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LOI NOI AU

Ban doc than mén,

Cudn sach ban dang cam trén tay dugc duc két tu nhing bai gidng da nhan
dudc su tin tuéng cla hon 10.000 nhan vién v&n phong, véi diém danh gia
dat muc tuyét d6i. Nhung quan trong hon ca nhiing con s, day la két qua
cla nhlng tran trd rat thuc t€ vé mot van dé ma khong it ngusi di 1am tung
trai qua khi phai giao ti€p bang tiéng Anh: biét nhiéu tir vung nhung khéng
thé néirachordy.

Chung téi hiéu diéu d6 tur chinh nhiing trdi nghiém cGa minh. D& co thoi
gian, du c6 thé doc hiéu t6t, ndm viing thuat ngl chuy@n mén va day ap y
tudng, t6i van ling tung khi phai dién dat y kién trong méi trudng lam viéc
quéc té. Nhimng luc can phat biéu, téi thusng chi ndi dugec méay tir dau tién,
bdi r6i khong biét dung dong tir ndo cho dung roi bé dé cau. Sau nhiéu lan
roi vao tinh huéng nhu vay, t6i nhan ra mot diéu: van dé khong nam & danh
tU - bdi phan 16n chung ta déu da biét kha ro cac thuat ngd lién quan dén
céng viéc - ma nam & cach s dung dong tu va cach dién dat phu hop véi
tung tinh huong.

TU d6, téi bat dau xay dung cho minh mét phuong phap hoc khac. Téi lap
danh sach nhing tinh huéng thudng gap trong céng viéc, va véi moi tinh
huéng, t6i chuén bi s&n 2-3 cach dién dat khac nhau, tap trung vao viéc
thay d6i dong tur va sac thai cau noi. Qua qua trinh st dung thuc té, téi dan
hiéu dugc su khac biét tinh té gilra cac cach dién dat - khi ndo nén noi nhe
nhang, khi ndo can dut khoat, khi nao nén mang tinh dé xuat hay phan bién.
Va t6i cling nhan ra rang mot y khong chi cé mot cach noi duy nhat, ma co
thé dugc dién dat linh hoat theo nhiéu cach khac nhau. Kha nang lua chon
cach dién dat phu hop chinh 14 y&u t6 tao nén su chuyén nghiép va hiéu qua
trong giao tiép.

Effective English for Business Communication duoc xay dung dua trén
chinh phuong phap dé. Diém khac biét 16n nhat cla sach khéng phai la
cung cap thém tu vung, mala gitip ban:

4 | Effective English for Business Communication



« Hiéuvai tro cét 16i ciia ddng tu trong giao tiép cdng viéc
« Lam quen véi nhiéu cach dién dat cho cing mot tinh hudng
- Na&m bat dugc sac thai va muic dd phu hgp cda tung cach noi
« Vaquan trong nhat, biét cach bién vén tur san co thanh cau néi hoan
chinh, tu nhién
Cudn sach dac biét phu hap voi:
« Ngudi biét tir vung nhung khéng thé ghép thanh cau
« Nguéi quen hoc theo kiéu “1tu - 1 nghia” va thiéu linh hoat khi noi
« Ngudi thudng xuyén lap lai mét vai cach dién dat don diéu trong
cong viéc
« Nqudi chua tu tin vé cach dung tu va sac thai trong méi trudng
chuyén nghiép
« Ngusi mong muén giao ti€p ty nhién nhu nhimg déng nghiép thanh
thao tiéng Anh quanh minh
Né&u ban tung nghi rang tiéng Anh la rao can trong céng viéc, thi co |é
ban chi dang thiéu mot phuong phap phu hgp. GiGa lich trinh ban ron,
viéc ban van lya chon hoc tiéng Anh da |a mot no luc dang tran trong. Va
chung téi tin rang, v6i cach ti€p can dung, ban hoan toan cé thé thay déi.
Hay bat dau tu viéc thay d6i cach dién dat, va ban sé thay cach minh giao
ti€p cling dan thay déi.

