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TRUONG PAIHQC SAO PO CONG HOA XA HOI CHU NGHIA VIET NAM
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PE CUONG CHI TIET HQC PHAN
Trinh dg dao tao: Dai hoc
Nganh: Ngon ngit Anh

1. Tén hoc phéan: Hanh chinh nhan su
2. M hoc phan: NNA 339
3. S6 tin chi: 02 (2,0)
4. Trinh d¢ cho sinh vién: Sinh vién dai hoc nam thr 3
5. Phén bd thoi gian:

- Lén 16p: 30 tiét Iy thuyét, 0 gio thuc hanh

- Ty hoc: 60 gid
6. Piéu kién tién quyét: Sinh vién da hoan thanh cac k¥ ning ngdn ngi

7. Giang vién:

STT Hoc ham, hoc vi, ho tén S6 dién thoai Email
1 | ThS. Trinh Thi Chuyén 0913.601.619 | chuyennna@gmail.com
ThS. Bang Thi Thanh 08333.08338 | dtthanh@saodo.edu.vn
3 | ThS. Pham Thi Huyén Trang 0989.670.521 | pthtrang@saodo.edu.vn

8. M ta ndi dung ciia hoc phan:

- Hoc phin gom 6 bai hoc vé cac chu diém trong linh vyc hanh chinh, nhén sy
nhu tuyén dung, lya chon ng vién va nghé nghiép, quan hé voi dong nghiép. ..

- Hoc phin cung cip cho sinh vién cac kién thire vé cac linh vue:

- Tir vung: Cung cap cho sinh vién von tir vung theo 6 chui dé cua bai hoc, cach
mo rong von tur dung céc tién td, hau to.

- K§ ning: Sau khi hoc xong hoc phan Tiéng Anh Hanh chinh — Nhan sy, sinh
vién van dung dugc tur, cum tur, cach dién dat trong giao tiép khi thuc tap tai cac cong
s va st dung tot k§ niang nghe, néi, doc, viét vé chii @& hanh chinh - nhan su trong
cong viéc sau khi tot nghiép.

9. Muc tiéu va chuin diu ra hoc phén:

9.1. Muc tiéu
- Muc tiéu hoc phén thoa man muyc tiéu ctia chuong trinh dao tao:

Mirc d9 theo | Phan bo muc tiéu
Mo ta thang do hoc phan
Bloom trong CTDT

Muc
tiéu

MT1 Kién thirc




Muc
tiéu

Mo ta

Mirc dg theo
thang do
Bloom

Phan b6 muc tiéu
hoc ph?ln
trong CTDT

MTI1.1

Str dung dung céac tir vyng chu dé :
tuyén dung, lya chon ung vién va
nghé nghiép, quan hé véi dong
nghiép...

[2.1.1b]

MTI1.2

Str dung dang cach mé rong von tir
dung cac tién t4, hau to, phan biét
danh tir, dong tu, tinh tor, gidi tu,
lién tir. ..

[2.1.1b]

MT2

Ky nang

MT2.1

DPoc hiéu va hinh thanh kha ning
doc theo cac cha diém: tuyén dung,
lwa chon ung vién va nghé nghiép,

quan hé véi ddng nghiép...

[2.2.2]

MT2.2

Hinh thanh kha ning nghe hiéu xac
dinh thong tin da nghe theo chu dé
tuyén dung, lya chon ung vién va
nghé nghiép, quan hé véi dong
nghiép...

[2.2.2]

MT2.3

Hoi thoai vé chu dé: tuyén dung, lya
chon trng vién va nghé nghiép, quan
hé voi dong nghiép. ..

[2.2.2]

MT3

Mirc tu chi va trach nhiém

MT3.1

Str dung dung cac kién thic di hoc
trong cac tinh hudng giao tiép thuc
té trong doi séng x4 hoi va trong
cong vi¢c tuong lai.

[2.3.1]

MT3.2

Sinh vién c6 nang lyc: lam viéc doc
1ap, lam viéc theo nhom, giao tiép va
thuyét trinh giai thich van dé trong
nhom cling nhu trudce 16p. Co thai do
tich cuc trong hoc tdp va chiu trach
nhi€ém véi cdc nhiém vy dugc phan
cong.

