Lesson Overview
Reporting

Imagine that you've just come back
from a meeting, and your colleague
asks you to report back orally on the
content of it.

How will you report to him/her?

We gathered to address Chung t6i tap hop lai dé gidi quyét

[meeting purpose & problem] [muc dich va van dé cda cuéc hop]

a significant problem that's moét van dé quan trong dang anh
been affecting our team's hudng dén ndng sudt cia nhém
~productivity ~chang toi '
“a pressing issue that's been mot van dé cdp bach dang khién
- bothering us lately - chung t6i ban tam gan day '

It seems we've been facing -\ 2 1+ ching tai dang phai d6i
[problem]. [problem . . . .y ;
: - - mat vdi [van dé]. [M6 ta van dé].
- description]. :

~some serious communication |
issues |

- Team members are often not
on the same page about
it's
causing delays and confusion.

project details, and

Cac thanh vién trong nhom thudng
khéng théng nhat vé cac chi tiét
cla du an va didu nay gy ra su
cham tré va nham lan. |




Lesson Overview

“some conflicts or disagreements
- within the team
| growing -
disagreement among  team
“members about how to
~approach a critical project, and
it's  affecting  our  team's
productivity and cohesion. |

was

éthe persistent issue of missedé
- project deadlines

It's causing a lot of stress and
- affecting our client relationships.

Some suggested [solution 1],
~while others proposed [solution

mot s6 xung dét hodc bat doéng

“trong nhém

Su bat dong ngay cang tang gilra
cac thanh vién trong nhém vé

~cach ti€p can du an va diéu d6

anh hudng dén nang sudt cing
nhu sy gan két cia nhém ching

van dé vé thai han cla du &n lién

tuc bi cham tré
N6 gay ra rat nhidu cang thang va
~anh hudng dén moi quan hé véi
- khach hang ctia chung toi. '

Mot s6 dé xuat [gidi phap 1]
trong khi nhitng ngudi khac dé

- xuat [giai phap 2].

cap nhat trang thai thudng xuyén

- using a project management tool
- to centralize information

implement  more effective
- communication channels
- conflict resolution training for

the team

and

planning regular team-building
~ activities to improve cohesion

str dung cong cu quan Iy du an dé

tap trung théng tin lai

trién khai cac kénh lién lac hiéu
qud hon va dao tao gidi quyét
- xung dot cho nhém |

1én k& hoach cho cac hoat dong
~xay dung nhém thudng xuyén dé
- nang cao sy gan két |
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~enhancing communication
~among team members

Eventually, we
[solution] would be the most
effective way to
effect].
implementing  a
management tool
streamline
~and ensure
- access to
~information

everyone
the

communication
~team-building activities

_ensure everyone
- concerns

ékeep projects on track and
- prevent bottlenecks

éidentify the most

~when to use it.

reached a
consensus. We decided that
réng [gidi phéap] s& 1a cach hiéu qua
[solution’s

project

communication i e " > 42 ) .
has - giao tiép troi chay va dam bao moi

- ngudi déu cé quyén truy cap vao
latest = °. ) L r
- thdng tin maGi nhat

is on the
~same page and encourage
team members to voice their

SL“table V4 . A~ rd s 7 AN
: : - xac dinh cong cu quan ly du an phu
~project management tool, set » D e A :
. : . - hgp nhat, thiét 1ap né va dao tao
it up, and provide training to ) . Ar o n by |
: , .. cho nhém. Chung t6i cling sé thiét
- the team. We'll also establish . i . - - L
: . - 1ap cac hudng dan rd rang vé cach
- clear guidelines for how and ", >, , , :
- - thdre va thoi diém su dung né.

tang cuong giao tiép gilta cac thanh

- vién trong nhém

Cu6i cung, ching t6i da dat dugc sy
déng thudn. Ching tbéi quyét dinh

nhat dé dat dugc [hiéu qua cda giadi

hoat ddng giao ti€p va xay dung doi

dam bdo moi ngudi deu dong tinh
va khuyén khich cac thanh vién
trong nhém néi 1én m6i quan tam

- gilr cho cac dy an di dung hudng va
- ngan nglra cac van de |




Lesson Overview

~implement the project plan, A ) T
é P Pro) P - thuc hién ké hoach cda du an, |én
- schedule those regular e . A n
: . ~lich kiém tra thudng xuyén va nudi
- check-ins, and foster a culture | _ g e ol e
; - dudng van hoda giao tiép cdi md va
~of open and respectful _, ) :
g L L - tén trong trong nhém

- communication within the team

~update project timelines, assign =, N T ) :
5 P Pro) e & ~cap nhat cac méc thdi gian cua du
clear  responsibilities, and | N . A s
: - an, phan céng trach nhiém rd rang
- schedule these regular ' - . R 5
; , ~va lén lich kiém tra thuong xuyén

- check-ins :

~come to a conclusion or a
- solution :




