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English has been an international language for a long time, and I am also one of the million people who try to master it. It cannot be denied that English is a very useful tool for communication, but I think I get more benefits than that. First, English helps me to be more confident as I have to talk a lot if I want to be good at speaking skill. By learning English, it is not just improved in my confidence, but I can also develop my presenting as well as communicating skills. Second, English offers me a bright way to access to the world, and my mind has been opened widely since I learned it. I read more books, watch more TV programs and know more news, and all of them are in English. I developed a habit of reading so that I can both learn new words and gain more knowledge at the same time. Third, my mentality has been brought to another level thanks to English.
After completing all subjects of Diploma 2 in English for 2 years, we have had more 8 weeks practicum period. And I hope I will succeed.
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Third, I also thank my friends for helping me during my practicum period. 
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 Sau quá trình thực tập tại công ty TNHH Thương mại và Dịch vụ Huy Tiến của thực tập sinh Nguyễn Ngọc Quỳnh ở vị trí nhân viên kinh doanh ngành hàng càphê, chúng tôi có nhận xét về như sau:
1) Thực tập sinh Nguyễn Ngọc Quỳnh đã có tinh thần học hỏi, chịu khó nghiên cứu, tìm hiểu các số liệu, tình hình hoạt động của công ty để hoàn thành bài báo cáo thực tập của mình, thực tập sinh có kiến thức chuyên môn khá, khả năng phân tích, đánh giá và thích nghi với hoàn cảnh mới rất tốt.
2) Thực tập sinh luôn hòa đồng, gần gũi với mọi người, tác phong nghiêm túc, nhanh nhẹn, luôn chấp hành tốt các quy định về giờ giấc và công việc của công ty.
3) Thực tập sinh đã có đóng góp đối với hoạt động của không công ty khi biết xây dựng, áp dụng quy trình bán hàng 6 bước khá hợp lý và hiệu quả góp phần làm cho hoạt động kinh doanh của công ty được tốt hơn, thêm vào đó trong quá trình thực tập tại công ty, thực tập sinh Nguyễn Ngọc Quỳnh cũng đã tìm kiếm được một vài khách hàng mới cho công ty, mặc dù không nhiều nhưng với vai trò là thực tập sinh công ty rất đánh giá cao thành tích này.
Chúng tôi rất mong muốn sau khi tốt nghiệp, học viên Nguyễn Ngọc Quỳnh có thể tiếp tục quay lại làm việc hoặc công tác với công ty chúng tôi.
Trân trọng./.
            Ho Chi Minh city, date         month        year 2019
                                DIRECTOR
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CHAPTER 1
[bookmark: _Toc534318834][bookmark: _Toc534319137][bookmark: _Toc534323089]GENERAL INFORMATION OF HUY TIEN COMPANY
 
[bookmark: _Toc534323090]1.1. Overview of the practicum company
Huy Tien Trading and Service Co. Ltd. was established on March 26, 2018 by the Department of Planning and Investment of Ho Chi Minh City under the license to establish company No. 3 6687 - GP/TLDN. The full name of the company is Huy Tien Trading and Service Co. Ltd with business number: 0314946687
Abbreviated name: HUY TIEN ST CO. LTD
Business name written in foreign language: HUY TIEN SERVICES TRADING COMPANY LIMITED
Legal type: Single-member limited liability company
Name of legal representative: TRAN TAN TIEN
 
Head Office Address: 11F street 4, Residential Area Bank, Tan Thuan Tay Ward, District 7, Ho Chi Minh City, Vietnam
Capital: 1.500.000.000 ( one billion and five hundred million VND) in cash
The founder and director is Mr. TRAN TAN TIEN, born in 1972
Huy Tien Trading and Services Co. Ltd. performs functions of wholesale and retail of the following products: 
	4610
	Agents, brokers, auction
Details: Agency, broker

	4632 (Primary)
	Sale food
Details: Wholesale coffee (not operating at the office).

	4649
	Wholesale of other household appliances
Details: Wholesale beds, wardrobes, tables and chairs
 and similar interior furniture.

	3100
	Producing beds, wardrobes, tables, chairs
(not working at headquarters).

	4722
	Retail food in specialized stores
Details: Retailing coffee (complying with Decision 64/2009 / QD-UBND dated July 31, 2009 and Decision No. 79/2009 / QD-UBND dated October 17, 2009 of the City People's Committee) Ho Chi Minh City on agricultural product and food business planning in Ho Chi Minh City)

	5610
	Restaurant and mobile catering services

	5621
	Providing catering services under irregular contracts with customers (serving banquets, meetings, weddings...)

	5629
	Other food services

	7410
	Specialized design activities
(except design of construction works).


 
1.2. Logo of the Huy Tien Company
 
[bookmark: _Toc534323095] 
[image: Kết quả hình ảnh cho Huy Tien logo]

