
WORK EXPERIENCE

ABOUT ME

Employee Engagement & Internal Communications
Organized and coordinated internal engagement activities to enhance employee experience and
company culture (Internal Radio, Sharing Box,...)
Hosted English Club sessions for employees and supported communication activities to encourage
internal interaction.
Planned and acted as MC for internal events, including company activities, celebrations, and employee
engagement programs (Company Trip, Year-end Party, Happy hour,...)
Coordinated with external agencies/vendors to organize company events such as Team Building and
Year-End Party.
Maintained and delivered internal announcements through company communication channels (Slack)
Support preparing materials for internal training (online and offline)
Support external communications (maintain social media channels, hold university tours,...)
Apply AI (Canva, Capcut, ChatGPT, Gemini, Google NotebookLM) in helping with brainstorming, filing,
and editing
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With nearly 2 years of experience in Internal Communications, HR Administration, and Office Operations, I
have developed strong capabilities in employee engagement, internal event coordination, workplace
communication, and administrative operations.
I am passionate about building positive workplace culture through meaningful communication and well-
organized internal activities. Experienced in cross-functional collaboration, content creation, and
supporting internal operations to enhance employee experience and organizational efficiency.
A proactive, adaptable, and detail-oriented professional who is eager to contribute creative ideas, strong
coordination skills, and positive energy to dynamic working environments.

LÊ THỊ NGỌC HẰNG
Address: 
Phone:
Email: 
Website: 

Binh Thanh District
0819474247
lethingochang24@gmail.com
LinkedIn

HR Admin & Office Operations
Managed office administration tasks including purchasing office supplies and maintaining pantry,
beverages, and workplace facilities.
Monitored office equipment conditions and proposed replacements or maintenance when necessary.
Coordinated with vendors, suppliers, and internal accounting team regarding contracts, invoices, and
payment documents.
Worked directly with building management to handle office-related operational issues and facility
support.
Supported welcoming clients, preparing gifts, setting up meeting rooms, being in charge of dining
reservations,...

IT Recruitment Support
Supported IT recruitment process by screening CVs and checking candidates’ English communication
skills.
Introduced company culture, internal policies, and working environment to new employees during
onboarding process.
Assisted TA team in recruitment coordination and candidate communication.

https://vn.linkedin.com/in/l%C3%AA-th%E1%BB%8B-ng%E1%BB%8Dc-h%E1%BA%B1ng-8b460a3a0


Employer Branding Intern | Phu Hung Securities Corporation, District 7

Brainstorming and holding internal events (monthly birthdays, Mid-Autumn Festival,...)
Be in charge of internal announcements through emails and the company’s internal platform.
Create satisfaction surveys, synthesize, and report to the team leader.
Support the General Affairs Department in purchasing and distributing goods to other branches.

Internal Communications

Employer Branding

Be responsible for branding activities (produce and manage content for the company’s social media
platforms (Facebook, TikTok, LinkedIn), keep track of these platforms’ metrics).
Manage content and brief design ideas for monthly Zalo, email marketing.
Approach and take care of top talents having interests in social platforms.

Teaching Assistant | MEGA English, Binh Thanh District

Use 100% English to support foreign teachers with in-class activities, and assist learners with speaking
sessions.
Help organize class activities and presentations, and be in charge of writing learners’ assessments after
the course.

HIGHLIGHT – Company 10th Anniversary

Served as Organizing Committee member for the company’s 10th Anniversary campaign for a series of
activities (Marathon, Spring Charity Fundraising Program, Company Trip,...)
Brainstormed and developed ideas for anniversary-related programs including Year End Party, Spring
Festival, Annual Marathon Event, Charity Program, Company Birthday Celebration, and Company Trip.
Took responsibility for both internal and external communications, including announcements, event
promotions, and employee engagement content.
Designed content and visual materials for the Online Exhibition/Museum celebrating the company’s
10-year journey.
Collaborated with vendors on designing and producing 10th Anniversary uniform.
Hosted performance segments for HCM branch and coordinated with choreographers for stage
performances.
Participated in recording, rehearsals, and company performances as part of anniversary celebration
activities.

EDUCATION
UEH University

Major: English Language – Business English
Studying Result: GPA: 3.6/4.0 (8.35/10.0)
Academic Activities: 

+ Reach the final round of the 2022 UEH Debate Competition (faculty-level) (2022).
+ Get full scholarship for first-year student (2021).

Extra Activities: Member of Academic English Club (APPLE Club): Event Department. 

ADDITION INFORMATION 

Office Informatics: IC3 Certificate
Languages

+ Vietnamese: Native
+ English: Fluent (TOEIC 900/990) – 2025
+ Chinese: Communication (HSK 3 – 298/300) – 2024
(Equivalent HSK 4 now)

Aug, 2024 - Nov, 2024

Oct, 2022 - March, 2023

Sep, 2021 - March, 2025
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