Son Min-ji, Park Do-young
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Cautruc sach

Sach bao gém 4 chuong, 1an lugt gidi thiéu nhing cach dién dat thuéng dung lién
quan dén: 1. cdng viéc van ban, gidy tg; 2. trao d6i cong viéc hang ngay; 3. hop hanh;
4. xUly van dé.

Ban khéng nhéat thiét phai hoc tu dau dén cubi cudn sach ma cé thé tim doc nhing
no6i dung lién quan dén tinh huéng cong viéc ma minh dang gap phai. Va ding quén
khai thac that hiéu qua nhing n6i dung c6é trong ting bai hoc.

File mp3 v&i giong doc

cla ngudi ban ngl
!

Mot s& cach dién dat phd biéh dé nai “Hay xem lai gitp tai”

6 s - m xem th{l, xem qua casual/
Tong hop CaC CaCh neutral

neutral

dlén dat khac nhau m xem xét, danh gi (tai liéu, hop

A H xem xét, can nhac (y tudng, dé xuat, phuongan) | formal
dugc phan loai m ) 4
) : go through xem kj(doc ky tir dau dén cudi) neutral

1. take a look at xem qua, xem thir

d6ng, bao co) formal

theo sac thai

Y nghia: L& cym t& dugc dung kha phé bién trong cong viéc khi ta mudn nhé ai
. s .o n RYY xem qua mdt tai liéu, email hodc ni dung nao dé. Cum tif nay ham y “xem
Gidi thiéu chi tiét giup va cho § kign’, tuc Ia nguoi nhan khong chi doc Iuet ma cé thé kiém

tra xem néi dung cé gi can chinh stia khéng.

Ve y n g h|a, SaC Sac thai: C?ch dieln dat n?y ©0 sac thai I«.ha'h(runq tigh, -khénq qua S:.IDH% sa ‘nht‘rnq
cling khéng qua trang trong, vi vay co thé ding trong hau hét cac tinh
hudng cdng viéc. Trong khi d6, ddng tir review phit hop han véi tinh

théivacacha p huéng mang tinh chinh thic, nhu xem xét hgp ddng hoic bao céo; con
50 Vi cum look over, cum nay ham y mong ngusi nhan xem xét can than
) " hon mot chat chi khéng chila xem qua.
dung cua tung - : 4

Ap dung: Baylacach didn dat rat thang dung trong email céng viéc khi ban gii tai
. . x \ liéu va mudn ngudi nhan xem qua va cho y kién.
cach dien dat kem
€ B e I am sending over the document. Please take a look at it and let
/ . me know what you think.
viduminh hoa Toi ot 8w aus iy ohoanh. Xinanh e aus v cho o1 i 5 e
Please take a look at this document.
Xinco xem gitip tai liéu nay.
You want me to print out the slides? | thought you wanted to
take a look at the slides before we finalize them.

Anh mudn téi in cac slide nay ra a? Toi tudng |a anh mudn xem lai trudc khi
chung ta chét ban cudi

Tips & more °

Mot s6 cach dign dat khi mudn n6i "Cho téi biét y kién cla anh/chj nhé":

Let me know what you think,
Let me know your thoughts.
Let me know if everything looks good.
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théng tin htuich lién quan
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| Unit 1 |
Hay xem lai gitp t6i

Trong moi truéng céng so, khi gidi quyét cac cong viéc lién quan dén van ban,
gidy t6 nhu bao cao, tai liéu hoac email, cdu néi ma da s6 ching ta thuong s
dung la: “Xem lai giGp toéi nhé.” Chung ta dung cau nay khi nh déng nghiép, cép
trén hoac nhan vién kiém tra lai ndi dung truéc khi gui tai liéu di hoac truéc khi
dua ra quyét dinh cui cung.

Vay khi lam viéc véi dong nghiép hoac khach hang nudc ngoai, dong tu tiéng Anh
nao phu hop nhat dé dién dat y “xem lai"? Cé thé day 1a cach n6i ma nhiéu ngudi
hoc sé nghingay dén:

Please review.

