BO TU PHAP CONG HOA XA HQI CHU NGHIA VIET NAM

VU TO CHUC CAN BQ Poc lap - T do - Hanh phic
sé: (65 /TCCB-DTBD Hé NGi, ngay AR thang 9 ndm 2018
V/v thong bao khoa hoc

“K¥ néng giao tlep va Tiéng Anh
trinh dd trung cip” tai VSTC

Kinh gii: Thu trudng cac don vi thude Bo

Cian ctt Cong van s6 764/HVNG ngay 06/9/2018 cua Hoc vién Ngoai giao
vé viée thong bao khoé hoc Ky ning giao tiép va Tiéng Anh trinh d) trung
cAp’’ (Intermediate English Language and Communication Skills) tai Trung
tdm Dao tao Viét Nam - Singgapore do Hoc vién Ngoai giao - B§ Ngoai giao
V1et Nam va Dai s quan Singapore - B Ngoal giao Singapore dong chu quan
t§ chirc, Vu Té chirc can bd thdng bdo cu thé nhu sau:

1. Thoi gian: Tt ngay 08/10/2018 dén ngay 26/10/2018 (08h30 - 16h00).

2. Pia diém: Trung tim Dao tao Viét Nam - Singgapore (Phong 401, Toa
nha Pacific, 83B Ly Thuong Kiét, Ha No1).

3. Chi tiéu: B6 Tu phap dugce gidi thiéu 02 nguoi.

4. Noi dung khoa hoc

Khéa hoc nham gitip hoc vién nang cao kha ning giao tiép bang tiéng Anh
mdt cach hiéu qua, tu tin trong cac tinh huong khac nhau thong qua cac bai
giang va thuc hanh vé ngit phap, cach viét mot bai phat biéu, k§ ning dam
phan, thuyét phuc, k¥ ning thuyét trinh, sir dung van phong ngoai giao... (thdng
tin chi tiét khéa hoc givi kém theo).

Khda hoc do giang vién nudc ngoai day béng tiéng Anh, khong c6 phién
dich. Chmh phu Singapore dai tho chi phi td chuc khoa hoc, moi gidng vién va
cung cAp tai liéu hoc tap. Kinh phi di lai, an & (néu c6) do hoc vién chi tra. Két
thiic khoa hoc, d& nghi hoc vién ndp ban sao ching chi (co chung thuc) vé Vu
T chirc can bd dé theo ddi, quan ly.

Cin c(r thong bao khoa hoc néu trén, néu don vi ¢6 nhu céu ctr cong chtre,
vién chirc di hoc, d& nghi giri Céng van gi6i thiéu 01 nguoi/don vi v& Vu T
chtrc can bd trude ngay 25/9/2018 (Thir Ba) dé Vu xem xét, quyet dinh.

Lwu y: Can bd dugc cir tham gla khéa hoc d& nghi dién dy du thong tin
vao Ban ding ky kém theo va guri vé Vu Té chue cén bd.

Moi chi tiét dé nghi lien hé Phong Pao tao, béi dwdng cdn b, Vu T6 chitc cdn bj, dién
thoai: 024 6273 9368./.

Noi nhan: VU TRUONG

- Nhu trén;

- Luu: VT, DTBD.
Nguyén Quang Thai



SINGAPORE COOPERATION PROGRAMME
INITIATIVE FOR ASEAN INTEGRATION (lAl)
GENERAL INFORMATION BROCHURE FOR VIET NAM

INTERMEDIATE ENGLISH LANGAUGE AND COMMUNICATION SKILLS

8 TO 26 OCTOBER 2018

Sponsored by the

MINISTRY OF FOREIGN AFFAIRS, SINGAPORE

under the framework of the

INITIATIVE FOR ASEAN INTEGRATION

to be conducted by

GREEN OLIVE TREE

Initiative for ASEAN Integration

The Initiative for ASEAN Integration (lAl) was
launched by then Singapore Prime Minister (PM) Goh
Chok Tong at the 41" ASEAN Informal Summit in 2000
to narrow the development gap between ASEAN-6
and Cambodia, Laos, Myanmar and Vietnam (CLMV)
and to support ASEAN integration and community
building. To date, Singapore has made four pledges
totalling about $$170 million to the 1AL

A key IAl project undertaken by Singapore is the
establishment of training centres in CLMV. More than
38,000 government officials from CLMV have
participated in our training courses conducted at the
four |Al training centres in Phnom Penh, Vientiane,
Yangon and Hanoi in diverse areas such as English
Language, Trade and Finance, and Public
Administration.

