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CONCLUSION

INTRODUCTION
Vietnam, a country in front of an era of development, English plays an important role in the globalization and integration. For students, and future generations of the country, learning English has become more and more necessary than ever. Understanding that, the Vietnamese education system has put English as a compulsory subject in the school chair from the elementary years. It is also the required subject in the graduation exam for all levels. But the reality of learning English in Vietnam is still a hard problem for educators and parents who want their children to be good at English. How to find a standard and effective method of learning English, help your students to improve rapidly, why do they study more than ten years of English in the school but when they graduate, most of them can not speak English.

For me, being enthusiastic, passionate and possessing a desire to cultivate more knowledge are the key qualities to become a successful English teacher. Therefore, I selected Ly Tu Trong College of Ho Chi Minh City where I practiced for six weeks, where I experienced a professional working environment and learned a lot of knowledge and experience. This report includes the process that I have practiced there..

In this report, I revealed all knowledge I have known about the company and evaluate myself through six weeks I worked in there. It has three main chapters:
Chapter 1: Introduction about the company

Chapter 2: Job description

Chapter 3: The personal experience acquired through the training course

CHAPTER 1

GENERAL INFORMATION ABOUT LY TU TRONG COLLEGE OF HO CHI MINH CITY

1.1 Introduction about LY TU TRONG COLLEGE

Established in 1986, Ly Tu Trong College of Ho Chi Minh City (LTTC) is one of the major public schools in Ho Chi Minh City which has the reputation for training quality of human resources to meet the demand of the workforce serving the socio-economic of the city and nationwide.

Owning a total area of 50,874 m2 in the center of Tan Binh District, Ly Tu Trong College has an extensive green peace¬ful campus providing for learning, sports and entertain¬ment for more than 14,000

Ly Tu Trong College, with its 33 majors in College degree and 32 majors in Technician degree, offers students a wide range of professional pro¬grams specialized in Engineering, Economics and Eng¬lish. With well qualified teaching staffs in sufficient quantity, LTTC commits to bring students high quality courses with reasonable- tuition

To 2017 - 2018, Ly Tu Trong College of Ho Chi Minh City have 332 employees, include 204 main facturers with 4 Doctors, 121 Masters (61.27% of the total). To ensure the best quality for students, LTTC very focus on training and recruitment.

1.2 Mission
The mission of Ly Tu Trong College is to train human resources with prestige and high-quality to meet the demand of enterprises and society, contribute process of industrialization and modernization of the city and country.

In addition, Ly Tu Trong College offers a combined training with research and transfer of scientific research results in the field of vocational training and technology for the society.

Also Ly Tu Trong College cultivates a transformative college community committed to  attracting and retaining diverse, world-class talent; creating a collaborative environment open to the free exchange of ideas, where research, creativity, innovation, and entrepreneurship can flourish; and ensuring individuals can achieve their full potential.
1.3 Vision
To develop Ly Tu Trong College of HCMC to become the multi-level education and training, multidiscipline with modern advanced to have a worthy place in careers in the education of Vietnam and the area. 
To meet the demand of high-quality human resources for the city and industrialization and modernization of the country.

By 2020s, Ly Tu Trong College of HCMC will become the national-high quality School, meet ASEAN and international standards.

1.4  Core Values

To build a safe and healthy educational environment and form the school culture with core values.

Humanity - Creativity - Development - Sustainability

The basis of upholding the spirit democracy, self-awareness of each cadre, lecturer, teacher, staff and student accompany on the enhancement of management effectiveness in all fields of the School.

1.5 Organizational structure

1.5.1 Organizational structure
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Figure 1.1 - Organizing structure of  Ly Tu Trong College of Ho Chi Minh City
1.5.2 Structure description
a. Party Committee: includes 7 members

· 01 Party Committee Secretary.

· 01 Party Committee Deputy Secretary
· 05 Member of the Executive Committee 
b. Management Board: 

· 01 Rector 

· 03 Vice Rectors.

c. 07 Departments
c.1 Department of Organization and Administration 

Functions and Responsibilities
- Provides advice on the design and building the organizational structure, human resource planning, recruitment, and staff management.
- Responsible for staff compensation, benefits and salary payment.
- Responsible for internal corporate affairs protection, auditing, employee participation and rewards, adherence to code of conducts, reception, and conferences, meetings and workshops.
   c.2 Department of Administration and Training
Functions and Responsibilities
-Organize the development and management of College and Intermediate curricular and syllabus.
-Conduct the recruitment organization training levels.
-Manage the process and learning outcomes.
    c.3 Department of Finance – Accounting
-To advise the Rector in management of all financial activities and accounting system of College.