DU khi ban néi nhu vay, ngusi nghe van sé hiéu y, nhung trong tiéng Anh cong s,
review mang sac thai tuong déi trang trong va thuéng dugc dung dé chi viéc xem
xét tai liéu mot cach chinh thic hodc mang tinh danh gia, chang han nhu xem
xét hgp dong, bao cdo tai chinh hoac moét dé xuat quan trong. Vi vay, néu ban chi
mudn noi mot cach tu nhién kiéu “Toi d& hoan thanh réi, anh/chi xem lai giup toi
nhé”, thi trong nhiéu tinh huéng giao ti€p hang ngay, ngusi ban ngl thuéng dung
nhing cach dién dat nhe nhang va tu nhién hon.
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Mot s& cach dién dat phé bién dé néi “Hay xem lai giup t6i”

. casual/
take alook at xem thu, xem qua
| Deutral

xem k¥ (doc ky tu dau dén cudi) neutral

1. take a look at xem qua, xem thir

Y nghia: L& cum tU dugc dung kha phé bién trong cong viéc khi ta muén nhd ai
xem qua mot tai liéu, email hoac ndi dung nao d6. Cum tu nay hamy “xem
gilp va cho y kién”, tic 14 ngusi nhan khong chi doc luét ma co6 thé kiém
tra xem noi dung co gi can chinh slra khong.

Sac thai: Cach dién dat nay co sac thai kha trung tinh, khéng qua suéng sa nhung
cling khéng qué trang trong, vi vay co6 thé dung trong hau hét cac tinh
huéng cong viéc. So v6i cum look over, cum nay ham y mong ngudi nhan
xem xét can than hon mét chut chir khéng chila xem qua.

Ap dung: Day la cach dién dat rat thong dung trong email cong viéc khi ban gui tai
liéu va mu6n ngudi nhan xem qua va cho y kién.

| am sending over the document. Please take a look at it and let
me know what you think.
Toi qui tai liéu qua day cho anh. Xin anh xem qua va cho t6i biét y kién.

Please take a look at this document.
Xin c6 xem giup tai liéu nay.

You want me to print out the slides? | thought you wanted to
take alook at the slides before we finalize them.

Anh mudn téi in cac slide nay ra a? T6i tudng la anh mudn xem lai trudc khi
chung ta chét ban cudi.

__________________________________________________________________ .o

Mot s cach dién dat khi mudn néi "Cho tai biét y kién ctia anh/chi nhé":

Let me know what you think.
Let me know your thoughts.
Let me know if everything looks good.

14 | Effective English for Business Communication



2. look over xem qua

Y nghia: Day ciing la mot cum tU rat thudng gap trong méi trusng cong viéc véi
nghia "xem qua" hodc "kiém tra nhanh mét tai liéu". So véi take a look at,
cum nay thuéng mang ham y 1a doc lu6t dé nam noi dung chinh hon la
kiém tra chi tiét.

Sac thai: look over mang s&c thai kha trung tinh va dugc st dung rat phé bién trong
giao ti€p céng viéc hang ngay. Ta dung cum nay khi chi muén ngudi nhan
xem nhanh ndi dung truéc khi trao d6i thém hoac chinh sla tiép.

Did you have a chance to look over the proposal | sent you
yesterday?
Khéng biét anh da kip xem qua ban dé an toi gti hém qua chua?

Let's have a talk after | look over this draft, shall we?
Sau khi t6i xem qua ban du thdo nay, ching ta hady trao d6i mét Iat nhé.

How much time do you need to look over the draft?
Anh cén bao lau dé xem qua ban du thao nay?

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, .

Did you have a chance to ~?

Cau hdi nay co nghia la "Khéng biét anh/chi da co luc nao ~ chua". Khi mudén héi ai
do xem ho da lam viéc gi chua, thay vi hoi truc tiép Did you ~?, ngudi ta thuéng ding
cach noi nha nhan hon 1a Did you have a chance to ~?. Cach dién dat nay khién cau
héi nghe lich sy va tu nhién hon trong méi truéng céng sé.

