
30 minutes".

VI DU/ EXAMPLE — Thém mot mau ngén: quéan ca phé gan trudng cip ba, 1y 80 héa don
trong hai tuan. 52 hoa don ctia khach 16-22 tudi (52 + 80 = 65%). 44 héa don xuit hién sau 4
gio chiéu (55%). 36 hoa don 1a nhom tir hai nguoi tré 1én (45%). 60 hoa don c6 gia mdi ly
dudi 30 nghin (75%). Két luan: khach 14 hoc sinh, sinh vién di theo nhom, chi it, &én chiéu.
Viéc nén 1am: ban combo hai ly va giam gia sau 4 gid chiéu.

One more short sample: a coffee shop near a high school, 80 receipts over two weeks. 52 receipts
came from customers aged 16-22 (52 + 80 = 65%). 44 receipts fall after 4 p.m. (55%). 36 receipts are
groups of two or more (45%). 60 receipts show a price under 30,000 dong per cup (75%).

Conclusion: the customers are students who come in groups, spend little, and arrive in the afternoon.
Action: sell a two-cup combo and discount after 4 p.m.

LOI HAY GAP / COMMON MISTAKE — Dyng chan dung tir diéu minh doan ("khach
chic 1a sinh vién") roi méi di tim sd dé bénh. Lam nguoc lai: s6 trudce, két luan sau.

Building the profile from a guess ("they must be students") and then hunting for numbers to defend it.
Do it the other way round.: numbers first, conclusion after.

LOI HAY GAP / COMMON MISTAKE — Liy trung binh cong ctia moi khach thanh mot
nguoi khong ¢ that, vi du "34 tudi". Hay chon nhom déng nhét.

Averaging every customer into someone who does not exist, such as "age 34". Pick the biggest group
instead.

LOI HAY GAP / COMMON MISTAKE — Dung qua nhiéu chan dung cing luc. Ngudi méi
chi can mét, ti da hai, ing v6i nhoém mang lai nhiéu doanh thu nhét.

Building too many profiles at once. A beginner needs one, two at most, matching the group that brings
in the most revenue.

LOI HAY GAP / COMMON MISTAKE — Liy mau qué it, nhu 10 khach, rdi coi ty 18 1a

chic chan. Mot khach doi 1a ty 16 nhay 10 diém phan trim. Dudi 50 giao dich thi cir ghi thém
vai tuan.
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Using too small a sample, such as 10 customers, and treating the percentages as solid. One customer
changes the share by 10 points. With under 50 transactions, keep recording for a few more weeks.

LOI HAY GAP / COMMON MISTAKE — Dung s6 dién thoai hay théng tin c4 nhan cta
khach ma chwa xin phép. Chi luu thir can cho chan dung, xin phép trude, va khong dua tén
that 1én ban dan ¢ quay.

Using phone numbers or personal details without asking. Store only what the profile needs, ask first,
and keep real names off the sheet posted at the counter.

MEO / TIP — Dan chan dung canh quay hodc dau file ké hoach. Mdi lan viét bai hay chon
khuyén mai, ty hoi: anh Hung c6 thiy hiru ich khong. Mdi quy dém lai s6 liéu mot 1an vi
khéch c6 thé doi.

Stick the profile by the counter or at the top of your plan file. Before each post or promotion, ask:
would Hung find this useful? Recount the data every quarter, since customers can change.

2.2. Nhu cau, van dé va loi ich: néi diéu khach quan tim — 2.2. Needs, Problems
and Benefits

Khach khong mua san pham vi n6 c¢6 gi. Ho mua vi n6 giai quyét dugc chuyén gi cho ho.
Ba chir can phéan biét: nhu cau 13 diéu khach muén c6 (mudn di 1am ma 4o quan khong
wdt). Van dé 1a chd vudng khién ho chua c6 duoc diéu d6 (troi mua bat chot). Loi ich 1a
két qua ho nhan duoc khi ding san pham cta ban.

Customers don't buy a product for what it has. They buy it for what it does for them. Three words

to keep apart: a need is something they want (to get to work without soaked clothes). A problem
is what stands in the way (sudden rain). A benefit is the result they get from using your product.

