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L&i noi dau

0 thoi dai ma rao can thuong mai gira cac qudc gia dang dan dudc xoa bd, cac
doanh nghiép cé co hdi maé rong ra thi trudng quéc té, ky nang ndi tiéng Anh trd
thanh mot trong nhiing diéu kién tién quyét gitp (ng vién tim kiém viéc lam. Gan
day, khi ti€ng Anh van phong ngay cang dudc chu trong, bai thi tuyén dung cla
nhiéu doanh nghiép trong nudéc va nuéc ngoai da cé thém phan phéng van bang
tiéng Anh.

Vay, Ung vién can lam gi dé chuan bj t6t cho cudc phéng van bang tiéng Anh?

V6i nhiéu ngudi, viéc on luyén tiéng Anh dé chuan bi phéong van khong hé dé,
nhat 1a khi ho con phai ban ron tim viéc va lo cho cac phan thi khac. N&u cir dén
suc tim kiém va hoc thudc l1ong cac mau cau trén mang mot cach thiéu chién
luge, ban sé kho co thé thé hién dugc tron ven thé manh cla minh bang tiéng
Anh truéc nha tuyén dung. 233 mau cau tiéng Anh chinh phuc nha tuyén dung
la cuén cdm nang dudc téng hop tu nhiing tran tré thudng gap trong qua trinh
chuén bi cho cudc phéng van xin viéc bang tiéng Anh. Cuén sach gidi thiéu quy
trinh phéng van va huéng dan kj cang cac budéc chuén bi cho phan phdng van
tiéng Anh (nhu bi quyét viét CV, thai do, cach Ung x& phl hgp cling nhu ky nang
tra 16i cau héi moét cach tu nhién va thich hgp), dua ra phuong phap hoc theo
cac mau cau hai va tra 16i tu co ban dén nang cao theo dung trinh tu ca mot
cudc phéng van, va cung cap cac “tip” dé vust qua nhiing tinh huéng khé trong
cd hanh trinh tuyén dung. Ngoai ra, cAc mau cau dudc gi6i thiéu trong sach co
tinh Ung dung cao, khdng nhing s dung dudc trong phéng van xin viéc ma con
dugc dung trong giao ti€p tiéng Anh van phong. Day chinh la hiéu qua “‘mét cong
do6i viéc” ma ban cé dudc khi hoc theo cubn sach nay.

Néu ban dang chuén bi cho mét cudc phdng van bang tiéng Anh nhung van con
loay hoay, chua biét bat dau ti dau va nhu thé nao, cuén sach nay chac chan sé
la cong cu théng minh danh cho ban. Chung téi hy vong rang 233 mau cau tiéng
Anh chinh phuc nha tuyén dung sé |a hanh trang thiét thuc giup ban gidm bét
ganh nang va hoang mang trong qua trinh tim kiém viéc lam.
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What do you do in your spare time? / Gi6i thiéu vé ndi dung chinh trong Unit.

Ban 1am gi khi ranh r3i?

Kl agt

weré mal ! C——

o o

S

kel - Mau cau sé hoc.

060 1 enjoy V-ing inmy free time
061 Vjoin~ every weekend

061 Since started -, Ihave + p2

Toi giai téa cang thing bang cach ~
I get rid of stress by ~

& Mau cau chinh sé hoc trong bai kém phéan

gi6i thiéu.

Ban c6 thé lam quen véi cach si dung mau
cau théng qua vi du. Hay xem thi mau cau

A dudgc dung trong tinh huéng nao.

bh St ¥ 1 getrid of stress by meditation.

A, TO19i 168 cang thing bing céch
Gocssen

Hay xem phan dich nghia 6 cot bén trai roi
van dung mau cau dugc hoc dé hoan thanh
cau tiéng Anh 6 cot bén phai, sau do ban co
thé maé bai nghe tuong Ung.

reading books.

g, Toigkwacingthingbingcichnn takinga short
" géio. break.

Interview Plus | Phan nay sé qidi thiéu thém
cac cach dién dat tiéng Anh hay nhing bi

quyét dé cé mot budi phdng van thanh cong.

Tram ding | Phan nay sé téng hop céac ti vung
kho tU cac vi du da hoc. Ban cé thé tham khao
moi khi “bi” tu.

\
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% 001-010: Luyén hai thoai véi cac mdu cau 4 hoc
£ 010_1.mp3
Hay si dyng 10 mau cau da hoc & tréng. Dé cai j nang ngt than,
ban hiy nghe va noi theo audio 2 I4n.

Review

|. A Youmustbe Hoang Nam? A aoh a osng Nam ding khéng? CU sau ]0 mgu CéU dUOC gIOI thIéU
B Yes,lam. Howdoyoudo? B Vang, dingrdi. Xin chdo. Rat vui ¥ ¥

A How do you do? Please have a seat. Guge gip anh.

A Rétvui duge gdp anh. Mol anh ngéi.

B Thankyou.
v B Cimon

sé co phan luyén tap dé ban cing c6
kién thuc. Hay xem phan dich nghia

7. A ThenextpersonisMr. HoangNam. Please A Ngudl tiép theo la anh Hoang Nam.

R B St v e bang ti€ng Viét trudc. Ti€p do, van
A We are pleased to meet you, too. Please ngudi. . x N - 2 .« R R
R Y ot et dung mau cau da hoc dé dién vao

ché tréng bang tiéng Anh. Ban nhé

3. A YouareMr. Hoang Nam, right? A Anhla Hoang Nam ding knong?
B Yes, |am. | was pleased to receive your B Vang. Toi rét vui khi nhan duge dign d . ~ 2, d . \ | n .
phone calla few days ago. thogl cia anhvao my ngay trudc ung quen mo audio va luyen nol
T8 Anh sin sane budi phor
A Great. Are you ready for an interview? A TOk gué. Aok sl sing cho bud) phing
vin6i cha

B Yes.

theo.

