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TRUONG DAl HQC VAN LANG
KHOA: QUAN HE POI NGOAL

DE THI VA PAP AN
THI KET THUC HQC PHAN
Hoc ky 1, nam hoc 2023-2024
I. Thong tin chung
Tén hoc phan: | Tai liéu kinh doanh va k§ thuat
M4 hoc phan: | 231_73ENGL10073_01 S tin chi:

Ma nhém 16p hoc phan:

Hinh thic thi: Tric nghiém két hop Tuw luan Thai gian 1am bai: phut
Thi sinh dwec tham khdo tai li¢u: Co [J Khong
1. Format dé thi
- Font: Times New Roman
- Size: 13

- Tén cac phuong an lya chon: in hoa, in dam

- Khong sir dung nhay chir/sé ty dong (numbering)

- Méc dinh phuong an ding lu6n luon 1a Phuong an A ghi ANSWER: A

- Tong s6 cau hoi thi:

- Quy udc dit tén file dé thi:

+ M4 hoc phan_Tén hoc phan_Ma nhém hoc phan_TNTL_De 1

+ M4 hoc phan_Tén hoc phan_Ma nhém hoc phan TNTL De 1 Ma dé (Néu si dung
nhiéu ma dé cho 1 lan thi).

2. Giao nhan dé thi

Sau khi kiém duyét dé thi, dap an/rubric. Truéng Khoa/Bd mon gii dé thi, dap an/rubric
vé Trung tam Khao thi qua email: khaothivanlang@gmail.com bao gém file word va file pdf
(nén lgi va dat mgt khau file nén) va nhan tin + ho tén nguoi g qua sé dién thoai
0918.01.03.09 (Phan Nhat Linh).
- Khuyén khich Giang vién bién soan va nop dé thi, dap an bang File Hot Potatoes. Trung
tdm Khao thi giri kém File cai dat va File huéng dan sir dung dé hd trg Quy Thay C6.
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I1. Cac yéu cau cia dé thi nhim dap &ng CLO
(Phan nay phdi phdi hop véi thdng tin tir dé ciong chi tiét cia hoc phan)

Lay dir
Ky Hinh Trongsé CLO | Cau | Piém | liéu do
hiéu Néi dung CLO thiec | trong thanh phan | héi ) lwong
CLO danh gia | danh gia (%) | thisd | tdida | mirc dat
PLO/PI
@ 2) ) (4) 6) | (6) )
CLO...
CLO...

Cha thich céac cot:

(1) Chi liét ké cdc CLO dwoe danh gid boi dé thi két thic hoc phan (tuwong iing nhw da mé ta trong
dé cwong chi tiét hoc phan). Lueu y khéng diea vao bang ndy cac CLO khdng dung bai thi két thic hoc
phan d@é danh gid (c6 mét s6 CLO dwoc bé tri danh gid bang bai kiém tra giia ky, danh gid qua dw
dn, do &n trong quéa trinh hoc hay céac hinh thire ddnh gid qua trinh khéc chir khdng bo tri danh gid
bang bai thi két thic hoc phan). Triong hop mét sé CLO Vira duwoc bé tri danh gid qud trinh hay giira
kp Vira diroc bé tri danh gid két thic hoc phan thi van diea vao cét (1)

(2) Néu n¢i dung ciia CLO twong ung.

(3) Hinh thic Kiém tra ddanh gid cé thé 1a: trdc nghiém, tw lugn, du dn, do &n, vin dép, thic hanh
trén may tinh, theec hanh phong thi nghiém, béo céo, thuyét trinh, ..., phit hop Véi ngi dung cia CLO
va md td trong dé cuong chi tiét hoc phan.

(4) Trong s6 mire dé quan trong cua tirng CLO trong dé thi két thic hoc phan do gidng vién ra dé
thi quy dinh (mang tinh twong doi) trén co sé Mirc dé quan trong cua timg CLO. Pdy la co s¢ dé
phan phai ty 1é % sé diém toi da cho cdc cdu hoi thi ding dé danh gid cic CLO tiwong 1ng, bdo dam
CLO quan trong hon thi dwoc danh gid voi diém so t6i da lom hon. Cot (4) dimg dé hé tro cho cét
(6).

(5) Liét ké cac cau hai thi sé (cau hdi so ... hodc tir cAu héi so... dén cau hoi sé...) ding dé kiem
tra nguoi hoc dat cac CLO twong ung.

(6) Ghi diém so téi da cho moi cau héi hogc phan thi.