Tinh ning va lgi ich: 6 che mwa va 40 mwa — Features and benefits: the umbrella and the
raincoat

Tinh nang la mot dac diém cia san phém, c6 thé do hoac chi tay vao. Loi ich 1a diéu tinh
ning d6 dem lai cho khach. Hay nhin hai mén quen thudc. O ¢ tinh ning: vai pht chong
tham, tdm nan thép, gip gon dai 28 cm. Loi ich twong tmg: di bd tir bii xe vao vin phong
ma dau vai van kho, va nhét vira tai xach.

A feature is a trait of the product that you can measure or point at. A benefit is what that trait
gives the customer. Take two familiar items. An umbrella has a water-repellent canopy, eight

steel ribs and a folded length of 28 cm. The matching benefits: you walk from the parking lot to
the office with dry shoulders, and it fits in your bag.

Ao mua c6 tinh nang khac: mii trim lién, vat sau dai pha yén xe, vai phu kin hai tay. Loi
ich: ngudi chay xe may hai tay van nam ghi dong, quan 4o kho khi dén noi. Ca hai mén
cung dap mot van dé 1a mua, nhung loi ich khac nhau vi nguoi ding khac nhau. Vi vay
phai biét khach 1a ai trude khi chon 1oi ich dé noi.

A raincoat has other features: an attached hood, a long back panel that covers the seat, and
sleeves that cover the arms. The benefit: a motorbike rider keeps both hands on the handlebars

and arrives dry. Both products answer the same problem, rain, yet the benefits differ because the
users differ. So you must know who the customer is before choosing which benefit to talk about.
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C6 mét cach thir nhanh dé phan biét hai tha. Néu cau d6 can do duoc bang thudc, can
hay nhiét ké thi n6 1a tinh nang. Néu n6 doc nhu mot khoanh khic trong ngay cta khach,
vi dy "dén noi ma 4o van kho", thi no 1a lgi ich.

Here is a quick test to tell the two apart. If a sentence can be checked with a ruler, a scale or a

thermometer, it is a feature. If it reads like a moment in the customer's day, such as "arrive with
vour shirt still dry”, it is a benefit.

Viét ba lgi ich chinh kém bﬁng ching - Writing three main benefits with proof

Bang chimg 1a thir khach hodc co quan quan 1y c6 thé kiém tra: s6 do, két qua tht, gidy
ching nhan, danh gid cua khach that, anh hoac video quay that. Loi ich khong cé bé“mg
chtng chi 14 101 khoe. Ban can sin chan dung khach ¢ muc truéc va bang thong sb san
pham.

Proof  is something a customer or a regulator can check: a measurement, a test result, a

certificate, a real customer review, an unedited photo or video. A benefit without proof is just a
boast. Have your customer profile from the previous section and the product spec sheet ready.

1. Ghi moi tinh ning ra gidy, mdi dong mot tinh ning, khoang 6 dén 10 dong. Chi ghi sy
that vé san pham, chua can hay.
Write every feature on paper, one per line, about 6 to 10 lines. Record plain facts about the
product; don't try to make them sound good yet.

2. Véi mdi dong, ty hoi "vay thi khach duoc gi?" va tra 1oi béng mot viéc khach lam
dugc hodc mot rac rdi ho tranh dwoc. Hoi lai téi khi cau tra 101 1a chuyén doi séng
chtr khong phai thong sb.

For each line, ask "so what does the customer get?" and answer with something they can do
or a hassle they avoid. Keep asking until the answer is about daily life, not specs.

3. Béi chiéu ting loi ich v&i van dé 16n nhat ctia nhom khach ban nham t6i. Gach bo loi
ich ma nhom d6 khong gap.

Match each benefit against the biggest problem of your target group. Cross out any benefit
that group doesn't face.

4. Chon ba loi ich con lai ¢6 strc ning nhat, xép theo mirc khach quan tam, cai quan
trong nhat dung dau.

Pick the three strongest benefits left and rank them by how much customers care, the most
important first.

5. Gan cho mdi loi ich dung mot bang chimg manh nhét ban dang c6. Chua c6 thi di 1dy:
do, thtr, chup, xin danh gia. Chua lay duoc thi bo loi ich d6 khoi thong diép.

Attach to each benefit the single strongest proof you already hold. If you have none, go and
get it: measure, test, photograph, ask for reviews. If you can't get it, drop that benefit from
your message.

6. Viét mdi loi ich thanh mot cau: khach duogc gi, réi bang ching. Gitr dudi 25 chit.
Write each benefit as one sentence: what the customer gets, then the proof. Keep it under 25
words.