B Vang. Rit vinh dy khi duge phong vin
hom nay.
7 » 2 . \
Y. A Please come in, Mr. Nam. A AnhNam. moi anh vao. Ban co the tham khao céac tu Vung
B Nice to meet you. fm B Han Tol et val khi g 0
a tod
A Please have a seat N "';‘::::;“ o kh . 6 e X d. h ae th .
B B Truée hét, xin cam on anh chi vi 4 0 g cual ol oan QI Oal‘
s4p xép lich phong vn thudn tién
chotéi.
5. A Please introduce yourself first A Trudc tién, mai anh gidi thi¢u vé ban
B Thank you. First of all, nice to meet you. than
. B Camon. Trudc hét, toi rét vui duge gdp
My parents named me Minh Nuy@t, which anh ch. Yen t5i 1 L& Minh Nouyit. 85
means brighit moon. me 161 3t tén nay cho t6i voi y nghia
1“trang séng’.

*bright séng

9. 1am pleased to be directly interviewed by the
CEO o this company.

Dap an

Tai app Gamma Books dé nhan
dugc dap an mién phi cla sach.

Iamhonored to ~
6l vinh dy duoc -

1 1amhonored to be here.
Toi it v 0y 8uoc c0 mat & by

o Sau d6, ban c6 thé thay dgi noi

T6i it vinh dy K cuSicing o

7. Hello. How are you doing?
R — dung cua céac cau ggi y cho phu
R e hgp véi tinh hudng cua ban.

10. Hello. (m honored to meet you.
Xinchao. 2

@ lam pleasedto ~

Toi rit vui duge ~

1. 1am pleased to meet you.
ot v Guoe g4p ann

) Tandung file MP3

Ban c6 thé nghe tat ca cac cau vi du trong cuén sach nay béng giong doc cla nqudi
ban xU. Hay quét ma QR 6 trang 005 dé luyén nghe.

J
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Nhiing diéu can biét vé phéng van tiéng Anh

\

Toi nghi t6i 1a ngudi ~/~ thé hién con ngudi toi

1 B Cachinh thiic phong van bang tiéng Anh 024
2 b Chuénbicho cudc phéng van bang tiéng Anh 026
3 » Biquyét phdng van tiéng Anh thuc té 029
4 b Biquyétviét CV(soyéulylich) béng tiéng Anh 030
5 b Biquyétviét thu ing tuyén(cover letter) 036
Part |  ciei thiguban than
Unit 01 » Hello. I'm pleased to meet you. Chao hoi
001 Hello. Xin chao. 043
002 lam pleased to ~ Téi rat vui dugc ~ 044
003 lamhonored to ~ Toi rat vinh du dugc ~ 045
004 First of all, thank you for ~ Tru6c hét, xin cdm on vi ~ 046
Unit 02 , Pleaseintroduce yourself. Giithiéusolugc vé ban than
005 Mynameis~Téntoila~ 048
006 lam ~Toila(ten) 049
007 lama/an ~Téila(chdc danh nghé nghiép) 050
008 Iam applying for ~ Tai Ung tuyén vao ~ 051
009 Iam one of the candidates for ~ 052
T6ila mét trong nhiing Ung vién cho ~
010 lam from ~ Téi dén tu ~ 053
011 Ithink ~ represents who | am 054
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Unit 03 » Tell us about your education. Hocvan

012 lamasenior [junior] majoring in ~ 056
T6i la sinh vién nam cudi [nam ba] chuyén nganh ~

013 lam majoring in ~/I majored in ~ 057
Téi dang theo hoc chuyén nganh ~/T6i da hoc chuyén nganh ~

014 Idouble majored in A and B 058
Toi hoc song song hai chuyén nganh Ava B

015 lama/an ~ major with aminorin ... 059
Téi theo hoc nganh ~, véi chuyén nganh phula...

016 1am expecting ~ degree from[in]... 060
Téi s&p nhan bang ~cla....

017 1will be graduating with a/an ~ degree 061
Toi s&p t6t nghiép nganh ~

018 Igraduated from ~ as [with]... 062
T6i tot nghiép trusng ~, chuyén nganh (hoc vi)

Unit 04 » What's your personality like? Tinhcach

019 lam + tinh tir T6i la ngudi ~ 064

020 Ihave +danh tu Téico ~ 065

021 llike to ~ Téi thich ~ 066

022 lamaperson who is ~ Tdi I ngusi ~ 067

023 Iconsider myself (to be) ~ Toi nhan thay minh ~ 068

Unit 05 » What are your strengths? Diém manh

024 1have ~ knowledge of ... Téi co kién thuc vé ... 070

025 lam good at ~ Toi gidi ~ 071

026 My key strength is ~ Biém manh 16n nhét cua toi la ~ 072

027 My strong asset(s)is/are ~ Taisan 6n cla toi la ~ 073

028 My friends [colleagues] tell me that | am ~ 074
Ban be[d6ng nghiép]noi toi la ~

029 laminterested in ~ T6i quan tam dén ~ 075

030 Ilamreally keenon ~ 076

T6i rat quan tam dén ~/Toi rat thich ~

J
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031 Itry my best to ~ Téi c6 gang hét stc dé ~ 077

032 1don't mind V-ing Téi khéng ngai ~ 078

033 ~iswhatdistinguishes me (from ...) 079
~la diém khac biét cla toi (phan biét toi véi ...)

034 1keep up with ~ Téi khéng nguing hoc vé/cép nhat ~ 080

035 Igetrid of stress by ~ Toi giai tda cang thang béng cach ~ 081

Unit 06 » What are your weaknesses? Diémyéu

036 To tell you the truth, | am a bit ~ Thanh that ma noi, t6i hoi ~ 083

037 lam afraid that | ~E la t6i ~ 084

038 My weakness is that ~ Diém y&u cla toi la ~ 085

039 One of my shortcomings is that ~ 086
M6t trong nhiing khuyét diém cua toi la ~

040 Itryto ~Toic6 gang~ 087

041 Thanksto~,|...Nhgco ~, toi ... 088

042 Consequently, | am expecting to ~ 089
Do do, toéi mong la minh sé ~

043 |failed to ~ T6i da khong thé ~ 090

044 1 had to quit V-ing Téi da phai b ~ 091

045 Butllearned ~ Nhung t6i da hoc dugc ~ 092

046 The worst mistake I've made is ~ 093
Sai l&m 16n nhét tai tung mac phai 1a ~

047 1look back and realize (that) ~ Téi nhin lai va nhan rarang ~ 094

Unit 07 » What are your goals or aspirations?