[2.3.1]

9.2. Chuan dau ra
- Su phu hop cua chuan dau ra hoc phan véi chuan dau ra ciia chuong trinh dao tao:




Phan bo
CbR Thang | CDR hoc
hoc Mo ta do phin
phin Bloom trong
CTPT
CDR1 Kién thire
C6 kha nang hiéu va str dung tir vung vé cac chu dé
CbR1.1 3 [1.3]
duoc hoc
CBR1.2 SI:I dl_jng dung cach mo rong von tir ding cac tién to, 3 (13]
hauto ...
CDR2 Ki nang
Poc hiéu va hinh thanh kha ning doc theo cac chu
CPR2.1 | diém: tuyén dung, lya chon tmg vién va nghé nghiép, 4 [2.8]
quan hé véi ddng nghiép...
CBR2.2 H,inh t%lém;h l‘d‘lé ning nghe hiéu xac dinh thong tin vé 4 28]
cac chu dé bai hoc
CBR2.3 H(f)ikthoai. Yé chu dé Atuy,é‘n iiung, 11_1.21 chon ung vién va 4 2.8]
nghé nghiép, quan hé véi dong nghiép...
CDbR3 Mikc tw chi va trach nhiém
CDbR3.1 | C6 nang luc lam viéc doc lap, lam viéc theo nhoém. 4 [3.1]
CBR3.2 Co kha n:c“lng %iao tiép, '[hlrlyét’ trinh va giai thich van dé 4 (3.1]
trong nhom ciing nhu trude 16p.
CBR33 Cf’), th’eii d(f). Atich cuc trong Ah(,)c Atép va chiu trach nhiém 4 ;3.1]
v6i cac nhiém vu dugc phan cong.

10. Ma trén lién két ndi dung véi chuin diu ra hoc phan:

Chuong

Noi dung hoc phan

Chuan dau ra cia hgc phan

CDR1

CDR2

CDR3

CbR
1.1

CbR
1.2

CDR | CBR
2.1 2.2

CDbR
3.1

CDbR
3.2

CbR
3.3

Unit 1: Recruitment

1.1 Starter: Put the following
list of recruitment taks in the
order you think they
normally occur

1.2
specifications are two
important HR tools. What
type of information do they
include? Sort the items below

into the chart?

Job descriptions and




1.3 Label the sections of the
job description extract below
with section headings from
the box.

1.4 Reading: True or False.
Correct the False statements.
1.5 Choose the correct verbs
to complete the sentences.

1.6 Complete the gaps with
verbs from the list to describe
some of the competence of a
manager. Try to use each
verb once.

1.7 Match these words and
phrases from the person
specification ~ with  their
definitions.

1.8 Listen to the conversation
and choose the correct
answer

1.9 Match the definitions

1.10 Reading and discussing

Unit 2: Selection

2.1 Starter

2.2 Matching

2.3 Some applicants had
questions about the job.
Supply the answers

2.4 What details would you
expect to find in a curriculum
2.5 Read the letter on page
17 and label it with the
following items a-j

2.6 Match the words and
phrases from the
conversation  with  their
meanings

2.7 Word families: Complete
the following sentences with
words related to the key
words- employ & recruit

2.8 Read the statements and
correct the false sentences.




2.9 Complete the sentences
with some of the expressions
above.

2.10 Sort the following
interview strategies into a
logical order

2.11 Listen and fill in the

gaps.

Unit 3: Employee relations
3.1 Starter

3.2 Listen and decide if the
below sentences are True or
False.

3.3 Complete the table with
the words from the box.

3.4 Word families:
Complete the following
sentences  with  words

related to the key word

flex.

3.5 Matching

39 Below are some
headlines from articles on
HR issues. In pairs decide
what you think they refer to
and then discuss your
asnwers with the whole
group.

3.10 Number the following
workplace stress factors in
order of importance

Unit 4: HR Development

4.1 Starter

4.2 Match the HR staff
development practices in the
box with their definitions

4.3 Study the useful language
for making recommendation
above. Then use the
following phrases to make
recommendation about the
staff development issues of
your own.




