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CHU PE 1: BQ CAU HOI PHONG VAN TIENG ANH CHUYEN NGANH
XUAT NHAP KHAU

1. WHAT IS YOUR GREATEST WEAKNESS FOR POSITION OF IMPORT
EXPORT MANAGER?

Diém yéu 16n nhat ctia ban khi tré thanh mot giam ddc phy trach xuat nhap khau 1a
gi?

a. Cach tra loi :

- Céch dau tién: Bién diém manh thanh diém yéu

Vi du, ban c6 thé noi réng:

I’m a perfectionist and thus, I rarely believe in anyone who can work as well as me.
As aresult, I’'m afraid to delegate important tasks to others.

T6i 1a nguoi cau toan nén toi it khi tin twéng vao viéec mot nguoi ndo do ¢6 thé lam
t6t cong viéc. Va chinh diéu nay khién t6i ngai giao viéc quan trong cho nguoi khac.
Nhung hay can than khi néi vé yéu diém nhu trén vi c6 thé ban dé bj nha tuyén dung
phat hién ban dang n6i doi ddy.

- Cach thit hai: Khic phuc diém yéu

Ban c6 thé néu diém yéu trudc va cach ban di khic phuc diém yéu dé nhu thé nao
Vi du: | tended to be a perfectionist, therefore I didn’t like to delegate to others. But
| have found out that in order to develop the organization, everyone in the
organization must be experienced with many tasks and this is very good for an
efficient team work.

T6i da tirng 1 mot ngudi rat cau toan, toi timg khong thich phan viée cho ngudi khac
. Nhung t6i phat hién ra rang dé dua cong ty phat trién di 1én, moi ngudi can dugc
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trai nghiém nhiéu cong viéc khac nhau va d6 méi 12 didu tt nhit cho mot nhom 1am
viéc hi¢u qua.

b. Cac buwoc trd loi:

- Ban can phai thé hién qua thai do va giong ndi mét cach chan that rf:ing do thuc su
1a diém yéu ctia ban. Va ban nén ndi vé trudng hop ma diém yéu do da giy cho ban
nhing phién todi va kho khan.

- Sau d6 ban dé cap dén nhiing giai phap ma ban di lam dé khic phuc yéu diém do
( ¢6 thé 1a khac phuc dugc mdt phan hoic hoan toan)

C. Mot vai tips

- Pay 1a mot cau hoi rat pho bién cho bat cr vi tri ndo, khong phai chi riéng vi tri
manager, vi vy ban dimg co tranh tra 10i n6, hiy suy nghi xem minh c6 diém yéu
gi va nén tiép can no theo cach nao

- Khong nén dé cap dén mot diém yéu ma né lién quan truc tiép dén cong viéc ( vi
du nhan vién xuat nhap khéu can tinh cach ti mi, ban lai néi rﬁng ban la mot nguoi
cau tha, bat can, nhu vay nha tuyén dung s& cam thdy c6 van dé ngay)

- Pung n6i ban khong c6 diém yéu nao ca. Chang ai hoan hao trén doi nay , ké ca
nha tuyén dung ciing vay. Ho s& khong hai 1ong néu ban khong hiéu rd vé ban than

minh.

2. WHAT EXPERIENCE DO YOU HAVE IN THIS FIELD AS IMPORT
EXPORT MANAGER?

Meo tra 1oi:
- No6i vé thoi gian, noi lam vi¢c, kinh nghi¢m cua ban that cu thé nhung phai lién

quan dén cong viéc ma ban dang tmg tuyén. Néu ban khong cé kinh nghiém cu thé
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nao lién quan, hay boc tach nhiing ky néng ban ¢o tir cong viée trude dé ndi rang nd
cling can thiét cho cong viéc sip ti.

Vi du: ban da tirng c6 kinh nghiém lam tai chinh cho su kién & co quan cii va ban
dang mg tuyén mot vi tri sales xuat khau, ban c6 thé néi rang k¥ nang phan tich sd
li¢u 1a mot k¥ nang can thiét cho mot nguoi lam sales. Hon nira, ban cling co thé ké
vé cach ban da thuyét phuc ngudi khac ra sao khi hoat dong trong nhom, khi noi
chuyén voi teammate, ....Cach ban ké nhitng cau chuyén nay ciing 13 mot yéu té quan
trong ma nha tuyén dung dé y dén khi ban ng tuyén 1am sales day.