Muc tiéu hoac nguyén vong

048 1would like to work in the ~ Department 096
T6i mudn lam viéc 6 bd phan (phong ban) ~

049 Infive years, | can see myself ~ Nam nam sau, t6i nghi minh sé ~ 097

050 Inthe very short term, I'd like to ~ Tru6c méat, t6i mudn ~ 098

051 My short-term goal is to ~ Muc tiéu ngan han cia toi la ~ 099

052 My long-term goal is to ~ Muc tiéu dai han cua téi la ~ 100

053 Tobe~, lamgoingto ... ~ DEtrd thanh ~, toi sé ... 101
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054 To achieve my goal, | have been V-ing 102
Pé dat dusc muc tiéu cia minh, t6i dang ~
055 My ultimate dream is to ~ U6c mo 16n nhét cla toi la ~ 103
056 Personally, | want to be a/an ~ Ca nhan t6i muén tré thanh ~ 104
057 Beforelretire, | would like to ~ Trusc khi nghi huu, t6i muén ~ 105
Unit 08 » What do you doin your spare time? Séthich
058 For fun, | ~ Toi ~ cho vui/vi sé thich 107
059 Ispend my free time V-ing Toi danh thoi gian ranh dé ~ 108
060 lenjoy V-ing in my free time
T6i thich ~ khiranh 109
061 ljoin ~ every weekend Cu cu6i tuan I tdi lai tham gia ~ 110
062 Sincelstarted ~, | have + p2 ~ T khi bat dau ~, t6i da ~ m
Unit 09 » Do you have any skills that you think are better
than the other applicants? Nangkhiéu vaky nang
063 Ihave obtained ~ Téi da dat ~/c6 ~/I8y dugc ~ 13
064 lhave a/an ~ certificate Tdi co ching chi~ 14
065 lam a certified ~ Toi la mot ~ dugc ching nhan 15
066 1have ~ skills Tai co (cac) ky nang ~ 116
067 lcan~Toicothé~ 17
068 Ihave the ability to ~ Téi c6 kha nang ~ 118
069 lamagood ~ Taéila ~gidi/tét 119
070 lam excellent at ~ Toi xuét séc/rat gidi trong viéc/khi ~ 120
071 laman expertat[in/on]~ Téila chuyén gia vé/trong ~ 121
Unit10 » What's your life motto? Chamngonsdng
072 |prioritize ~ in my life Trong cudc séng, tdi uu tién ~ 123
073 My philosophy in life is to ~ Trigt ly s6ng cda toi la ~ 124
074 My life motto is ~ Cham ngén séng cua toi la ~ 125
075 ~is myrole model ~la hinh mau cta toi 126
076 Ilrespect ~Toi nguéng mo ~ 127
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077 lamdeeply interested in ~ Téi quan tam sau sic dén ~ 128
Part ). Déngluc va tu cach ung tuyén
Unit11 » What do you know about our company? Vé cong ty ing tuyén

078 Your company philosophy is ~ Triét ly ctia cong ty ~ 131

079 Irespect your company chairman’s....
T6i ton trong/ngudng mé ... cla chd tich céng ty ~ 132

080 This company’s founding philosophy means ~ 133
Triét ly thanh lap clia cong ty cé nghia la ~

081 Your company is dedicated to ~ Cong ty dén tam huyét vao ~/chatrong 134

082 Yourrecent projectin~is... Dyan gan day ctiacongty 6 ~la... 135

083 Your ~ products have changed ... 136
San phdm ~ clia cong ty da lam thay déi ...

084 Your ~ product(s) is/are unprecedented 137
San pham ~ clia cong ty 14 chua tiing co tién lé

085 Your ~ project seems ... Dy an ~clia cong ty co vé ... 138

086 Your company’s ~ will ... ~clacong ty sé ... 139

087 This company is planning to ~ Céng ty dang cé ké hoach ~ 140

088 Ihave no doubt that this company will ~ 141
Téi chac chan cong ty sé ~

089 1 will contribute to ~ Téi sé gop phan ~ 142

Unit12 » Why did you apply for this company? Ly do tng tuyén vao cong ty

090

091

092
093
094
095

Your company is the best company in ~

DAy la cong ty tot nhat trong nganh ~

lam impressed with the fact that ~ Téi an tugng véi thuc té la ~
You are a pioneer in ~ Cong ty la doanh nghiép tién phong trong ~

| deeply respect ~ T6i vé cung nguéng mo ~

lam in line with your company’s ~ T6i tan thanh véi ~ ctia céng ty
During my job search, | discovered that ~

Trong qua trinh tim kiém viéc lam, téi dugc biét rang ~
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096 Itis my dream to ~ Uéc ma cla tdi la ~ 150

097 I've always wanted to ~ T6i lubn muén ~ 151

098 My dreamjob is to ~ Cong viéc mo udc cla toi la ~ 152

099 Ifind it interesting that ~ Toi cam thay tha v ~ 153

100 |find excitement in ~ Téi cdm thay hao hung ~ 154

101 Ajob with ~ is my ideal job Céng viéc cé ~ 1a cong viéc ly tudng cua toi 155

102  Youneed people like me with ~ Cong ty can nhitng ngudi ~ nhu toi 156

103 lam cut out for ~ Téi phu hop véi ~ 157

Unit13 » What qualifications do you possess for this position?

Nang lyc dé dugc tuyén chon

104  This position requires ~ Vi tri nay doi héi ~ 159

105 lam one of the few ~ with ... Téi la mét trong sG it ~ o ... 160

106 Itake great pride in ~ Téi rt tu hao vé ~ 161

107 Ihave ~, which is/are what you're looking for 162
Téi c6 ~, diéu ma céng ty dang tim kiém

108 lassure you that | would be able to ~ 163
Toi ddm bao rang toi co thé ~

109 1am sure that my ~ skills will ... Téi tin chac ky nang ~ ca toi sé ... 164

110 Ithink | deserve to ~ Téi nghi minh xtng dang ~ 165

Unit 14 » What particular skills or abilities do you possess?

