@ 1 Practice following the flow of an interview.

@ 2Actas an interviewer and check others’ interview performance using the checklist below.

© 3 Note comments given by others in the comment column below.

@ 1 Hay thir luyén tap theo quy trinh phéng van.

@ 2 Hay thir déng vai ngwei phéng van va kiém tra budi phong van clia ngwdi khac theo checklist dwéi day.
@ 3 Hay ghi chi lai nhivng binh luan cda ngwéi khac theo danh sach dwéi day.

[Interview Checklist] / [Checklist danh cho buéi phéng van]

v Were clothes and appearance appropriate
and well-groomed for the interview?

1. v Were there any inappropriate actions when

Clothes / manner entering/leaving the room or greeting?

Trang phuc, tac | v Trang phuc va dién mao c6 thich hop cho

phong budi phdng van khéng?

v L&i chao hai va tac phong khi vao phong, ra
khéi phong cé véan dé gi khong?

v Did you clearly understand the person’s
strengths?

v Did you clearly understand the reasons for
applying?

v Did the person research the company and

2 expressed why he/ske wanted to work

; them?
Contents Lz .
. v Ban c6 hiéu duwogc d manh cua ngux
Nelduns khong?
do &ng tuyén c
& cong ty d6 kho
v, ao hol juon

nguwoi dé khéng?

« Ung vién c6 tim hié
ban c6 hiéu duoc ly
lam khéng?

+ Ban c6 hiéu ré dworc
)

v Did the person speak
voice volume?

3. v Was the rate of speech appropriate?

Way of speaking v Did the person speak politely?

Cach noi « Ung vién c6 néi to, ré khdng?

« Tbc dé néi clia (rng vién co tét khong?

« Ung vién c6 néi chuyén lich sw khéng?

v Was the person’s posture appropriate while
4. sitting?

Posture / eye « Was the person looking at the interviewer’s
contact face?

Tw thé, « Dang ngbdi clia (g vién co tét khong?
hwéng nhin « Ung vién c6 nhin thdng vao ngudi phéng van
khéng?

5. Checklist on the day before an interview / Chuén bj cho dén trwéc ngay di phéng van

(7" Did you make sure you have prepared everything you need? Let’s check! «/

7 Ban c¢6 thé xac nhan va chuan bi dwoc moi thir khong? Hay cuing kiém tra nhé.

[ ] Are your clothes and grooming well-prepared? (suit, shoes, bag, hair, nails)

[[] Did you check how to get to the venue for the interview, a means of transportation, and required time to get there?

[] Do you have everything you need including a copy of your resume and writing implements?

[l Do you have a memo with the name and contact information (telephone number) of the person in charge
of the interview at the company?

[] Trang phuc, dién mao clia ban da ding chwa? (Quéan 4o, gidy, cdp sach, téc, mong tay)

[] Ban da kiém tra phwong tién van chuyén va thoi gian can thiét dé di dén noi phéng van chuwa?

[[] Ban c6 quén gi khdng, chadng han nhw ban sao so yéu Iy lich hay dung cu ghi chép?

[[] Ban c6 ghi chd lai tén va dia chi lién lac (sé dién thoai) clia ngwdi phu trach thudc cong ty dén
phéng van khéng?

I will do
my best!
Toi sé cb
gang!

* Never be late for an interview. Should you be late due to transportation trouble,
such as train delay, be sure to call the contact person in charge.
* Tuyét d6i khong dugc dén tré. Néu gédp van dé gi véi tau dién, v.v... khién ban dén tré,
nhét dinh phai lién lac véi ngudi phu trach thudc cong ty do.
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