1.3. Functions and duties of departments
Manager
The director of Huy Tien Company is Mr. Tran Tan Tien, born in 1972. He come from Hanoi capital, he is responsible for running the company's business and is responsible before the law for the company's activities, detail:
·  Decide on issues that directly relate to your company's daily business
·  Organize the implementation of management decisions
·  Organizations planning to conduct the business of the company
·  Proposing plans to change the organizational structure, company management regulations
·  Appointing or dismissing managerial positions in the company (except those under the authority of the Board of Directors)
·  Determine the salary of employees in the company
·  Recruitment of labor
·  Operating and directing the departments of the company.
 Vice director
Assist the director in managing the company's operations, assisting the Director in managing and operating the company's activities as assigned by the Director; - Proactively and actively implement, execute the tasks assigned and responsible for the previous director of the effectiveness of activities, mandated the director is absent. Huy Tien is a small-scale company, so there is only one deputy director, Mr. Nguyen Van Huy, born in 1975, who has many years of experience in business administration and is a friend. Mr. Tien's director and director, in 2018, the two of them contributed capital to establish Huy Tien company. 
Treasurer:
The company's treasurer is Ms. Tran Thi Thanh Huong, born in 1980, she was assigned by the director to store the company's cash, make daily cash payments according to the company's payment process. Make a final check on the legality and validity of documents before exporting or importing money from the fund. Perform inventory reconciliation fund daily with general accounting. Store receipts and payments. 
Accountant: 
Companies Huy Tien small, to save costs the company only has an accountant that is Pham Thi Hai Hoa, she was born in 1976. Her mission was assigned as director of accounting operations services economy arises in the company in a timely and sufficient manner to ensure good service for business activities; Keeping accounting records, periodic financial statements, monitoring the debts of the company, managing capital and balancing capital sources in accordance with the company's needs. Lead and coordinate with related departments to establish design business plans, design financial plans and long-term annual of the company. 
Goods store keeper:
Huy Tien Company currently has 2 people working as warehouse keeper, namely Mr. Nguyen Quoc Hoang and Mr. Tran Van Quang, the tasks assigned by the director are: T to perform import and export procedures. The staff hated the delivery documents, shipping orders, stored and transferred to the purchasing or accounting department in accordance, tracking of import and export goods, recording import notes, delivery notes, direct import. log into the software, track the amount of daily import and export and compare with the minimum inventory level, follow the order of warehouses, track the process of importing goods, contact suppliers to import goods into the warehouse, arrange goods in the warehouse, ensure the standard of goods in the warehouse. 
Staff in the company:
 Huy Tien Company is a trading and service company with a small scale, so the organization of its is also very simple. In addition to the departments, a large group of business people of the company consists of about 12 people divided into 2 business groups, a business group on coffee and food products, a business group on furniture, the head of the business group is the group leader, Doan Van Quoc and Tran Hai Thanh. The duties of the business teams assigned by the director are:
Trade, find out customers' needs, find potential customers, establish new business relationships.
Know the customer contact process, the process of handling information complaints, the process of receiving and resolving customer information.
Directly implement, urge the performance of the contract, including delivery procedures, invoicing, and customers to check the quality of products delivered.
Develop business in your assigned area.
Customer care and sales.
In addition to the two business groups, Huy Tien has 1 security guard, car keeper and asset protection company and 2 freight staff, specializing in carrying goods to other places. h goods or freight to the warehouse.
1.4. Business operation status of Huy Tien company
Huy Tien is a trading and service company, in which the main activity of the company is trading, importing and exporting coffee products such as roasted coffee beans, roasted coffee beans, grinded with kinds of coffee beans such as arabica, robusta coffee... In which, the company's business perspective is to bring consumers clean, healthy coffee and contribute to the development of Vietnamese coffee brand. To have a stable supply of coffee and to ensure quality, the company has established a coffee purchasing agent in Lam Dong and has signed with a few farmers in Lam Dong to grow and care for coffee trees, consumption of farmers' output to ensure the quality of coffee beans and stable supply.
 Regarding partners and the main market of the company, Huy Tien Company has signed many cooperation agreements with coffee purchasing companies in Lam Dong province such as Da Linh coffee purchasing company, Thanh Son coffee purchasing company... In 2018, the company cooperated with partners to purchase 1320 tons of coffee to export to China. In the early stage of its establishment, Huy Tien Company identified China as its export market for pure grain coffee, because it is a large market with 1.4 billion people and is also a favorable market for its operation. Freight, import standards of coffee beans are not too high requirements. As for the roasted and ground coffee beans, Huy Tien Company has just done business in the country with the main market is the coffee shops in Ho Chi Minh City and neighboring provinces such as Long An, Tien Giang, Vung Tau., because just entered the business in the field of coffee roasters in 2019 so the market is small, the output of trading commodities in 2019 is only about 1, 2 tons, instead of the plan set out early 3 ton.
In 2020, Huy Tien will not only export coffee beans to the Chinese market, but also switch to the processed coffee sector including roasted and ground coffee bags, 0.5kg, 1kg and 3kg bags of HT Coffee brand name. At the same time, the company also plans to expand the market to the country with the largest population in Southeast Asia, Indonesia, hoping that the success in this potential market will help Huy Tien company to export on average. from 3,000 to 5,000 tons of coffee in the year with a profit plan of VND 1 billion next year.
In addition to the main business is coffee, Huy Tien company also associates with furniture manufacturing companies dealing in furniture field (tables, chairs, beds, wardrobes, shelves....) for company offices. and households, in 2019 this business has brought Huy Tien revenue of about 5 billion VND, and it is expected that by 2020, the company will not only sell traditional furniture but also build a website. specializes in the business of furniture operated by the company, besides building booths on the website so that the partners of the company can introduce and trade furniture items, at the same time associated with the That is, the company will expand its market to suburban districts instead of focusing on central districts like 2019, hoping this will help. p company's revenue increased sharply in 20 20.
In general, because Huy Tien is still young, the capital size is still small, the experience is not much, the market with more than 140 coffee import-export companies is increasingly fierce competition, the furniture business is not easy. Because this market in the central districts of the city is saturated, so it has to expand to more remote areas, resulting in higher costs and more risks. In particular in the context of US-Chinese trade war going on fiercely not know when it will end, affected the goods exported to the Chinese market.
To solve these difficulties, Huy Tien's plan for 2020-2020 is to expand the sales network already present in 13 provinces and cities in the Southwest region for closed roasted coffee casks. package, furniture. At the same time, it is necessary to expand the coffee purchasing area in the Central Highlands provinces, to sign an additional cooperation with 5 coffee purchasing agents in this region. In addition, in 2020 the company plans to research and build a roaster to be proactive in supply and quality instead of currently roasting, relying on hiring partners. Along with the company will study raise the quality of old products, find new products, innovative design, package designs, brands, gradually towards the coffee brands prestige of Vietnam with Criteria for clean, tasty coffee meeting the needs of consumers.