Ky nang nghiép vu

111 Imanaged to ~ T6i da thanh cong ~ 167

112 Because of ~, | could ... Nht c6 ~ ma toi co thé ... 168

113  lam certain that | can make the best use of ~ 169
Toi chdc chan réng toi co thé tan dung téi da ~

114  Ihave demonstrated leadership by V-ing 170
T6i da thé hién kha nang lanh dao bang cach ~

115 lwould describe my leadership style as ~ 171
T6i s& moé ta phong céch lanh dao clia minh la ~

116 1was the head of ~ 172
Téi la nguoi duing dau [truéng phong/truéng nhom/1anh dao] cla ~

117  Astheleader, | had to ~ La ngusi dung dau, t6i phai ~ 173
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118 I'made sure ~ Toi dam b&o rang ~ 174

119 lorganized ~ Téi da t6 chic/thanh 1ap ~ 175

120 Ilisten carefully to ~ Téi c4n than lang nghe ~ 176

121  Ishowed initiative in V-ing Téi da thé hién tinh chd dong khi ~ 177

122 lused my ~ skills to persuade ... Toi d& dung ky ndng ~ dé thuyét phuc... 178

123 |focused on ~ Téi tap trung vao ~ 179

124 Iwork closely with ~ Téi hgp tac cht ché/lam viéc sau sat véi ~ 180

125 Ifeel teamwork is vital in ~ 181
Toi thay ky nang lam viéc nhom rat can thiét ~

126 I have demonstrated teamwork in ~ 182
Toi thé hién ky nang 1am viéc nhom khi ~

127 luse ~to manage my time Toi dung ~ d€ quan ly thoi gian clia minh 183

128 |prioritize ~ according to ... Téi uu tién ~ theo ... 184

129 I make it arule not to ~ Quy tac cda t6i la khéng dugc ~ 185

130 Icheck ~ regularly Téi thuong xuyén kiém tra ~ 186

131 Ihave ~ which | think is the key to ... 187
Téi c6 ~, t6i nghi do6 chinh la chia khéa cho ...

132 | was creative in ~ Téi sang tao trong ~ 188

133 lvalue ~in ... Téi dé cao ~ trong ... 189

134 When | serve my clients, | treat them ~ 190
Khi phuc vu khach hang, téi doi xr voi ho ~

135 Customer service is important in ~ 191
Dich vu chdm soc khach hang rat quan trong trong ~

Part 3 Trao d6i vé trai nghiém thai di hoc
Unit15 » Tellus about your school days.

Qua trinh hoc tap va hoat dong & trudng

136  lwas into ~ T6i rét thich ~ 194

137 Ainspired me with B, so | decided to majorin ~ 195
A truyén cam hing cho téi bang B, vi thé téi quyét dinh hoc chuyén nganh ~

138 It was a natural decision to choose ~ 196

Lua chon ~ la mot quyét dinh tu nhién
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Unit16 »

139 From my studies, | learned ~ 197
Qua qua trinh hoc tap, téi da hoc dugc ~

140 My studies have helped me (to) ~ 198
Viéc hoc/nganh hoc da giup toi ~

141 I mastered ~ Téi thanh thao ~ 199

142 | participated in ~ Téi da tham gia ~ 200

143 1had various on-campus ~ experiences 201

T6i co nhiéu kinh nghiém ~ thai di hoc

144 ljoined ~ Téi tung tham gia ~ 202
145 1was an active member of ~ Téi ting la thanh vién tich cuc cia ~ 203
146 1was appointed (as) ~ Toi tung dugc bd nhiém lam ~ 204
147 These activities taught me how to ~ 205

Nhing hoat dong nay da day toi cach ~
148 My college ~ lecturer inspired me with ... 206
Giang vién moén ~ da truyén cdm hing cho téi bang ...

149 My college days were ~ Thsi dai hoc cua toi ~ 207

How were your overseas studies?
Chuong trinh hgp tac doanh nghiép - dai hoc, du hoc, du hoc tiéng

150 One of my lecturers suggested | enter ~ program 209
Mot trong nhiing gidng vién cla toi ggi y téi tham gia chuong trinh/khda hoc

151 ~was/were intellectually stimulating 210
~(da) goi nhiéu suy nghi/truyén cdm hung

152 ljoined the industry-university cooperation program with 211
[sponsored by] ~ Téi ting tham gia chuong trinh hgp tac gitia doanh nghiép va
nha trusng véi [ dugc tai trg béi] ~

153 Imanaged to learn ~ from the co-op program 212
Téi da hoc dudc ~ tu chuong trinh vira hoc vira lam

154 |participated in an exchange program at ~ 213

Téi da tham gia chuong trinh trao d6i & ~

155 Idecided to study abroad to ~ Téi quyét dinh du hoc dé ~ 214
156 ltook ~at ... University Té6i da tham gia ~ 6 trusng Dai hoc ... 215
157 llearned ~ by V-ing Téi hoc ~ bang cach ... 216
158 Ihad to take care of ~ myself 217

To6i da phai tu lo liéu/cang dang/giai quyét/cham séc ~
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159 I made many international friends in [from] ~ 218

Toi da két ban voi nhiéu ban bé quéc té 6 [tu] ~
Unit17 » Why did you take a one-year break from school?

