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Tap chi thong tin nang

T N3G QiAo fido Ve . An ban 1an 2,

Cao Kl nang giao uep va e > ,

st Smile Work s
4 nam 2024.

nw&c ngoai

Kién thirc co ban

V& |& chao va I&i néi trong kinh doanh

dé lam viéc

Trong phan th& hai cia Smile Work,
ching ta s& néi vé nhitng 101 chao c6
thé 4p dung trong kinh doanh Nhét
Ban.

Cach chao hoi mét ai d6 sé khac nhau
tly vao hoan canh, chdng han nhuv sép,
dong nghiép, trong hay ngoai céng ty.
Ngoai ra, néu ban c¢é thé chao hoi ai d6
vdi 8n tugng tot, ban sé ¢ thé giao
tiép tot hon.

1 .Nhﬁ!ng Ib,i chéo co’ bén C6 ba diém co ban cho 161 chao. Hay ghi

nhé ba diém sau day.

D Tw chio minh.

Hay chac chdn dé chio dén ngudi khéc tir chinh ban. Ban cé thé bay té cdm xtc cha minh trong 1&i
chao bang c4ch néi "Chao budi sang" hodc "Cam on vi da lam viéc cham chi".

Dé xay dyng mot méi quan hé sudn sé va khong cang thang, hay lvu ¥ dén nhirng 1oi chao tir chinh
ban. Néu ban chao héi ngudi khic mét cich vui vé, ban cé thé duy tri bau khong khi tét dep & noi

lam viéc.

@ Lot néi truéde, lich sy sau.

O Nhat Ban c6 mot tir goi 14 gosengorei.
N6 duoec coi 1a nghi thire chao héi ding dan dwoc chap nhan rong rai.

Cu thé, né c6 nghia 1a cdi dau sau khi nhin vao mat ai d6 va néi: "Chao buéi sang". Ching ta hay
ghi nhé né va bién né thanh théi quen.

@ Tao an twong t6t bang nu cwdi rang réo.
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Khi chao héi ngudi khac, hay nhé mim cudi rang rd va tao an twong tot. ¢

=l 4
Hay chao nhau bdng mét nu cudi. S v
Lo1 chao tao 4n twgng vé mét ngudi va trd thanh mét trong nhirng v
tiéu chi dé danh gi4, phan xét.
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* 2Lofchdokndcnhau iy theo inh hudng

Gié61 thidu nhitng tir va cau tra 161 d& ban cin than khi chao hoi

moi nguoi tai noi lam viéc.

Canh O Tai noi lam viéc.

Hay bat dau ngay méi cla ban bing cich chao sép va déng nghiép bing nhirng cau "Hém nay ching ta hiy cé ging hét
stre" va "R4t mong nhan duwoc sy gitp d&".

Sé that tuyét néu ban cé thé thém ditu gi dé sau khi néi "Chao budi sang", ching han nhu thoi tiét hém nay dep
nhi..v..v.

Canh @ Khi roi khéi ché ngoi hodc di ra ngoai.
Néu ban dinh roi khéi ché ngdi hoidc di ra ngoai, ban can chao va cho ho biét ring ban sé roi van phong.

Dam béo cung cip nhitng thong tin nhv ™ ban dinh 1am gi va di ddu " va " ban s& vé ltc méy gio " dé nhitng nguoi & lai i
lam viéc sé& khong gap van dé gi khi tra 1o1 dién thoai hodc ¢6 khich hang ghé qua. :

Bl CARENMTHEDEDOLEDIIT-TEND 7, 1 5REFETEL 20 £3,
(A kigyou e uchiawase no tame ni itte mairi masu .15 ji goro kisha yotei to nari masu. )
Vi dy: T6i dén cong ty A dé hop. Toi s& trd lai lam viéc vao khoang 3 gio chiéu.

Ngoai ra, khi ban di ra ngoai hodc dirng & mép ban dé tién moi ngudi, ban cé thé néi “anh, chi di a" hodc “anh, chi di
c4n than." Bang véi mét nu cudi than thién. :

Canh @ Khi tré lai lam viéc.

Khi ban vé muén hon dv dinh.
Didu quan trong nirta 1a chao héi ngudi khac bang 1&i chao vui vé khi ho tré vé nha.

Bl OR->TEWY F L7, (modotte mairi mashi ta) (DT6i da quay vé roi.
@7=72WE ., KD £ L7, (tadaima, modo ri mashi ta) @Téi vira tré ve.
@EL RV ELED, ZFEWERD £ L7, (o0soku nari mashita ga, tadaima modo ri mashi ta)
3% Khi ban vé muén hon dv dinh. @Xin 16i vi 43 vé mudn nhu vay.