4.4 Now use the language
above to make
recommendations.  Discuss
with a partner what HR
devevlopment you would
recommend for these
problems.

4.5 Below are some of the
reasons why  companies
introduce appraisal shemes.
Match the correct headings
(a-d) with the sentences.

4.6 Listen and put the
sentences in the correct
order.

4.7 Listen to the interview
again and using the words
below, complete the appraisal
report.

4.8 Match these expressions
from the dialogue with their
defintions.

4.9 How can you improve
these statements and
questions from an appraisal
interview?

4.10 Match the headings to
these short descriptions for

four training courses.

Unit 5: Reward and
remuneration

5.1 Starter

5.2 Put the paragraphs from
an article about a tax-free
benefit into the correct order.
5.3 Match the phrases from
the three columns to make
true statements about the
meeting. Listen again if
necessary.

5.4 Comple these phrases
from the meeting

5.5 Two companies have




posted their remuneration
packages on the job page of
their company  websites.
Label the description of
benefits (1-12) with items a-j
5.6 Word families: Complete
the following sentences with
words related to the key
words.

5.7 Now use phrases from
page 43 and below to role
play a meeting with your
colleage(s) about benefit
packages. Either refer to the
role cards in the Partner
Files or think of your own

5.8 Listen to the
conversation, then complete
what they say by matching
the two halves of the
sentences

5.9 Read this article from an
HR trade magazine and
discuss the questions wich
follow

Unit 6: Industrial relations
6.1 Starter

6.2 Work with a partner,
what do you think the
following headlines are about
6.3 Put the phrases below
into the right word order,
then use them to complete
these sentences.

6.4 Listen and choose the
correct answer

6.5 Match the following
sentences to the five parts of
a negotiation, check your
answers with a partner.

6.6 Listen and decide if the
below sentences are True or




False.

6.7 Complete the gaps with
the correct form of the verbs
below

6.8 Use the key words in the
brackets to make complete
sentences about the
conditions and offers below.
The first sentence has been
done for you

6.9 Work with a partner,
choose a few situations
below- or think of your own-
and try to persuade your
partner to accept your
position. Be prepared to
bargain

6.10 Words families:
Complete the following
sentences with words related
to the key words.

11. Panh gia hoc phin
11.1. Kiém tra va danh gid trinh dp

Chuén diu ra Mirc d9 thanh thao dwge danh gia boi
CBRI Bai tap thyc hanh, bai kiém tra thudng xuyén, bai kiém tra giira hoc
phan
Bai tap thuc hanh, bai kiém tra giita hoc phan va bai thi két thuc
CbR2 X
hoc phan
Bai tap thuc hanh trong cic gid hoc, bai kiém tra giita hoc phan va
CDR3 N . X , by
bai thi két thuc hoc phan

11.2. Céch tinh diém hoc phan: Tinh theo thang diém 10 sau d6 chuyén thanh
thang diém chir va thang diém 4

2 A . Trong | Ghi
STT Diém thanh phan Quy dinh A i
s0O | chu
Diém thuong xuyén, danh gia - Chuyén can: Sinh vién
| nhan thirc, thai do thao luan, tham gia ti thiéu 80% sd 20,
chuyén can, 1am bai tap ¢ nha gio quy dinh ciia hoc phan ’
cua sinh vién - Hoan thanh cac bai tap




duogc giao

2 | Kiém tra giita hoc phan Hinh thire kiém tra: Ty luan | 30%

L \ Hinh thirc thi: Ty luan
3 | Thi két thac hoc phan o 50%
Thot gian: 120 phut

11.3. Phwong phap danh gia

- Piém thuong xuyén, danh gia nhan thuc, thai d6 thao luan, chuyén can cua sinh
vién dugc danh gid thong qua y thirc hoc tap, ti 1€ hién dién, tinh than tac phong xay
dung bai, tinh than thuc hién cha d& tu hoc.

- Piém thuc hanh duge danh gia theo cac ndi dung: Trinh bay ndi dung bai thuc
hanh theo chu dé, cach st dung tr vung, cAu trac.