CHAPTER 2:  DAILY ACTIVITIES AT PRACTICUM COMPANY
[bookmark: _Toc437543229]2.1. General View of My Internship Position and Division
Around mid-September 2019, I had to start doing internships at my company to complete the English course of the school's training program. The first week I was very confused because I did not know which company I would choose to practice, the reason is that due to the limited time, the unclear goal, the idea for the internship, not having been asked by anyone else. introduction. But fortunately, once I met my friends, I knew that I was looking for a company to practice, with the acquaintance of my friend, I guided me to an internship at Huy Tien Trade and Service Co., Ltd. whom she knew and gave me the company address and phone number to contact Mr. Tien director. Because the work was busy and confusing, it took me the next week to write an application and bring it to the company to meet Mr. Tien at my friend's address. At Huy Tien company, I presented the reason I was guided by the security guard to Director Tien's room. Entering the office, the director Tien saw that he was a very busy, energetic, very open and polite businessman, invited me to pour water to invite me to drink, I presented the reason and presented him with the application. getting ready at home, he took a quick look and said he had been informed by a friend of his phone and asked him to help me. He briefly told me about the company and operation situation and asked me what expertise I have? Which part do you like to practice? Realizing that I do not have accounting profession, nor do I know how to drive, do not have experience working in a warehouse, I plan to apply to work in the office department, do the administrative and personnel work of the company, express my aspirations but Mr. Tien said his company was newly established, the scale was small, the business activities were not strong, so these parts he had to cut all to reduce costs, so these jobs were modest and coordinated. implementation between divisions within the company. Mr. Tien also said that only the business ministry is in need of support and is suitable to my ability, understand that business activities will bring me new experiences, be more free and be opportunities. to promote my competencies, so I agreed to be a salesperson internship. Mr. Tien said that he was very busy so he did not help me much, hoping that I would take the initiative to learn and that he would assign Mr. Van Quoc, the head of the coffee shop business, to be in charge of guiding me on my internship. Then he gave me a description of the company's sales staff so that I could follow suit.
Looking at the requirements and tasks, I find it really not easy to be a salesperson, not only to find customers to sell but also to take care of customers and do a variety of other related tasks. very hard. But I think maybe thanks to that difficulty, I will have the opportunity to learn from those around me, such as managers, older siblings, and customers, thus contributing to the accumulation of living capital for myself and the business. will help me learn how to grasp the psychology of others, practice the ability to understand customer needs.
Being a Sales Executive means giving yourself the opportunity to practice your ability to communicate and manage customer information. Improve your ability to face unexpected and unexpected difficulties and challenges. Business will help us know how to how to handle the problem in a quick and efficient without any school or class can be taught to be. Most importantly, I realize that in the list of customers of Huy Tien company, there are also foreign partners who use English, some orders and contracts of the company are shown in English, Mr. Tien himself. and Mr. Van Quoc is also a very good English user at the company, most of the jobs that require using English at Huy Tien are handled by these two guys, I think I can do it. working with you two will be a great opportunity for me to improve my English skills at school. Following the instructions of Mr. Tien, I contacted and met Mr. Van Quoc, the leader of the coffee business team, Mr. Quoc graduated from Ho Chi Minh City University of Economics, majoring in business administration, he was a worker. Huy Tien Company from the day of its establishment, is a lively, enthusiastic, dark-skinned, smiling mouth showing his seasoned experience in the field of business, he supported me to practice internships. It is very reassuring. During the internship, he always gave me the job directly, I created the opportunity to contact more with reality, guide me enthusiastically, the difficult business, sometimes he went to drink water, he encouraged me. me. Although he is very busy, he will guide me enthusiastically some experience about the assigned work.
2.3. The work schedule is assigned during the internship
Internship period: from September 7, 2019 to November 24, 2019
+ The first week: from September 7, 2019 to September 14, 2019
During the two days of September 7, 2019 and September 8, 2019, was the last two weekends I was in contact with an intern, Ms. Nguyen Phuc Dien Ngoc, she told us only the rules of the school about the internship of students before graduation, she sent us the graduation report form, instructed us on some of the necessary work for graduation practice, and also showed us Some of the previous internship experience of my previous students for my reference, the teachers took turns answering a series of our questions about graduation practice, knowing we were worried and nervous. She was very confused when she shared and encouraged us and would help us enthusiastically to complete it Good for his internship.
As for me, due to my busy work, I couldn't focus on my internship, the first week after meeting the instructor to prepare for the internship seemed to stand still. By the end of the week of September 15, 2019 going to meet friends, being introduced by friends, giving information related to Huy Tien company, then my internship really started.

