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Lui gidi thiéu

Ky ndng viét tiéng Anh — “ban dap” dé
thanh céng frong céng viéc

Soan thao van ban trong céng viéc khéng phai Ia mét lua chon ma la yéu
cau bt budc

“Khi tiéng Anh ngay cang tré nén phé bién, céng ty yéu cdu ching t6i phai co kha
nang viét cac tai liéu bang tiéng Anh.”

“T6i mét dén niia ngay tra tir dién va tham khao trén Internet dé viét mét e-mail
béng tiéng Anh.”

“T6i luén thay lo Iang va cang thang khi phai viét bao cdo bang tiéng Anh vi sg sé
méc 161.”

Do 1a tam trang chung cla rat nhiéu ngudi hién nay, nhung diing vi thé ma bo
cudc. Thay vao do, ban hay bat tay vao hoc tiéng Anh ngay hém nay. Ban khéng
can phai la tién si ngbn nglt dau. Thu ban can la kha nang st dung ngén ngi du
dé van hanh cong viéc troi chay. Néi cach khac, hay coi tiéng Anh [a mot cong cu
déc luc hé trg cho thanh cong ctia ban va cong ty ban chii khéng phai la mét “céng
viec” khac hay mot chudng ngai vat. Viét tin nhan, dang bai quang ba trén mang
xa héi, gtii email hay viét bao céo thuc ra khéng khoé khan dén muic ban phai di hoc
& céc trung tam hoc thuat dé viét sao cho hoan hao. Chung ta con rat nhiéu uu tién
quan trong khac ngoai tiéng Anh.

Téng hop nhiing cach dién dat hiéu qua gitp ban thanh céng trong
cong viéc

Vi sao c6 thé coi cudn séach nay la “cdm nang nhiing cum tii dat gia dung trong
cong viéc”, la “bi kip” gitip xua tan moi lo lang clia ban? Véi tu cach la mét chuyén
gia vé giao tiép trong han 20 nam, cung kinh nghiém cé dudc tu rat nhiéu bai giang
va cac chuong trinh huén luyén vé linh vic nay & cac tap doan I6n, cac cong ty
nudc ngodi va cac trudng hoc, t6i da tdng hop, phan tich va c6 dong tat ca cac ti,
cum tii, cac cau vé nhiing chi dé thudng xuat hién trong thuc té chén céng s dé
viét nén cudn sach nay.

Téi hi vong, véi Viét u? Chuyén nhd!, viéc hoc va st dung tiéng Anh sé khéng con
qué khé véi ban. Pau tién, ban sé dugc lam quen véi 8 nguyén tic co ban khi viét
tiéng Anh trong cong viéc, nhd dé ban co thé phan biét dugc sy khac nhau gilia
van ban théng thudng va van ban céng viéc, déng thoi tranh dugc nhiing sai st
dang tiéc ciing nhu giao tiép hiéu quéa hon. G phan tiép theo, ban dudc lam quen



va thuic hanh véi céc loai hinh van ban thudng gap noi cdng s& nhu tin nhan, email,
bai déng trén mang xa hdi, béo cao. Trong méi bai hoc, ban khéng chi duoc lam
quen vdi viéc viét theo tling budc ma con dugc giai thich chi tiét cling nhu duge
méach nudc nhing meo hiu ich trong cong viéc. V4i cau tric bai hoc theo tiing
budc “hoc mau cau - hoan thién cau - thuc hanh viét”, téi tin ring ngay ca nhing
ngudi cé trinh dé tiéng Anh co ban cling c6 thé d& dang hoc dugc cach viét cac
van ban céng viéc bang tiéng Anh.

Mat cuén cdm nang théng minh gidp tiét kiém thoi gian

Ban khéng c6 thdi gian dé hoc theo tling budc nhung lai can viét gdp moét tai liéu
bang tiéng Anh? Phan Cdc mau cdu théng dung thuong gap sé giup ban loai bd
lo 1Ang nay. Véi han 1200 cau tiéng Anh thiét yéu thudng gap trong céng viéc
dugc chia thanh 40 chli dé cu thé, ban cé thé dé dang tim dugc céch viét phu
hdp vGi nhu cau clia minh chi trong 3 gidy, ti cac nhiém vu don gian nhu gigi
thiéu, dat lich hen, dua ra yéu cau dén nhiing viéc phuc tap hon lién quan dén
giao nhan va thanh toan. Hay dung nhiing cau tiéng Anh chin chu va chuyén
nghiép da dudc lua chon ki cang trong cudn sach nay va bién né thanh van ban
“xin s0” cla riéng ban.

