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9 Hop tac xa

CAM NANG 1o
on cay, thuge

I H U’C I E 5 Cong ty ¢b phan
B



MOT SO KY NANG PI THUC TE

Céch thie duang ky: Pang ky theo biéu mau cuia 16p phu hop véi thoi gian,
cong viéc cua co so thuc té va sinh vién.
Moi thic méc lién hé voi:
- H6 Thi Dung:
Sdt: 0988018948
Fb: Oc Dao Ho
Email: hodung0606@gmail.com
- Nguyén Phuong Lan:
Sdt: 01672 612 754
fb: Nguyén Phuong Lan
email: phuonglan.hup@gmail.com

1. CHUAN BI HANH TRANG LEN PUONG

D¢ chuan bi cho 1 chuyén di dai, can chuan bi cac vat dung sau:

TT Vit dung Ghi chu

To1 thi€u

1 | Money Chu yéu tién xe cd, luén phai dam bao cé
du tién xe cho lugt di va vé (tién nay s€ cat
riéng, khong duoc ti€u lan véi tién khac)

2 | Quan 4o (16t + ngt + choi) | Cht y thoi tiét khu vuc dén

3 Quﬁn 4o lao dong Thoéng mat, thdm mo héi, quﬁn ao dai
4 | Giay, dép (c6 thé mua dép 1é ¢ ban, sé ré tién hon)
5 Do dung ca nhan Ban chai, kem danh rang, dau tdm g01, dao

cao rau, BVS (+CS), khan mat

6 Dién thoai va sac BT

7 S6 ghi chép va but (hodc | Ludn can ghi chép, du 1a diéu nho nhat




Laptop)

8 | Gidy gidi thiéu cua 16p

9 Thudc c4 nhan Pic biét cho cac ban say xe va dé di ung

Kem theo

10 | Xe may Néu thich mang theo, kha 1a tién khi di
chuyén cac noi

11 |Laptop (nén mang theo dé | Néu cong viéc dugc phan 1a cong viéc lién

phong) quan dén soan thao van ban, hodc quan ly

website, hodc 1a tao by nhan dién thuong
hiéu...

12 |01 chai nuéc loc Mang khi di duong

13 | Banh keo Vira dé an, vira dé tdng tré nho tai dia
phuong (tang tinh cdm)

14 | Khac Tuy s& thich ca nhan, vi du nhu may anh,
ing, thudc boi chong vit, thude xit mudi,...
Vé xa phong giat quan do thi c6 thé chung
vO1 cac anh chi & cong ty




2. KY NANG, KIEN THUC CAN CO

a. Truwoc chuyén di:

+ Can tim hiéu thong tin vé cong ty lich sir hinh thanh, st ménh, tam nhin,

to chue,...

Qua qua trinh tim hiéu, dat minh vao vi tri cong ty va dit cac cau hoi kiéu
nhu: Cong ty dang can dieu gi? Thiéu gi? Co thé phat trién dugc hon nira
khong?... (khong nhat thict phai tra 101 ngay, ma sé tir tir tra 101 thong qua qua

trinh di thuc thé)

+ K¥ ning can c6 1a k¥ ning 1én ké hoach (1ap ké hoach chuyén di), va tinh
than qua cam, trach nhi€m, tu tin vao ban than. Cling can biét suy tinh dén cac rai
ro co thé xay ra, va c6 phuong an phong bi (don gian nhat nhu di dudng gap troi
mua, hodc dién thoai hét pin khong goi dugce cho giam dbc dé don vao,...)

b. Trong chuyén di:

- Bat ct mo6i chuyén di ndo, cadc em déu c6 thé quy nap 1 nguyén tac gan

nhu rét it thay doi 1a:

Sang

Trua

Chiéu

To1

Ngu day => V¢
sinh cd nhan => an
sang => (giao ban
dau tudn) => Lam
Viéc

Pi chg => Néu
com => Rura bat
=> Nghi trua

Lam viéc = D1
cho => Nau com
=> Rira bat

Ngbi ndi chuyén
vo1 moi nguoi =>
Théng ké cong
viéc da lam duoc
=> Dy kién cong
viéc ngay mai =>
Choit => Lam tro
linh tinh => bi
nga => (truc ca tdi
néu co)

(chot - ngay nghi)

(chot - ngay nghi)

(chot - ngay nghi)

(chot - ngay nghi)

Nhu vay, thyc té cong viée trong 1 ngay lam dugc khong nhiéu (chi khoang
6-8h/ngay), s& co nhiéu thdi gian dé tiép xuc va néi chuyén voi nguoi dan dia
phuong (diém khac biét khi lam viéc ¢ cong ddng so v6i 1am viée & thanh phd).
Nén can k¥ ning giao tiép tot.
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Dbi véi qua trinh lam viée, ngudi dan dia phuong s& quy mén, thich 1am
v6i nhimg ngudi néi chuyén coi mé va san sang cung cap kién thtrc cho ho, chu
khong phai day ho. Néi cach khac, ludn ton trong va khong bao gidr tuyét ddi hoa
cai gi 1a dang khi 1am viéc (ké ca khi ngudi dan ho c6 sai that), ma ludn phai dat

minh 14 1 nguoi san sang hoc héi va KHONG c6 nhiéu kinh nghiém.

Theo kinh nghiém cua anh, ¢6 thé nhé theo kiéu key word:

Nguoi dan gi6i, can khen va hoc hoi

Sinh vién giéi, thinh thoang nén dé 16

- Ban hang
- Van hanh may moc tai chd

- St dung céc cong cu lao dong (cudc,
Xen,...)

- Céac truyén théng dia phuong (in
mac, maa hat, nghi 18 tho cing)

- Uéng ruou

- Bi cho

- Nau an

- bia ly (dan duong,...)

- Tu van chuyén tinh cam, con cai

- Xe may, xe 0 t0 (van hanh, sua
chira,...)

- Hoach toan chi phi
- Kién thuc sir dung cay thudc ban dia
- Tién

- Strc khoe

- Céch ban hang
- Nguyén ly van hanh may moc

- Cac phan mém mady tinh, cach dung
laptop

- Thiét ké nhan mac, san pham

- Uéng ruou

- Tu vin chuyén hoc hanh

- Tao ra cac bo thuc hanh tét (SOPs)

- Nam bit thi hiéu khach hang (Pic
biét 13 cac khach thanh thi)

- Thiét ké bo cau hoi dé test thi truong
- Website

- Kién thtrc tu van st dung thudc tan
duoc

(va nhiéu nira - tity thuéc tirng nguwoi)

(Hy vong ban nao ciing sé phdi chudn bi kj ning nao dé cho minh, it nhdt la
dée tu tin khoe voi co so thuc té rang minh co thé giup ho).

- Can x4c dinh xem thé manh cta minh 14 gi. Trong truong hop chua xac
dinh dugc ngay, thi nén lam nhu 1 robot, ngudi ta bao gi, nghe ndy, lam theo y
nhu thé; sau khoang 3-4 ngdy, di quen viéc va biét minh c6 thé manh 1a gi, thi
nén chuyén sang tu van nguoc lai va dé nghi cong viéc cu thé.



Trong trudng hop ban than biét rd minh gioi gi, va c6 thé giup d& gi, thi
nén dé nghi ngay tu dau. C6 thé ban dau ho khong nho minh lam, hodac 1a ho da
sap dit ké hoach khac cho minh, nhung hoan toan c6 thé doi cong viéc phu hop
va thuc té ¢ ich hon cho don vi. Vi du don giin 1a mot s6 dia diém anh dé
website 1a chua dugc dang ky vdi So cong thuong, hodc 1a chua cé web, thi cac
em c6 thé lam giup ho viéc nay. Rét co ich véi cong ty / HTX. Ngoai ra, khi truc
tiép lam viéc tai dia phuong, s& c6 rat nhiéu thir (vé quy trinh san xuat, vé con
nguoi, vé san pham...) can dugc cai tién, ma chi co thé hé tré va co k¥ nang nhu
ching ta lam duogc.