 
+ The second week: from September 15, 2019 to September 22, 2019
Monday:
I brought my application for internship to meet Mr. Tien, director of Huy Tien company at 10 am, but subjectively, I thought that Monday morning Mr. Tien would come to the company because it was the beginning of the week so I did not phone him. him first. When I arrived at the company office, the security guard said that Mr. Tien had not come, phoned the number of friends I was told that Mr. Tien had gone to Tien Giang province for work until he had just come back and made an appointment for me tomorrow morning. 9:30. I could not meet Mr. Tien, so I took a day to practice because of subjective thinking, I have not practiced any day but I also learned a lesson that I should not think subjectively, need to be sure. just made.
Tuesday:
I met Mr. Tien, the director of the company. I present his wishes, he was accepted for the position I practice with Sales Staff commodities coffee, he assigned him Van Quoc, head of commodity coffee business practice guide me Mr Tien gave me the request form and the job information for me to research. After that, I went to see Mr. Quoc and other brothers in the company to get acquainted with the function, position and role of the department in the company, especially the sales department through the introduction website. of the company and talk to them.
I also learn about the work of each group, the roles and tasks of each person so that I can exchange or learn from the experience of my previous colleagues or those with high sales.
Wednesday
I went to the company and read the description and job requirements that Mr. Tien gave me the day before, I thought and imagined what I needed to do to get ready for the job. I then explored the company's model and workflow, the functions and responsibilities of the divisions, and continued to get acquainted with people in the company for more information. I realize that everyone is very busy, but everyone is friendly and open, perhaps this is the required quality of a sales staff.
Thursday
I find and read documents on the work of the department in the past year include: The number of items is the business, the number of customers each month, the number of potential customers, monthly sales of the company, about items that the company is trading, analysis, comparison of the company's products with similar products in the market. I also tried the coffee that the company was trading and found it very delicious, Mr. Quoc even gave me a 1kg bag to drink.

Friday:
I was assigned the customer service customer to call to place an order and record in the form of documents and transfer this information to the sales department of the company for them to make delivery. Everybody on the business mission are very busy, most of them have to work in the market with many different jobs such as sales, customer care, delivery, bartering... So this week I have very little be in contact with them to learn from experience
+ The third week: from September 23, 2019 to September 29, 2019
Monday:
Every Monday at 8:30, the Huy Tien company has a quick meeting for about 45 minutes chaired by Mr. Tien, so that the members in the company report on the activities of the week and raise difficulties. problems, suggestions and recommendations to find solutions together to promote business activities. I also participated in this meeting, to learn from the experience, after the meeting, the sales staff went out to the market, and I stayed at the company to continue customer service, while I was in my free time I wrote the report. I graduated from the first chapter, what documents I need to ask the accountant and the cashier, they helped me a lot to write chapter 1 introducing the company.
Tuesday:
I entered the company early with the desire to meet with Mr. Quoc and asked him to let me follow him to the market, Mr. Quoc agreed that I and he brought 20 kilograms of coffee to deliver to a customer in Nha Be, From District 7 to Nha Be District, not far away, I enlisted to ask Mr. Quoc about business experiences, he said that in order to run a business successfully, a salesperson must create trust with customers, must enthusiasm, punctuality, prestige are expected to retain customers, and have promotion policies, good customer care, otherwise competitors will lose customers and we will be disadvantaged. That trip helped me learn many things, learn how to communicate with customers, learn how to arrange travel time appropriately, learn how to assess the characteristics of customers to be methodical. suitable business.
Wednesday:
I stayed at the company, received orders from the customer service, received customer feedback and took notes, continued to learn about the company's operations and continued writing an internship report in my spare time and continue to get acquainted with people in the company to learn about the company's operations, learn from the company's members and start writing chapter 1 of the internship report.
 