Néu ban khéng mudn phai di nhd va déng nghiép nhung cling khédng may tin
tudng nhiing cum ti ma ban than tra ctiu dugc trén mang, hay luén mang theo
cuén sach nay bén minh. Ban khong chi cé thé trong cay vao né nhiing IGc can
kip ma con c6 thé tranh thG hoc thém dé trau déi ky néng tiéng Anh clia minh
vao nhiing khoang thai gian ranh réi.

Tiéng Anh, vii khi quyén nang giup ban trd thanh nhan vién toan cau

Gid day, ban da c6 thé tim dugc mot cong viéc htia hen hon nho ky nang viét cac
tai liéu coéng viéc bang tiéng Anh. DU cho ban la ai, mét “linh méi” viia dude !uyén
hay anh quén ly con kha “dét” tiéng Anh, hodc mét giam déc diéu hanh véi ca chuc
nam kinh nghiém, thi cuén sach nay déu cé thé gitip ban thuc hanh hiéu qua ti A
dén Z dé viét dudc mét van ban tiéng Anh hoan chinh.

Piing coi tiéng Anh la mén hoc khé nhdn ma hay coi né nhu mét phan cudc séng
clia ban, la ngudi ban déng hanh khong thé thiéu trong cudc séng ciing nhu sy
nghiép. Tiéng Anh c6 thé [a mét ganh nang clia ban nhung hoan toan cé kha nang
trd thanh vi khi loi hai nhat trong tay ban. Chuing t6i & day dé gitp ban trén hanh
trinh hoan thién ban than va trG thanh nhiing nhan vién, nha lanh dao toan cau.

Chuc ban thanh cong!

Lee Ji Yoon
Chuyén gia giao tiép Anh ngdi

Jules Lee
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01 e Trung thanh vdi nguyén tac KISS

02 e Biét minh dang viét cho ai

03 e Ludn noi y chinh dau tién

04 e Loai bo yéu to cam xc

05 e Bua nhiing tir quan trong lén dau cau

06 * Dung giong diéu tich cuc

07 e Lén so do y tuong trudc khi viét

08  Sir dung dau cau hiéu qua

Ban khong nén nham lan viéc viét tiéng Anh trong cong viéc vdi viét nhat ky hay ghi chu
ca nhan. Vi nhat ky hay ghi chu, ban duge tu do viét vé nhiing suy nghi ctia minh, nhung
nhiing van ban lién quan dén céng viéc can dugc viét mét cach trang trong va co khé nang
truyén tai thong tin. Su khac biét ndm & kha nang t6 chtic dudc noi dung van ban ciing nhu

4p dung céc cach dién dat phit hop. Vi vay, hay thi &p dung 8 nguyén tic ca ban ctia ky
ning viét trong cong viéc dugdc dé cap trong chuong nay dé tao nén su khac biét do.
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L» Trung thanh véi nguyén tac KISS

KISS (Keep It Short and Simple - luén ngan gon va don gian) la mot nguyén téc
cd ban trong giao tiép bang van ban. Néi cach khac, khi viét lach trao déi cong
viéc, don gian va rd rang la yéu t6 quan trong nhét.

SU dung nhiing tii khé va cac cau dai trong van ban trao déi cong viéc 1a mot
cach 1am khéng hiéu qua. Vay, hay cé gang dé néi dung ban viét that don gian
ma van néu ra dugc van dé cét 16i. Néu tuan thi theo nhiing nguyén tac co ban
khi viét, ban sé chiang con phai lo lang vé viéc sép, dong nghiép, khach hang
hay déi tac nudc ngoai khéng hiéu dudc diéu ban mudn noi.

Dé viét dugc mot van ban don gian va ré rang, ban can vach ra dan y trudc khi
viét. Hay ¢6 gang tap thoi quen suy nght xem liéu con cach dién dat nao khac ré
nghia va hiéu qua hon khéng. D& lam dudc diéu dé, hay ghi nhé nhiing y sau.

1. S0 dung cac cach dién dat ngan gon va ré rang

Néu mudn thé hién cing mét ¥, ban khéng nhat thiét phai chon cach dién dat
dai dong. Thay vao dé, hay chon cau don gian, ro rang va suc tich.

% nghia Cécf‘l dié[l dat dai Cach tfién dat- r6 rang
va phiic tap va don gian
tai thai diém nay at this point in time at this time
gap nhau meet together meet
| V6itucach canhan personal in manner personal
trong qua trinh during the course of during
h&ng tuan on a weekly basis weekly
ngoai tru with the exception of except
mac du in spite of the fact that in spite of
trén thuc té on a practical basis practically

in the vast majority of
cases

trong da s6 trudng hop in most cases

+ exception ngoai & + majority da s6

During the course of the M&A with Scorpion Ltd., we unexpectedly learned
about fraud taking place at their company.