Did you look over the proposal | sent over yesterday?
Anh da xem ban dé an toi i hdom qua chua?

Did you have a chance to look over the proposal | sent over yesterday?
Khong biét anh da co thoi gian xem qua ban dé an toéi gli hém qua chua?

3. review xem xét, danh gia(tailiéu, hop dong, bao céo)

Sac thai: TU nay thudng mang sac thai trang trong va chuyén moén hon so véi take a
look at hodc look over. Khi dung tu nay, nguéi noi thusng ham y rang ddi
phuong khéng don thuan chi doc ma con phai nhan xét va dé xuét y kién
cla minh.
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Ap dung: Tu nay thudng dudc dung véi cac tai liéu mang tinh chinh thic nhu hop
dong, bao céo, thoa thuan hoc dé xuat quan trong. Review ciing thuéng
xuat hién khi c8p trén giao nhiém vu cho cép dudi hoac khi hai bén doi
tac trao doi cac tai liéu can dudgc xem xét chinh thuec.

Please review the attached agreement.
Vui long xem lai hop dong trong file dinh kem.

Have you had the time to review the contract?
Chi da c6 thai gian xem lai hgp dong chua?

| think it's better we review the contract together in person.
Toinghitét hon hét 1a chung ta truc ti€p gap va cung nhau xem lai hop déong.

4. consider xem xét, can nhic (y tudng, dé xuat, phuong an)

Ap dung: Tir nay thusng dugc dung khi noi vé viéc can nhac mot y tuéng, phuong
an hodc dé xuat, chir khéng phai viéc doc va kiém tra mot tai liéu cu thé,
vi vAy no thutng xuat hién trong b6i canh thao luan vé ké hoach, chién
ludc hoac quyét dinh kinh doanh.

We're considering the possibility of developing a new app.
Chung t6i dang xem xét kha n&ng phat trién mét ting dung méi.

We're considering three options at the time.
Hién tai chung toi dang can nhac ba phuong an.

We will need some time to consider your proposal.
Chung toi can chut thai gian dé can nhac dé xuat cla anh.

* Khi thém some vao trudc time, ngusi ndi ngu y rang ho can thém thai gian truée
khi phan héi nhung khéng thé cam két chinh xac la bao 1au. Day cling 1a cach noi
gidm nhe valich sy so véi viéc chi dung tu time.

__________________________________________________________________ _o

the possibility of - cach noi thé hién su than trong

Khi mot k& hoach van dang & giai doan can nhac va chua chac chan sé dugce thuc
hién, ngudi ta thudng dung cum the possibility of ~.

considering developing a new app

(kha nang phat trién Ung dung méi 1a trén 80%)

considering the possibility of developing a new app

(kh& n&ng phat trién (mg dung mai la 50:50)
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5. go ihrough xem ky (doc ky tu dau dén cudi)

Ap dung: Cach néi nay thudng ggi hinh anh ngusi doc I1an lugt kiém tra ting phan
cUa tai lieu dé ddm bao khéng bd sot thong tin quan trong. Vivay, né phu
hop khi ban mudn nhan manh rang tai liéu can dugc xem xét ky ludng, vi
du ra soat ndi dung truéce khi chét lai hoac gui di.

Let me go through the document and see if there's anything
| could add.

DE& t6i doc ky tai liéu mot lugt xem c6 chd nao can bd sung thém khong.
Let’s go through the agreement page by page.
Hay cung doc ky hop dong nay ting trang mot nhé.

| don't think | have time to go through the whole deck thoroughly.
Toi e la minh khéng c6 thoi gian dé xem ky hét ca bo tai liéu nay dau.