The IAl is in line with the spirit of the Singapore
Cooperation Programme (SCP). The SCP was
established in 1992, bringing together under one
framework the various technical assistance
programmes offered by Singapore. As a country
whose only resource is its people, Singapore believes
that human resource development is vital for
economic and social progress. Singapore itself has
benefited from training provided by other countries
and international organisations. Through the SCP, the
range and number of training programmes have been
increased to meet the needs of developing countries.

Green Olive Tree

Green Olive Tree is a Singapore-based company
incepted in 2013 with focus on providing consultancy,
customised English language and communication
skills training and train-the trainer programmes for
government oificials, corporate officers, business
professionals and students in Singapore and the
region. lts team comprises qualified and competent
trainers and courseware developers  with
certifications and experience ro conduct English
language training, such as TESOL.

Course Objectives

This course is designed to enhance the English
language and communication skills of participants,
and for them to acquire an intermediate level of
command of the language, for the purposes of
listening, reading, speaking and writing.

Participants will learn oral communication skills
relevant for a workplace setting, an interpersonal
setting, for small-group setting as well as for public
speaking in front of a mass audience. Participants
will also learn to present their ideas and opinions
effectively during meetings, negotiations and
through public presentations and learn skills related
to social interactions, note-taking, email and
summary writing and circular-preparations.
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SINGAPORE COOPERATION PROGRANMME
INITIATIVE FOR ASEAN INTEGRATION (IAl)
GENERAL INFORMATION BROCHURE FOR VIET NAM

Methodology

Participants will learn through lectures inter-woven
with practical workshop sessions, pair work, group
work, peer-editing exercises, experiential activities
and other interactive components.

Duration

The course will be held from 8 to 26 October 2018.

Participants’ Profile
Participants should:

o Possess a basic command of English with
proficiency in spoken and written English;

e Nominated by the Government of Viet Nam; and

* In good health.

Venue

The course will be conducted at the Viet Nam-
Singapoere Training Centre in Hanoi.

Address: Pacific Place
Unit 808, 8th floor
83B Ly Thuong Kiet
Hanoi
Socialist Republic of Viet Nam

Class Size

Maximum 30 participants

Terms of Award

The Government of Singapore will be responsible
for training fees while the Government of Viet Nam
will be responsible for travel arrangements and
accommodation cost of the participants.

Medical insurance for participants to cover for any

accidents and hospital treatment will be borne by
the Government of Viet Nam.

Application Procedure

The National Focal Point will be responsible for
obtaining the list of nominations before forwarding
the list directly to the Singapore Embassy in Hanoi.
The nomination list should reach the Singapore

Embassy in Hanoi not later than
Monday, 24 September 2018.

n ollow us at
SCP Friends |
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PROGRAMME SCHEDULE

ANNEX A

T

Topic

TLesson Plan/Exercises

| Remarks

AM

Introductien

- Ice-breaker activities
= Introduction of trainer & participants
- Introduction to course, learning styles. types of activities

& expectations

- Participants to work in groups of 3 to list out in a chart:

- English language & challenges
- Expected learning outcomes

- Bricfing on assessiments, activities and sharing sessions
- Basics of communication

- Good communication & persenal branding

- CARM concept for all topics (report, notes, ete.):

- CONTENT — What do I wish to comnmumnicate?

- AUDIENCE — With whom am I communicating?
- LOGIC — Why am I communicating?

- METHOD — How do I communicate?

- If1Can Do It Session: Inspirational sharing by trainer

The chart to be
displayed on the

wall throughout
the course.

| English
| Pronunciation

International Phonetic Alphabets (IPA)

Phonetic/ phonemie synibols

Standard English Pronunciation

Homonyms, homographs, homophones

Intonation & stress

{Pronunciation aspects related to Lao-English, Khmer-
English, Vietnamese-English & Burmese-English)

Videos & group
activities
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Day [Topic | LessonPlan/Exercises : _ |Remaks
2 Communicati | The following grammatical features are to be learat in the
;:Al’#f[ : context of simyple writings used in the civil service.

‘Yf Gramimar

- Parts of ¢ - Nouns, Verbs, Adjectives, Adverbs,
Prepositions & the respective phrases in English

- Subject-verb agreement

- TESL activities

- Tenses: present continuous, past continuous, present
perfect, present perfect continuous, past periect. past
perfect continuons, present and past participles