Trong vu mua ban sdp nhdp vdi Scorpion Ltd, chung téi bat ngd phét hién ra gian Ian
& cong ty ho.




% During the M&A with Scorpion Ltd., we unexpectedly learned about
fraud taking place at their company.

Please report your progress on a weekly basis.
Hay bao céo tién dé cua ban hang tuén.

& Please report your progress weekly.
- unexpectedly bat ngd, dét ngdét -« fraud su gian lan - progress tién do

r ? v -
2. Tranh su dung tiéng léng
Nhiéu ngudi nhadm tudng rang dung tiéng Iéng trong van ban sé khién minh
c6 vé than thién va “Tay” hon. Tuy nhién, viéc s dung tiéng Iong thudng sé
khién y nghfa cta van ban trd nén mo hé, khé hiéu hon. Bdi vay, hay nhé
rang dung tiéng 16ng trong van ban trao déi cong viéc la diéu t6i ki.

Y nghia Tiéng l6ng thudng gap Céch dién dat ding
kiém tién makeabuck  makelearn money
nhan vién van phong paper pusher office worker
pho chd tich head honcho vice president
giam déc diéu hanh bigwig executive
vi quan ly kho tinh slaver driver demanding administrator
tai lieu . . docs dof:uments
tin dén scuttlebutt rumors

- administrator ngudi quan Iy

Khéng nhiing thé, ngay ca khi st dung tu viét tat thudng gap trong van ban,
ban ciing can dua ra giai thich cu thé bang cach dat né trong ddu ngodc don.

10T » Internet of Things (loT): van vat

HACCP » Hazard Analysis and Critical Control Points (HACCP):
Hé théng phén tich rdi ro va kiém soat diém téi han

Tuy nhién, c6 mot s6 cach viét tit phd bién dudc dung véi moi linh vuc, va
thuding xuyén dudc sl dung trong cac van ban lién quan dén coéng viéc. Vi du:
ASAP (As soon as possible - cang s6m cang t6t), FYI (For your information -
théng tin cho ban).

| guess you know that Bill is the head honcho at his company now.
Téi dodn anh biét Bill hién 1a sép phé & céng ty anh &y.

& | guess you know that Bill has been promoted to Vice President.
T6i doan anh biét Bill da dugc dé bat lam Phé Cha tich.
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Tét hon hét ban nén dung vice president thay vi tii head honcho, mét
cum ti khac cing mang nghia “phé chd tich”.

Can you send us some docs about this program?
C6 ¢6 thé gui cho chiing t6i vai tai liéu vé chuong trinh nay dugc khéng?

< Could you send us some documents about this program?

C6 ¢6 thé gtii cho chiing t6i vai tai liéu vé chuong trinh nay dugc khéng?

< | was wondering if you could send us some documents about

this program.

T6i khéng ré liéu cé cé thé gui cho chung toi vai tai liéu vé chuong trinh nay
dugc khéng.

docs la viét tit clla document hay documentation (tai liéu). Ta c6 thé ding
tl nay trong cac tinh hudng giao tiép thong thudng, tuy nhién né khéng phi
hdp vdi van ban céng viéc hoac email. Cau tric Could you~? la cach dién
dat lich sy hon so véi Can you~?, con céu truc | was wondering if~ 1a dang
cau hai gian ti€p mang nghia “Toi tu hoi liéu ~/Khéng r6 liéu ~”.

Our new health product passed the regulations from the FDA.

< Our new health product passed the regulations from the Food and

Drug Administration (FDA).
Sén pham thuc phdm chiic ndng mdi cla chiing téi da dap (ing céc tiéu chudn
clia Cuc quan ly Thuc phdm va Duoc pham Hoa Ky (FDA).

Ngay cé khi ban biét rat nhiéu thuat ngli chuyén nganh, thi & lan dau tién dé
cap t6i mét thuat ngli nao dé trong van ban trang trong, hay ¢ gang gii thich
rd rang nhét c6 thé. Sau do, ban cé thé sii dung chil viét tat dé thay thé.

| attached the copy of B/L from OPS Logistics.
T6i gui kem ban sao van don clia OPS Logistics.

Ta c6 thé dung chii viét tit d6i véi tén cac san phdm clia cong ty khi trao ddi
théng tin ndi bd. Tuy nhién, khi lam viéc vai cac bén khac, tot han hét ban hay
gidi thich ro.