__________________________________________________________________ _o

SU dung deck va slides trong tiéng Anh cong sé

Trong tiéng Anh, ngugi ta thuong goi bai thuyét trinh (PPT) |a slides ho&c deck. Slide
(s6 it) 1a mot trang trinh chiéu don 18, slides (s6 nhiéu) dung dé chi toan b6 bai thuyét
trinh, day la cach goi phé bién va trung tinh. Con deck (ho&c slide deck) la cach goi
mang tinh chuyén nghiép hon, ham y chi mot tap hdp cac trang trinh chiéu dudc thiét
ké thanh mét b6 tai liéu hoan chinh.

Have you finished creating all the slides? Caulam xong hét céc slide chua?

Here is the link for the new deck. Bay la dudng link cla tai liéu thuyét trinh mai nhé.

Good to Know Mot s& cach dién dat giup tang séc thai trang trong

Trong giao ti€p cong viéc, dac biét 13 khi viét email hodc trao d6i v6i khach hang va
ddi tac, ching ta can uu tién cach dién dat lich su va chuyén nghiép. Tuy nhién, khéng
phai chi can thém please la cau da tré nén lich su hon. Trong tiéng Anh céng sé, nguoi
ta thuong st dung céc cau trac véi would, could, can hoac cac cach dién dat gian tiép
nhu let me know dé lam cho cau n6i mém mai va tu nhién hon.

1. I'would like your thoughts on the contract.
Toi mudn biét y kién ctia anh/chi vé hop dong nay.

2. Please let me know if you have any questions/concerns/feedback.
Né&u co bat ky thac mac/ban khoan/gop y gi, vui long cho toi biét.

3. Could you tell me which option you prefer between sample A and B?
Anh/chi c6 thé cho téi biét gidra mau A va mau B, anh/chi ung cai nao hon khéng?
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Nhirng tinh huéng thuc té véi cach néi

“Hay xem lai giup t6i”

Tinh Jane gtri ban thdo hop déng cho Dave va dé nghi anh
hudng xem lai.
Q Hello, Dave. We'd appreciate it if you can @ the draft
Jane: contract I've attached below. Please let me know your thoughts.
L Ban nay

ohdc la chat Chao anh Dave. Phién anh xem lai gitp toi ban thdo hgp dong ma toi dinh
ludn day!  kem bén dudi. Vui long cho ching téi biét y kién ctia anh nhé.

2 Thank you for sharing the draft contract, Jane. | reviewed it and

Dave: everything looks fine.

Cam on chi da gui ban thdo hop dong, Jane. Téi da xem va thay moi thir déu én.

g So fast? Wow, thank you! | was worried it would take you quite
Jane: some time to @ it all.
L’fgng'j; Nhanh vay sao? Cam on anh! Téi ctf lo anh s& mat kha nhiéu thoi gian dé doc
loa réi ky lai toan bo day.

@ review: dugc dung vi day la tinh huéng can giao tiép lich su, khi nho
khach hang kiém tra mot tai liéu chinh thic nhu hop dong.

@ go through: dung dé nhan manh y doc va kiém tra tai liéu mot cach
cén than tu dau dén cuéi.

Toh o) Trudce dé Dave da phan héi réng moi the déu én, nhung

hudng sau dé béng nhién lai dwa ra mét yéu cau khé chdp nhan.
We're sending over 30% of the service fee in
Dave: advance. Would that be alright?
|_) se 1? } i
NOItIM  Ching toi dang can nhéc viec thanh toan truée 30% phi dich vu. Khong biét
nhu vay cé 6n khong?
Q We usually ask for an upfront payment of 50% of our service fee,
Jane: but let me look into that with my team and get back to you.
142 Pinh

lra minh Théng thusng thi chung toi yéu cau thanh toan truée 50% phi dich vu,
hay sa0?  nhung t6i cé thé ban bac véi nhom ctia minh va phan héi cho anh sau.

considering: dugc dung vi & day Dave dang néi vé viéc can nhac mot
phuong an hoac dé xuét, chi khdng phai xem xét mot tai liéu.

Let me look into that with my team: Dé t6i ban bac/

kiém tra lai v6i nhém cda minh

Let me get back to you: Toi sé bao lai véi anh (sau khi xac nhan).

