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Tai Liéu Huwéng Dan

KY NANG TIiM VIEC

Lwu hanh néi bo




HO SO TIM VIEC

TAI LIEU HUONG DAN

Ky nang tim viéc

B ho so’ gom nhieng gi?

Ban phai chuén bi gi cho bd hd so du tuyén ctia minh dé tao an twong dau tién tét dep véi nha tuyén dung?

o s wDnhoE

Tui dwng hd so

Thw dy tuyén

Ly lich

Thu gidi thiéu (néu cd)

Ban sao gidy t& va bang cép céac loai

1. TGi ho so

Tui dwng hd so phéi di chira “toan ven” nhirng trang gidy A4 nguyén kho.

Sach, ngay thang

Dién day da thong tin trén bia hd so

Ghi ma dy tuyén cta vi tri (néu co)

Liét ké hd so theo thir tw (1)Thw dw tuyén ; (2)Ly lich; (3) Ban sao bang cép va gidy t&

Kep ngay ngén tat ca cac gidy to

2. Thw dw tuyén (Cover letter)

a/ Hinh thire

Hay thwe hién can déu (Justify) toan bd ndi dung

Dung font chir chan phwong (Times New Roman 13 pt, Arial 12pt)

N&i dung thu dworc trinh bay trong 01 trang A4, nén ngan gon, rd rang.

b/ Céu tric cha thw tim viéc:

Ho tén, dia chi, sd dién thoai, email ctia ban

Dia danh,ngay thang nam

Tén cong ty, dia chi, dién thoai




B6 phan

Nguw&i nhan

Phan gi¢i thiéu: Gidi thiéu van tit vé& ban va Ii do ban viét thw nay

Phan than bai : nhirng gia tri ma ban cé thé mang dén cho cong ty, nhitng kha nang, kinh nghiém ctia ban

dap ng duoc yéu cau cong viéc
Phan két :Bay t& mong muén chan that va tam huyét, nguyén vong clia ban dwoc lam viéc véi cong ty

c/Lwuy

Noi dung clia don xin viéc can phai thuc t&, dung su that
Trwéc khi viét, can phai tim hiéu vé cong ty ban dinh xin viéc.
Pon xin viéc tot nhat nén gti cho ca nhan, trir treérng ho'p cong ty quy dinh la gri vé& “Phong Nhan su” hodc
“Phong Tuyén dung”.
Chon céch xung hd phu hop (Ong/Ba, T6i)
Trinh bay nhirng k§ nang va kinh nghiém phu hgp véi vi tri dy tuyén
Nh&n manh dam mé clia ban dbi véi cong viéc va cong ty
Purng viét qua dai
M&u tham khao 1

VU TRONG CUONG
78/1 Tan Son Nhi; Quan Tan Pha, TP.HCM
Pién thoai: 0908-115-678

Email: cuong.vutrong@gmail.com

TP.HCM, ngay 19 thang 09 nam 2009
Cong ty C6 phan ABCD
88 Bong Khéi; Quan 1, TP.HCM

Phong Nhan sy - Ong Tran Thanh Son
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Thwa 6ng Tran Thanh Son

La mot ngudi ¢6 tinh hwéng ngoai va nhiéu kinh nghiém thwe tién théng qua cac khoa luan, téi tin
rang minh & &ng vién phu hop cho vi tri Nhan vién Marketing ma quy cong ty hién dang tuyén trén

website ViethamWorks.com.

T6i tot nghiép chuyén nganh Quan trj kinh doanh clia trudng Pai hoc Néng Lam TP.HCM vao thang 8
vira qua. Hién t6i 1a cht nhiém CLB Két Néi Thanh Coéng ma thanh phan 1& cac sinh vién wu td cla

trdng dai hoc uy tin nay.

Du I3 sinh vién méi tét nghiép, t6i da tranh thu trang bi cho minh nhirng kién thirc va kinh nghiém can
thiét trwdc va sau khi ra trwong. Toi da tirng la nhan vién kinh doanh ban thei gian cho céng ty TNHH
Thanh Loi, lam phién dich tai hoi cho Hang Viét Nam Chét Lwong Cao. T6i con thuc tap tai cong ty
son Jotun trong 3 thang, cuing tham gia lam nghién ctru thj trwdng véi bd phan Marketing cta cong ty.
Ngoai ra, trong qua trinh hoc tap t6i da thwe hién nhiéu nghién ctru theo nhém vé Marketing, Thwong
hiéu,.... (vuilong xem chi tiét trong hd so’ dinh kém).