(7) Trong trieong hop ddy la hoc phan cét 16i - sz dung két qua danh gid CLO ciia hang twong #ng
trong bang dé do lwong ddnh gia mire do nguoi hoe dat dwoc PLOIPI - can liét ké ky hiéu PLO/PI ¢6
lién quan vao hang twong iing. Trong dé cuong chi tiét hoc phan ciing can mo td ré6 CLO twrong 1ng
cua hoc phan nay sé diroc sir dung 1am dit liéu dé do heong danh gia cac PLO/PI. Trirong hop hoc
phan khéng ¢ CLO nao phuc vy Viéc do lwong danh gid mirc dat PLO/PI thi dé tréng cot nay.

I11. N§i dung cau héi thi
PHAN TRAC NGHIEM (03 diém)

How should a scannable resume be formatted?

A. Using a single typeface without any bold or italics or even indents.

B. Highlighting key information using italic or bold type for headings.

C. Using a variety of typefaces and formatting elements to make it visually appealing.
D. Writing long, descriptive paragraphs about your work experience.

ANSWER: A
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Why is it important to use keywords in a scannable resume?
A. To make the resume visually appealing

B. To highlight key information

C. To increase the font size and make it stand out

D. To match words found in the computer’s job description database
ANSWER: D

Can a scannable resume be delivered via email?

A. No, scannable resumes can only be presented on paper

B. Yes, but it still needs to be formatted for a computer

C. Yes, but it still needs to be formatted to highlight key information
D. No, scannable resumes can only be delivered in person
ANSWER: B

A résumé should never exceed one page.
A. True

B. False

ANSWER: B

Begin your résumé by placing the word Résume at the top to identify the purpose of your
document.

A. True

B. False

ANSWER: B

In the education section of your résumeé, list all courses you have taken.
A. True

B. False

ANSWER: B

Résumés and application letters serve different purposes.
A. True

B. False

ANSWER: B

When sending a letter and résumé applying for a job, you are making an argument for why
that employer should want to meet you.

A. True

B. False

ANSWER: A

Reésumés and application letters do not require a high level of attention.

Trang 3/8



BM-003

A. True
B. False
ANSWER: B

Résumés, application letters, and thank-you letters are all done for the same audience.
A. True

B. False

ANSWER: A

Sending a thank-you letter following an interview is not important.
A. True

B. False

ANSWER: B

Résumés, application letters, and thank-you letters are all the same genre.
A. True

B. False

ANSWER: B

Résumés summarize work experience and accomplishments but not education.
A. True

B. False

ANSWER: B

Choose the best closing sentence for a cover message.

A. You should schedule my interview on Tuesday, September 7, at 10 a.m.

B. Please feel free to call me at your earliest convenience.

C. I hope you contact me soon to set up an interview for the systems analyst position.

D. To add to your team an experienced systems analyst with proven analytical and
troubleshooting skills, call me at (555) 555-4321 to arrange an interview.

ANSWER: D

Which of these is the best statement to present a job candidate's information in the body of a
cover message?

A. |1 am a qualified and fully licensed pediatric nurse.

B. Your posting description closely matches my experiences assisting dysfunctional families
in crisis, and recently I've taken seminars in family dynamics to develop the additional skills
that your ad indicates are essential.

C. You need a licensed, registered nurse, and | meet those qualifications

D. Having graduated summa cum laude from Southwest College, 1 am well-prepared and
eager to apply my knowledge in nursing.

ANSWER: B
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In the body of a cover message, you should

A. repeat the information presented on your résumé.

B. explain why you need a job.

C. emphasize writer benefits because hiring officers want to know what appeals to you about
this particular company.

D. demonstrate your qualifications and show how they fit the targeted job.

ANSWER: D

A job opening has been announced. Which of these answer choices will be the best opening
sentence for the cover message?

A. You seek a master Web engineer, and | need a job; we are perfect for each other!

B. Dr. Matthew Skalski, IT director at Northwestern University, told me that you have an
opening for a Web engineer with experience in networking, data management, and
innovations.

C. Please consider this letter my application for your opening in the IT Department.

D. Do you need a Web engineer with over three years of experience?

ANSWER: B

The biggest error most applicants make when writing a cover message is
A. misspelling the receiver's name or the company's name.

B. forgetting to enclose their resumé.

C. making the letter too generic.

D. not asking for the interview.

ANSWER: C

Which of these is the best tip for organizing the parts of a réesumé?

A. Place your most important qualifications last so that they will be remembered.
B. Use as many headings as needed to present your experiences and skills.