Ly do tam nghi hoc hodc d6i chuyén nganh

160 Ibecame interested in ~ Téi tré nén hung thu voi ~ 220

167 Iwas moreinto A than B Té6i quan tdm dén A hon la B 221

162 |was crazy about ~Toi tung rét say mé ~ 2292

163 Ihad to take one year off from school because (of) ~ 223
T6i da phai nghi hoc mét nam vi~

164 It was a tough time V-ing Do 1a quang thai gian kho khan khi ~ 224

165 | came to realize ~ Toi danhanra~ 225

166  Now I think | made a good decision to ~ 226
Gid nghilai, toi thay minh da co quyét dinh ding dan khi ~

167 Inretrospect, | think ~ Khi nhin lai, t6i nghi ~ 227

Part Y Trao déi vé kinh nghiém lam viéc
Unit18 » Canyou tell me about any jobs you've had or internship

you've done? Kinh nghiém thuc tap valam thém

168 Iwas anintern at ~ T6i timg la thyc tap sinh tai ~ 230

169 Ihappened to intern at ~ Toi tinh co dugc thyc tép tai ~ 231

170 Iwas chosen to work for ~ Tdi da co co hoi lam cho ~ 232

171 My internship experience has prepared me to ~ 233
Kinh nghiém thuyc tap da giup toi biét (cach)~

172 | complied ~ Téi da téng hgp ~ 234

175 lassistedin ~Toi dahd trg ~ 235

174  Ihad a part-time job at ~ Téi ting lam thém & ~ 236

175 Ihad a great experience working as a/an ~ 237
T6i da co trai nghiém tuyét vai khilam ~

176 My first real-world lesson was ~ Bai hoc thuc té dau tién cla toi la ~ 238
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177 llearned a great deal about ~ T6i d& hoc dugc rat nhiéu vé ~ 239
Unit19 » Tell us about your job experience. Kinh nghiém lam viéc

178  lused to work for ~ T6i tung lam viéc cho ~ 24]

179 Ihave been working in ~ for ... years Toi lam viéc trong ~ suét ... nam 242

180 Through ~ experience, | have acquired ... 243
Thong qua kinh nghiém ~, t6i da hoc dudgc ...

181  Imanaged ~ Toi da quan Iy ~ 244

182 Isupervised ~ Toi da giam sat ~ 245

183 lworked directly with ~ Téi da lam viéc tryc tiép véi ~ 246

184  lachieved ~ Toi da dat dugc ~ 247

185  Itook charge of ~ Téi da dam trach ~ 248

186 Itrained staff on ~ Téi da dao tao ~ cho nhan vién 249

187 lincreased annual sales ~ percent 250
Toi da l1am tdng doanh s6 hang nam lén ~ %

188 Iconducted ~ for ... Toi da tién hanh ~ cho ... 251

189 Iserved as aliaison between A and B 252
T6i dong vai tro ngudi lién lac gita Ava B

190 1+ déng tu +~ on behalf of ... Téi ~ thay mat/dai dién cho ... 253

191  Iwill utilize my ~ to effectively ... 254
Toi sé tAn dung ~ cia minh dé ... hiéu qud

Unit 20 » Why did you quit your previous job? Ly do nghiviéc

192 My ~years working in[at]... was very rewarding 256
~nam lam viéc trong/tai ... clia toi rat cé ich

193 My main duties were ~ Nhiém vy chinh cua i la ~ 257

194 However, | felt a strong urge to ~ Tuy nhién, t6i bi thoi thuc phai ~ 258

195 Ileft my previous company because | felt [wanted] ~ 259
Toi réi cong ty cl vi cdm thdy/mong mudn ~

196 lam leaving my present job to ~ Téi nghi cong viéc hién tai dé ~ 260

197 Ithink A is somewhat related to B Téi nghi A c6 phén lién quan dén B 261

198 1am seeking out ~ Téi dang tim kiém ~ 262

199 Iwould like to be an expert in ~ Téi muén tré thanh chuyén giatrong~ 263
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Part & K&t thuc cudc phong van

Unit21 » How much do you expect to get paid? Mdc luong mong muén

200 lused to get paid ~ Toi ting dugc tra ~

201 lam hoping to start at around ~

Toi hy vong c6 thé bat dau 6 muc ~

202 Considering my previous work experience, | think | deserve ~

266
267

268

Xét kinh nghiém lam viéc trudc day cla t6i, toi nghi minh xtng dang nhan dugc ~

203 Fornow, A is not my priority, but B is 269
Hién tai, uu tién hang dau cla téi khong phaila Amala B
Unit 22 » Did you apply for other companies as well?
C6 Ung tuyén cong ty khac hay khéng
204 Ihave applied for a couple of ~ Téi da (ing tuyén vao mot vai ~ 271
205 But this company is where | would like to ~ 272
Nhung quy cong ty la noi t6i mudn ~
206 Ihave decided to build my careerin ~ 273
Toi da quyét dinh xay dung su nghiép ctia minh é/trong ~
Unit 23 » When can you start working with us? Ngay bat dau lam viéc
207 Ican start working ~ T6i co thé bat dau lam viéc ~ 275
208 It will take ~ before | can start
Toi can (thai gian) trudc khi cé thé bat dau cong viec 276
209 lam expecting to ~ Téi dy dinh ~ 277
Unit 24 » Do you have any questions for us?
Thac mac danh cho ngusi phdng van
210 What can you tell me about ~? 279
Anh/chi cé thé cho téi biét vé ~ dudc khéng?
211 How would you describe ~? Anh/chi nghi/nhan dinh thé nao vé ~? 280
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212  What is/are your ~? ~ clia cong ty la gi? 281

215 May | ask ~? Téi c6 thé héi ~ dugc khéng? 282

Part f  Cac mau cau can thiét khac

Unit25 » Did you say you had a number of part-time jobs?

Xac nhan va b sung

214 Asyou see in my resume, | ~ Nhuanh/chj thdy trong CV cla t6i, toi ~ 285
215 That'sright, but ~ Bung 14 vay, nhung ~ 286
216 Let me add a few more details about ~ DE t6i noi them vé ~ 287
217 What's more, ~ Ngoaira, ~ 288

Unit 26 » What do you think of equity at work?

