CONSULATE GENERAL OF INDIA
Villa Orchid 14, An Phu Superior Villa Compound
36 Thao Dien, Thao Dien ward, district 2

Ho Chi Minh City (Vietnam)

Telephone: (84-28) 37442400

Fax: (84-28) 37442405

E-mail: cg.hcm@mea.gov.in

Website: http://www.cgihcme.gov.in

HCM/322/06/2020

Consulate General of India in Ho Chi Minh City presents it compliments to the
Universities/Institutes in the southern of Vietham and has the honour to inform that the
Consulate General of India, in collaboration with the Forum for Integrated Development
and Research (FIDR), will organize a 02-week online course, namely “Soft skills training

programme for job applicants”.

FIDR is a social change organisation which was set up about two decades ago to
transform lives through professionals and smart & appropriate technologies. The alumnus
of Harvard, Columbia, Cork universities and lITs and [IMs are on the Board. The link to

their website is https:/fidrindia.org/.

The course aims to provide a set of necessary skills, including email writing, CV
writing, job interview and virtual interview, for job seekers (especially 3 and 4" year
students) to avail their potentials in future careers. It is also an opportunity for staff
members of the esteemed Organizations to share knowledge and experience in the

concerned field. The details of the programme is attached herewith.

For further details, kindly contact Ms. Trinh Thanh Tam, Assistant, at
com1.hcm@mea.gov.in, mobile: 0774967679.

The Consulate General of India avails itself to renew to the Universities/Institutes in

the southern Vietnam, the assurances of its highest consideration.

Ho Chi Minh City, April 08, 2021

~UNIVERSITIES/INSTITUTES IN THE SOUTHERN OF VIETNAM
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(Ban dich khéng chinh thirc)

S&: HCM/322/06/2020

Téng Lanh sw quan An D tai Thanh phd H& Chi Minh kinh chao Quy trwong Dai
hoc/Hoc vién khu vwc phia Nam Viét Nam va tran trong théng bao rang Tén Lanh sw
quan An dd, phdi hop ciing Dién dan vé Nghién cru va Phat trién Tich hop (FIDR), sé tb
chirc mét khoa hoc trwe tuyén trong 02 tun, véi chd dé “Céac ky ndng mém cho ngudi tim
viéc”.

FIDR 1a mét t& chirc thay ddi xa hdi, c6 hon 20 ndm hoat déng va&i tiéu chi thay doi
cudc sdbng thédng qua chia sé tr cac chuyén gia, cac cong nghé phu hop va théng minh.
Thanh phan Ban Héi dong ctia Dién dan gdm céc cwu sinh vién clia cac trwong dai hoc
nhw Harvard, Columbia, Cork, Hoc vién Cong nghé An D (IIT) va Hoc vién Quan tri An
Do (IIM). Théng tin thém vé FIDR c6 thé dwoc xem tai dia chi https:/fidrindia.org/.

Khéa hoc nham cung cap mot tap hop cac ky néng can thiét cho ngudi tim viéc
(d3c biét 1a sinh vién nam 3 va ndm 4), bao gom viét email, viét CV, phéng van xin viéc va
phdng van 3o, nhdm tan dung tiém ndng cla ho trong s nghiép twong lai. Pay cing la
co hdi d& can bd nhan vién cGa Quy Té chirc chia sé kién thirc va kinh nghiém trong linh

vure lién quan. Noi dung chi tiét ciia chwong trinh dwoc dinh kém tai day.

Mét 1an nira, Tdng Lanh sw quan An D6 tai Thanh phd H6 Chi Minh kinh chao Quy
Trwong Dai hoc/Hoc vién khu viee phia Nam Viét Nam.

R (P4 ky va déng dau)
Thanh pho H6 Chi Minh, ngay 08 thang 04 nam 2021

TRUONG DAl HOC/HOC VIEN PHIA NAM VIET NAM
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Consulate General of India

Ho Chi Minh City
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TENTATIVE PROGRAMME

Soft skills training programme in preparation for fresh graduate students

Co-organized by:

Consulate General of India, Ho Chi Minh City (CGl)
Forum for Integrated Development & Research (FIDR)

Course duration: 2 weeks (90-minute session ~ 6 hours)

Date and time:

® April 21, 2021: E-mail writing skills

® April 23, 2021: CV writing skills

® April 26, 2021: Job interview skills

® April 28, 2021: Virtual interview skills
Platform: [Updating]

Language: English

Dat.e g Topic Details
time
April 21, | Email writing skills | 1. Identify when to use email as the best method of
2021 communication
[Time] 2. Composing an email with a “reader centric’ point of
view
3. Howto capture areader’s attention
4. Professional e mail writing
5. Common mistakes in email writing and how to avoid it
April 23, | CV writing skills 1. Pre- work prior to creating resume
5] 2. Choosing the right format and layout
[Ti-m-e] 3. Getting the content right
4. Proof reading
April 26, | Job interview skills | 1. Types of interviews
20 2. Getting prepared for interviews
[Time] 3. Dressing for interview
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Body Language and communication during interview
Interview Caveats
Standard interview questions

Closing the interview

April
2021

[Time]

28,

Virtual
skills

interview

- -

Preparing for a virtual interview.

Types of virtual interviews

Body Language

Responsiveness to unplanned situations

Follow up
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