- Format and style for business letters for various purposes

2 Conversationa | - Conversation on personal and familv information, | Videoson
P | I 5kills shopping, local geography, employment interpersonal
1 Ajg_pmpﬁm choice of vocabulary to show agreement COomuRcation
~ Phrases to encourage others to share their ideas
fxppmpriztz linking words to switch between speakers and
ics
- I?:izj_ﬁgipams 1o work in pairs on a formal conversation
ackiviy.
- Peer-marking on verbal & non-verbal features displayed
by speaker and listener
- Vocabulary to show agreement
- Phrases to encourage others in the group to talk
- Linking terminology -
- Participants to converse in English on a common topic and
assess one another on the following:
= sropriate choice of vocabulary to show agreement
- plrases to encourage others to share their ideas
- appropriate linking words to switch between speakers
_ and topics
3 Commnunicati | The following granmmatical features are to be leamnt in the TESL activities
AM ‘E';}Gmmmr context of Engl%;h websites belonging to the government.
i ‘- Conjunctions (contectors)
Ea - Joining sentences
e - Reporting verbs
oe - Directiindirect speech
Lo - Active/ passive voice
'3 | Conversationa | - Assessment 1: Conversational Skills
PAL | 15kills
|| Assessment
| Communicati | Grammatical features in the following administrative TESL activities
ve Grammar | documents
{3) through
S ,;mmmlstmmr Memo-writing/Circular preparation
o . . |- Tosection
ocz? WIMUMCAT | _ From section
- Date section
- Subject heading
- Message/ Content & paragraphing
- Sigaing off
Letter writing
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Day

Fomag

| Lesson Plan/Exercises

Remarks

i
PM

Common
Errorsin
English

Commonly misused vocabulary

Words with similar meaning but different connofations
Irregular plurals

Common granuiar errors

Group activity fo
discuss and
critique ConMnon
errofs in the native
English variety.

TET

| Translation

- Translation vs Interpretation
- Translation Concepts
- Translation vs Transliteration
- Choices in Translation
- Choice of words
- Negation
- Change of voices
- Quiz on coleurs & mumbers
- Agymmetry in Native Language vs English Language
- Cultare-specific vocabulary, phrases, idioms, efc.

| Vecabulary
| related to

| ASEAN

| context

- Must-know Vocabutary

- Preparation for Assessment 3: Translation List

- Groups to collate word list (vocabulary, phrases and
acronyms) with translations.

- Participanis to start compiling the list in class.

Bemind all to
bring translation
samples in EL &
NL

| Profile-
E | writing Skills

- Editing of participants’ own cover letters and CVs

- Essenrials of Profile-writing

- How to write profiles for self and for distinguished
rsonnel, VIPs & guest speakers at company's events?

- Sample profiles

- FExercise: Participants to critique sample profiles

- FExercise: Participants to craft profiles for themselves

| Frontline
| Communicati
|on

- Fnglish in face-to-face customer service
- Eftective phone conversations in the office setting
- Language for frontline communication
- politeness
- grecling
- thanking
- transferring client to other staff
- faking message -
- follow-up
- Demonstrations of scenarios involving positive and
negative customers
- Effective communication and conflict management

| Email-writing
| Skills

Features of emails: Subject heading. salutation, introduction
of content, appropriate elaboration. conclusion

Email types

Email vocabulary: Choice of language for different
stakeholders

Email tone: )

- Appropriate formality

- Tone that builds rapport .

Email style: Correspondence that connects with readers
No-no in emails

Good and bad
email samples to
e shown

7
PM

| Email

Practice

- Email-crafting exercises {on different scenarios related to
workplace communication)

Groups will
present thetr
emails
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Topic

| Lesson ?laRFExerﬁses _

. |Remarks

8
AXM
-8

Report-
writing Skills

LI T I A B |

Adm se
Introduction/background
Forms of investigation
Body of findings
Conclusion
Recommendation
Appendices

Report style

Report format

Report language

Critique of sample reports

9
] ‘ﬁi :

| Summary-

writing Skills

Importance of stmmary in the workplace

Samples of long documents and respective supimaries 10
be given o groups

Structure of summary

- Topic sentence

- Supporting points

- Coennecting words

- Synthesiz and transformation of sentetices

- Use of own words to rephrase points

Groups fo summarise given documents

9 | Introduction

Flements of Policy Papers

' PAL | to Proposals
e Elements of Project Proposal:
- ContextBackground, Current Problem, Related Projects,
Aims, Proposed Solution. Stakeholdess, Tasks, Budget,
Timeline & Risk Assessment
- Twpes of proposals
Language & Format for Proposals:
- Formats emploved in different proposals
Hee - Structuring proposals in a persuasive manner
10 | Meeting Skills | - Plan and prepare a notice of meeting with an appropriate | Templates to be
AM a shared for note-
R - Role of chaimperson, secretary and members taking.
- Parficipating constmctively in meetings Advise
- Supporting opinion with appropriate pointsireasons participants to get
- Practice exercises: Scenarios related fo the civil service the minutes
will be given to groups. Parficipants to be allocated with | template from
different roles and practise conducting a meeting. their respective
- Final activity: A meeting scenario o be given fo groups. organisa
Participants to choose of fo be allocated with di committee and use
roles. They conduct a 10-min meeting and all to take notes | that format to take
concurrently. Groups to discuss note-taking experience. notes.
- Electronic note-taking to be enconraged if participants are
competent (and if they can bring a laptop}.
10 | Note-taking - Importance of minutes, particularly for civil servants ~ Practice of
PAL | Skils - Notes-Style meefing and
R - Notes-Format note-taking
B - Notes-Langnage skills
- Sample Notes vs Minutes