- Kiém tra giira hoc phan dién ra vao tuan sé 8 dudi hinh thirc tw luan. Trong qué
trinh kiém tra, sinh vién khéng dugc sir dung tir dién, dién thoai hay bat ky tai liéu
khac. No6i dung kiém tra giita hoc phan gém 3 phan: Nghe hoi thoai va chon tir dién
vao chd trong, doc va dién tir thich hop va chd tréng, doc va tra 1oi cau hoi bang cach
cac tur khoa.

- Thi két thac hoc phén theo ké hoach tién do dao tao. Sinh vién dugc giang vién
phu dao it nhat 1 budi trude khi thi. D& thi duge truéng bd mon dé xuit cdu truc dé va
két hop voi phong TTKT&PBCL chon ngau nhién trong ngan hang cau hoi va sinh
vién thi tu ludn. Trong qué trinh thi sinh vién khong dugc sir dung tur dién, dién thoai
hay bat ky tai liéu khac. No6i dung thi két thiic hoc phan gdbm gdm 3 phan chinh twong
tu nhu phan kiém tra gitta hoc phan.

Diém cham dugc danh gia theo dép 4n trong ngan hang cau hoi thi két thuc hoc phan
da dugc phé duyét, ban hanh.
12. Phuwong phap day va hoc

- Tai 16p hoc 1y thuyét, giang vién huéng dan sinh vién hoc tir vung, giai thich
cach sur dung tu, cAu trac cau, cach chia dong tir..., huéng dan sinh vién lam bai tap
van dung; sau d6 tom tit ndi dung cua bai hoc. Giang vién ciing trinh bay phan tich
cdu tric va lay vi du minh hoa. Sinh vién can ling nghe va ghi chép va dugce khuyén
khich tich cyc thuc hanh duéi sy huéng din clia gidng vién. Trong qua trinh thyc hanh
giang vién dinh hudng cho sinh vién hoc tap theo theo dinh huéng nang luc thuc hién:
nghe, doc, hdi thoai theo chu dé cta bai hoc

- Tai cac phong hoc thuc hanh ngoai ngit, gidng vién td chirc cho sinh vién
luyén ki ning nghe, néi, doc van ban théng qua phan mém multimedia dé sinh vién
thuc hanh t6t hon. Giang vién quan tdm t6i viée hinh thanh va phat trién k§ ning cho
sinh vién theo cip d6 tir Nho- Biét-Van dung-Phan tich- Panh gia-Sang tao, quan tim
t6i cong tac huong dan, danh gia thudng xuyén va to chirc 16p hoc hiéu qua. Pdi véi
sinh vién tich cuc, chii dong ndm bt kién thuc 1y thuyét dé van dung va phat trién k¥
ning nghe, doc, hoi thoai theo yéu cau cia giang vién, dong thoi sinh vién phai thé




hién duogc tinh kién tri, ti mi va tuan thu cac quy tic giao tiép, ton trong nén vin hoa
ban dia va nén vin héa Anh. Chu dong tiép can cac phuong phap hoc truc tuyén véi sy
trg gitp cua may tinh trong gid tu hoc ¢ nha.

13. Yéu ciu hoc phén

- Yéu cau vé nghién ctru tai liéu: Poc thém céc tai li¢u veé tir vung va va ngit
phép, xem phim c¢6 phu dé tiéng Anh, doc cac bai bao tiéng Anh trén cac trang BBC
news, VOA news...

- Yéu cau vé lam bai tap: Lam dy du cac bai tip 16n va bai tip trong gid thuc
hanh, tham gia phat biéu xay dung bai.

- Yéu cau vé thai d6 hoc tdp: Chuan bj day du tai liéu va dung cu trude khi dén
16p, thuc hién tot chu dé tu hoc. Ghi chép va tich cuc 1am bai tip duogc giao tai 16p.

- Yéu cau vé chuyén can: Sinh vién tham du it nhat 80% thoi lugng hoc phﬁn
theo yéu cau. Sinh vién ving mit trén 20% gio hoc khéng duoc phép thi két thiic hoc
phan.

