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INTRODUCTION
Hanoi University of Industry (HUI) is located to the North West of Hanoi. Its mission is to provide students with education and training on many fields, levels and high quality science. With the hope to create opportunities for students to improve their English skills, the university sets up different curricula for both English-majored and non-English-majored ones. 
However, the fact is that lots of students can not communicate well in English, even though they have spent 6-7 years learning it at school. Their motivation of learning English might be to pass regular tests or examinations, meanwhile they can barely use it in a real conversation. Regconizing this fact, the university arranges the constant courses named “Conversation Class” to help students on one hand know how to use English naturally, on the other hand be confident on their speaking skill. Each course starts and maintains upon the timetable of international volunteers. The number of classes depends on the quantity of students who register to join. There are around from 15 to 25 students per class. 

LEVELS AND CHARACTERISTICS OF THE STUDENTS
Levels:
  There are two main levels:

- English-majored Students: Students have grammatical background already; however, they hesitate to speak English. Volunteers are expected to design a few kinds of activities which encourage students to speak out.
- Non-English-majored Students: Students have basic understandings of English. They know how to use some simple sentences, however, they are very shy when communicating with foreigners. Volunteers can get them involved in several activities which make them confident and natural in the way to interact with foreigners. 
VOLUNTEER’S ROLE
Volunteers are expected to be the main teachers in the classes with the support of Vietnamese teaching assistants. The possible tasks of the volunteers may include (upon volunteer’s request):

· Prepare lesson plans with teaching assistants

· Teach the students
· Organize and participate in side activities for students 
WORKING TIME
Working time will be from 8.00 am to 4:30 pm but it is changeable, depending on the schedule of specific classes. Volunteers work maximum 30 hours per week including in-class activities, weekly meetings with the team and other outdoor/extra activities.
LUNCH 
Volunteers can choose to have lunch either at VPV house or the university’s canteen
TRAVEL TO WORK
Volunteers will take the bus 32 to get the university. 
CONTACT:
· At university: 
Your mentor:  Mr. Thuy
Tel.: 0988 808 420
Email: hoangquocthuyhaui@gmail.com
Address: Faculty of foreign languages, Level 3, A2 building, Hanoi University of Industry, Minh Khai commune, Tu Liem district, Ha Noi.
Contact him to:
· Inform when you are sick or late, if it is possible one day in advance because they need to know in order to make the work schedule.

· Information about organizational issues: logistics, timetable, meals, sleeping room after lunch, work material, etc.

· Help with related problems at work.
- At VPV office:
Your coordinator: Mai
Tel.: 0129 222 7515
Address: No. 56, Lane 99, Nguyen Phong Sac Street, Cau Giay District, Ha Noi.

Email: individual@vpv.vn 
DO’S AND DON’TS AT THE PROJECT

· Dress more conservatively when teaching at the school. It is not considered appropriate showing knees or shoulders. 

· Do not smoke in the school, even in the garden or open-air areas. It is a bad model for the children or adolescents. Neither give nor accept cigarettes from teenager students. If you are a smoker please leave the school area to smoke.

· Do not lose your temper in public. Even if you are frustrated or feel you are being mistreated, to show anger will be seen as a serious loss of face and will rarely help you achieve what you want. It is more effective to smile, show patience and ask again about what you need. 

· Be friendly with the students but not easy. Students should respect you as a teacher not a friend in the class.
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