7. Poc ba cau cho mot ngudi khong biét gi vé san pham rdi hoi ho hiéu ra diéu gi. Néu
ho hoi lai "nghia 13 sao" thi cdu con mo hd, hay viét lai.
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Read the three sentences to someone who knows nothing about the product and ask what
they understood. If they ask "what does that mean?", the sentence is still vague, so rewrite it.

VI DU / EXAMPLE — San pham: binh gii nhiét 500 ml, ning 320 g, nip co giodng silicone.
Loi ich 1: ca phé pha sang van nong khi tan ca chiéu. Bang chtng: d6 nudc 95°C, sau 12 gid
do con trén 60°C, c6 anh chup nhiét ké. Loi ich 2: bo binh vao cip canh laptop khong lo chay
nuée. Bang ching: binh day, dit ndm 24 gid khong ro, c6 video quay lién mach. Loi ich 3:
mang di ca ngay khong moi vai. Bang ching: anh binh dit trén can dién tir ghi 320 g. Thir tur
nay danh cho nhan vién vian phong; véi nguoi di xe dap, loi ich 2 ¢6 thé 1én dau.

Product: a 500 ml thermos, 320 g, with a silicone-sealed lid. Benefit 1: your morning coffee is still hot
when the workday ends. Proof: water at 95°C read above 60°C after 12 hours, with a photo of the
thermometer. Benefit 2: toss it in your bag next to your laptop without worrying about leaks. Proof:
filled bottle lay on its side for 24 hours with no leak, shown in one unbroken video. Benefit 3. carry it
all day without tiring your shoulder. Proof: a photo of the bottle on a digital scale reading 320 g. This
order suits office workers, for cyclists, benefit 2 may move to first place.

VI DU/ EXAMPLE — San pham: 40 mua bd hai manh cho nguoi chay xe may. Loi ich: di
dudi mua ma 4o bén trong van kho. Cach thir: nguoi mac 4o thun tréng, khoac bo 40 mua,
dung dudi voi sen 10 phat rdi céi ra, quay mot video lién mach. Ao thun con khé thi bang
chung c6 gid tri. Cau viét ra phai néu ding diéu kién: "D thir 10 phut dudi voi sen, 4o thun
bén trong con kho". Chua thir chay xe 30 phut thi khong duge viét "di ca quing duong van
kho".

Product: a two-piece raincoat for motorbike riders. Benefit: your clothes underneath stay dry in the
rain. Test: a person wears a white T-shirt, puts on the raincoat, stands under a shower for 10 minutes,
then takes it off, all in one unbroken video. If the T-shirt is dry, the proof holds. The sentence must
state the conditions: "Tested for 10 minutes under a shower; the T-shirt underneath stayed dry." If you
haven't tested a 30-minute ride, don't write "stays dry for the whole trip".

LOI HAY GAP / COMMON MISTAKE — Chi liét ké tinh ning ("thép khong gi, 500 ml")
r0i dé khach tu suy ra. Khach dang luét nhanh s& khong suy ho ban.

Listing only features ("stainless steel, 500 ml") and leaving customers to work out the rest. Someone
scrolling fast won't do that for you.

LOI HAY GAP / COMMON MISTAKE — Dung loi ich chung chung nhur "chét lugng
cao", "tién loi1". Cau nao dat vao san phérn ctia ddi thu van dang thi chua phai loi ich cta ban.
Using vague benefits like "high quality" or "convenient". If the sentence still fits a competitor's
product, it isn't your benefit yet.

LOI HAY GAP / COMMON MISTAKE — Néi qua bang chimg: thir mét 14n rdi viét "luon
luén", hodc dung sb ctia nha san xuit cho diéu kién khac. Chi viét dung nhing gi d do, néu
1& diéu kién do. Phan soat 101 hita & chuong sau s& quay lai viéc nay.

Overstating the proof: testing once and writing "always", or quoting a manufacturer's figure for
different conditions. Say only what you measured, and state the conditions. The chapter on checking
claims returns to this.

LOI HAY GAP / COMMON MISTAKE — Mugn 4nh, video hoic danh gia cia san phém
khac dé 1am bang chimg. Khach va co quan quan 1y déu co thé truy ra. Chi ding tu liéu do
chinh san phém cua ban tao ra.