 

Thursday
On the morning of the 5th morning, I continued to come early to follow Mr. Quoc to the market as scheduled, today I and he went to Binh Chanh district, the plan will go all day so it will be hard. The area of ​​Binh Chanh district is very large, the population and cafe are not many, but Mr. Quoc said that because the brand of HT coffee HT is not strong and still young, the competition in urban districts is very difficult so must be hard to areas far from the center. In order to be effective, we will go to densely populated areas, big roads of Binh Chanh district, Mr. Quoc will be the one who directly meets and exchanges with customers while I follow him to support and learn. and record the content of your internship report.
Friday
After this, I went to the market and felt the hard work, and understood that to succeed, it takes effort, effort, nothing is easy. This Friday I was an intern at the company, I took the product information of the company into the advertising websites, and I searched the internet for the demand for mobile phone and phone to introduce the products of the company. ty.
+ Week four: from 30-09-2019 to 06-10-2019
Monday:
At 8:30 am I participated in the meeting with the company, recording the content of the meeting necessary for my work experience and the internship report. After the meeting, I continued to explore the company's business, write internships and continued to put the company's products on advertising websites.
Tuesday:
Today I was given the file for the company's customer list so far. In the morning, after greeting and exchanging jobs with everyone, I was asked by Mr. Quoc today to call the customers he had marked. I phoned the customers in the list asking about their coffee needs, received comments and information recorded by customers. I was very confused in the first few customer calls because I was not used to it, but later I got used to this, so I became more confident and fluent.
Wednesday and Thusday
On Wednesday and Thursday of this week I asked the company to leave because I had my homeworks to do, I sent an application to Mr. Tien and he agreed.
Friday
I returned to the company after two days off, I met with Mr. Quoc to ask him about the company's business model, the upcoming business strategy, I asked him about the difficulties in the company's business, asked him about sales process of the company, he answered that sales at the company have not yet formed a specific process, each person performs the work based on experience and habits only. Seeing that, I proposed to apply a six-step sales model, he agreed to tell me to research and talk with Mr. Tien.
The 5th week: from 07-10-2019 to 13-10-2019
This week, I researched and learned about the 6-step sales model, after I finished building, I presented it to Mr. Tien, asked for his suggestions and suggestions for application at the company, he agreed and suggested that I continue to send Mr. Quoc feedback, then I have to prepare to present this content in a meeting with the members of the company to implement the 6-step sales process with the support of Mr. Tien and England. For the rest of the time I continued to write my internship report, and contacted the clients on the list he had given me from last week.
The 6th week: from 14-10-2019 to 20-10-2019
This week I asked and read the documents about the company's coffee export, the coffee import-export in the company is mainly handled by Mr. Tien and Mr. Hai in contacting suppliers, transporting goods, looking for Search customer service. Mr. Tien was very supportive of me, he provided me with the necessary documents to read and learn. Most of the documents he provided me about the company's coffee import and export business were in English, holding the company's very thick documents in English was very shocking. After calming down, I realized that this was an opportunity for me to learn English from the real job, because I thought so, so I read through those documents for the week. Of course, I also take time of the week to write assignments, post online and phone customers.
Week 7th: From 21-10- 2019 to 27-10-2019
During these this week, I continued to help the company apply the 6-step sales process to its business operations, because since it was just applied, many places I still did not understand had to learn more, sales staff. Other people are not familiar with this process so must take steps step by step. I continue to read English documents about the company's coffee export, check customer feedback from the websites where I posted product information, and phone customers for advice. about the product
Every Tuesday I follow Mr. Quoc to the market to customers, I support and learn from him in the business.
On weekends I continue to write my internship report in chapter 2.
Also in these two weeks, I was fortunate to receive 8 consecutive phone calls from customers asking about buying products of the company that I have marketed online, probably because I am not familiar and not confident with this. In the end, I only persuaded 4 customers to buy from my company, at that time I was very happy, I informed Mr. Quoc, he told me to deliver goods to the nearest customer because I was not used to traveling and communicating with customers. customers, and customers to let other staff help.
+ Week 8th and 9th: From 4-11-2019 to 17-11-2019
 This week I sent the first two chapters of my practice report to my teacher for editing, and I started writing chapter 3 of the report.
 In addition to the work outlined above, this week I began to explore the opinions and suggestions of people about the company's business, its advantages, limitations, advantages and disadvantages. I synthesized the content to write the solution of chapter 3, after I finished writing I sent Mr. Tien, Mr. Quoc and teachers for suggestions.
 During these two weeks, I was fortunate to receive 6 consecutive phone calls from customers asking about buying products of the company that I have marketed online, because I was more confident, so I persuaded 5 customers to buy company's goods. In the 9th week I had 3 days of testing alone bringing company information, product information and going to the market, I chose the area of ​​Binh Tan District to come to introduce products, I tried to go. I have been to a lot of grocery stores, cafes, asked for customer information, offered products, but maybe because I was not confident, did not understand the psychology of customers, did not have a way to introduce brand products. So after 3 days of hard work, I only got 9 customers who agreed to buy from my company, but among those 9 customers after contacting again to determine the quantity and delivery time, there were 2 customers. refused to order goods anymore. Those three days of business gave me a lot of valuable experience, I met many kinds of people, emotions changed constantly, glad that customers ordered, and then sad again because customers changed decisions.... but one important thing that I achieved is that I am confident and able to communicate much more effectively than before, know how to calculate and organize my work more efficiently than before.
+ Week 10th and 11th: From 11-11-2019 to 24-11-2019
I was about to finish the practice of me. Therefore, I focused on checking the final internship report, carefully correcting it with the instructions of the instructor, then printing and I sent Mr. Tien and the head teacher of the actual report. practice to let them see and make an internship comment, after I have done it I will submit it to my university. 
 This week I had to say goodbye to everyone in the company, I bought some fruit and food and brought everyone in the company to eat to say goodbye to everyone in the company. T O Say thank them because they helped me a lot during practice, goodbye I wish everyone healthy. I believe sure that what I learned here will be useful for my work in the future.
  