-To provide centralized management and efficient use of financial resources in accordance with state regulations.

-To organize the implementation of accounting effectively, economically, avoiding misspends, in accordance with currents regulations and policies.

   c.4 Department of Student Affairs and Education Inspection: 

-Advise the Rector on ideological politics and student.

-Advise and assist the Rector in managing, synthesizing, proposing ideas, organizing the implementation of student management.

-Organize various activities to propagate, promote the image of the school and serve the legitimate interests of students.

- Report monthly, quarterly and annual reviews on students' status to the Rector.

   c.5 Department of Testing and Quality Assurance
-Develop and submit to the Rector for signing and issuing regulations on testing as prescribed by the Ministry of Labor - Invalids and Social Affairs of Ly Tu Trong College Ho Chi Minh City.

-Research, update and propose to the Principal to apply solutions to improve the testing in the College.
-Organize and manage the bank of exam questions, the entrance exams, final exams, graduation exams of all training levels.
    c.6 Department of Scientific Research and International Relations
-Advise and assist the Rector in managing, synthesizing, proposing ideas, organizing international cooperation, organizing national and international scientific seminars, organizing enrollment and training. international cooperation programs.
-Plan and implement scientific research in the whole College.
-Develop joint training programs with domestic and foreign universities.
   c.7 Department of Service Administration
-To advise and assist the Rector in managing, synthesizing, proposing and organizing the management of the entire facilities management system (common classrooms, land, houses, etc.).

d. 11 Faculties

   d.1 Faculty of Foundation Sciences

- Be responsible of management, organization of teaching and compilation of programs and textbooks for basic science subjects (including Math, Physics, Chemistry, Literature, Communication Science, Physical Education, National Defense and Security Education).

   d.2 Faculty of Political Theories
-Manage and organize of teaching and compilation of programs and textbooks for political and legal subjects (including the fundamentals of Marxism-Leninism, Revolutionary way of the Communist Party of Vietnam, Thought of Ho Chi Minh, Law).

  d.3 Faculty of Electrical and Electronics Technology
-Be responsible of management, organization of teaching and compilation of curriculum, syllabus of basic subjects, majoring in Electrical and Electronic Technology for all levels of training.

  d.4 Faculty of Mechanical Technology
-Offer a modern and practical training program, provide students with knowledge and skills necessary for becoming future leaders in their field. 
-Have a duty to carry out fundamental and applied research to support the industrialization and modernization of the economy, contributing efficiently to the development of technology. 

   d.5 Faculty of Automotive Technology

-Be a combination of classroom and hands-on shop experiences that prepare students for careers in all phases of automotive service and repair on all types of cars. Students are trained on the use of workshop manuals in traditional and computerized formats, hand held meters and scanners, and special shop tools including power and hand tools.
  d.6 Faculty of Thermal Technology

- Primarily focuse on thermal energy technologies and systems and cover advanced aspects of energy system modelling, heat- and mass transfer, control engineering and experimental work with focus on different components and energy system aspects. 
  d.7 Faculty of Information Technology

-Train in intermediate and graduate levels, in scientific research and technology transfer in the sector of Information Technology, Telecommunications and Computer Network.

• Create excellent products in the sector of Information Technology to meet the demand of social-economic development and integrate to the world.
  d.8 Faculty of Garment Technology-Fashion
-Offer programs with a wide range of options: technical worker training, vocational training , associate degree in two majors: Garment Technology and Fashion Design.

  d.9 Economics

-Create and share knowledge, which is the best tool for students on their journey into the world and the most lucrative investment for the economy.

-Have a broad span within economics, management and technology, and is largely characterized by interdisciplinary and regional, national and international cooperation.
d.10 Construction   

- Train engineers with the ability to perform consultancy, planning, project evaluation, profiling and construction organization, bidding, design deployment, collecting, liquidity and settlement of civil construction works, roads and bridges... 
- Organize business operations management in construction field.
d.11 English Language
- Train human resources capable of using foreign languages, good communication skills, highly adaptable to the international work environment and technology transfer.
- Have jobs in the trend of globalization and deepening international integration of the country easily.
e. 5 centres

-Based on the development needs of the school and the actual operational situation. The administrators will discuss, agree on the establishment of centers in accordance with the requirements of the school. Centers would operate their own statutes and activities but still ensure the regulations of the State.
f. Party organizations and mass organizations
-Lead the college and operate according to the framework of the Constitution and laws, to the functions and tasks of the Party organization, the Directive and the Party's Resolution.