Borrowing photos, videos or reviews from another product as proof. Customers and regulators can
trace them back. Use only material that your own product produced.
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LOI HAY GAP / COMMON MISTAKE — Nhdi nam, bay lgi ich vio mdt mau quang c4o.
Khach nhé dugc mot dén ba y, nén hay chon ba.
Cramming five or seven benefits into one ad. People remember one to three ideas, so choose three.

2.3. Thi trwong va phan khiic: chon nhém khach dé phuc vu — 2.3. Markets and

Segments

Thi truong 16n 14 tit ca nhimg nguoi c6 thé mua loai hang ciia ban. Hay hinh dung ca mot
khu cho d6ng ngudi: ai cling c6 thé ghé, nhung khong ai cin mua ding thi ban ban. Véi
ctra hang d6 choi g0, thi trudng 16n 1a moi gia dinh ¢6 con nhé can d6 choi.

P: The total market is everyone who could buy the kind of product you sell. Picture a crowded

marketplace: anyone might walk in, but not everyone needs what you sell. For a wooden toy
shop, the total market is every family with young children who needs toys.

Thi truong muyc tiéu 1a phén cua khu chg d6 ma ban chon phuc vu. Ban dung & mot quﬁy,
n6i v6i mot nhém ngudi, thay vi hét cho ca cho. Nhom nhé hon nhung ban hiéu 16 thi dé
ban hon nhom to ma ban chi doan.

P: The target market is the part of that marketplace you choose to serve. You stand at one stall

and speak to one group, instead of shouting at the whole crowd. A smaller group you understand
well is easier to sell to than a big one you only guess at.

Phén khuc 14 tirng nhém nho bén trong thi truong 16n, gom nhitng ngudi c6 diém chung
khién ho mua giéng nhau. C6 ba cach cit hay dung. Cit theo nhu cau: ho mua dé lam gi.
Cit theo ving: ho ¢ dau, nhan hang thé nao. Cat theo ngan sach: ho san sang tra khoang
bao nhiéu.

P: A segment is a smaller group inside the total market, made of people who share something

that makes them buy in a similar way. Three cuts are common. By need: what they buy it for. By
area: where they live and how they receive goods. By budget: roughly how much they are willing

to pay.
Cach chon nhom khach dé bat ddu — TIEUDE: How to Pick a Group to Start With

1. Viét mdt cau mo ta thi truong lon: ai, mua loai hang gi, & dau.
BUOC: Write one sentence describing the total market: who buys what, and where.

2. Chon mét cach cat dang anh huong nhat téi viéc mua. Thuong 1a nhu cau, vi cing
mot nguoi co thé mua vi 1y do rat khac nhau.
BUOC: Pick the cut that most affects buying. Usually that is need, because the same person
can buy for very different reasons.

3. Chia ra 3 dén 5 nhom, mdi nhom dat mot cai tén dé nhé va ghi nhu cau, ving, ngan
sach.
BUOC: Split the market into 3 to 5 groups. Give each a memorable name and note its need,
area and budget.

4. Chim mdi nhom tir 1 dén 5 diém theo bén cau hoi: nhém dit dong khong, ban tiép can
dugc khong, san pham c6 hop nhu cau khong, ban xong c6 13i khong.
BUOC: Score each group from I to 5 on four questions: is it big enough, can you reach it,
does your product fit its need, and is the sale profitable.
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5. Cong diém, chon nhom cao nhat 1am nhém bat dau. Ghi 1 1y do dé sau nay xem lai.
BUOC: Add up the scores and pick the highest group as your starting point. Write down
why, so you can review it later.

Khi chdm, 1 diém 1a rat yéu, 5 diém 13 rdt manh. Riéng cu "co 13i", dung doan: iy gia
ban trir gia von va phi giao. Mén ban 250.000 dong, von 150.000 dong, phi giao 30.000
déng thi 1ai 250.000 — 150.000 — 30.000 = 70.000 déng, tuc 28% gia ban. Lai mong thi
cham thap.

P: When scoring, 1 means very weak and 5 means very strong. For the "profitable” question, do
not guess: take the selling price minus the cost of goods and the delivery fee. An item sold at

250,000 dong with a cost of 150,000 dong and delivery of 30,000 dong earns 250,000 — 150,000
— 30,000 = 70,000 dong, or 28% of the price. Thin profit means a low score.

