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INTRODUCTION
Along with the economic development of the country, Dong Nai is always an eventful city. Especially, in these current years, the industrialization-modernization of Vietnam is making significant developments. Therefore, the application of scientific and technical achievements in production, business is very important. Besides, the industrial equipment sector plays an essential role in increasing productivity and efficiency in production and business. This is the reason why Bu Hung Co., Lmt is established. 

With the establishment of the company, they are confident in their ability to contribute to the provision and manufacturing of food products to the local people, also with the occasionally imported goods. 

Fortunately, with the permission of Mrs. Tran Thi Kim Thoa, I have an opportunity to study and work at Bu Hung Co., Lmt for my internship. I was able to improve my English skill, soft skill whenever I receive calls from foreign customers. Moreover, I learnt how to communicate with everyone in the company. When I graduated from University and looking for a job, I believe that these experiences will help me a lot.

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: INTRODUCTION ABOUT THE COMPANY 

1. General information of Bu Hung Company
1.1. General information

- Full name: Bu Hung Company Limited
- Trade name: Bu Hung Co., Lmt
- Date of foundation: 29/04/2003

- Type of business: Limited Liability Company

- Director: Mrs. Tran Thi Kim Thoa

- Address: 456 Tho Binh Ward, Xuan Tho, Xuan Loc District, Dong Nai City

- Tax code: 3600633289 

- Tel: 0613 740 883

- Fax: 0613 740 883

Established in April 2003 by Mrs. Tran Thi Kim Thoa, Bu Hung Co., Lmt has been developing through more than fifteen years of operation. It is a consideration amount of time, thanks to the continuous hard-working of all in the company. Being an independent enterprise, the company trades on major trades such as: application of modern technology and equipment into the process of manufacturing, packaging, importing and distributing food products, to both the local people as well as other cities.  

Despite being established in the developing time of the nation, facing several competitions and hardships, the director and employees have always tried hard to overcome the challenges. This is really the great effort of the leadership and all staff working in Bu Hung Co., Lmt. 

1.2. The formation and development stage

From April 2003 to April 2016, this is the establishment stage of the company.

This time, the company focused setting the business, scouting the market and planning marketing strategies. After a considerable time of being stable, the Director did not only expand business activities in Dong Nai City, but also expanded in the provinces around Dong Nai. 

From April 2016 to now, this is the development stage.

With the workforce trained at professional qualifications, they have helped the company achieve more great achievements and gradually make their brands. This is when the Director decided to turn the company into one of the braches of Daesang Corporate, a reputable Korean corporate, promising a new adaptation of technology and development. 

1.3. The function and duty

- Being the distributor of food products.

-  Importing products from abroad, especially Korea.

-  Adapting modern techniques and technology in the business.

1.4. Main business and productive activities

Some main business activities of the company:

- Trading in the food industry with more than 60 products in supermarkets and local shops across the country..

- Importing food products and distributing them nationally.

The products: 

· More than 60 kinds of products, ranging from meat, seafood to vegetables and fruits.

·  Sliced products, meatballs, etc.

· Korean products such as kimchi and Seoul’s hotdog.

2. The organizational structure





Below are the functions of each Department:

· The Director: The Director has the role of determining the company’s strategic objectives and policies; appointing senior management and accounting for the company’s activities. The Director is responsible for the performance of the company. 

· The Sales Department: this department is in charge of all the marketing and advertising activities, as well as observing and seeking solutions to improve the sales and getting clients.

· The Finance Department: the duties of Finance Department of a business are organizing the financial and accounting affairs including the provision of financial information they are responsible for the payment of bills, wages and salaries. Wages and bills are paid through electronic systems. The Finance Department also usually produces the company’s financial statements.
· The Human Resource Department: this department involves the planning for the future and finding out how many employees will be needed in the future by the business and what types of skills should they possess. Besides, they take part in trainning the employees. In order to improve the efficiency level of the employees they have to undergo regular trainings and development needs are carried out by this department. Training might include on the job or off the job training. The Human Resource Department helps to solve employees grievances. 

· The Productive Department: this department is in charge of organizing group activities with the aim to improve employee’s motivation and hard work. It is in charge of hosting business events, birthday celebrations, company holiday trips or group projects. 

CHAPTER 2: JOB DESCRITION
I was assigned to do the work of an office worker and the work of the interpreters, translators in English.

2.1. Assigned work

On the first day, my supervisor took me around the company and introduces me to the employees, then explained the work I was expected to cover. I began to get familiar with my colleagues and the work load.

On the following days, I was with assigned the simple tasks such as photocopying documents, typing contracts and arranging documents. Sometimes the Director would assign me to translate some paragraphs in English contracts or documents. 

Besides, I also received calls from foreign customers. When answering the telephone, I was able to improve my listening skill and speaking skill. 

INTERNSHIP DIARY OF 6 WEEKS (FROM 01/07/2019 TO 09/08/2019)
	Period
	Training process

	Week 1:

(From 01/07 to 21/06/2019)
	- Typing documents

                      - Receiving two calls from foreign customers
- Arranging files and documents

                      - Photocopying documents.
- Answering telephone

                      - Translating one paragraph in a contract  


	Week 2:

(From 08/07 to 12/07/2019)
	  

- Typing one contract

                      - Arranging documents.

