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. ADMINISTRATION,
POPULATION,
AND LABOR OF JAPAN



1. Administrative area

Japan, officially known as Nippon-koku or
Nihon-koku (HA[E), is a sovereign island
nation located in East Asia. People believe
that Japan is the origin of the sun, and West-
erners often translate the country’s name as
"land of the rising sun". With a total area of
377,975 km?, Japan ranks 60™ in the world
and is located on the eastern side of the
Asian continent. The country is located on
the eastern edge of Korea, Russia, and China
and stretches from the Sea of Okhotsk in the
north to the East China Sea and the island of
Taiwan in the south. Japan is situated in the
temperate climates zone, with four distinct
seasons; each region has a signature climate
along the length of the country. Japan is also
known as a volcanic archipelago with about
6,852 islands and 111 active volcanoes.



2. Distribution of population

and labor

Japan’s population is unevenly distribut-
ed, concentrated mainly in coastal areas.
Big citfies like Tokyo, Osaka, Nagoya and
some neighboring cities are home to up to
49% of the nation’s population with 1350
people/ km? while the density marks only 64
people/ km? in Hokkaido Island.

Japan’s population is aging. If the elderly
make up a large proportion of the popula-
tion structure and the natural population
growth rate is decreasing, this country will
incur significant costs in social security (many
problems related to elderly health care),
labor shortage, and population decline.
Importing labor from countries with large
populations and abundant labor resources,
such as Vietnam, is one solution to the prob-
lem of labor shortage. Currently, there are
nearly 500,000 Vietnamese workers, including
students working part time, in Japan.
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Il. CULTURE OF
CORPORATE, OFFICE,

ENTERPRISE




1. HOW TO SELF-ADDRESS

FAIZTUNGT
(WATASHi WA TUNG DESU)
| AM TUNG

INTRODUGE YOURSELF
PRONOUNCES 351(0RE), 1E < (BOKU) OR 7= L (ATASHI)
ARE NOT SUGGESTED, INSTEAD 7= L (WATASHI),
OR H7=< L (WATAKUSH) ARE MORE POLITE.
7= L X' (WATASHI DOMO), OR 7= < L &' (WATAKUSHI DOMO)
ARE RECOMMENDED WHEN MENTIONING “US”



TANAKA MANAGER

COMMUNIGATE TO SUPERIORS
SUPERIORS SHOULD BE MENTIONED BY USING “LAST NAME"  THEIR TITLE



EABRE
(SUEIMOTO AKi-5AMA)
MS. AKi SuGiMoTO

COMMUNIGATE TO GUSTOMERS
CUSTOMERS SHOULD BE MENTIONED
BY USING NAME » 1% (SAMA) iN REGULAR GONVERSATIONS,
OR NAME -+ g (DONC) iN EMAILS AND DOGUMENTS



F—ZA
(SHIN'iCHi-SAN)
MR. SHiNiCHi

/‘,~ ~
3 ‘(.G'i

N -

-

COMMUNIGATE TO REGULAR PEOPLE
“NAME + A, (SAN)” OR “NAME + < A, (KUN)” FOR YOUNGER MAN.
THE LETTER & A, (SAN) IS SUGGESTED
NOT TO ATTACH WITH THE POSITION,
BECAUSE iT iNDICATES iMPOLITENESS
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55 EHHOBRTY
(KOGHIRA GA TOSHA NO SEIHIN DESU)
HERE i5 OUR PRODUGT

INDIGATE “OUR GOMPANY”
Lt (10SHA) 7
&5 L *%(10 SHA) 7
H %L (WAGA SHA)



fEIticRIRMVEVNTT
(ONSHA Ni ZEHi UKAGAI TAi DESU)
1WOULD LiKE TO ViSiT YOUR COMPANY

COMPANY X

INDIGATE “YOUR GOMPANY”
%5 51% (SOCHIRA-SAMA),
< 5 51% (KOCHIRA-SAMA),
i3t / A L% (ONSHA)
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2. GREETING CULTURE

The Japanese greetfing culture is called
"Ojigi Culture". There are three main types
of greetings: Saikeirei, Keirei, and Eshaku.
The constant rule is "The lower must greet
the superior”, which means that the older
person will be the superior of the young-
er, the guest and the teacher will be the
superior for owners and students respec-
tively.