Binh nghia, néuy kién

218 Tome, A means B Theo t6i, Anghiala B 290
219 Idefine A as B ToidinhnghiaAlaB 291
220 Asimple definition of ~is ... 292
Cach hiéu don gidnvé~1a...
221 To be more specific, ~ Cu thé hon, ~ 293
222 What | mean by this is that ~ Khi ni thé nay, y toi la ~ 294
223 Ithink ~ should ... Téi nghi~ nén ... 295
224 Inmy opinion, ~ Theo y kién cla téi, ~ 296
225 lam certain that ~ T6i chac chan la ~ 297
226 Itis common sense that ~ Ngudi ta thusng cho réng ~ 298
227 Most people would agree that ~ Hau hét moi ngudi sé déng y réng ~ 299
228 AccordingtoA, ~Theo A~ 300
229 lhave personally experienced ~ Ban than toi da trai qua ~ 301
230 Thatis why ~Bolalydo visao~ 302
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Unit 27 » Areyou aleader or a follower? Luachonvatraloi

231 Given the choice, | would rather ~ N&u dugc lua chon, t6i mudn ~
232 lam more comfortable V-ing Téi cdm thay thoai mai hon khi/véi viéc ~

233 1think lam more A than B Téi nghiminh 14 A hon 1a B

Review » Luyentap

sample » Dap an mau khi phong van tiéng Anh




\ll

N /

Part )

Nhiing diéu can biét vé
phoéng vén xin viéc bdng
tiéng Anh

Truéc khi bat tay vao hoc cac mau cau, hay cung tim hiéu vé phéng
van xin viéc bang tiéng Anh. Part 0 gi6i thiéu cac théng tin ma
nguai tim viéc can biét, ti cac hinh thic phéng van, nhing luu y
khi chuén bi phdng van, kinh nghiém phdng van thuc t&, cho dén bi
quyét viét CV bang tiéng Anh - budc chuén bi vé cung quan trong
truéce khi phdng van.

Cac hinh thic phdng van bang tiéng Anh
Chuan bi cho cudc phéng van bang tiéng Anh
Bi quyét phdng van tiéng Anh thuc té

Bi quyét viét CV (so yé&u ly lich) bang tiéng Anh

0000

Bi quyét viét thu ung tuyén (cover letter)



Bi quyét phdng van tiéng Anh thuc té

% Thai do tu tin
Nhan dugc 16i mai phong van déng nghia véi viéc ban da dap Ung dugc cac yéu cau cla
cong ty, it nhat 13 vé méat ho so. Vi vay trong budi phdng van, ban can tu tin thé hién hét
nhiing gi ban da chuén bj, theo tinh than “Téi lam dugc” va thai dd “Khéng cé gi phai lo Iang
mién 1a minh ¢6 géng hét suc”. Hay st dung ngdn nglf co thé mot cach phu hgp nhu giao
tiép b&ng mat véi ngusi phdng van, cusi mim, ngdi thang lung va gat dau dé dsi phuong biét
ban hiéu I&i ho.

¥ Anh mat

Giao ti€p badng mat véi ngudi phdng van sé tao &n tugng rang ban 1a nguai tu tin va dang tin
cay. Khi noi déi, phan I6n nguai ta sé& nhin xudng san nha, con khi khéng nhé duge néi dung
can noi, ngudi ta thusng sé nhin lén tran nha. Ban nén luu y ding dua 4nh mét theo nhiing
huéng do mot cach bat thusng. Néu tham gia mot cudc phdng van nhom, ban nén nhin chi
y&u vao ngusi dat cau hoi cho ban, va giao ti€p bang m&t mot cach tu nhién véi nhiing ngudi
con lai trong hoi déng phéng van dé thé hién rang ban van chi y dén ho. Can tranh nhin vo
dinh hoac chép méat qua nhiéu, song viéc lién tuc nhin vao mat ngusi phdng van co thé gay
ngai ngung, vi vdy hay chon mot vi tri ¢6 dinh ma ban c6 thé nhin truc dién, thinh thodng
ban c6 thé nhin sang vi tri d6 dé d& cam thay ngai.

% Ngbén ngir co thé

Trong giao tiép, cac hanh vi clia co thé co thé cho biét phan (ng, thai d6 va cdm xuc cla
ngudi noi va ngudi nghe. Chi tay vao ngusi khac la mot hanh dong bat lich su nhung chuyén
dong tay vua phai trong khi néi chuyén cé thé giup tang tinh thuyét phuc cho 15i néi cla
ban. Khi déng y véi ngudi néi, ban cé thé nhin déi phuong va khé gat dau. Hoi huéng nquoi
vé phia truéc sé thé hién ban dang I&ng nghe cau chuyén cla déi phuong. Néu khéng co
hodc it chuyén déng co thé sé khién ngusi khac cdm thay ban rut re, con néu chuyén dong
qué nhiéu sé khién ban trong qua khich hoac dang khéng nghiém tuc. Khi giao tiép, hay luu
y dung céc cU chi vua phai va thich hgp.
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Bi quyét viét CV (so yéu ly lich)
bang tiéng Anh

Lé Hoang Anh (Ms.)

Address: Yen Hoa, Cau Giay, Hanoi

Cell Phone: 0964 XXX XXX  Email: hoang.anh102@gmail.com

OBJECTIVE

To be a publicist or consultant in a public sector corporation or institute

EDUCATION

National Economics University, Hanoi, Vietnam 09/2018-06/2022

B.A. expected June 2022

« Double major in public relations and international economics (GPA: 3.00)

« Extensive coursework in business administration and public policy

Secretary of Class of 2020

« Elected by peers to plan activities that promote class spirit and unity among the 1,200
undergraduates

« Headed publicity committee to promote major class events

WORK EXPERIENCE

SK Group, Hanoi, Vietnam 05/2020-06/2021

Public Relations Intern

« Worked with senior account executives to manage relationships with clients in emerging
high technology and healthcare industries

« Assisted PR staff with the writing, editing, production and distribution of press
materials, including press releases and fact sheets

« Conducted account related research and compiled findings into complete coverage
reports

« Developed and maintained media lists and editorial calendars

QUALIFICATIONS

« High degree of competency in written and spoken English
- Demonstrated interest in community service initiatives (president of high school
volunteer organization)

REFERENCES

Available upon request

REFERENCES Danh sach ngudi gidi thiéu

] « C6 thé cung cap theo yéu cau
* Cung cap danh sach nguai gidi thiéu kem tén, chic danh va thong tin

lién hé cuta ho.