- Yéu cau vé kiém tra giita hoc phan va thi két thuc hoc phan: Sinh vién véng
thi s& bi diém 0 ngoai trir truong hop vang thi cé 1y do chinh dang theo quy ché quan
1y cac hoat dong dao tao cua truong Pai hoc Sao Do.

14. Tai liéu phuc vu hoc tap:

- Tai li¢u biit budc:

[1] Gido trinh Tiéng Anh Hanh chinh -nhén sw, truong Dai hoc Sao Do
- Tai liéu tham khdo:

[2] Pat Pledger, English for Human Resources, Oxford, 2008

15. N¢i dung chi tiét hoc phan:

Ly |Thuwc | Tai li¢u

Tuin N¢i dung giang day B ] . Nhiém vu caa SV
thuyet | hanh |doc trwérc

Unit 1: Recruitment - Nghién ctru ndi dung
Muc tiéu: Unit 1 TL [1] trang 1-3

- Trinh bay tir vung theo chu dé - Tra tur dién nhiing thuat
tuyén dung ngir vé tuyén dung trong
- Boc hiéu mé ta cong viéc quan bai.

1y hanh chinh nhan sy - Nghién ctou TL [2] trang
N¢i dung cu thé: ) [1] 5-6

1.1 Starter: Put the following list [2]
of recruitment taks in the order
you think they normally occur

1.2 Job descriptions and
specifications are two important
HR tools. What type of
information do they include?

10




Tuan

Noi dung giang day

Ly
thuyét

Thue
hanh

Tai ligu

doc trudc

Nhiém vu cia SV

Sort the items below into the
chart?

1.3 Label the sections of the job
description extract below with
section headings from the box.

Unit 1: Recruitment

Muc tiéu:

- Trinh bay tir vung theo chu dé
tuyén dung, 6n tap thi ciia dong
tu

- Poc hiéu mo ta cong viéc cia
nha quan ly, luyén k¥ nang lam
bai tap doc hiéu

Noi dung cu thé:

1.4 Reading: True or False.
Correct the False statements.

1.5 Choose the correct verbs to
complete the sentences.

1.6 Complete the gaps with verbs
from the list to describe some of
the competence of a manager.
Try to use each verb once.

[1]
[2]

- Nghién ctru ndi dung bai
hoc Unit 1 TL [1] trang 4-
8

- Tra tir dién nhing thuét
ngir vé tuyén dung trong
bai.

- Nghién ctru TL [2] trang
7-11

Unit 1: Recruitment

Muc tiéu:

- Trinh bay tir vung theo chu dé
tuyén dung, 6n tap thi cua dong
tur

- Nghe hiéu mé ta mot s6 cong
viéc va dinh nghia lién quan dén
tuyén dung

Noi dung cu thé:

1.7 Match these words and
phrases from the  person
specification with their
definitions.

1.8 Listen to the conversation
and choose the correct answer
1.9 Match the definitions

1.10 Reading and discussing

[1]
[2]

- Nghién ctru ndi dung
Unit 1 TL [1] trang 9-12

- Tra tir dién nhiing thuat
ngir vé tuyén dung trong
bai.

- Nghién ctru TL [2] trang
13-14

11




N . » Ly |Thuwc | Tai li¢u n .
Tuan Noi dung giang day P . . Nhiém vu cua SV
thuyet | hanh |doc trwérc

Unit 2: Selection - Nghién ctru ndi dung
Muc tiéu: Unit 2 TL [1] trang 13-15
- Trinh bay tir vung vé so yéu li - Tra tir dién nhiing thuat
lich, cac thong tin vé cong viéc ngir vé lya chon tng vién
- Poc hiéu thu xin viée va nghé nghiép trong bai.
Nbi dung cu thé: - Nghién ctru TL [2] trang
2.1 Starter 15 -17
2.2 Matching
2.3 Some applicants had [1]

4 questions about the job. Supply 2 2]
the answers
2.4 What details would you
expect to find in a curriculum
2.5 Read the letter on page 17
and label it with the following
items a-j
2.6 Match the words and phrases
from the conversation with their
meanings
Unit 2: Selection - Nghién ctru ndi dung
Muc tiéu: Unit 2 TL [1] trang 16-22
- Trinh bay tir vung vé c6 tir - Tra tir dién nhing thuat
khoa - employ & recruit ngit vé lya chon tmg vién
- Nghe hiéu, hoi thoai phéng van va nghé nghiép trong bai.
xin viée 9 - Nghién ctru TL [2] trang
Noi dung cu thé: 18 -24
2.7 Word families: Complete the o)

5 following sentences with words [1]
related to the key words- employ (2]

& recruit

2.8 Read the statements and
correct the false sentences.

2.9 Complete the sentences with
some of the expressions above.
2.10 Sort the following interview
strategies into a logical order
2.11 Listen and fill in the gaps.