e —— e
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Day |Topic | LessonPlan/Exercises i Remarkss 0 50
i1 | Ozal - Non-verbal skills Speech videos of
AM- | Commuuicati - eye contact good and average
PM | on Skills - hand gestures eches will be
= | - posture OWIL
- stage presence

- Sincerity of speaker Follow-up

- Participants fo demonstrate the features activities refated

- Commpn ersors in speeches to the videos

- Art of spontaneous speaking

- Quick npﬁun%-map of ggims Formative

- Speaking the known and omitting the unknown feedback fo be

- fidence & conviction given on the 2-

- Each of the participants to give a quick 2-min speech on a

randont fopic.
112 | Effective - Presenting an idea, product, service or policy in an - Assessment 2:
‘AN | Presentations effective, result-vielding manner Submission of
| using Visuals |- Slides & technigoes report
; - Ruleof8by8

- Point-form

- Parallelism

- Format for fonts, headers, efc.

- Effective visuals

- Tumn-taking for group presentation
i (They can use laptops/butcher papers to prepare slides.)
112 | Translation: | - Groups to collate final Hst of translated words and phrases
'PM | Assessment
| Preparation

| Assessment 3:
- | Translation
| List

- Each group to present their list to the class {highlight only
selective plirases)

- Groups to go through all the other groups’ lists.

- The visiting groups to make edits and propose alternative
translations.

- Groups to discuss praposed edits by other groups & update
the softcopy.

- Submit the updated softcopy and hardcopy to trainer.

- Copies of all groups’ lists to be distributed fo all
participants.

Assessinent
3:Presentation of
Trauslation List

| Consultation
|on
|| Assessments

Individual consultation on speech cutline,
Group consultation on report & presentation.

| Preparation

- Mock speech practices and reviews from group mates

————‘_—____m_____—__"_'_—____________—'—-_____,_______"—_—
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Day | Topic { Lesson Plan/Exercises = 0 |Remarks

14 | Speech - Individuals to present a 3-min speech on a given topicora |- Assessment 4
‘PAI | Presentation %e&c of their choice. ; Speech

B - Marking rubgdes to be shared earlier

AN - Concument peer-marking

: - Feedback from trainer and peers

Recording of speeches for learning purposes

Where paﬁic%pmt& are comfortable, the speech can be
recosded for feedback purpose and the video to be passed to
the participants. Classmates to help with the record R§
Participants can use their own smartphones for recording.

Peer feedback form: trainer to allocate as to who does peer

o evalation for whom

15 | Recap - Feedback on assipnments. - Photo-taking
PAL | - Quiz on main learning points & feedback - Closing
S - Students to put a tick against their initial list of Ceremony

expectations if those were met
- Activities for pmﬁci&aﬁts to share 1eam.i_u%points and
aspirations towards Detter learning of English on their own
- Tutor to provide information on additional resources and
{earning tools (hardcopy and online references)

]
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‘ ' Vietnam - Singapore Cooperation Centre
83B Ly Thuong Kiet Str., Pacific Building, 4™ F - Tel: (84-4) 39460 416; Fax: (84-4) 39460 417, E-mail: vstc@vnn.vn

REGISTRATION FORM

Course Title

Full Name (Khai ca dau Tiéng Viét)

Date of Birth Date: ....ccoooeennn. Month: ................... Year: ..ccocoeeeeveeannnnn..
Sex/Marital Status Female: [] Male: [
Single: [ Married: [] Divorced: [

Job Title (Chtrc vu hodc vi tri cdng tac)

Education

English Level

Organization (Ghitén co quan hién dang cong tac, ghi ré Phong/Ban/Vu, Ba tryc thudc bang ca tiéng Vit va tiéng Anh)

Name and Signature of the Applicant's Employer (with official seal)

Xac nhan Ong/ba ......cocooovioieveein, dang ky
tham dw khod hoc tai VSTC. Ong/ba
......................... c6 trach nhiém tham dw khoa hoc

nghiém tlc, chdp hanh moi ndi quy ctia khoa hoc.

*Please fax this form to VSTC and keep the original one for registration.
Deadline: ........cooevvvevevninnnnn.