CHAPTER 3
RECOMMENDATIONS TO IMPROVE IN WORKING SKILLS
 
3.1. The results that I have contributed to the internship company.
During my internship at Huy Tien Trading and Service Co., Ltd, I was always enthusiastic to work, learn, research, work seriously, which has helped me gain the trust and guidance enthusiastically. from my friends in the company and I also had the opportunity to learn about the operations of the company, find out the limitations in sales activities in the company so helped me to learn and apply the 6-step sales process. In the business activities of the company, thanks to that, the sales at the company have become more orderly and avoid arbitrary as before, this is highly appreciated by Mr. Tien, the director of the company.
In addition, during my internship, I always sought to put information on HT coffee on advertising websites, social networks, sales websites... this has contributed to making the reputation of HT coffee become more prominent. on internet environment.
In addition, during the internship, I also actively phoned the product marketing, actively went out to the market with him, so I not only learned the experience but also brought the company 14 guests. New products with the commitment that each company buys 20-30 kilograms of coffee each month, but my results are not many, but the company has recognized and appreciated.
3.2. Solutions to improve business efficiency of Huy Tien company.
3.2.1 Apply a six-step sales method.
Step 1: Offering to sell products
+ Offering products directly:
This is the main product offering activity of the company in the early stages of establishment, with this direct product offering method that has many advantages, such as being able to offer sales and take care of it. Customers, creating closer relationships with customers, can be done anywhere even where information technology is not developed, easily accessible to many different subjects, this way of offering. Create closer links between the company and customers. In contrast, this type of offering requires a lot of time and costs are also very large to implement. Therefore, in order to be effective, the company needs to classify the market and target customers so that it can choose to offer products appropriately.
+ Offering indirect products
* Huy Tien Company needs to promote the sale of posting products on forums, social networks, zalo, facebook, send email marketing. Staff must have writing skills to write ads, PR. Employees need some training in information technology to use online marketing tools.
* Implementation: Sales staff.
Step 2: Answer customers' questions
* Content: Answering customers' questions via phone- email, replying with complete and accurate information, sending mail quickly without letting customers wait long, cleverly inviting customers to the company for advice. closer.
* Implementation: Marketing staff and consultants.
Step 3: Receive customers at the company and find out the needs
* Content: Welcome customers at the company and find out the needs of customers. Staff should be trained in the skills to explore and exploit information from customers, employees need to have good communication skills to create good sympathy with customers and capture customer needs.
* Implementation: Counselor.
Step 4. Product introduction and advice
* Content: Staff need to know about the product: course content, start date, certificates and information related to the courses to introduce to customers. Consult courses suitable for customers after understanding the needs.
* Implementation: Counselor.
Step 5. Place an order
* Content: Provide documents and guide customers to register procedures, record customer information to make student records. Collect tuition to complete the registration procedure.
* Implementation: Sales staff and accountants.
Step 6. Customer care
* Content: Addressing students 'questions and complaints, monitoring students' learning process at the company to promptly help and remind.
* Implementation: Staff in charge of customer care.
3.2.2. Completing the work in the process of selling
In order to complete the company's sales process, we can review and adjust some of the following issues:
In addition to the active application of online marketing tools, the Company needs to have more specific strategic plans on direct marketing to answer customers' questions. The company needs to actively participate in exhibitions and trade fairs to promote the company and its products.
- Training staff for e-commerce to improve the level of online marketing for employees in charge of marketing. At the same time, for employees to attend short-term courses on telephone sales and train some basic knowledge of information technology to improve the ability of consulting and persuading customers.
- Promote activities of exploiting potential customers who are supermarkets, trade centers... to put the company's products on sale.
- Clearly assigning jobs and tasks to each employee in the sales department because the employees are currently undertaking many functions at the same time, each business style is one type, without coordination, tradition. Best.
3.2. 3. About product strategy
In the process of its existence and development, Huy Tien needs to always pay attention to improving the quality of its products to meet the needs of its customers. Improving the quality of products and services should be done continuously and regularly. The strategy to improve product quality that Huy Tien needs to focus on, including: building a process of checking and monitoring product quality before packaging for sale, ensuring the quality of HT brand coffee. clean, good for health, in the case of having to import coffee items from suppliers, the company needs to select reputable suppliers and need to include the content of commitment of quality in the supply contract. Goods and Huy Tien in the long term also need to equip the system of machines to check and assess product quality along with recruiting experts in the field of coffee to work in the company.
With increasing demand, the competition is so fierce that the company needs to find unique products on the market with new products such as coffee to help reduce fat, low caphein coffee without causing drowsiness and coffee. collagen, coffee supplements vitamins, minerals... to be able to find new market areas and avoid competitive pressure.
 3.2.4. About personnel
The company is still limited in fostering and training business skills for employees in the company, so that the business of the company is more effective, in addition to completing the recruitment process to be able to recruit candidates with competencies, the company also needs to build a process of training and retraining for its existing employees (currently this is at Huy Tien company, I know that there is no such activity, the sales staff of The company is still mainly learning from each other's experience by talking)
The company needs to have a mechanism to inspect and urge employees to complete the assigned work. Reward employees who fulfill their duties and discipline with employees who do not perform well in order to improve the sense of responsibility of employees, willing to refuse to re-sign contracts with employees with regular business results. failing, avoiding the situation that newspaper staff went out of the market, but spent most of their time on personal matters. In short, HR is always an important issue that determines the success of a business, the company needs to build its own staff: having the necessary ethical qualities and discipline. In the work. Especially good communication and negotiation skills, this is an extremely important prerequisite for an excellent Sales Executive. This skill makes it easy for employees to access, exchange information and negotiate successfully to help build strong relationships with customers as well as advice to help customers trust when using products and services. of your business.
3.2.5. Regarding distribution strategy
Currently, Huy Tien company has only two distribution channels, namely direct and intermediate level 1 channels. This limits the center's ability to reach customers. Huy Tien should expand his distribution channel both in width and depth. Companies can open many other facilities or enhanced with many other partners together as a business center, convenience stores, supermarkets, the distribution company of consumer goods.... This enhances the company's ability to dominate the market.
3.2.6. Further promote the marketing activities of the company.
Due to the small size of the capital, the market is still narrow and newly established, so Huy Tien's marketing is currently very limited, the company does not have a professional marketing department, but only through marketing of sales staff, so efficiency is not high. To develop Huy Tien company, it is necessary to bring marketing issues to become more professional such as:
+ Building an online sales website for the company
The setup of your presence on the internet using a professional web site, as well as on social networking sites like Facebook your, Zalo,... These tasks should be done in a strategic way and right so that results can bring great potential in reaching the target customers.
In addition, the company can also market through search engines like Google and Coc Coc with paid advertising campaigns. Some effective advertising methods for these tools can be mentioned as Google Ads, displaying ads on the network. In those marketing methods, ensuring the quality and reputation of the product in the long term is the best marketing method when consumers choose, they will replace you by oral marketing effectively…
 