                      - Answering telephone

-Translating two paragraphs in a contract.

                      - Receiving faxes

cuments.



	Week 3:

(From 15/07 to 19/07/2019)
	s, files




	Week 4:

(From 22/07 to 26/07/2019)
	ephone



	Week 5:

(From 29/07 to 02/08/2019)
	ne



	Week 6:

(From 05/08 to 09/08/2019)
	


2.2. Advantages and difficulties during the internship
2.2.1. Advantages

Through my internship in Bu Hung Co., Lmt, I accumulated a lot of experience for myself.  On the first day, I was very nervous and surprised. However, as everyone helped me a lot, I felt more confident. At University, I studied the knowledge in books but in the internship I learnt in the real life.

Besides, everybody is very friendly and enthusiastic. But whenever they work, they are also strict. When I made mistakes, I was disciplined just like everyone in the company.  If they encounter any problems, they will find a solution together. This makes me feel their patience clearly. 

Furthermore, the office equipment in the company is very modern. It took me a week to learn how to use them competently. I found that they help the work more easily. 

2.2.2. The difficulties from the internship

When working here, I sometimes did not complete the work in time because I do not know how to manage my time fund appropriately. For example, when I was typing documents, someone told me to translate a paragraph in a contract, and I translated it first. As a result, I did not finish the documents which I was assigned to before, of course. After work, I had to stay the company to type documents. 

Therefore, I had gain more experience for my-self. That is, once I have finished one work, I will precede the other. And I set the time limit for each work I do.

I had a bit difficult in getting transport for office. Because the distance from my house to the company is rather long, I had to catch the bus to go to work. This mean of transport is very convenient, however it often did not arrive on time and the number of people taking the bus is so crowed.  Consequently, I sometimes missed the bus. 

Therefore, I had to find a solution for myself. I tried to get up early and catch the earliest bus. This problem was then solved easily. 

CHAPTER 3: ACHIEVEMENT ACQUIRED FROM THE INTERNSHIP
3.1. Knowledge

3.1.1. Fortifying knowledge at University

When I had the opportunity to practice at Bu Hung Co., Lmt, I put a theory of my subjects into practice. 

Whenever I translated a contract, I was able to use vocabulary and grammar in a better way, especially translation in sentence and paragraph. If I want to be a good translator, I will need a lot of patience, meticulous and accuracy. About the interpret subject, I also practiced a little. Because I worked in an office, I answered the telephone sometimes. There were some foreign partners, they called to the company, and I talked with them in English. So my English knowledge was improved by that way. I think that this will help for my future job too much.

3.1.2. Learning actual knowledge

Through the internship, I found that studying at University is one thing, practicing in real life is one other thing. Working there, my knowledge was enhanced. I knew how to plan a project and how to perform it. Especially, my vocabulary has become more plentiful. I think they are very useful for me.

Besides, my English in office was used more fluently. I am so happy. To do this job well, I need a lot of professional skills and knowledge.

3.2. Skill

3.2.1 Teamwork skill

I worked in the office where many people have, I had to learn to work together with them. Teamwork means a joint action by two or more people and each person has complementary skills. I found that this skill is one of essential working with success. It helps contributes the sufficiency and efficiency to employment and the business can evaluate the ability of a worker by your teamwork skill. 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. 

3.2.2. Public speaking skill

Thanks to the encouragement from my co-workers to join in group meetings and speak up my proposals, I was able to improve my public speaking skills a lot. I used to be a very shy person, whenever I have to speak in front of people; I spoke in a small voice and barely gave eye-contact. However, after the internship, I am now more confident and interact more with people when delivering my speech. I also increase the volume to make my voice loud and clear to everyone, gaining attention.

3.2.3. Creative skill

Working in an environment full of hard-working and creative people, I learnt a lot from my colleagues. The tasks encouraged me to think out of the box, and forced me to find ways to complete the job in the most efficient way.

CONCLUSION
Through my internship at Bu Hung Co., Lmt, I had the opportunity to practice my English knowledge, communication skill and learned experience from everybody. 

 Firstly, I think that my English has improved so much. Although a contract has many words about specialized food industry, I could do it well with the help of everyone in the company. This is also one of skill when you work in groups. Sometimes, I had a chance to talk with foreigner when answering the phone.

Secondly, my soft skill is also better. It is very essential for my future job. I found myself becoming more active and more patient. Translation work needs a lot of patience and precision so the internship helps me to complete this skill.

 In short, I realized that students should have more experiences. The knowledge which I studied in the University is not enough for my job. Experience is very important. I had a broader view of my future job, and many things are useful for me when I work in there. Six weeks is too short, I did not get enough experience in working. Anyway, the internship brought to me many available skills such as soft skill, communication skill, etc. These experiences will help me a lot for my work when I graduate.

Again, I would like to express my deepest gratitude to Haiphong University, my supervisors Mrs. Do Thi Kiem and Mrs. Tran Thi Kim Thoa, who provided me the valuable opportunity to with insightful discussion, useful suggestions and comments for the preparation and completion of this report. Finally, I have completed my internship.

Sincerely thank you!
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