* Ban c6 thé viét “Available upon request” nhu trong Sample 1. Trong
truong hop nay, vao ngay phdng van, hay chuén bj riéng mot danh sach
nhling ngudi gidi thiéu. Thong thudng, cong ty sé lién hé trudc véi ban
V& y&u cau nay.
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Bi quyét viét thu ing tuyén (cover letter)

Thu Ung tuyén |4 van ban gidi thiéu ngan gon vé ban than va trinh bay nguyén vong ctia Ung vién véi vi tri (ing
tuyén. V6i ngudi phu trach tuyén dung, thu tng tuyén chinh la &n tugng dau tién vé ban. Vi vay, ban nén danh
thoi gian dé trau chudt cho 14 thu nay.

Theo mot két qua khao sat, khi dudc héi diéu gi la quan trong nhat trong thu tng tuyén, 30% nha tuyén dung
da chon su nhiét tinh, toan tam toan y véi linh vuc tng tuyén, 18% chon qué trinh hoc tap va kinh nghiém lam
viéc, 14% chon muc do lien quan gidia linh vuc Ung tuyén véi chuyén nganh cda Ung vién, 4% chon kj néng
tin hoc va trinh d6 ngoai ngd.

Dear Mr. Torben Fentz,

| saw your job advertisement on the Job Global website. | am interested in building my career at
TechValue. | have decided to submit my resume in application for the entry level position in the
Marketing Department.

| expect to graduate next year with a bachelor’s degree in digital marketing from RMIT
University. My relevant experience includes three years as a part-time assistant researcher in
RMIT University. | also have internship experience at SGX for the last six months. My knowledge
in marketing and hands-on experience in research will be a great asset in assisting marketing

strategies in your company.

You are a leading company and | would like to contribute to your continuing success. | am
especially interested in your strategic marketing evaluation system. | would like to be a valuable
member of your company to reach my full potential.

I look forward to discussing opportunities at TechValue with you. | am available for an interview
anytime at your convenience. Please feel free to contact me via email at quynhanh1306@gmail.
com or call me at 0965 XXX XXX. I look forward to hearing from you.

Sincerely,
Bang Quynh Anh

aaa
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Tell us about your education.
Mai ban giéi thiéu vé trinh d6 hoc van cta minh.

Khi trinh bay vé trinh d6 hoc van, ban nén néu cu thé nhitng théng tin
lién quan nhu hoc vi, chuyén nganh, nganh phu, v.v... thay vi chi trd
|6i tén truéng ma ban hoc. Dac biét, néu ban la mot Ung vién chua co
nhiéu kinh nghiém 1am viéc, trinh d6 hoc van sé la phan ma ban co

thé nh&n manh trong budi phéng van.

o\ !amasenior [junior] majoring in ~
To6i la sinh vién ndm cudi[nam ba] chuyén nganh ~
0\3 | am majoring in ~/l majored in ~
T6i dang theo hoc chuyén nganh ~/T6i da hoc
chuyén nganh ~
ol I double majored in A and B
T6i hoc song song hai chuyén nganh Ava B

0\5 I am a/an ~ major with a minorin....

Toi theo hoc chuyén nganh ~, véi chuyén nganh phula...
0\ | am expecting ~ degree from[in] ...

Toi sap nhan bang ~cda ...
0|1 I will be graduating with a/an ~ degree

Toi sap t6t nghiép nganh ~

0\§ | graduated from ~ as[with] ...
Toi tét nghiép trudng ~, chuyén nganh (hoc vi)



T6i la sinh vién nam cudi [nam ba] chuyén nganh ~
| am a senior [junior] majoring in ~

Trong trudng hgp Ung vién con dang di hoc, sinh vién nam ba dugc goi la “junior”, con
sinh vién ndm cudi la “senior”, tén chuyén nganh sé dugc dat phia sau cum “majoring

in”. Ban ciing cé thé dung cum “specializing in” thay cho “majoring in”.

A Would you like to introduce yourself? A Mai ban gidi thiéu vé ban than.

B Thank you for having me today for an B Cam on chi vi da cho toi co hoi phéng van
interview. | am a senior majoring in hém nay. Téi la sinh vién ndm tu chuyén
mechanical engineering. | am now in my nganh Ky thuat co khi. Hién t6i dang hoc
last year of school, actively participating in nam cugi va rat tich cyc tham gia nhiéu

hoat déng cla nha truéng. Trong qua
trinh hoc dai hoc, téi da tich Iy ky nang
ngon ngl va ky nang lién nhan.

various school activities. During my studies
in college, | have acquired language skills
and interpersonal skills.

*actively tich cuc  participate in tham giavao~  acquire hoc hoi, cé dugc
interpersonal lién nhan

v

\.  Toilasinhvien namba chuyén nganh Bia ly. I am a junior majoring in geography.

Toi la sinh vién nam cudi chuyén nganh

1. > | am a senior majoring in mathematics.
Toén hoc.
3 T6i la sinh vién ndm cudi chuyén nganh > . . . .
. I am a senior majoring in social studies.

Nghién clu xa hoi.

Y Toi la sinh vién nam ba chuyén nganh Dich > airline
* vu hang khénag. services.
6 T6i la sinh vién nam cudi chuyén nganh Van > English
°  hoc Anh. literature.
6 T6i la sinh vién nam ba chuyén nganh Ky . L
. o > | am a senior majoring In
thuat hoa.

1 To6i la sinh vién nam ba chuyén nganh Lich >

sU, véi chuyén nganh phu la Sinh hoc. | Em e [Unier frelettng i

Toi la sinh vién nam cudi chuyén nganh
?. Ky thuéat co khi, v6i chuyén nganh phu la >
Théng ké.

q Téi la sinh vién nam ba hoc chuyén nganh >
*  kép Van hoc va Chinh tri hoc.

‘0 Toi la sinh vién ndm cudi hoc chuyén nganh >
° kép Quan tri kinh doanh va Quan trj khach san.