La mot ngudi o tinh than ddng doi va y thire trach nhiém cao, t6i c6 thé 1am viéc tét véi cac ddi nhom
va luén dat ra muc tiéu cao nhat va hoan thanh tét nhiém vu. Ngoai ra, t6i cé khd ndng giao tiép tét,

3 g

gidi tiéng Anh néi va viét, str dung vi tinh thanh thao, suy nghi doc 1ap va thdu dao.

V@i nhitng kha nang va tinh cach trén, t6i thic sy tin minh cé thé dam nhan tét vi tri Nhan vién
Marketing & Quy cdng ty. Téi rt mong dng cé thé thu xép cho téi mét budi phdng van gan day nhét

dé t6i c6 thé trinh bay cu thé hon kha n&ng cGa minh cho vi tri nay.

Xin cdm on 6ng da danh thdi gian doc hd so' va nguyén vong cla toi.

Kinh thw,
VU TRONG CUONG

MA3u tham khao 2

VU TRONG CUONG

78/1 Tan Son Nhi Street

Tan Phu District, Ho Chi Minh City
Tel: 0908-115-678

Email: cuong.vutrong@gmail.com

September 17, 2009
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SHERATON HOTEL AND TOWERS
88 Dong Khoi Street

District 1, Ho Chi Minh City

Att: Ms. Vo Thi Kim Loan

Dear Ms. Loan,

Having studied in the field of Business Administration at HCMC University of Agriculture and Forestry
and being attracted by the MICE services, | would like to apply for the position of Convention Services

Executive which you advertised in ViethamWorks.com.

Studying in Business Administration major, | had knowledge and skills at hotel operations and
customer services. Essentially, | am very interested in the MICE services. | also had more than one
year experience in sales and customer relations. In addition, | have ability to work independently as
well as in a team. | have also been familiar with the pressure of work. Thus, | believe | am prepared to
anticipate and meet all your expectations. | am confident, too, that, with enthusiasm, and sincere effort,

| can integrate with the position quickly.

| would appreciate your giving me the opportunity to discuss my qualifications in person. | would be

happy to come for an interview at your convenience.
| look forward to hearing from you soon.
Sincerely yours,

Vu Trong Cuong

MICE - chir viét viét tét ctia Meeting (gdp g), Incentive (khen thudéng), Conventions (héi thdo),

Exhibition (trién 1am)

3. Ly lich (Curriculum Vitae)

a/ Hinh thirc
Dung font chir chan phwong (Times New Roman 13 pt, Arial 12pt)

Noi dung thu dworc trinh bay ti da 02 trang A4, nén ngén gon, rd rang.
b/ Cau tric

Théng tin cAnhén
Ho tén
Pia chi
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bién thoai
Email
Ngay sinh
Noi sinh

Tinh trang hdn nhan

Muc tiéu nghé nghiép (cong viéc mong mudn)

Hoc van (cac bang cap, chirng chi)

Kinh nghiém lam viéc (nhirng cdng viéc da lam trwéc do)
Hoat dong ca nhén (cac hoat ddng ngoai khoa)

S¢& thich

MA3u tham khao 3

LE THU THAO

Pia chi: 20 Nguyén Céng Tr&r, TP.HCM
Di dong: 0908 123 456

Email: Ittt@yahoo.com

HOC VAN

- C® nhan Quan tri kinh doanh, Trwdng Dai hoc Nong Lam TP.HCM (2006)
- Xép loai: Kha (Biém trung binh: 7.8)

THANH TIiCH

- Hoc bdng cho sinh vién xuét sic cta trwdng nam 2004 va 2005.

- Hoc bdng cho sinh vién xuét sic ctia Céng ty Cap quang Fujikura

- Hoc béng tiéng Anh thwong mai cia cong ty Dau khi Petronas - Malaysia
HOAT DONG NGOAI KHOA

- D an xay dwng nha hang phuc vu thrc an dinh dwdng (Bai tap nhom)

+ Nghién clru va khao sat cac nhu cau clia nguoi tiéu dung vé cac bira &n dinh dwéng

+ Thu thap va phan tich cac thong tin khao sat

+ Cung v&i cac thanh vién trong nhom viét ké hoach dy an
- Tham gia Chwong trinh “Mua hé xanh” nam 2003 va 2004

+ Day toan cho cac em hoc sinh

+ Tham gia dwng nha giup ngudi nghéo
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- Thanh vién Cau lac bd Anh van cua trwdng