Our ETC is known to be more durable than our competitors’.

% Our Electronic Throttle Control (ETC) is known to be more durable

than our competitors’.
Sén phdm diéu khién buém ga dién ti (ETC) cla ching t6i cé tiéng la bén hon
sén phdm ctia céc céng ty déi thi.



3. Tranh bat dau cau bang There is/are mét cach vo nghia

There is/are nghia la “c6é ~”. Cu tric nay cé thé khién néi dung trao déi cia
ban mang séc thai khéng trang trong. Trudc khi viét cau, hay can nhéc xem
ban c6 thé dua tif khac 1én Iam chl ngi hay khong.

There are always other times we can meet.
Luén ¢6 nhdng lic khéc chiing ta cd thé gap nhau.

% We can always find other times to meet.
Chiing ta luén c6 thé tim duoc nhiing dip gap maét khéc.

Thay vi dung cum There are, ta st dung We lam chii ngl cla cau.
There is something | have to tell you. Cé mét diéu téi phai néi véi anh.
< | need to tell you something. Téi phdi néi véi anh mét diéu.
< | have something to tell you. T6i cé diéu cn phai néi véi anh.

Ban khong nén st dung There is/are, thay vao do, hay viét cau véi chl ngi 1.

There is a penalty if you miss the deadline.
Sé co hinh phat néu ban khéng hoan thanh ding thoi han.

< You will receive a penalty if you miss the deadline.
< A penalty will be charged if you miss the deadline.

< A deadline missed will incur a penalty.

Ban c6 thé bién ddi cau dau tién bang cach s dung You, A penalty, A
deadline lam chl ngi. N6i cach khac, hay chon chil ngi 1a nhiing danh tu/dai
tlf diing sau There is/are hodc chuyén cau vé cau tric “chi ngl + have”.
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Gidi thiéu

Nhiing mau c4u co ban trong cong viéc hanh chinh

@ 19-1.mp3

o001

002

Hay dé t6i bat dau bang viéc gidi thiéu

cong ty ching toi. :
Hay dé t6i bt dau b&ng viéc gidi thiéu
! business.

*start-up céng ty khdi nghiép (dac biét 1a céng ty cong nghé)

coéng ty khdi nghiép méi cla chung téi.

Let me begin by introducing our company.

Trudc hét, hay dé t6i gidi thich vé nhiing |

gi ma chung t6i dang lam.

005

Trudc tién, hay dé téi tém Iudc cho quy
vj biét ching t6i hoat déng trong finh
vuc nao.

Trudc tién, hay dé téi gidi thiéu so qua

vé anh ban déng nghiép cla téi: anh
John Hennesy.

First of all, let me briefly tell you what to do.

First of all, let me briefly tell you about my
colleague, John Hennesy.

*colleague déng nghiép

007

oos

o009

o010

o011

Tén t6i la Julia Thompson va t6i phu
trach & phong hanh chinh téng hap.
Tén t6i la Alice Lee va t6i lam viéc &
ddéi ké hoach.

Toi l1a Kevin Lee bén mang kinh doanh

nudc ngoai.

Toi la thu ki cia ong Kim.

T6i la David Shin, t6i lam bén phong

tai chinh.

Téi la Jesse Kim, thu ki clia ngai David

Winwood. Tdi dang thay mat ngai
Winwood viét email nay.

My name is Julia Thompson, and | am in charge
- of the general affairs department.
My name is Alice Lee, and | am in charge of the
! planning team.
- This is Kevin Lee with sales overseas.
| *sales overseas: mot b phan trong nganh logistic, chiu trach
. nhiém tim kiém cac cong ty giao nhan van tai nudc ngoai dé
! lam d6i tac x{ ly hang cho hg. (Ch thich ctia dich gia - DG)
I’'m a secretary of [to] Mr. Kim.
| am David Shin, and I'm part of the financial
| department.
This is Jesse Kim, Mr. David Winwood'’s secretary.
- 1 am writing this email on behalf of Mr. Winwood.

Toi la Jerry Hobbs t6i tti Trung tam
Kiém tra CPA. T6i viét email nay dé
théng bao cho anh két qua kiém tra.

This is Jerry Hobbs from CPA Testing Center

. informing you of your test results.

| *CPA (Certified Public Accountants): Chiing chi danh cho

| nhiing ké toan vién c6 trinh d dugc cong nhan toan cAu. (DG)

Chung t6i la doanh nghiép méi néi
trong nganh céng nghé thong tin tai
Han Quéc.

We are an emerging player in the IT industry
| in Korea.