C. Emphasize your skills and achievements aimed at a particular job or company.
D. Always place the education section before the work experience section.
ANSWER: C

Most recruiters favor a
A. video résumé.

B. functional résumé.

C. chronological résumé.
D. plain-text résume.
ANSWER: C

Which of these résumeé tips is most accurate?
A. Don't list awards and honors on a résumé; if you list them, you will appear to be bragging.
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B. Omit school and community activities from your résumé because they are unrelated to your
work experience.

C. Include your personal information (height, weight, and marital status) to give a potential
employer a complete picture.

D. Improve the visual impact of your résumé by placing your employment achievements and
relevant job duties in an easy-to-read bulleted list.

ANSWER: D

In the education section of your résumé, you should

A. list all college courses that you have taken to give the employer a complete picture.
B. include relevant seminars attended and workshops completed.

C. list only colleges where you have completed a degree or certificate program.

D. specify your high school and college GPAs.

ANSWER: B

The purpose of a cover message is to

A. showcase an applicant's command of the English language.
B. secure a job interview.

C. introduce the résumé.

D. repeat the information presented on the résume.
ANSWER: C

Employers today will probably ask you to submit your résumé in any of following formats
except as a

A. PDF document.

B. professionally typeset document.

C. Word document.

D. plain-text document.

ANSWER: B

What kind of résumé uses colorful charts, graphics, and time lines to illustrate a candidate's
work history and experience?

A. Chronological resumeé

B. Video résumé

C. Infographic réesumé

D. Plain-text résumeé

ANSWER: C

Some of today's employers often use applicant tracking software to sort and evaluate résumeés.
Which of these steps will maximize the "hits" your résumé receives from this kind of software?
A. Describe your experience, education, and qualifications in general terms.

B. Avoid abbreviations and acronyms, especially those related to the job title.
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C. Include a keyword summary that highlights your qualifications and experiences.
D. Focus on nouns that describe your skills and qualifications.
ANSWER: D

Because your résumé is probably the most important document you will ever write, you
should

A. enhance your job titles to make your résumé more impressive.

B. include ample use of the personal pronoun I to make it more personal.

C. consider having a knowledgeable friend or relative proofread it.

D. use a professional résume service to prepare your résume.

ANSWER: C

Which of the following statements describing employment achievements would be most
effective on a résumé?

A. Directed work flow and scheduling for emergency room personnel

B. Performed preventative maintenance on production equipment

C. Achieved 125 percent of production goal for three consecutive quarters

D. Knowledgeable in a variety of production processes and Just-in-Time theories
ANSWER: C

Which of the following statements uses an action verb to highlight an aptitude?

A. Competent in creation of multimedia presentations

B. Mastered QuickBooks Pro accounting software in 20 hours with minimal instruction
C. Ability to develop innovative and interactive Web pages

D. Adaptable to changing work environments

ANSWER: B

When creating the main heading of your résumé,

A. place your name on the first line.

B. include your current work e-mail address so that you can check your messages frequently.
C. include your home and cell phone numbers, along with the phone numbers of any family
members who might take messages for you.

D. incorporate a catchy e-mail address such as hotmama@gmail.com.

ANSWER: A

PHAN TU LUAN (07 diém)

Cau 1 (3 diém): Rewrite the following phrases to improve it:
1. Handled customers’ complaints

2. Was successful in Sales

3. Have good Office skills
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4. To obtain a position in which I can apply my skills to work
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5. To work in a company where I can get promotion fast and reccive high salary

Dip an Chu 1: Answers may vary but need to include Action Verbs and can quantify

successes. For Objective, students must present their specific skills and willingness to

contribute to the company.

Cau 2 (4 diém): Analyze the rhetorical situations when writing an cmail to invite

department’s members 10 a presentation and write such an cmail

Dap an Clu 2:

- Analyzing: the Purpose, Audience, Genres and Media/Design of the email

the most basic email components (includin

Closc/Signature)

Writing an email: Answers may vary but need to follow block style and include

1g but not limited to Salutation, Body,

| Phén cAu hoi
|

Caul - 10

LTy luan

| Noi dunga.
| NOi dung b.

L. Trac nghiém

DAP AN PIIAN TU LUAN VA THANG DIEM

Noi dung ddpdn

‘Thang diém
40

_Ghi chd

0.1

0.2

..................

Nguoi duyét dé

Teagnt
Ceidrk

~ Diém tong |

TP, Ho Chi Minh, ngay ..... thang
Gidng vién ra d¢

Pham

e HR Pha
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