Mot vi du khac dé tra 10 cau hoi tiéng anh xuat nhap khau cho ban tham khao:

| have been working with computers since 2014. | also have a degree in computer
repair. | have worked for a software company and | am knowledgeable about it. |
believe | can perform well when applying for sales position. ( Gia st ban dang ng
tuyén cho vi tri sales trong mot cong ty chuyén xuat khau cac linh kién dién tir di
nude ngoai, néu ban c¢6 kinh nghiém lién quan dén may tinh, phan mém dién tir thi

d6 12 mot 1oi thé 16n cho ban day)

3. WHAT ARE ROLES AND RESPONSIBILITIES OF MANAGER
IMPORTS?

Cong viéc ctia mot ngudi quan 1y viée nhap khau ctia mot cong ty bao gom viée 1én
ké hoach nhap khau, quan tri nguyén vat li¢u, lién lac véi cac bén van chuyén, giao
nhan, cac co quan hai quan , quan ly céc rui ro phat sinh...

Ngoai ra tiy thudc vao timg cong ty ma ban co thé ¢6 nhitng cau tra 10i khac nhau.
Ban nén xem Job description cho mdi vi tri dé tra 10i.

Ban c6 thé tham khao cach tra 16i sau:
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The primary responsibility of the Impdrt/ Export Manager is production planning
and expediting, material management, transportation to and from the plant, shipping,
receiving and traffic management.

4. WHAT HAVE YOU DONE TO IMPROVE YOUR KNOWLEDGE FOR
IMPORT AND EXPORT IN LAST YEAR?

Ban d3 lam gi dé trau doi kién thire vé xuat nhap khau trong nim vira qua?

Meo tra loi:

- Pé cap dén nhirng tién b, va thanh tuu ctia ban lién quan dén cong viéc. Ngoai ra
ban can nhan manh vao vai trd ciia minh trong nhitng cong viéc team-work, dén
thanh tich ma c4 by phan va phong ban mang lai cho cong ty.

- Nha tuyén dung mubn tréng doi mot Gmg vién ¢6 muc tiéu, va cau tién. Vi viy ban
can show ra rang ngoai kién thuc lién quan dén cong viéc, ban ciing dang hoc hoi
kién thirc cudc séng nhur mét thoi quen, vi du cap nhat tin tire kinh té, chinh tri, hoc
tiéng anh giao tiép, hoc cach quan 1y thoi gian, quan 1y dy an, tim hiéu cac cong cu
nang cao hiéu qua cong viéc, can bang cudc séng va cong viéc.

Vi du dé ban tham khao:

- Every should learn from his mistake. | always try to consult my mistakes with my
kith and kin especially with ederly and experienced person. ( Moi thir chung ta hoc
duoc tir viée méc sai 1am. Toi luén c¢b gang nhd nhitng nguoi ¢ kinh nghiém tu van
va dua ra 101 khuyén giup t6i khi t6i méc phai mot 16i nao do..)

- | enrolled myself into a course useful for the next version of our current project. |
attended seminars on personal and development and managerial skillds

improvement ( T61 da dang ky cho minh mot khoa hoc rat hitu ich cho du 4n hién tai
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cua chung t61 hoi do. B 1a khoa hoc vé phat trien k¥ nang c4 nhan va ky nang quan

tri )

) EXPLAIN IMPORT  AND EXPORT MANAGER JOB
RESPONSIBILITIES?

Pé giai thich k¥ hon vé nhiém vu cia mot nhan vién quan 1y cong viéc xuat nhap
khau ctia mot cong ty, ban c6 thé tham khao céc ¥ sau:

- Managing the development, implementation and maintainence of import and
export compliance policies and procedures. ( Quan ly sy van hanh, va thyc hién quy
trinh xuat nhap khau dam bao tuan thu cc chinh sach, va luat 1¢)

- Developing and executing risk assessment of import and export programs to ensure
that all sites follow established policies and procedures. ( Quan 1y rti ro cho cac hoat
dong xut nhap khau )

- Overseeing all import and export activities to ensure compliance with laws and
regulations, consulting with legal experts to resolve any legal compliance issues or
concerns. ( Dam phén véi cac bén tu van luat dé giai quyét bat cir van dé phat sinh)
- Conducting training on government laws, rules, and regulations as they pertain to
organizational products, services and technologies ( Thuc hién cac trainings vé luit,
chinh sach va cac quy dinh, diéu 1¢ lién quan dén san pham, dich vu va cong nghé)
6. COMPETENCY BASED IMPORT EXPORT STAFF INTERVIEW
QUESTIONS

Describe a situation in which you had to collect information ( M6 ta mot tinh hudng

ma ban phai di thu thap thong tin)
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What techinques and tools do you uselto keep yourself organized? ( Ban thuong
dung cong cu hodc ky thuat gi dé gitp cong viée caa minh c6 to chirc va trinh tu
hon)

Why did you decide to pursue this career? ( Vi sao ban lai quyét dinh theo dudi
nganh nay)

How do you feel about taking no for an answer ( Ban cam thay nhu nao khi nhan
duogc cau tra 101 Khong)