· -Have the responsibility to implement the educational objectives and principles according to the provisions of the Education Law, in accordance with the purposes and functions of the unions society has identified. 

CHAPTER 2: JOB DESCRITION
2.1. Working process

During my internship at Ly Tu Trong College, I was assigned to English Language Faculty. I have learned and studied the working process of the Faculty, supported the implementation of student management and academic curriculum and extra curriculum activities, besides directly participated in teaching Reading class and being an invigilator for final examination.

In addition to professional works, I also participated in supporting information research, managing lecturers' scientific records, and observing online admission consulting. 

2.2 Working schedule
INTERNSHIP DIARY OF 6 WEEKS (FROM …../06/2020 TO …./……/2020)
	Period
	Training process

	WEEK 01
(…./…/2020-…/…/2020)
	- Getting familiar with the workplace and the lecturers.
- Getting to know the working process of the Department.
- Sorting out and saving documents received.
-Taking English Language Teaching classroom observations.

- Writing reports for classroom observations.

-Preparing  -  - Write a lesson plan for the assigned class.  


	WEEK 02
(…./…/2020-…/…/2020)
	  

-Supporting admissions for the academic year 2020-2021.

-Attending the monthly meeting.

-Watching online admission consulting.

-Taking English Language Teaching classroom observations.
-Preparing to write a lesson plan for the assigned class.

-Invigilating the final examination of the second semester of General English classes of 2018
-Writing activities and programs for English club.

	WEEK 03
  (…./…/2020-…/…/2020)
	-Writing the internship report.

-Invigilating the final examination of the second semester of General English classes

-Collecting and summarizing the examination results of the first semester for the assigned classes.

-Watching online admission consulting.

-Assisting to write curriculum of the academic year 2020-2021.

- Teaching vocabulary of Reading class under the observation of the internship supervisor.
-Writing activities and programs for English club.

	WEEK 04
(…./…/2020-…/…/2020)
	- Supporting reception procedures of the visiting delegations from some high schools and secondary schools.

-Supporting admissions for the academic year 2020-2021.
-Assisting in writing the internship curriculum for the class of 2017 and 2018.

-Writing the internship report.

-Teaching vocabulary of Reading class under the observation of the internship supervisor.

	WEEK 05
(…./…/2020-…/…/2020)
	-Writing the internship report.

-Supporting admissions for the academic year 2020-2021.

-Writing the internship information and list of partner organizations where students of the class of 2017 and 2018 may perform the internship.

-Assisting in appointing internship supervisors for the students of the class of 2017 and 2018.

- Watching online admission consulting.

-Teaching vocabulary of Reading class under the observation of the internship supervisor.

-Meeting with the internship supervisor to get the feedback for the trial teaching of the speaking class.

	WEEK 06
 (…./…/2020-…/…/2020)
	-Preparing the final exam questions for linguistic classes of 2017.

-Attending monthly meeting.

-Completing internship report.

-Summarizing the internship program and bidding farewell.


2.3 Advantages and disadvantages during the internship
2.3.1 Advantages:

During the internship at English Language Faculty as a teacher, I was supported with enthusiasm from the Dean as well as colleagues. In here, I had the opportunity to work in a professional environment with friendly colleagues who always helped and guided me to the knowledge and professional skills. There are close coordination and support between units and faculties, people unite and help each other at work. 
Furthermore, the office equipment is very modern. It took me a week to learn how to use them competently. I found that they help the work more easily.
2.3.1 Disadvantages:

On the other hand, I also had some difficulties because of my limited knowledge and skills. The actual working environment is far different from the theory I learn at school so I was nervous on some first days of practice.

I still had a little difficulties in using high tech lab at the college, but now I have used it easily thanks to the knowledge I have learned and especially the experience and guidance of my supervisor. 
In addition, the internship time is quite short, in just 6 weeks, I have not been able to experience, thoroughly interact with the works in the Faculty. 

CHAPTER 3

INTERNSHIP RESULTS
The internship program gave me the opportunity to enhance more specialized knowledge and intensive academic preparation and then could applied that into practical teaching environment. I was unceasingly encouraged to be innovative in employing the best contemporary practices utilizing various classroom managements and teaching skills to real world experiences. 