Diéu quan trong nirta 1a chao héi ngudi khac bing 1oi chao vui vé khi ho tré vé nha.
Canh @ Khi chiing t6i di ngang qua nhau & hinh lang trong gi®’ 1am viéc
Néu ban di ngang qua nhau & hanh lang khi dang lam viéc, nguoi ta thueong néi “Cam on vi da lam viée cham chi”
bang mét cii gat dau.
Tuy nhién, khi ngudi kia dang tép trung lam viéc hodc dang tro chuyén véi ai d6 thi chi nén cdi dau chao la mét phép

lich su.

Canh ® Khi tan so.

Khi tan s@, hiay néi: “Cam on vi ngay hom nay anh, chj da lam viéc cham chi.” })’\T}\/
Hay chao nhau véi tam trang vui vé "Hen gép lai ngay mai". J-/I//_/ /
i/ /
| /|
Néu ban roi céng ty trude. — 2

Bz dtL L £ 9 (o saki ni shiturei shi masu) Xin phép, t6i xin vé truéc a.
BT HALV 7= L % 9(0 saki ni shiturei itashi masu) Xin thir 161, téi xin phép vé truwéc a.

Néu bén kia roi cong ty trude
BIENAETY (0 tsuka re sama desu) Cam on vi da lam viée cham chi.
BT L7-(o tsuka re sama deshi ta) Cam on ban da lam viéc chim chi .
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3. Nhing tlr nglr can can than

Gidi thiéu nhitng tir ban nén c4n than trong cdc tinh huéng kinh doanh.
C6 mot s8 tir khéong phu hop trong tinh huéng kinh doanh. Hoce nhitng tir ding, trang bi cho ban than.

Nhirng tir khéng phu hop trong tinh huéng kinh doanh T ngitr danh cho tinh huéng kinh doanh
BIEINEETJ (0 tsuka re sama desu)

Cadm on vi da lam viéc cham chi ( minh néi vé1i cap
trén, nhirng nguwoi ¢b vi tri hon minh, thé hién sw
kinh trong)

TS5 T 9 (go kurousama desu)

Cam on vi da lam viéc cham chi ( c4p trén néi véi
minh, hodc ban than ngang hang véi d6i phuong)
BHFEEETJ (0 sewasama desu)

Cam on sw giup d¢ cia ban Cam on su gitp d& cia ban

72 %1% £ T3 fanaruhodo desu ne) M2y 72 & ByrEJ(ossha ru too ri da to omo i
T61 hiéu roi (mét cach néi khac clia wakarimashita, | masu ) Téi nghi ban ding

sau khi d6i phwong giai thich cho minh vé 1 vdn dé | Z DY 72 & v % 4 (sono too ri da to omo i masu)
nao dé, khéng dung cho cip trén) T61 nghi diéu d6 ding

EH 5172 LE 7 A (dochira ni itashi masu ka) | &5 5127 & F 9 2>(dochira ni nasai masu ka)
Ban muén cai nao? Ban muén céi nao?

B LS Y T3 (o hisa shiburi desu) TIEYIIK L CE Y E 9 (go busata shi te ori masu)
Pa lau 1dm roi D3 lau khong gip

BEEIZ 72> TH Y £9(o sewa ni natte ori masu)

Hay can than, chang han nhu xem xét ¥ nghia cla tir va thay d6i giong diéu.
Nhitng 1&1 néi bén trai khong phit hop véi hoan cdnh cong viéc, dic biét 1a thoé 16 véi cap trén.

4, 1.5 chéo ding rong finh huding kinh doank

Cudi cung, ching toi s& gidi thiéu mot sé vi du vé 1&1 chao co ban duge
st dung trong cac tinh huéng kinh doanh.
Téi sé& giai thich riéng cho cdc mau bén trong va bén ngoai, vi vay chung
ta hay dao sAu hiéu biét ctia minh dé c6 thé si dung ching ding cach. i
Nhirng 101 chao co ban té1 moi ngudi trong cong ty cia ban nhu sau:

[Loi chao danh cho ngwoi ding néi bo]

Léi chao

Canh st dung ‘

BRLS T Chao budi séng (Khi dén cong ty)

(ohayougozaimasu)

~A~THOTEND T T6i s& ~ ... toi di ddy (Khi r&i van phong vi nhitng 1y do nhv di thyc té& hoic
(~ eitte mairi masu) g3p g& khach hang)

fToTHoLWNER
(itte rasshai mase)