SAIKEIREI - 5510
FORMAL GREETING

Saikeirei is a formal greeting. The Japa-
nese often use the Saikeirei style to
express gratitude and respect to the
Supreme Being such as God, Buddha, the
national flag, efc... or to grandparents or
parents. This type of greeting also replac-
es the apology, demonstrating the Japa-
nese people’s sincerity.




KEIREI - H%L,
REGULAR GREETING

Keirei style is the usual greeting used in
greefings to superiors, elders, custom-
ers, and business partners.

ESHAKU - &R
SOFT GREETING

This is a type of greeting that is often
used in casual communication with
people of the same age, class, and
social status to show intimacy when
the two sides meet in the day. In other
words, doing this to a superior may be
seen as rude.
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£

Do not clasp your hands Do not bow and greet
in front of your chest while walking
when greeting

Do not stand on a higher Do not bow to greet with
step and bow your an annoyed face
head to greet



Do not bow to greet Do not bow while talking
while sitting on a chair

\ _MANDS
— = " TOGETHER
#

Do not put your hands Put your hands on top of
behind your butt each other in front is not
when bowing wrong, but it is not a

standard greeting either



3. GENERAL RULES AT WORK

0BEY THE TiMiNG
THE 5-MINUTE iN ADVANGE RULE MUST BE FOLLOWED
iN ANY APPOINTMENTS
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.

6O TO WORK AND LEAVE SHIFTS
INAPPROPRIATE ATTITUDES SUGH AS
"ENTERING THE COMPANY AT 8:59 AM
PRIOR TO THE STARTING HOUR OF 9:00 AM"
OR "LEAVING EXAGTLY AT THE FINiSH HOUR OF 5:00 PM iS RIGHT"
ARE UNAGCEPTABLE
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%
SET iN ORDER
SORT (SEiTON)

(SEIRi)

@

SUSTAIN

(SHITSUKE)

KEEP iN MiND THE 55 RULE
55 5 A METHOD OF MANAGING AND
ARRANGING WORKING STATION iN JAPAN
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4. WORKING MANNERS

MAKE A ¢OOD iMPRESSION
ON THE FiRST DAY OF WORK
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DRESS POLITELY
IT i5 BEST TO WEAR NEAT, CLEAN, SIMPLE AND POLITE CLOTHES
FOR THE PROFESSIONAL ENVIRONMENT
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BRESTTVET!
(OHAYO GOZAIMASU)
GOOD MORNiING

GREETING
ON THE FIRST DAY,
YOU SHOULD SMILE AND GREET YOUR COLLEAGUES,
iNTRODUGE YOUR NAME AND TRY TO REMEMBER OTHERS' NAME
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DiSCIiPLINE
MANY VIETNAMESE WORKERS ARE AGGUSTOMED
TO A LiBERAL AND FREE WORKING ENVIRONMENT,
WHiCH MAKES THEM FEEL EXTREMELY GONSTRAINED
WHEN THEY ENTER THE WORKING ENVIRONMENT iN JAPAN
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PRODUCT QUALITY iS THE GREATEST PRIORITY
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HARD WORKING, PERSEVERANGE, PATIENGE