VI DU/ EXAMPLE — Cira hang db choi gb ban online, giao toan qudc. Thi truong 16n: gia
dinh c6 con tir 1 dén 6 tudi can mua dd choi. Ba nhém theo nhu ciu: nhém A 1a cha me tim
d6 choi gb an toan cho bé 1 dén 3 tudi, ngan sach 150.000 dén 400.000 dong mdi moén; nhom
B 14 ngudi mua qua sinh nhat, ngan sach 300.000 d¢én 600.000 dong; nhom C 14 trudng mam
non mua s6 lwong 16n, 5 dén 10 triéu ddng mdi don. Chdm diém theo thir tu: du dong, tiép
can duoc, hop nhu clu, ¢6 13i. Nhém A dugc 4 +5+5+3 =17. Nhéom B dugc 4 +3 +3 + 4
= 14. Nhém C duge 2 + 2 + 3 + 5 = 12. Cira hang chon nhom A. Théng diép dau tién noi
thang voi ho: dd choi gd son an toan cho bé mai biét bo, biét cam.

VIDU: An online wooden toy shop that delivers nationwide. Total market: families with children aged
1 to 6 who need toys. Three groups by need: group A is parents looking for safe wooden toys for
babies aged 1 to 3, budget 150,000 to 400,000 dong per item; group B is gift buyers for birthdays,
budget 300,000 to 600,000 dong; group C is preschools buying in bulk, 5 to 10 million dong per
order. Scores in order: big enough, reachable, fits the need, profitable. Group A gets 4 +5 +5 + 3 =
17. Group B gets 4 +3 + 3 + 4 =14. Group Cgets 2 + 2 + 3 + 5 = 12. The shop picks group A. Its
first message speaks straight to them: safely painted wooden toys for babies who are just learning to
crawl and grasp.

VI DU/ EXAMPLE — Tiém banh nhé dudi chan mot khu chung cu, chi giao trong ban kinh
3 km. Thi trudng 16n: ngudi séng quanh d6 can mua banh ngot. Ba nhom: nhém D 14 nhan
vién van phong mua banh an sang, 25.000 dén 40.000 dong; nhom E 1a gia dinh dat banh sinh
nhat, 250.000 dén 500.000 dong; nhom F 1a quan ca phé l4y si. Diém theo thi ty di dong,
tiép can dugc, hop nhu cau, co 13i: nhém D duge 5+ 5 +4 +2 =16, nhém E duoc 3 +4 + 5 +
5=17,nhém F dugc 2 + 2 + 3 + 4 = 11. Tiém chon nhém E du nhém D déng hon, vi mdi
chiéc banh an sang i qua it.

VIDU: A small bakery at the foot of an apartment complex, delivering only within 3 km. Total market:
people living nearby who buy sweet cakes. Three groups: group D is office workers buying breakfast
pastries, 25,000 to 40,000 dong; group E is families ordering birthday cakes, 250,000 to 500,000
dong; group F is cafés buying wholesale. Scores in order of big enough, reachable, fits the need,
profitable: group D gets 5 + 5 +4 +2 =16, group Egets 3 +4+5+5=17, group Fgets 2 +2+3
+ 4 = 11. The bakery picks group E even though group D is bigger, because each breakfast pastry
earns too little.

Chon nhom A khong c6 nghia 1a tur chdi nhém B hay C. Néu ho tu tim dén, ban van ban.
Chi 1a tién quang cdo, hinh anh va 15i chao dau tién danh cho nhom A. Khi nhém A chay
6n, ban méi mo sang nhom ké tiép.
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P: Choosing group A does not mean turning groups B and C away. If they come on their own,
vou still sell to them. It only means your ad money, photos and first greeting go to group A. Once
group A runs steadily, you open up the next group.

Piém chiam 1a wdc lugng, nén hiy kiém lai bang dir kién that: don hang cii, tin nhan
khach hoi, s6 nguoi bAm vao quang cao thir. Néu dir kién néi khac diém cham, tin di
kién.

P: Scores are estimates, so check them against real facts: past orders, customer messages, clicks
on a small test ad. If the facts disagree with your scores, trust the facts.

LOI HAY GAP / COMMON MISTAKE — Chon "tit ca moi nguoi" 1am thi trudong muc
tiéu. Thong diép sé nhat, tién quang co trai mong va khong ai thdy minh dugc noi téi.