KY NANG

- S dung thanh thao Microsoft Word, Excel, Power Point

- Giao tiép tiéng Anh thuan thuc

- C6 k¥ nang giao tiép, trinh bay tét

- Cham chi, biét té chirc sép xép codng viéc va cé tinh than trach nhiém
- Dé& dang thich nghi v&i méi trwérng méi

KINH NGHIEM LAM VIEC

2003 - 2005 Gia sw Toan cho hoc sinh [6p 8, 9
2002 - 2003 Phuc vu ban tai Quan ca phé Liéu Giai
SO THICH

Giao tiép v&i moi ngudi, doc sach va choi cau léng.
M&u tham khao 4 - CV tiéng Anh
Personal Information

Name
Address
Telephone
Cell Phone
Email

Date of Birth
Place of Birth
Gender
Marital Status

Objective

Experience : List in chronological order, include position details and dates
Work History
Academic Positions

Research and Training

Education: Include dates, majors, and details of degrees, training and certification
High School

University
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Graduate School
Professional Qualifications
Certifications and Accreditations

Computer Skills

Interests

Mau tham khao 5 — CV tiéng Anh

Max Benson

Objective

Experience

1990-1994 Arbor Shoe South Ridge, SC

Education

National Sales Manager

e Increased sales from $50 million to $100 million.

o Doubled sales per representative from $5 million to $10 million.
e Suggested new products that increased earnings by 23%.

1985-1990 Ferguson and Bardwell South Ridge, SC
District Sales Manager

 Increased regional sales from $25 million to $350 million.

e Managed 250 sales representatives in 10 Western states.

o Implemented training course for new recruits — speeding profitability.

1980-1984 Duffy Vineyards South Ridge, SC
Senior Sales Representative

e Expanded sales team from 50 to 100 representatives.

 Tripled division revenues for each sales associate.

o Expanded sales to include mass-market accounts.

1975-1980 Lit Ware, Inc. South Ridge, SC
Sales Representative

o Expanded territorial sales by 400%.

e Received company’s highest sales award four years in a row.

o Developed Excellence in Sales training course.

1971-1975 South Ridge State University  South Ridge, SC

e B.A., Business Administration and Computer Science.
e Graduated summa cum laude.
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SR Board of Directors, running, gardening, carpentry, computers.
Interests

Tips

c/ Viét ly lich bang Microsoft Word
Microsoft Word (phién ban tir 2002) cé mét tinh nang: hd tror viét CV (ly lich xin viéc)

M& Microsoft Word, vao File\New. Tai ctra sé vira hién ra, nhdp chuét vao General Templates..., rdi chon
thé Other Documents.

Chon 1 trong 3 dang CV: Contemporary Resume (CV hién dai), Elegant Resume (CV thanh nha),

Professional Resume (CV chuyén nghiép).

Chinh stra théng tin ban than vao CV mau. Cach trinh bay va cach dung ti trong cac CV mau rat dang dé

ban tham khao. Ban c6 thé git» nguyén hodc thay ddi cac d& muc.

Ngudn théng tin tuyén dung

1. Trung tam Hb tro sinh vién & Quan hé doanh nghiép, Phong 09, Lau 1, Nha Phuong VY.
2. Website:
www.nls.hcmuaf.edu.vn (tuyén dung SV trwérng DH Néng Lam TP.HCM)
www.vietnamworks.com
www.kiemviec.com
vieclam.tuoitre.com.vn
www.jseeker.vn

www.cuulongworks.com (Viéc Lam Béng Bang Séng Clru Long)
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http://cuulongworks.com/

PHONG VAN

TAI LIEU HUONG DAN

Ky nang tim viéc

Day 1a nhirng cau hdi phdng van thong dung nhét. Béi véi (rng vién, cac cau héi nha tuyén dung dat
ra trong qua trinh phéng van, ban nén tra 16i stc tich va chan thanh, khéng nén danh gia thap thanh

cbng clia minh va nguoc lai, khéng phéng dai cong viéc ban da hoan thanh.

. Ban hay gi6i thiéu vé minh?
. Thét bai I&n nhat ma ban da trai qua?
. Gia dinh cla ban c6 nhirng ai?

. Ban 1a con th& méy trong gia dinh?

1
2
3
4
5. Ké vé ky niém Ian dau tién ban kiém dwoc tién?
6. U&c mo cla ban la gi?