 3. 3 The skills and experience learned during the internship.
- Confidence in communication
During the internship at the company I was able to communicate with a lot of people, friends, siblings in the company, management, customers... thereby helping me a lot more confident in communication, I have understood that:
To gain confidence from others, the first thing you need to do is to believe in yourself by practicing your public speaking skills. In your daily life, you should actively meet friends and family and talk to them, first of all learn from them the art of communication and behavior, and through these conversations will help you feel more confident talking. Start your story openly and naturally. It could be just questions about health, the funny stories you encounter in your daily life or the interesting and interesting information you have just updated...
- Grasp the psychology of the opposite person
In business, it is important to understand the psychology of the opposite person (partner or customer), this will help you to be prepared in words and behaviors in order to have more effective effects on the other person. thereby enabling communication or sales goals. To understand the psychology and understand the feelings of others, you should understand their personality and circumstances. Because through those characteristics, we will understand what their psychology is to easily have a suitable way of communicating.
At the same time, establish a strong relationship with the other person, to make others feel confident in you. When you give your partner a sense of trust, they will be open and ready to express their feelings, aspirations and desires. Once you do that, it helps to establish a link between the two.
- Stay calm in solving problems
Being angry is never wise, especially being angry with customers, anyone can have negative effects on you, so do customers, even a lot, when you are angry. then you will not be able to solve the problem (for example, in a business case, at 12pm, you are taking a very comfortable lunch break, suddenly a distant customer calls to deliver the goods in the middle of the hot afternoon, If you are angry at the customer this time it is very sunny, cool afternoon I delivered, soon no hello, late no hello to right at the moment I am sleeping also? If you answer like that maybe you will lose this customer always) so calmly finding a way to solve the problem is the smart way. To stay calm you must:
Try to listen, try to sympathize, when you do not feel calm, you should wait to say anything, because words when angry is very easy to make mistakes. Try to discuss the issues subject you are experiencing and find the optimal solution, thoroughly understand the cause of the problem is, what are the main causes and find the most appropriate solution.
Negotiating skills
Negotiation is the key skills of seller, the facilities are basic skills of staff indispensable business to achieve what we want from others. The process of communication aimed at negotiating shared business interests between us and our client partners. Although only sharp, quick-response reflexes, but also must patiently argue, know how to control emotions and perhaps persuade customers to skillfully bring a pleasant feeling to a rabbit, said protect your interests.
Be considerate with customers
The process of being a salesperson at Huy Tien has helped me understand that it is important that in any case, a Salesperson must always respect customers, treat customers with sincerity. with the most professional service possible, when customers feel your credibility and sincerity, 70% of them will buy. Communication skills, negotiation, situation handling and contract termination will need you to gradually improve through the work process. Both things above require you to master, but knowledge, skills can learn, be trained, trained. The only attitude is due to the business personnel decisions, and attitudes are decisive factors to gain sympathy and attention of customers, help you pull customers towards him after selling process Standard products are when the seller spends the most time and effort in building relationships with customers, followed by capturing customer information, then presenting the product and selling is the final stage. At the end of a sales cycle.
 