3.1 Classroom Management

While working collaboratively with other co-teachers I was instructed how to not only identify management strategies to increase student engagement and encourage positive student behavior but develop various teaching techniques and practical classroom management skills by observing classes every week. 

3.2 Lesson plan:

I was allowed to prepare lesson plans for the four language skill classes and some optional classes like Business English,  Presentation English, English for Email, English for Phoning and specially to teach vocabulary of Reading class with variety of classroom activities. I assisted the supervisor with applying technology into the lessons and collaborated with her on developing future academic lesson plans and extracurricular activities. And I was be able to select suitable material teaching for each unit of lesson and student level.

I also was in part of constructing academic curriculum for the following year that helped me develop teaching skills including building lesson planning and curriculum.

3.3 Vocabulary presentation
A number of techniques can be adopted to present new vocabulary items. Some techniques are more popular and more often used than others. Also it is up to  the  teacher  which techniques I decides to  use  but always  the effectiveness  of teaching  should be considered. There are techniques that are particularly appropriate for certain types of words – for example actions can be explained through pantomime. Another factor that is worth considering is the age of the learners. Younger ones react quite well when we show them concrete illustrations, the older ones can manage pretty well abstract explanations or even definitions. The presentation of new vocabulary can be classified for example according to verbal and visual techniques: 

· Using flashcards
· Drawing pictures
· Writing down the words
· Conducting choral and individual repetition
· Giving feedback

· Make dialogues using new vocabulary items 
3.4 Team work skill

From a person who has a habit of independent working, I have learned how to work in a team, I realized that support and teamwork help to speed up the work and finish rapidly and effectively.  After a few time, I worked in teamwork, I got skills like listening, questioning, respecting, helping, sharing, pervading and participating. Since working as a part of a team, I can improve working and it is a much needed skill in today’s workplace. I think it is the key of success. I learned many things by watching people work. I feel myself becoming more enthusiastic and confident.
3.5 Communication skill

Good communication is an essential tool in achieving productivity and maintaining strong working relationships at all levels of an organisation. When I first started the trial teaching class, I was nervous to start off the class. Luckily I got over that fear quickly because the students were well supportive and collaborative. The team work activities that I operated during the class were successful. Moreover, it was a rare opportunity that I could observe lecturers in Ly Tu Trong College of HCMC shared experience and useful consultancy for students who were seeking their future majors in the program of online admission consultancy. Futhermore, I was honored to help new students know their interests, hobbies, and passion so they were able to identify their suitable majors and jobs in the future as an admission consultant in on-campus orientations.

3.6 Computer skill
One more important thing was that I could practice to use the E-learning software, to apply Power Point to design my lessons more vividly and effectively and to know how

to process modern teaching facility in the Faculty
CONCLUSION
During the internship at Ly Tu Trong College, I had the opportunity to practice my knowledge and English skills as well as to learn from everyone's experiences. This is such a great experience!


I have gained a lot of classroom knowledge but practical approach is an invaluable experience. In my opinion, the best way to learn is to practice. I really appreciate this opportunity. 


Firstly, in terms of knowledge, I have learned various practical ideas that complement the theoretical knowledge that I have learned in classroom. Practical works experience is a valuable experience in my future career development.


Secondly, in terms of skills, I feel that practice is essential to developing skills that you do not obtain in classroom. Not only do I improve and improve my English skills, I also develop soft skills such as teamwork, communication, time management, learn how to deal with different works and handle different deadlines when working for others. Internship is also a great way to connect with people in the same profession and to expand relationships to other areas. 


Sometimes I also have difficulty solving tasks but it is great to have the guidance and dedicated support of members of the Faculty.


In addition, through the internship at the College, I found that there is a limit in number of manpower, leading to work overload when there are too many works at the same time. The addition of manpower is a necessity.


 Overall, I realized that internship is an invaluable experience for students. It helps me to enhance my knowledge, to work responsibly, and to accomplish my assigned tasks responsibly. Since then, I have a broader and comprehensive view of my future works. Six weeks of practice is not long, I have only experienced a part of the task. Nevertheless, the internship program gave me more experience and skills in work and life. 

Once again, I would like to express my deepest gratitude to Ly Tu Trong College, my instructors, Ms. Đo Thi Kiem and Ms. Nguyen Nguyen Thi Thu Ha, who gave me a valuable opportunity to discuss in depth, suggestions and useful reviews for preparing and completing this report. Finally, I completed my internship.

Sincerely thank you!
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