7. Diém manh cuta ban?

8. Diém yéu nhét cta ban la gi?

9. Ban ¢ ly twéng séng khéng?

10. Diéu gi la quan trong nhat v&i ban?

11. Né&u dwoc vi minh nhw mdt loai hoa thi ban sé 1a hoa gi?
12. Con vat nao ban thich nhat?

13. Con vat ndo ban ghét nhat?

14. Néu tr& thanh mot con vat, ban muén tré thanh con vat gi?
15. Cubn sach ban doc gan day nhét 1a cubn nao?

16. Khi ra quyét dinh, ban thwdng tham khao y kién cla ai?
17. Than twong cta ban la ai?

18. Trong gia dinh ai l& ngwdi anh hudng dén ban nhiéu nhat?
19. Hay néi vé qué huong ban?

20. Ban thuwdng doc sach gi?

21. Ban bé cUa ban la nhirtng ngu®i nhw thé nao?

22. S¢ thich cia ban?

23. Ké ra 5 théi quen tbt ciia ban?

24. Ké ra 3 d&c diém moi ngwdi hay ché ban?
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25,
26.
27.
28.
29.
30.
31.
32.
33.
34,
35.
36.
37.
38.
39.
40.
4.
42.
43.
44,
45,
46.
47.
48.
49.
50.

51.
52.
53.

54

Hbi con di hoc, mdn nao ban hoc kém nhét? Vi sao?

Ban da tirng lam viéc & nhirng cong ty nao?

Vi sao ban lai ban lai dinh bd ché lam hién nay?

Tai sao ban lai thay dbi nhiéu noi lam viéc nhw vay?

Ban nhan xét nhw thé nao vé déng nghiép cta ban?

Diéu gi lam ban that vong nhat?

DPdng nghiép cla ban nhan xét nhw thé nao vé ban?

Déc diém nao & ban ma moi ngwdi khong thich khi tiép xuc véi ban?
Sép cii ctia ban c6 thich ban khéng?

Diéu nudi tiéc nhat ma ban chwa lam dwoc cho sép cia ban?
Diéu ban con trén tré chwa lam dwoc 1a gi?

Ban nghi gi vé nhirng nguoi sép trudc day?

Ban da bao gi® bi budc phai nghi viéc?

Hay ké vé mot sb thanh tich ndi troi ciia ban trong cong viéc?
Néu chi dwoc lwa chon gitra gia dinh va coéng viéc ban sé chon gi?
Ban biét dén cong ty nay nhw thé nao?

Ban da biét gi vé cong ty roi?

Theo ban tai sao céng ty nay lai thanh céng?

Cong ty nay c6 gi chwa 6n khéng?

Tai sao ban mudn lam viéc & day?

Cong ty tdi da c6 gi hap dan ban chang?

Ban da gap nhirng ai & céng ty nay? Ho néi gi v&i ban?

Ban da dwoc dao tao nhirng gi vé Iinh vuwe nay?

Ban ¢6 kinh nghiém gi trong linh vic nay réi?

Ban c6 d&t muc tiéu cho budi phdng van nay?

Ban hay cho biét ké& hoach coéng viéc néu ban tring tuyén?
Pau sé la khé khan cén tré ban trong céng viéc nay?
Khi lam viéc nhém ban thuwdng d&m nhan vi tri nao, trwdng nhém hay thanh vién?

Trong nhém lam viéc, moi nguoi danh gia nang lwc cta ban nhw thé nao?

. Ban thworng khong thich 1am viéc véi nhirng ngwdi nhw thé nao?
55.
56.
57.
58.
59.
60.
61.

Ban can thdi gian bao lau dé thich nghi véi cong viéc?

Day c6 phai la nghé ma ban thuwc sy mong mubn va quyét tam theo dudi?
Ban cé thich tinh ky luat khong? Vi sao?

Ban dé cao yéu t6 nao nhét trong cong viéc: ky luat, trung thwc, tw do?

Ban thich lam viéc trong méi trweng ky luat vé gidr gidc hay tw do thoi gian?
Ban c6 ngai phai di cong tac xa nha?

Theo ban ai la ngwdi trd lwong cho ban?
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62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.
77.
78.
79.
80.
81.
82.
83.
84.
85.
86.
87.
88.
89.
90.
91.
92.
93.
94.
95.
96.
97.
98.

Mtrc lwong nhw thé nao thi ban cé thé [am viéc?

Mtrc thu nhap nhw thé ndo dd dé ban trang trai cudc séng va yén tam cong tac?
Ngoai xin viéc & day ban con dang nép hé so & nhirng noi nao?
Nhirng diéu gi khién ban lo l&ng khi bat d4u cong viéc?

Ban mubn lam viéc & day bao lau néu ban duwoc tuyén dung?

Ban c6 kha nang lam viéc trong méi trudng cang thang, ap luc?
Theo ban cong viéc hién nay doi héi nhirng k§ nang nao?