(day 1a cach noi khi can thém thoi gian xem xét truée khi dua ra cau tra 16i)
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PR
Tinh
hudng

A

P
Mark:
L Giap em
nhé!

A

Jane:

L Chuyén
nhd, gui
xem nao!

(T‘lnh
hudng
N

A

Jane:

L Lam di
chit con
gi nita

S
Mark:
L.Em chi

muén
bdo cao
miéng
thoil

Mark nh& Jane xem lqi b&n tém té&t minh vira soan.

Hi, Jane. Do you think you'll have the time to a draft
summary | wrote up for Dave today? He asked me to share it with
him by tomorrow morning.

Chao chi Jane. H6m nay chi c6 thai gian xem gitip em ban tom tat em viét dé
gUi cho anh Dave khong? Anh &y bao em gui truéc sang mai.

Sure, Mark. | can take a look at it. Can you send me a copy via
email?

Buoc chu, Mark. Tai c6 thé xem giup. Cau gui cho téi qua email nhé?

take alook at: |a cach néi kha tu nhién va than thién khi muén nho ai dé
xem giup mot tai liéu, thuéng dung trong trao déi ndi bo.

Jane nh& Mark xem qua hé so rng vién gitp minh.

Mark, | need you to the CVs HR shared with us for
the internship position at our team. | don't think I'll have the time
to look over all of them thoroughly.

Mark, cau xem qua giup tdi cac CV ing tuyén vj tri thuc tap sinh ma phong
Nhan su gi cho nhoém minh nhé. Chéc téi khéng cé thai gian xem ky tat c
dau.

Okay, Jane. Do you want me to write down my comments and
send you an email or should we just talk about it at tomorrow’s
meeting?

Vang chi. Chi muén em viét nhan xét roi gui qua email cho chi, hay ching ta
chicéan trao d6i trong cudc hop ngay mai théi?

look over: phi hop khi nhdn manh y xem nhanh moét s& tai liéu dé ndm
ndi dung chinh.

CV (= curriculum vitae): hd so xin viéc

HR (= Human Resources): phong Nhan su

Ineed you to ~: Cau giup t6i ~ nhé

(day 1a cach néi phu hop khi cap trén giao viéc cho cap dudi. Trong email, dé lich
su hon ngudi ta cling c6 thé dung Could you ~ hoac Can you~)
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How to Start Your Sentence “Khi nao co6 thoi gian” j

Chung ta da tim hiéu nhiéu cach dién dat khac nhau dé néi “Hay xem gitp
t6i”. Tuy nhién, trong giao ti€p cong viéc, ngudi ta thusng thém nhing tu
ho&c cum tu “dém” dé nhing I6i dé nghi nhu vay tré nén nhe nhang va lich su
hon, khién ngusi nghe cdm thay ho dugc quyén sap xép thai gian thuc hién
cong viéc do, thay vi bi yéu cau lam ngay lap tuc.

“Khi nao cé thoi gian” la mot cach noi nhu vay. Dudi day 1a mot sd cach dién
dat thuong gap lién quan dén nét nghia nay.

when you have the time to, khi anh/chij co thoi gian (casual)
iftmeallows, | néucotwigan(casia)
wheneveryoucan, | Khinaothumntién(casus)
el i notien choanhvchi(formal)

When you have the time to, do you mind taking a look at this research
paper | wrote up?

Khi nao ranh, anh co thé xem qua bai nghién clu téi da viét dugc khéng?

I'll look over your paper if time allows.
Né&u cé thai gian, toi sé xem qua ban thao cla cau.

Please go through the deck whenever you can.
Khi nao tién, chilam on xem lai b6 slide nay giup toi.

If you can review the agreement at your convenience and just let me know
when you're done, thatd be perfect.

Luc nao thuén tién, anh c6 thé kiém tra lai hgp d6ng nay va bao cho t6i khi hoan tat
thi t6t qua.

20 | Effective English for Business Communication