LOI: Naming "everyone" as the target market. The message turns bland, ad money spreads thin, and
nobody feels spoken to.

LOI HAY GAP / COMMON MISTAKE - Chia theo thit khong lam khach mua khac di,
nhu chia theo thang sinh ctia me. Nhom nao ciing c6 cach mua giéng nhau thi cit vo ich.

LOLI: Splitting by something that does not change how people buy, such as the mother's birth month. If
every group buys the same way, the cut is useless.

LOI HAY GAP / COMMON MISTAKE — Chon nhém vi thdy hap din ma quén hoi minh
c6 tiép can dugc khong. Nhom C c6 don 16n nhung néu ban chua c6 dau méi truong hoc thi
rat kho vao.

LOLI: Picking a group because it looks attractive without asking whether you can reach it. Group C
has big orders, but without contacts at schools it is hard to enter.

LOI HAY GAP / COMMON MISTAKE — Cit qué min, ra chuc nhém nho xiu ma mdi
nhém chi vai ngudi. Giir 3 dén 5 nhém 1a du dé bat dau.

LOI: Cutting too fine, ending up with a dozen tiny groups of a few people each. Three to five groups
are enough to start.

LOI HAY GAP / COMMON MISTAKE — Chon nhém chi vi dong ngudi nht. Nhém dong
ma mdi don 1di mong c6 thé cho ban it tién hon mot nhom nhé hon nhung 13i day.

LOI: Choosing a group only because it is the biggest. A large group with thin profit per order can
earn you less than a smaller group with fat margins.

GHI CHU / NOTE — Thi truong 16n 14 khu cho, thi truong muc tiéu 1 quay ban dtng, phan
khtic 13 cac nhom khach ban can nhic. Bt dau tir mot nhom, do két qua, ro6i m&i mo rong.
GHINHO: The total market is the marketplace, the target market is the stall where you stand, and
segments are the groups of buyers you weigh up. Start with one group, measure the result, then
expand.

2.4. Dinh vi va thong di€p chinh trong mot cau — 2.4. Positioning and the Core
Message

Dinh vi 1a chd dung cta ban trong dau khach hang so voi nhitng luya chon khéc. Vi du doi
thuong: ¢ khu van phong c6 ba quan phd, khach nhé quan A 1a "phd nhanh, &n trong 10
phat", quan B 13 "nudc dung ninh xwong", quan C 13 "gan nhat". Mdi quan di c6 chd
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dung riéng, du chii quan chwa bao gio viét ra. Viét cau dinh vi 1a chu dong chon chd dimg
d6 thay vi dé khach tu gan.

Positioning is the spot your product holds in a customer's mind compared with the other options.
Picture an office district with three pho shops. Customers remember shop A as "quick, ten
minutes", shop B as "bone broth simmered all night", shop C as "the closest one". Each has a
spot, even if no owner ever wrote it down. A positioning sentence means you choose that spot
vourself instead of letting customers assign one.

Thong diép chinh 13 ciu dinh vi dd duoc néi lai bang giong ctia khach hang, di ngan dé
in 1én bién hiéu, tiéu dé quang cao hodc dung lam cau md dau khi ban hang. Cau dinh vi
dung ndi by dé ca nhém hiéu cuing mot chuyén. Thong diép chinh dung dé néi ra ngoai.
Moi bai ding, quang céo, kich ban sau nay déu xoay quanh mot cau nay.

The core message is that positioning restated in the customer's own words, short enough for a
sign, an ad headline or a sales opener. The positioning sentence is internal: it keeps your team

aligned. The core message is external. Every later post, ad and script revolves around this one
line.

Thong diép chinh khac khau hiéu & chd no phai c6 thir ¢é ching minh. Khau hiéu nhu
"Huong vi cta niém vui" nghe ém tai nhung khach khéng kiém tra duoc gi. Thong diép
chinh nhu "Ca phé dé 1am viéc, yén tir 6 gio 30" thi khach c6 thé dén lac 6 gio 30 va tu
thdy dung hay sai. Ctr hoi: mot nguoi la c6 thir duge cau nay khong?

A core message differs from a slogan because it has something to prove. A slogan like "The taste
of joy" sounds pleasant, but customers cannot test it. A core message like "Colffee for working,

quiet from 6:30" lets a customer show up at 6:30 and see for themselves. Ask yourself: could a
stranger put this line to the test?