Lam thé nao dé toi danh gia ban lam viéc hiéu qua day?

Nhirng yéu t6 nao sé gitp ban lam viéc tét nhat?

Ban c¢6 sén sang lam ngoai gio?

Ban c6 kha nang lam viéc vao ban dém khong?

Trong trwérng hop dot xuat phai lam viéc vao ngay nghi, ban cé dong y khéng?
Khi r&i khéi cong ty ban ban giao nhw thé nao?

Theo ban ca nhan phai ton trong tap thé hay tap thé phai vi ca nhan?
Ban c6 nghi rang cong viéc nay sé phu hop véi ban?

Ban c6 ké hoach gi dé nang cao chuyén mén?

Ban twdng twong nhw thé nao vé méi trwong lam viéc & day?

Ban mubn c6 mot ngudi sép nhw thé nao?

Ban c6 kha nang dat muc tiéu va thyc hién muc tiéu?

Triét Iy cGa ban trong cong viéc?

Tai sao t6i phai nhan ban vao lam viéc?

Cac nguyén tac cla ban trong cong viéc la gi?

Diéu gi lam ban mét tap trung trong céng viéc?

Ban cé dam d6i mat voi nhirng thtr thach, khé khan?

Cong viéc ly twéng cla ban Ia nhw thé nao?

Muc tiéu dai han va ngén han cla ban 1a gi?

Ban danh gia nhu thé nao vé kha nang giao tiép (rng xr ctia ban than?
Ban c6 kha nang néi trwdc cong ching?

Kho khan cta ban khi trinh bay trwdc moi nguoi?

Ban da thuyét phuc dwoc bao nhiéu nguwdi lam theo ban?

Ban cé kha nang lanh dao khong?

Hay ké vé cong viéc do ban lam lanh dao?

Hay ké vé mot tinh hudng khé kh&n nhét va cach giai quyét ctia ban?
Ban biét gi vé& ké hoach cuia cong ty trong ndm nay?

Ban cé cau hdi nao danh cho t6i khong?

Khi nao thi ban c6 thé bat dau cong viéc?

Diéu kién lam viéc nhw thé nao sé phu hop véi ban?
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99. Néu ban c6 du tién bac, ai d6 khuyén ban nén nghi sém, ban cé ddng y khéng?
100. Ban nghi sao néu ban thét bai trong budi phéng van nay?

101. Theo ban trong cudc phdng van hém nay ty |& thanh céng ctia ban 1a bao nhiéu?

Can chuan bj gi khi tham dw phéng van

Dién mao: Trang phuc, dau téc, nu cudi, anh mét, tac phong mui co thé, hoi thé

Kiém soat sy cing thang: Gilr hoi thd déu d&n, giong néi va ban tay khéng run, néi ndng khéng qua li nhi,
anh mat nhin mét cach tw nhién vao ngudi déi thoai.

Thuc hanh mé ta cong viéc trwéc day ctia ban trong vong dwdi 2 phut va hay lam diéu d6 trwéc guwong
Hay nhd» mét ngudi ban nao dé héi ban nhirng cau hdi ma ban nghi sé gép trong cudc phéng van va tra 1o
nhirng cau héi dé mot cach cham rai va ré rang

Néu ban khéng hiéu 1 cau héi nao d6, thay vi hodng Ién thi hay yéu cau nha tuyén dung 1ap lai cau hoi do
mot 1an niva

Néu ban cdm thdy dang cang thdng, hay hit thé sau va thw gian déi vai

Hay nhé nhin thang trwe tiép vao nha tuyén dung khi ban néi

DPung st dung cac tir nglr viét tét

Sau hét, hay nhé nhai chewing gum trwdc khi vao phong phéng van

Nhirng 16i ban nén chu y dé tranh mac phai

Dén mudn

Trang phuc khdng phu hop

Thai d6 bat lich sy véi |& tan hodc tro ly
Khong am hiéu cong ty tuyén dung

T vé kiéu ngao

Thao luan lgi ich qua som

N6i xau don vi ci

Noi dbi

© © N o g & 0w DN

Khéng dwa ra cau hai

10.Khong chi dong lién lac
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Trang phuc cong s&

Vay ngan nén vira van, dai chdm gbi hodc dai trén gbi mot chut.

Pirng bao gi&’ chon mau sang, chéi

Giay g6t thap kin miii, kin g6t cao 3-8 cm (mau cua giay ludn dadm hon mau giu quan hoac vay)

CHUC CAC BAN THANH CONG
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