26



lll. SOME JAPANESE
TABOOS AND WARNINGS
TO THE FOREIGN
WORKERS




1. TABOOS

STICKiNG YOUR CHOPSTICKS iNTO THE RiCE BOWL
i5 UNACCEPTABLE
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NO TATTO0S SHOWN iN PUBLIG
PEOPLE WiTH TATTO0S ARE PROHIBITED
FROM USING PUBLIC BATHROOMS
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AVOID GUTTING FINGERNAILS AND TOENAILS AT NiGHT
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NUMBER ' AND 9
NUMBER 4 i5 PRONOUNGED "DEATH",
WHILE NUMBER 9 i5 PRONOUNCED "MISERABLE".
YOU SHOULD NOT GIVE GIFTS TO JAPANESE PEOPLE RELATED
TO THESE TWO UNLUCKY NUMBERS
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YOU SHOULD NOT EAT WHILE WALKING
YOU SHOULD NOT WHISTLE AT NiGHT
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HANDKERGHIEFS ARE NOT PROPER GiFTS
IT SHOWS THAT YOU WANT TO GUT TiES WiTH THEM
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YOU MUST NOT USE CHOPSTICKS TO PASS
OR SERVE FOOD TO OTHERS
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YOU SHOULD BOW AND USE BOTH HANDS
TO GiVE OR TAKE SOMETHING FROM OTHERS,
ESPEGIALLY THE SENiORS

35
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NO TRASH LITTERED THE STREET
IF YOU THROW YOUR TRASH iN PUBLIC, YOU MIGHT BE FINED
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HAVING PHONE GONVERSATIONS
ON THE TRAIN OR BUS iS5 RUDE,
ESPEGIALLY iF YOU SPEAK TOO LOUDLY

37



2. WARNINGS

DO NOT ARGUE WiTH THE BOSS
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REGULATIONS iN PUBLIC
SHOULD BE OBEYED STRIGTLY BY EVERYONE
(NO CLIMBING THE CHERRY TREES, NO PIGEONS CATCH, ETC.)
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I@#31° & NANY

CONFLIGTS BETWEEN VIETNAMESE WORKERS
AND LOGAL PEOPLE ARE OFTEN GAUSED BY
LANGUAGE DIiFFERENCES
WORKERS NEED TO iMPROVE THEIR COMMUNIGATION SKiLLS
AND LANGUAGE PROFIGENGY TO AVOID UNFORTUNATE DISPUTES

40



X

\ =

RESIDING iLLEGALLY
WILL RESULT iN SEVERE PENALTIES
AND AFFEGT THOSE WHO WORK ABROAD AFTER THAT
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3. PENALTIES FOR VIOLATIONS

Japan is a country which
obeys extremely strict laws.
There are some habits of Viet-
namese people that might be
considered inappropriate in
Japan.

42



CROSSING THE WAITING LINE

Those who interrupt the current waiting
line might be fined up to ¥1 million (equiv-
alent to VND 200 million), and detained

for 24 hours.
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FIGHTING IN PUBLIC

Those who commits to the fighting, for
any reason, in public, might be detained

from 6 months to 1 year.
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FORCING OTHER PEOPLE TO DRINK

Forcing others to drink alcohol will be
detained for 48 hours and fined ¥10,000
(about VND 2 million). In addition, if this

action causes bad consequences, the drink-

er will be criminally prosecuted.




SPITTING IN PUBLIC

If the violator is caught doing this in public
places, he or she will be fined from ¥1,000-
10,000 (about VND 200,000- 2 million) and

listed in a “black list” of the police.
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IV. CONTACT
INFORMATION ABOUT
EMPLOYEE ISSUES

1. Departiment of Overseas Labor

Head office: 41B Ly Thai To - Hoan Kiem District - Hanoi

Phone: (84-24) 3824-9517 - Fax: (84-24) 3824-0122

Email: dolab@dolab.gov.vn

Website: http://www.dolab.gov.vn/




2. Embassy of the Socialist Republic of
Vietnam in Japan

Head office: Tokyo, 151-0062, Shibuya-ku,
Motoyoyogi-cho, 50-11

Phone: (813) 3466-3311; 3466-3313; 3466-3314

- Hotline Labor Department (For interns and
employees): +81-70-1479-6888

- Hotline Education Department (For students,
PhD students): +81-80-4675-1987

- Hotline to protect Viethamese citizens in case
of emergency: +81-80-3590-9136

Fax: (813) 3466-3312

Website: https://vnembassy-jp.org/vi
Email:

- General information:
viethamembassy-japan@vnembassy.jp
- Consular procedures:
vnconsular@vnemibassy.jp

- Citizen Protection Mailbox:

baohocongdan@vnemibassy.jp



3. Call an ambulance

If it is an emergency, call an ambulance immediate-
ly. Here’s how fo call an ambulance:

1. Make a phone callto 119.
2. You will be asked "Fire or Emergency?", so answer
"I need an emergency".

3. Please convey the exact situation (When, who
had it, where was it, the cause, what is the current
situation?)

4, Tell them your address (the house or building that is
easy to find nearby), your name, and your phone
number. Vietnamese names are difficult for the
Japanese to understand, so speak slowly.

5. Ask them what to do while waiting for the car to
arrive.

6. Wait as directed.

7. When the ambulance arrives, clearly tell them the
situation. If possible, among the people present, who
know the condition of the disease, they would follow
in the car. At that time you should bring your
insurance card or money.
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The Tokyo Fire Department is setting
up an '"emergency consultation
center" for those who are still con-
fused. Emergency consultation
center. Phone number #7119 (24
hours on duty, all year round with
no days off). You will be instructed
on allissues such as whether should
you call an ambulance based on
symptoms, what hospital you can

visit, etc...
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4. Other emergency support

Ord. Support units Phone

1 Police 110

2 Fire 119

3 Ambulance #7119

4 Sea patrol 118

5 Telephone directory 104

6 Report on emergency on streets #9910

7 Tokyo Water Supply Bureau 03-5320-6326
8 Tokyo Electric Power 0120-995-333
9 Tokyo Police Department’s

Foreigners Advice

03-3503-8484

10 [General advice for foreigners 03-3202-5535
11 |Immigration Department 03-3580-4111
12 |Hospital information 03-5285-8181
13 [Docomo telecom 092-858-0789
14 |Soft Bank telecom 0800-1111-820
15 [Au telecom 0120-944-286
16 |Administration for Technical Intern

Trainees of Japan (OTIT) 0120-250-168
17 |International Career Cooperation

Agency (JITCO

0120-022332

The incoming caller pays for numbers starting with 0120.
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V. COMMON JAPANESE

SENTENCES USED IN

BUSINESS ENVIRONMENTS
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GREETING

1. BlEESTTLEJ1(Ohayo gozaimasuy): Hello.

2. BT (osaki ni): | am leaving the office.

3. HHlck L LE T (Osaki ni shitsurei shimasu): Please
accept that | am leaving the office first.

ATHBENRTLIE. BA&ITKILLE T (Otsukaresama
deshita. osaki ni shitsurei shimasu): Everyone has worked
really hard, please accept that | am leaving the office first.
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AT WORK

1. TTITRENEHYE T H? (Koko ni yakin wa arimasu
ka?): Is there a night shift here?

2. AL REE E E I H? (Mainichi watashi wa nanji
kan hatarakimasu ka?): How many hours do | work
each day?

3. LWOHLSAEEIRHETITH? (tsu kara shigoto wo
hajimemasu ka?): When do | start my work?

4. FLDMAZFEIZA TS H? (Watashi no shigoto wa nandesu
ka?): What is my job?

5. IHTTIDS.HEVDOIVEEA KA TV RITE
A DH? (Hajimete desu kara amari wakarimasen. Oshiete
itadakemasen ka?): I'm new here so | don’t know
anything. Can you guide me?

6. SHIFMAETHEXEIH? (Kyd wa nanji made
hatarakimasu ka?); How many hours do you/ | work
today?

7. L BT T I H? (Dare to hataraki masu ka?): Who am
| doing this with?

8. EDZTXALLBBNEILET (Dozo yoroshiku onegai
shimasu): Thank you very much/ | appreciate your
efforts/ Best regards

9. TAIZITKILEKTI H? (Kon'nani daijobudesu): Is this
okay?
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