Chuan bi — What to prepare

Ban can ba tht tir cac muc trude: chan dung khéch hang chinh, van dé 16n nhéat cua ho, va
nhém khéach ban da chon phuc vu. Thém vao d6 1a danh sach ba ddi thi gin nhat, tic
nhiing noi khach s€ ghé néu khong chon ban. Ddi thi o thé 1a ca mot thoi quen, vi du "tu
pha ca phé ¢ nha".

You need three things from earlier sections: your main customer profile, their biggest problem,
and the segment you chose to serve. Add a list of your three closest alternatives, meaning the

places customers would go if they skip you. An alternative can be a habit, such as "brewing
coffee at home".

Cac budc viet cau dinh vi — Steps to write the sentence

1. Viét mot dong mo ta khach hang that cu thé: ai, & dau, dang lam gi. "Nhan vién vin
phong quanh phd Duy Tan can lam viéc budi sang" t6t hon "moi ngudi yéu ca phé".
Write one line describing the customer: who, where, doing what. "Olffice workers near Duy
Tan street who need to work in the morning"” beats "everyone who loves coffee".

2. Viét van dé hoic viéc ho can giai quyét, dung ding chit khach hay néi. Nghe khach
ké hodc doc binh luan dé 1y chir.
Write the problem or job they need done, using the words customers actually say. Take the
wording from interviews or comments.
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3. Ghi ra diéu d6i tha 1am cho cung van dé d6, mdi dbi thu mot dong ngan.
Note what each alternative does for the same problem, one short line each.

4. Tim mot diém khac ma ban lam duoc, d6i thu 1am kém hodc khong lam, va khach
thy gia tri. Piém khac phai kiém ching duoc bang mat, s6 do hoic tai lidu.
Find one difference you can deliver that alternatives do poorly or not at all, and that
customers value. It must be checkable by eye, by number or by document.

5. Ghép bén manh vao mot trong ba mau cau sau day, rdi rit thanh thong diép chinh
dudi 12 chir.
Fit the four pieces into one of the three templates that follow, then cut it down to a core
message under 12 words.

Ba mau cau — Three sentence templates

« Mau 1, day du nhat: Danh cho [nhom khach] can [viéc], [tén] 14 [loai san pham] gitip
[loi ich], khac [d6i tha] & chd [diém khéc kiém chimg duoc].
Template 1, the fullest: For [customer group] who need [job], [name] is a [product type]
that [benefit], unlike [alternative] because [verifiable difference].

« Mau 2, theo tinh huéng: Khi [tinh hubng], [nhém khach] chon [tén] vi [1y do], con [lua
chon thay thé] thi [diém yéu].
Template 2, by situation: When [situation], [customer group] choose [name] because
[reason], while [alternative] [weakness].

« Mau 3, theo vi tri riéng: [Tén] 1a [loai san pham] duy nhét trong [pham vi] 1am duoc
[diéu gi] cho [nhom khach], vi [bang ching]. Chi dung chit "duy nhat" khi ban da
kiém tra thi truong.

Template 3, by unique position: [Name] is the only [product type] in [scope] that [does

what] for [customer group], because [proof]. Use "only" when you have actually checked the
market.

VI DU/ EXAMPLE — Quan ca phé Goéc Yén mo lc 6 gio 30 sang gan khu vin phong. Cau
dinh vi theo mau 1: "Danh cho nhén vién vin phong quanh phé Duy Tan can chd lam viéc
yén tinh budi sang, Goc Yén 1a quan ca phé c6 6 cim ¢ mdi ban, wifi riéng va khong bat nhac
101, khac cac quan chudi dong va 6n & chd khach ngdi 1am hai tiéng khong bi dudi ban."
Thong diép chinh rit ra: "Ca phé dé lam viéc, yén tir 6 gid 30." Ba vé déu kiém chimg duoc:
dém 6 cim, do toc do wifi, xem gi0 mo cua.

The café Goc Yen opens at 6:30 a.m. near an office district. Template 1 gives: "For office workers
around Duy Tan street who need a quiet place to work in the morning, Goc Yen is a café with a power
outlet at every table, its own wifi and no vocal music, unlike busy chain cafés, because you can work
two hours without being moved off your table." Core message. "Coffee for working, quiet from 6:30."
All three claims can be checked: count the outlets, test the wifi speed, read the opening hours.