TEEWERY £ L7

Anh, chj dinhé (Khi nhén vién cong ty roi céng ty)

(tadaima modo ri mashi ta)

Khi ban than tré lai lam viéc

BH>z 0 72 v (okaerinasai)

D3 tré lai

W, ALZEVELE

(ha i, kashikomari mashi ta)

Vang, to6i da hiéu rbi a
(Khi ban nhan dwoc hwéng dan hodc nhiém vy méi tir sép hodc cdp trén)

BREAECTLE

(o tsuka re sama deshi ta)

Cam on ban da lam viéc cham chi  (Khi ban hoéc nguoi khéc roi cong ty)

HONEH T NET

(arigatou gozaimasu)

Cam on ban (Khi ban nhan duoc 161 khen ngoi hodc khuyén khich cho cong
viéc cia minh)

BN AV F£ 9 (oso re i ri masu)

Xin 16i da lam phién  (Khi nguoi khéac theo déi cong viéc cta ban)

FLRISWEREA

(mou shi wake gozai masen)

T6i thanh that xin 161  (Khi ban méc 13i trong cong viéc)

Xay dung méi quan hé té6t dep trong cong ty bang cach sir dung tirng 1oi chao mét cach thich hop.
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Kin chao doita kinh doarh v Kndch hn

Ti€p theo, chuing ta hay xem nhitng 1¢i chao co ban

v6i nhitng ngudi bén ngoai cong ty.

[L&i chao danh cho céic bén, bén ngoail

WHhoLeWEY Chao mirng ngai dén véi quy cong ty.
(irasshai mase) Khi déi tdc kinh doanh hodc khach hang dén thim cong ty.
KAl LET Xin the 161, xin man phép.
(shitsurei itashi masu) Khi buéc vao phong hop.
KL LFEL T61i xin 161 vi sy bat tién.
(shitsurei itashi mashi ta) Khi ro1 khoi noi hen.

Cam on ban da ti€p tuc dng hé, cam on vi da luén nang da.

WO b BHEEEIC 2 > THE Y F 9| - Khiban duoc tiép can bédi mét ngudi ma ban dang cé giao dich
(itsumo o sewa ni natte ori masu) kinh doanh.

+ Khi lién hé véi khach hang (qua dién thoai hodc email).
Pa lau khong gap.
Khi ban lién hé véi mot khach hang hodc khiach hang ma ban
da lau khong gap.
Neéu ban ¢6 méi quan hé than thiét véi déi tac kinh doanh, 161 chao gidn di hon céach trén la dwoce. Khi gdp déi tac kinh doanh
hodc khach hang Ian d4u tién hodc véi nguwdi ma ban chi ¢é méi quan hé kinh doanh, hay nhé chao ho mét céach lich su.

TR L TR £F

(go busata shi te ori masu)

"Job Emergency Map™ Leaflet for Foreign Workers

To create a comfortable working environment for foreigners, we have made the Fukushima Prefecture
“Job Emergency Map”.
This map shows organizations that can be consulted when you have problems in the workplace.

You can download the leaflet by scanning the QR code on the right >>>5>5>5>55>5=

If you have any comments or inquiries about this magazine,

please contact us using the QR code below.

Publisher : NPO Fukushima Employment Support Center

Phone :070-4419-8412

E-mail : info@npo-fssc.org

Supported by : Social Welfare Corporation Central Community Chest of Japan

ABCI—YHEBE AL . 1 . . . . . . .
BCES 10158 1) In cooperation with: Fukushima City International Friendship Association (Vietnamese)

Career and Communication Skills Improvement Information Magazine for Foreigners

“Smile Work” cooperating organizations

Iwaki International Association, Aizuwakamatsu International Association, Minamisoma City Multicultural Center
[SAKURAI, Aizu Kitakata International Association, Shirakawa City International Association (Shirakawa City Planning
Policy Division), Fukushima City International Friendship Association (Office:Settlement and Exchange Division),
Fukushimaken Zaijyu Gaikokujin Sogo Shien Network, Nihonmatsu Kokusaikoryu Volunteer “Zakuzaku Netto”, Koriyama
International Exchange Association, Sukagawa Tabunka Kyosei Netto, Nihonmatsu Chikyu Shiminno Kai(Nihonnmatsu
City Hall, Secretarial Policy Devision), The Ministry of Health, Labour and Welfare (Fukushima Labor bureau), Ministry of
Justice(Fukushima District Legal Affairs Bureau)
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