- Can luu lai tat ca cac thong tin lién hé va ghi cha cac thong tin khac vao
sO tay/dién thoai. Pay cling 1a 1 tai sdn ma cac em c6 dugc sau moi chuyén di.
Cac mo1 quan h¢ s€ giap cong viéc/ban than cac em tot hon.

c. Sau chuyén di
- Tong hop va bao céo véi can su 16p

- Cam on don vi (c6 thé bang 1 qua tang nho tu lam, hodc 1a chi can cam
on chan thanh va udng ruogu chia tay voi moi ngudi cling xong), gitr lién lac.

d. Mt sé quy tic an toan:
An toan khi tham gia giao thong:

~ Tuyét d6i: Khong vuot au (khi khong nhin thay phia trudc 13 gi): Nhanh 1
phut cham ca doi
— Tuyét d6i: Khong lan dudng va giam toc d6 khi vao cua: Khi nhin thiy xe
doi dién thi d8 mudn
Udng ruou:

~ Tuyét doi: Pa lai xe thi khong udng ruou, da udng ruou thi khong 1ai xe
- Tuong d6i: Biét tir chbi ruou
o Khong udng tir dau: Can tén trong tu do ca nhan
o Dumng lai khi "thdy di": Ruou lién quan dén stc khoe ca nhan
o Khong udng 1a khong that 1ong, khong nhiét tinh, khong ton trong
nhau, khong... khong...: Chi 1a nguy bién: Nhiing ke nhiét tinh
trong cudc rugu thudng bién mat khi ¢ cong viéc
Trau huc:

- Khoéng nén:

o Pung trudc dau trau, khong cam vao simg trau: Trau thuong hién
lanh nhung c6 khi n6 lic stng dé dudi rudi, mudi hodc khong
"welcome" ta: Chi con cach di bénh vién!

- Nén:
o DPung cach n6 vai mét va khen né khoe, dep trai, 16p cang,... 1a du



Cho can:

- Khong nén:

o Chay khi bi n6 dudi: N6 cang hang
Lang vang canh nha n6: N6 s& nghi "dinh an trom a?"
Khau chién véi né khi no ¢ to ra nguy hiém
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Pi theo top 2-3 ngudi
Cam san mdt cai gdy dé "nghénh chién" khi can
Pung lai nhin no6 khi n6 du6i theo ta ro1 tur tir di tiép

o O

Puoi nwérc:

- Khong nén:
o To ra anh hung, boi 161 g161
o Boi cho nudce sau qua dau minh

Panh nhau:

- Khong tranh cai dling sai v&i nguoi da uong rugu
- Tranh xa cac cudc au da
- Khong nhin vao mat véi dam thanh nién dang ¢6 té ra nguy hiém

Say ning

- Ludn udng da nudc va mang theo nudc cho cac chuyén di dai.
- Doi non/mii va ¢6 quan ao bao ho khi lam viéc dudi tro1 nang nong
- Khong [am viéc 1 minh

Mat trom

- Khong nén mang cac vat dung dét tién va d& mat di thue dja

— Ludn cit dd céan than, an toan

— Khi mat trom, khong nén hd hoan ngay, can binh tinh suy nghi phuong an
va tim nguoi trg gitp. Khong d6 oan khi khong c6 bang chimg xac thuc.
Can chu y: nén d6i huéng khi néi chuyén vé van dé mét trom la: “em khong
nhd dé quén d6 ¢ dau, moi ngudi c6 thay/tim giup em” trudc khi la lang,
dic biét tai cac khu du lich, dé giir hinh anh cho don vi. Sau d6 n6i chuyén
riéng v61 nhau sau.

CHUC CAC EM CO CHUYEN PI THUC PIA THANH CONG