VI DU/ EXAMPLE — Mot vi du khac, ding miu 2. Xe Vé Nha 1a dich vu sira xe may luu
d6ng. Khach chinh 14 céng nhan ca dém & khu nha tro gan khu céng nghiép, hay hong xe lic
tan ca khi tiém da dong ctra. D4i thu 1a tiém stra ¢6 dinh va viée tu dat xe vé. Cau dinh vi:
"Khi xe hong sau 22 gid, cong nhan ca dém chon Xe V& Nha vi thg c6 mat trong 30 phut
ngay tai chd, con tiém ¢ dinh thi da dong cira va khach phai dit xe hang cdy s6." Thong diép
chinh: "Xe hong ban dém, 30 phut co tho." Bang chimg nam trong sd cudc goi: ghi gior goi va
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gio tho dén, tinh trung binh mdi tuan. Néu s6 liéu vugt 30 phit thi sira 10 hira, dimg sira s6
liéu.

Another example, using template 2. Xe Vé Nha is a mobile motorbike repair service. The main
customer is a night-shift worker living in rented rooms near an industrial park, whose bike often
breaks down after work when shops are closed. The alternatives are fixed repair shops and pushing
the bike home. Positioning: "When a bike breaks down after 10 p.m., night-shift workers choose Xe Vé
Nha because a mechanic arrives on the spot within 30 minutes, while fixed shops are closed and
customers push the bike for miles." Core message: "Bike broke at night? A mechanic in 30 minutes."
The proof sits in the call log: record the call time and arrival time, then average them each week. If
the average runs past 30 minutes, change the promise, not the numbers.

Danh sach kiem: cau da du cu theé chwa — Checklist: is the sentence specific enough

« Nhém khach c6 thé hinh dung thanh mét ngudi cu thé, khong phai "moi nguoi".
You can picture the customer group as a real person, not "everyone”.

* Vén dé viét bang chir khach dung, khong phai chir ciia phong marketing.
The problem uses customer wording, not marketing jargon.

« Piém khac kiém chtng duoc bang s, hinh anh hodc gidy to.
The difference can be checked with a number, a photo or a document.

« Péi thu duoc goi tén hoac goi loai rd rang, khong dé tréng.
The alternative is named or clearly typed, not left blank.

* Boi thu khong thé dan nguyén cau nay 1én ctra hang cua ho.
A competitor could not paste this same sentence onto their own shop.

« Thong diép chinh duéi 12 chit va mot nguoi ngoai nghé doc 13 hiéu.
The core message is under 12 words and an outsider understands it on first read.

LOI HAY GAP / COMMON MISTAKE — Nhiing chit nhu "chét lugng cao", "tan tam",
"uy tin" ai ciing n6i dugce nén khong tao khac biét. Thay bang thir dém hodc nhin thdy duoc.
LAi thir hai: nhdi ba diém khéac vao mot cau, khach khong nhé ndi diém nao. Chon mot. Ldi
thir ba: hira diéu chua 1am dugc, vi sau ndy moi ndi dung phai chimg minh 16 hira d6.

Words like "high quality”, "dedicated" and "trustworthy" are available to every rival, so they set you
apart from no one. Swap them for something countable or visible. Second mistake: stuffing three
differences into one sentence, so customers remember none. Pick one. Third mistake: promising what
you cannot deliver yet, since every later piece of content must prove that promise.

LOI HAY GAP / COMMON MISTAKE — L3i thir tu: chon d6i thii qué yéu dé thang dé.
Néu ban chi so véi quan kém nhét khu, khach van dit ban canh quan tdt nhét va théy cdu cua
ban khong dang tin. Loi thir nam: viét mot 1an rdi cat. Sau vai thang, hay doc lai, vi ddi thu
d6i cach 1am va khach ciing d6i thoi quen.

Fourth mistake: picking weak rivals so you win easily. If you only compare yourself with the worst
shop in the area, customers still set you beside the best one and your sentence loses credibility. Fifth
mistake: writing it once and filing it away. Reread it every few months, because rivals change their
ways and customers change their habits.

MEO / TIP — Doc cau dinh vi cho ba ngudi thudc nhém khach muc tiéu, roi hoi: "Anh chi
nhic lai gitp t6i quan nay khac chd nao?" Néu ho nhic sai, cau chwa du rd.
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