12




N . o Ly |Thuwc | Tai li¢u N .
Tuan Noi dung giang day P . . Nhiém vu cua SV
thuyet | hanh |doc trwérc

Unit 3: Employee relations - Nghién ciru ndi dung
Muc tiéu: Unit 3 TL [1] trang 23-28
- Trinh bay tir vung chi d¢ mdi - Tra tir dién nhiing thuat
quan hé gitra ‘nhe”En vién, hinh ngit vé& quan hé dong
hanh tr Vlgng Fiél’l to -‘ﬂex nghiép trong bai.
- Nghe hicu vé cqhﬁ de bai hoc - Nghién ctru TL [2] trang
Noi dung cu thé: 25 .29
3.1 Starter

6 3.2 Listen and decide if the ) [1]
below sentences are True or [2]
False.
3.3 Complete the table with the
words from the box.
3.4 Word families: Complete
the following sentences with
words related to the key word
flex.
3.5 Matching
Unit 3: Employee relations - Nghién ctru ndi dung
Muc tiéu: Unit 3 TL [1] trang 29-35
- Trinh bay tir vyng chu d& méi - Tra tir dién nhiing thuat
quan h¢ gitra ‘nhe“{n vién, hinh ngit ve quan hé dé)ng
hanh tr vung tién t(A)‘ - flex nghiép trong bai.
- DBoc hiéu vé chqﬁ de bai hoc - Nghién ciru TL [2] trang

7 Noi dung cu the: ' [1] 30 -33
3.9 Below are some headlines 2
from articles on HR issues. In [2]
pairs decide what you think they
refer to and then discuss your
asnwers with the whole group.
3.10 Number the following
workplace stress factors in order
of importance

o Kiém tra giira hoc phin 2 E} On tap thi gita hoc phan
Unit 4: HR Development Nghién ctru nd1 dung Unit

9 Muc tiéu: 7 5 [1] 4 TL [1] trang 36 -45
- Trinh bay tir vyng phat trién [2] - Tra tir dién nhiing thuat

nhan su

nglr vé phat trién ngudn

13




Tuan

Noi dung giang day

Ly
thuyét

Thue
hanh

Tai ligu

doc trudc

Nhiém vu cia SV

- Poc hiéu vé chii dé bai hoc

Noi dung cu thé:

4.1 Starter

42 Match the HR staff
development practices in the box
with their definitions

4.3 Study the useful language for
making recommendation above.
Then use the following phrases
to make recommendation about
the staff development issues of
your own.

4.4 Now use the language above
to make recommendations.
Discuss with a partner what HR
devevlopment you would

recommend for these problems.

nhan lyc trong bai.
- Nghién ctru TL [2] trang
34 -37

10

Unit 4: HR Development

Muc tiéu:

- Trinh bay tir vyng phat trién
nhan su

- Nghe hiéu, hoi thoai vé chu dé
bai hoc

Noi dung cu thé:

4.5 Below are some of the
reasons why companies
introduce  appraisal  shemes.
Match the correct headings (a-d)
with the sentences.

4.6 Listen and put the sentences
in the correct order.

4.7 Listen to the interview again
and using the words below,
complete the appraisal report.

4.8 Match these expressions
from the dialogue with their
defintions.

4.9 How can you improve these
statements and questions from an
appraisal interview?

- Nghién cou ndi dung
Unit 4 TL [1] trang 46-51

- Tra tir dién nhing thuét
ngir vé phat trién ngudn
nhan lyc trong bai.