P Sinh vién ndm nhat dudc goi la “freshman”, nam hai la “sophomore”, nam ba la “‘junior”

Interview va nam tu la “senior”. Ngoai ra, con c6 cach dién dat khac lan luot la “first-year

Plus student”, “second-year student”, “third-year student” va “fourth-year student”.

v 1. geography: dia ly 4. airline services: dich vu hang khéng
5. English literature: van hoc Anh 7. biology: sinh hoc 8. statistics: théng ké

Tram ding . o .
10. business administration: quan tri kinh doanh
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Pé gitp ban 6n tAp cac mAu cAu da hoc, tac
gia da bién soan nhiing doan hoi thoai dua trén
nhiing tinh hudng thuc té trong phong phong
van. Cu 10 mau cau sé dugc téng hop thanh mot
bai review. Ban c6 thé dua vao nhiing ggi y trong
sach dé tao ra cAu tra |5i cla riéng minh. Hay tan
dung file audio di kém véi sach dé tang hiéu qua
hoc tap.




031- 040: Luyén héi thoai véi cac mau cau da hoc

O 040_1.mp3

Hay st dung 10 mau cau da hoc dé dién vao ché tréng. D& cai thién ky ndng nghe va noi cia ban than,
ban hay nghe va noi theo audio 2 lan.

.

A What do you think your weakness is?

B Ican'tthink of just one. | think | have more

weaknesses than strengths. Knowing
that,

What do you think your weakness is?

B Ithink | take alot of breaks in between

tasks. However, | believe reqular breaks are

important to recharge my batteries. But

if needed.

| am sure the other candidates are very well-

qualified. | think

.lvalue the
importance of teamwork and cooperation.
I live by the old saying that two heads are
better than one.

A What are you good at?
B

Ban nghi diém y&u cta minh I3 gi?

Toi nghi minh khéng chi c6 mot diém
y&u. Toi cho rang minh cé nhiéu
nhugc diém hon uu diém. Biét rd diéu
do6 nén toi co ging hét siic dé cung
¢6 uu diém va cai thién nhugc diém
cta minh.

A
B

Ban nghi diém yé&u cla minh la gi?

B T6i thdy minh thudng tén nhiéu thoi
gian nghi ngai trong ldc lam viéc. Tuy
nhién, t6i tin rang nghf ngoi thutng
xuyén rat quan trong déi véi viéc nap
lai nang lugng. Nhung néu cén thiét,
t6i khéng ngai lam viéc vao cudi tuan.

*recharge one’s batteries nap lai nang lugng cla ai

Téi chac chan rang nhiing Ung vién khac
cling c6 trinh d6 rat cao. T6i nghi tinh
than tap thé la tha khién t6i khac biét.
Toi danh gia cao tdm quan trong cla ky
n&ng lam viéc nhom va tinh than hop tac.
Toi s6ng theo nguyén tac cda mot cau
ngan ngl “Hai cai du van t6t hon mot

A

cai dau”.
*distinguish phan biét |live by s6ng theo ~
A Thé&manh cla ban la gi?

B Toi khong ngiing hoc ngoai ngit. Toi
da hoc tiéng Nhat va tiéng Tay Ban

| have been learning Japanese and Spanish

for five years.  am now fluent in both
languages.

People I know often tell me thatlama
positive force. | make people around me

feel comfortable and welcomed. | try to stay

positive even in a difficult situation. The
secret to my positive attitude is that

every morning.

Nha dugc nam nam. Hién tai toi da
thanh thao cé haingoén ngl dé.

Ngudi quen cla t6i thudng nhan xét rang
t6i la ngudi tao ra nang lugng tich cuc.
T6i khién nhing ngudai xung quanh cam
thdy thoai mai va dudc chao don. Toi cd
géng lac quan ngay cd trong hoan canh
kho khan. Bi quyét lam nén thai do tich
cuc cla toi 14 téi gidi téa cang thing
b&ng cach chay bé mai sang.

* comfortable thoai mai| get rid of giai toa ~
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Sample

Pap an mau khi phéng van

tiéng Anh

Phan nay bao gom céac cau hoi
thusng gap trong phdng van tiéng
Anh kém dap an mau van dung
cac c4u truc da hoc. Ban cé thé
tu tao cau tra I6i cta minh sau khi
tham khao phan dap an mau nay.




Pattern 104~113

61 Trinh bay vé tu cach Ung tuyén

What qualifications and skills do you possess?

Ban s6 hitu phdm chat va ky nang gi?

0 : What qualifications and skills do you have?

A : 1 have been working in advertising for four years. | am one
of the few managers with extensive advertising and public
relations experiences. My work experience as a manager at
CBT has granted me a general understanding of advertising
and public relations. | have demonstrated leadership by
learning and sharing knowledge and skills in this fast-evolving
advertising industry. | have worked closely with peers and
expertsin arapidly changing work environment. Thanks to
my time management skills, | managed to work effectively
under pressure to complete recent projects. | am certain
that | can make the best use of my creativity as well as my
communication and presentation skills to publicize and
advocate the great innovations and ideas of this company.

0 : Ban s6 hitu phdm chat va kj nang gi?

A : Toi da lam viéc trong nganh quang cao dudc bén nam. T6i la mot trong s6
it nhimg quan ly co kinh nghiém sau réng vé nganh quang céo va quan hé
cong chung. Kinh nghiém lam quan ly tai cong ty CBT da giup toi cd von
hiéu biét chung vé quang céo va quan hé céng ching. Tdi da chung té dudc
kha nang lanh dao bang cach hoc héi, chia sé kién thic va ky n&ng vé nganh
quang cao hién dang phat trién nhu vi bao. Téi d& hop tac chat ché véi
cac dong nghiép va chuyén gia trong méi trudng 1am viéc lién tuc bién déi.
Nho ky ndng quan ly thoi gian, téi co thé lam viéc hiéu qua dudi ap luc dé
hoan thanh cac du an gan day. Toi tin chac rang toi co thé tan dung t6i da
kha n&ng sang tao cling nhu ky nang giao tiép va thuyét trinh cla minh dé
quang ba, ing hé nhiing sang kién d6i mdi va y tuéng tuyét voi clia cong ty.

extensive: rong, nhiéu | public relations: quan hé cong chung | fast-evolving: phat trién nhanh
under pressure: dudi ap luc, cang thang | creativity: kha nang sang tao | publicize: quang ba
advocate: (ing hd | innovation: su ddi méi, cai tién
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