7. SITUATIONAL IMPORT EXPORT ASSISTANT INTERVIEW
QUESTIONS

Mot s6 cau hoi phong van lién quan dén tinh hudng trong nganh xuét nhap khau
How did you handle meeting a tight deadline? ( Lam thé nao dé t6 chirc tot mot cude
hop véi thoi gian rat gap rit)

What do you think would you be willing to travel for work? ( Ban c6 san sang di
cong tac khong)

What three character traits would your friends use to describe you? ( 3 tir ma ban be
thuong dung dé mo ta ban )

What parts of your education do you see as relevant to this position? ( Kién thirc nao
ban da timg hoc ma ban thiy lién quan dén vi tri ma ban dang Gmg tuyén)

What support training would you require to be able to do this job? ( Ban can training

va ho trg gi dé co thé lam & vi tri nay )
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CHU PE 2: MOT SO TU VUNG TIENG ANH CHUYEN NGANH XUAT
NHAP KHAU

I.TU VUNG TIENG ANG CHUYEN NGANH XUAT NHAP KHAU CO BAN
NHAT PINH PHAI BIET

« Exporter: ngudi xuit khau

« Export: xuat khau

« Import: nhap khau

« Importer: ngudi nhap khau

« Sole Agent: dai ly doc quyén

« Customer: khach hang

« Consumer: ngudi tiéu dung cubi cing

« End user = consumer

o Consumption: ti€u thy

« Exclusive distributor: nha phan phdi déc quyén

« Manufacturer: nha san xuét (~factory)

« Supplier: nha cung cap

« Producer: nha san xuat

o Trader: trung gian thuong mai

« OEM: original equipment manufacturer: nha san xuat thiét bj goc
« ODM: original designs manufacturer: nha thiét ké va ché tao theo don dit hang

« Entrusted export/import: xut nhap khau ty thac

Tai Liéu Tiéng Anh Chuyén Nganh Xudt Nhdp Khdu



Website: TRAININGTANCANG.COM — TAILIEUXNK.COM __
Page: CHUNG TU XUAT NHAP KHAU — THUC TAP XUAT NHAP KHAU
VP: 141 VO OANH, Phuong 25, Qugn BINH THANH, TP.HCM

« Brokerage: hoat dong trung gian (br(l)ker-ngu:b'i lam trung gian)
« Intermediary = broker

« Commission based agent: dai Iy trung gian (thu hoa hong)

« Export-import process: quy trinh xuat nhap khau

« Export-import procedures: thu tuc xuat nhap khau

« Export/import policy: chinh sach xut/nhap khau (3 mtc)

o Processing: hoat dong gia cong

« Temporary import/re-export: tam nhap-tai xuat

« Temporary export/re-import: tam xuat-tai nhap

« Processing zone: khu ché xuit

« Export/import license: gidy phép xuat/nhap khau

o Customs declaration: khai bao hai quan

« Customs clearance: thong quan

o Customs declaration form: To khai hai quan

o Tax(tariff/duty): thué

« GST: goods and service tax: thué gia trj gia tang (bén nudc ngoai)
« VAT: value added tax: thué gia tri gia ting

« Special consumption tax: thué tiéu thu dic biét

o Customs : hai quan

« General Department: tong cuc
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Department: cuc

Sub-department: chi cuc

II. TU VUNG TIENG ANH HAI QUAN

Bill of lading: Van don (danh sach chi tiét hang hoa trén tau chd hang)

C.&F. (cost & freight): bao gdm gia hang hoa va cudc phi nhung khong bao
gbm bao hiém

C.LF. (cost, insurance & freight): bao gém gia hang héa, bao hiém va cudc phi
Cargo: Hang hoa (van chuyén bang tau thuy hodc may bay)

Certificate of origin: Gidy chirng nhan xuét x{r hang hoa

Container: Thung dung hang 16n (cdng-ten-no)

Container port (cang cong-ten-no); to Containerize (cho hang vao cong-ten-no)
Customs: Thué nhap khau; hai quan

Customs declaration form: t& khai hai quan

Declare: Khai bao hang (dé dong thué)

F.a.s. (free alongside ship): Bao gom chi phi van chuyén dén cang nhung khong

gdm chi phi chat hang Ién tau.