- Nghién ctru TL [2] trang
38 -42

14




N . . Ly | Thuwe | Taili¢u N .
Tuan Noi dung giang day P . . Nhiém vu cua SV
thuyet | hanh |doc trwérc

4.10 Match the headings to these
short descriptions for four
training courses.
Unit 5:. Reward and . Nghién ctru néi dung
remuneration Unit 5 TL [1] trang 55-60
Muc tiéu: .
- Trinh bdy tr vung vé khen - Tra tl‘]‘f dién nhitng thuat
thuong nhan su nglt v¢ luong, thudng
- Poc hiéu vé chu d& bai hoc trong bai.
Ndi dung cu thé: - Nghién ctru TL [2] trang
5.1 Starter 43 - 46
5.2 Put the paragraphs from an
article about a tax-free benefit

T into the correct order. 5 [1]
5.3 Match the phrases from the [2]
three columns to make true
statements about the meeting.
Listen again if necessary.
5.4 Comple these phrases from
the meeting
5.5 Two companies have posted
their remuneration packages on
the job page of their company
websites. Label the description
of benefits (1-12) with items a-j
Unit 5:. Reward and . Nghién ctru néi dung
remuneration Unit 5 TL [1] trang 61-65
Muc tiéu: ,
- Trinh bdy tr vung vé khen - Tra tl‘]‘f dién nhitng thuat
thuéng nhan su nglt v€ luong, thudng
- Poc hidu, nghe hiéu vé chu dé trong bai

. bai hoc 5 [1] - Nghién ctru TL [2] trang
Noi dung cu thé: [2] 47 - 50

5.6 Word families: Complete the
following sentences with words
related to the key words.

5.7 Now use phrases from page
43 and below to role play a
meeting with your colleage(s)
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about benefit packages. Either
refer to the role cards in the
Partner Files or think of your
own

5.8 Listen to the conversation,
then complete what they say by
matching the two halves of the
sentences

5.9 Read this article from an HR
trade magazine and discuss the

questions wich follow

13

Unit 6: Industrial relations
Muc tiéu:

- Trinh bay tir vung vé mdi quan
hé trong cong ty

- Nghe hiéu vé cha dé bai hoc
Noi dung cu thé:

6.1 Starter

6.2 Work with a partner, what do
you think the following headlines
are about

6.3 Put the phrases below into
the right word order, then use
them to  complete these
sentences.

6.4 Listen and choose the correct

answer

- Nghién ctru ndi dung
Unit 6 TL [1] trang 66-69

- Tra tir dién nhimng thuét
ngit vé mdi quan hé trong
nganh cong nghi¢p trong
bai.

- Nghién ctru TL [2] trang
51-53

14

Unit 6: Industrial relations
Muc tiéu:

- Trinh bay tir vung vé mdi quan
h¢ trong cong ty

- Nghe hiéu vé cha dé bai hoc
Noi dung cu thé:
6.5 Match the
sentences to the five parts of a

following

negotiation, check your answers
with a partner.

6.6 Listen and decide if the
below sentences are True or
False.

[1]
[2]

- Nghién ctru ndi dung
Unit 6 TL [1] trang 70-73

- Tra tir dién nhimng thuét
ngit vé mdi quan hé trong
nganh cong nghiép trong
bai

- Nghién ctru TL [2] trang
54-55
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6.7 Complete the gaps with the
correct form of the verbs below

6.8 Use the key words in the
brackets to make complete
sentences about the conditions
and offers below. The first

sentence has been done for you

15

Unit 6: Industrial relations
Muc tiéu:

- Trinh bay tir vung vé mdi quan
hé trong cong ty

- Hoi thoai vé chu dé bai hoc

Noi dung cu thé:

6.9 Work with a partner, choose
a few situations below- or think
of your own- and try to persuade
your partner to accept your
position. Be prepared to bargain
6.10 Words families: Complete
the following sentences with

words related to the key words.

- Nghién ctru ndi dung
Unit 6 TL [1] trang 74-78

- Tra tir dién nhimng thuét
ngit vé moi quan hé trong
nganh cong nghiép trong
bai.

- Nghién ctru TL [2] trang
56 - 58
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[1]

- On tap cac bai da hoc.
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