*emerging mdi ndi, dang lén
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Nhiing mau c&u co ban trong céng viéc hanh chinh

Trao doi vdi nguoi da

lién lac tu truoc

@ 20-1.mp3

014

015

T6i la nguoi da nhan danh thiép cla anh &
h&i nghi tuan trudc.

Toi la William Scott. Ching ta da gap nhau

trong cudc hop Uy ban héi thang trudc.

Téi hi vong anh con nhd téi.

Ngai David Rocks cla LPG da gidi thiéu anh

véi t6i tai budi hoi thao thir Sau tuén trudc.

: | am the one you gave your business

card to at the convention last week.
« convention (n): hdi nghi, dai héi dong

| am William Scott. We met at the
committee meeting last month.

. 1 hope you remember me.

Mr. David Rocks of LPG introduced you

i to me at the conference last Friday.

020

Rat vui dudc gap anh tai budi hdi thao.

Téi 1a ngudi da goi cho anh tuan trudc vé |

viéc giao hang.

T6i la ngudi da goi cho anh vai ngay truéc dé
day ago to talk about your product line.

trao déi vé dong s&n phdm ctia bén anh.

It was nice to see you at the conference.
| am the one who called you last week
about the delivery.

| am the one who called you a couple of

022

T6i la nhan vién dai dién, ngudi da trao déi

v@i anh trén dién thoai hom qua.

Toi la John Kim, nguidi da goi dién cho anh dé
. about your service a few days ago.

hdi vé dich vu clia bén anh cach day vai ngay.

| am the representative who talked
with you on the phone yesterday.
- representative (n): dai dién (ban hang)

This is John Kim who gave you a call

Cach day moét gio, toi da trao déi véi anh |

trén dién thoai vé céng nghé ma céng ty
anh da ap dung.

| talked to you on the phone an hour ago
regarding the technology your company

. adopted.

025

To6i da noi chuyén vdi anh trén dién thoai

hém qua vé cac san phdm mdi ma ching t6i

¢6 thé cung cap.

T6i muén cam on anh vi da gilp t6i két néi

véi BML.

| talked to you on the phone yesterday
regarding the new products we can offer.

| would like to thank you for contacting BMI.

027

T6i la Judy Chang, t6i viét email thay mat
déng nghiép cla t6i la Michael Jones.

Ngai Henry Brown & American Stardard da
gidi thiéu anh vdi toi.

I am Judy Chang writing on behalf of my

. coworker, Michael Jones.

| was referred to you by Henry Brown at

! American Standard.
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Nhiing méu c4u co ban trong cng viéc hanh chinh

Giai thiédu muc dich lién lac

@ 21-1.mp3

028

T6i lién hé voi anh vi muén gidi thiéu nhiing
s&n pham mdi nhat clia ching téi.

| am contacting you because I'd like to
introduce you to our latest products.

030

031

032

T6i viét email nay nham déi chiéu khoan
thanh toan clia anh.

Toi viét email nay dé hoi vé cac san pham
mai ctia bén anh.

Toi viét thu nay dé xac nhan lai budi hop
clia ching ta. /

Tai viét thu nay dé xac nhan budi hop clia
ching ta. /

T6i viét email nay dé nhan 16i xac nhan vé
budi hop clia chiing ta.

Tén t6i la Jerry Donaldson thudc cong ty
ché bién Alt Manufacturing, t6i viét thu nay
kinh mdi quy vi téi du budi ra mét san phdm
mdi clia ching toi.

| am writing to inquire about your new
products.

| am writing to reconfirm our meeting. /

| am writing this email to confirm our
meeting. /

| am writing this email to get
confirmation about our meeting.

My name is Jerry Donaldson from Alt
Manufacturing writing to invite you to our
new product launch.
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Tén t6i la Elizabeth Simson thuéc cong ty
céng nghé Switch. Téi viét email nay dé
théng béo vdi anh cac ké hoach kinh doanh
mdi clia ching téi.

T6i sé tra 16i email gan day cla anh ghi
ngay 1 thang 10.

My name is Elizabeth Simson from
Switch Technologies. | am writing to
inform you of our new business projects.

| am responding to your recent e-mail
dated October 1.

T6i sé chuyén tin nhan ctia ngai Kim, quan
ly clia chung toi, téi anh.

| am forwarding our manager Mr. Kim's
message to you.

Chung t6i rat quan tam téi viéc mua goi
ph&n mém Winsor s6 224 cla bén anh.

We are very interested in purchasing
your Winsor Software Package No. 244.

Ching téi rét thich dich vu tin tlc sé cla
bén anh.

We are very interested in your digital
news service.
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