F.o.b. (free on board): Ngudi ban chiu trach nhiém dén khi hang da dugc chat
1én tau

Freight: Hang hoa duoc van chuyén

Irrevocable: Khong thé huy ngang; unalterable — irrevocable letter of credit (tin

dung thu khong huy ngang)
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o Letter of credit (L/C): Tin dung thu:(ilinh thirc ma Ngan hang thay mat Nguoi
nhap khau cam két voi Nguoi xuat khau/Ngudi cung cip hang hod sé tra tién
trong thoi gian qui dinh khi Ngudi xuit khau/Nguoi cung cdp hang hoa xuét
trinh nhiing chung tir phu hop véi qui dinh trong L/C da duge Ngan hang mé

theo yéu cau ctia ngudi nhip khau)
« Merchandise: Hang hda mua va ban

« Packing list: Phiéu dong géi hang (mot tai lidu duoc giri kém véi hang hoa dé

thé hién rang ching da dugc kiém tra)
« Pro forma invoice: Hbéa don tam thoi
« Quay: Bén cang; wharf — quayside (khu vuc sat bén cang)
« Ship: Van chuyén (hang) bang dudng bién hoic duong hang khong; tau thuy
« Shipment (viéc gtri hang)
« Shipping agent: Dai Iy tu bién
« Waybill: Van don (cung cép thong tin vé hang héa dugc gui di)

I1I. MOT SO THUAT NGU XUAT NHAP KHAU BANG TIENG ANH
THUONG XUYEN PUQC SU DUNG

1. Agency Agreement - Hop dong dai ly
La mot hop ddng trong d6 ngudi ty thac Gy nhiém cho ngudi dai 1y thay mét minh
dé thyc hién mot s6 cong viéc dugce chi dinh, va bang dich vu d6 ngudi dai 1y nhan

duoc mot s6 tién thu lao goi 1 hoa hong dai 1y.

2. Agency Fees - Dai li phi
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La s6 tién thi lao ma chu tau tra cho dai 1y tau bién vé nhiing dich vu d& lam trong
luc tau hoat dong tai cang nhu: l1am thu tyc ra vao cang, lién hé cac noi va theo doi

bdc d& hang,...

3. All in Rate - Cudc toan bo
La tong sd tién bao gdbm: Cudc thué tau, cac loai phu phi va phi bat thudng khac

ma nguoi thué phai tra cho ngudi chuyén cho.

4. All Risks (A.R.) - Bao hiém moi rui ro

La diéu kién bao hiém rong nhét va theo diéu kién ndy, ngudi bao hiém chiu trach
nhiém vé moi riii ro gdy ra mat mat, hu hong cho hang hoa dugc bao hiém (thién
tai, tai nan cta bién, rai ro phu khac,...) nhung loai trir cac trudng hop: Chién
tranh, dinh cong, khung b, khuyét tat von c6 cta hang hoa, hanh dong ac y cta
nguodi duge bao hiém, tau khong du kha nang hang hai, mat mat hu hong do cham
tré, thiéu sot vé bao bi dong géi hang, hao hut tu nhién ctia hang, hu hong, mat mat
hoic chi phi do thiéu kha nang thanh toan ctia nguoi chi tau, ngudi thué tau hodc

ngudi diéu hanh chuyén ché.
IV.MOT SO THUAT NGU VIET TAT NGANH XUAT NHAP KHAU

« Cost, Insurance and Freight (CIF): Tién hang, bao hiém va cudc phi
« Change of Destination (COD): Phu phi thay doi noi dén

« Delivered at Place (DAP): Giao tai noi dén

« Delivered at Terminal (DAT): Giao tai bén

« Delivered Duty Paid (DDP): Giao hang d3 ndp thué

« Delivery Order (D/O): Lénh giao hang
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« Destination Delivery Charge (DDC); Phu phi giao hang tai cang dén

« Documents Against Acceptance (D/A): Chap nhéan thanh toan trao chimg tir
o Documents Against Payment (D/P): Thanh todn trao chung tur

« Drafts (B/E): Hbi phiéu

o Ex Work (EXW): Giao hang tai xuong

« Fédération Internationale Asociation de (FIATA): Lién doan quéc té cac nha

giao nhan hang hoa
o FIATA B/L (FBL): Van don cua FIATA
o Forwarder's Cargo Receipt (FCR): Van don ctia nguoi giao nhan
o Free Alongside Ship (FAS): Giao doc man tau
o Free Carrier (FCA): Giao cho nguodi chuyén ché
. Free on Board (FOB): Giao Ién tau
« Full container Load (FCL/FCL): Phuong phap guri hang chin bang container
« Good Storage Practice (GPS): Thuc hanh tt bao quan
« Harmonized System Codes (HS Code): Ma HS
« House Airway Bill (HAWB): Van don nha
« International Commercial Terms (Incoterms): Diéu kién thuong mai qudc té
« International Chamber of Commercial (ICC): Phong thuong mai quéc té
« Less than container Load (LCL/LCL): Phuong phép guri hang 1¢ bang container

o Letter of Credit (L/C): Thu tin dung
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« Long ton (LT): T4n dai (1016,46kg) theo hé Anh

« Mail Transfer (M/T): Chuyén tién bang thu
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