 
 













CONCLUSION
 
During my internship at Huy Tien Trading and Service Co., Ltd, I was helped a lot by teachers from the Department of Foreign Languages, Long An University of Industrial Economics. My Teachers has provided her with basic knowledge, at the same time, created favorable conditions for her to complete her graduation report and the enthusiastic help of Mr Huy Tien company, most Mr. Tien and Mr. Quoc, thanks to that help, I have successfully completed my internship and learned a lot of practical knowledge, valuable experience from the role of a Sales Executive of food industry.
The internship process also helped me identify some obvious advantages and disadvantages so that I could have more experience and know how to improve myself better.
During the internship I also had the opportunity to study and research many books, newspapers and documents in the business field, so that my knowledge increased, and more specifically, I had the opportunity. In order to apply this knowledge in practice, I can express myself through the activities of the company.
Due to the limited practice time, the level of education is still limited, so my report of practicum cannot avoid mistakes. I look forward to the guidance of teachers and everybody in the Huy Tien company so that I can supplement and improve my report, better serve the actual work in the future.
Sincerely, thank you very much !



	










[image: logo Long An.png]LONG AN UNIVERSITY OF ECONOMICS – INDUSTRY
PERMANENT TRAINING CENTRE 
TABLE TRACKING STUDENTS’ WORK WITH
THE PRACTICUM SUPERVISOR
_________________________________________________

Practicum supervisor	:	MA. Nguyen Phuc Dien Ngoc	
Workplace	:	LONG AN UNIVERSITY OF ECONOMICS - INDUSTRY  
Practicum student	:	Nguyen Ngọc Quynh	Class: 18BAV1

	Weeks
	Dates
	Specific meeting contents
	Practicum
Supervisor’s
signature


	1
	September 15th,
2019
	· Initially having the meeting with the practicum supervisor for the guide of graduation practicum report (G.P.R.).
· Exchanging questions and answers on the issues related to G.P.R. 
· Receiving all the support of materials and documents in regard to the G.P.R.
· Questions and answers.
	

	2
	September 22nd,2019
	· Making decisions on the theme of G.P.R.
· Finding out about the organization/ institute where the practicum is taking place.
· (Making consideration and choices on the observation schedule of English classes.) 
· Questions and answers.
	




	3
	September 29th,
2019
	· Writing the weekly reports.
· Completing the index of the G.P.R.
· Questions and answers.
	

	
4
	October 13th,
2019
	· Writing the weekly reports.
· Completing the genereal introduction to the organization/institute where the practicum is taking place.
· Questions and answers.
	

	5
	October 20th,
2019
	· Writing the weekly reports.
· Making the outline of solutions to the improvement.
· Finding/searching books and other sources to support the solutions for improvement.
· Questions and answers.
	

	6
	October 27th,
2019
	· Writing the weekly reports.
· Completing the second part of the content of my assignments: carrying out the practical evaluation on  the process,…
· Composing the solutions to the improvement.
· Sharing ideas & exchanging experiences.
· Questions and answers.
	

	7
	November 03rd,
2019
	· Writing the weekly reports.
· Completing the third part: proposing feasible plans and conclusion. 
· Sharing ideas & exchanging experiences.
· Getting general directions for G.P.R. from the practicum supervisor .
· Questions and answers.





	

	8
	November 24th,
2019
	· Completing the G.P.R.
· Re-reading the G.P.R.
· Submitting the G.P.R. for correcting and marking.
· Summing up the practicum round.
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