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Hién nay chua cé viéc 1am, tdi [am don nay xin Nha nudc tuyén dung va b
tri cbng viéc lam.

Néu duoc Nha nuéce thau nhan tdi xin cam doan thuc hién céc cong viéc
dugc giao va thuc hién céc cha truong chinh sach ché d6 noi quy, ky luat caa co
quan xi nghiép.

Kinh mong co quan xi nghiép chap nhan.

Kinh don ky tén

Mau don xin viéc
(tén va dia chi cua ban)

Ngay
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(Tén va dia chi cdng ty ban gui don)

Toi giri don nay xin vao vi tri (tén vi tri) quang céo trén béo (trén béo va ngay).

Toi da tét nghiép dai hoc véi bang (ten bang Cap) tai truong (tén truong). TOI da
hoc c&c mén (t8n moén hoc) va dat két qua (chi tiét két qua dé thu hat su cha v cua
ngudi tuyén dung). Hién nay téi dang lam (chi tiét viéc ban dang lam) (néu hién
nay ban khdng lam viéc, hay trinh bay cac céng viéc trudc kia ban da lam). Toi
mong mush tim mgt cong viéc 1au dai va téi co thé si dung cac kién thic téi méi
hoc.

T6i xin gii kem ly lich.

Toi rat tu tin vai trinh dd hoc van va kinh nghiém [am viéc caa minh, toi co thé
thue hién nhiém vu c6 hiéu qua va tdi co thé sin sang phong van vao bt ct 10c
ndo tién cho dng/ba Ong/ba co thé lién lac véi ti qua (dién thoai lién lac caaban
vadiachi email néu co).

Kinh thu,
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Viét don xin viéc

Don xin viéc ciaban cd thé 1amdi lién lac dau tién cho cong ty. Cong ty s& cin ct
vao don xin viéc dé quyét dinh ban c6 phai la tng cir phu hgp cho vi tri ho can, va
ho s& moi ban toi phong van.

Vi vay can phai can than khi soan don xin viéc, ban phai soan don sao cho céc
théng tin phai rd rang va dé doc.

Ban nén in don ra gidy kich ¢ pht hop. Khong nén dung gidy tap cii . C6 ging
soan don xin viéc mot céch chuyén nghiép bang cach danh méy hay bang may
tinh. Ban nén ghi phai vao dia mém. Céch ndy s& gilip ban niang dong hon khi ban
soan cac don xin viéc khac.

Pon xin viéc
CO rat nhiéu céch viét don xin viéc. Sau day 1a mot céch.

Bat dau la dia chi, sb dién thoai lién lac cua ban, vangay viét don. Tén ngudi ban
gui don ludn phai la nguoi c6 tén trong quang cao tuyén dung. Néu khdng co chi
tiét tén nguoi tuyén dung, ban can viét 1oi chao cho phil hop.

Noi dung

Viét vé cong viéc, ban d& thy théng béo tuyén dung ¢ dau va khi nao

Trinh bay bat ci théng tin ndo vé cdng viéc ban [am trudc ddy. Néu ban da
tirng lam viéc tuong ty nhu viéc dang tuyén dung, hdy chic chan ban trinh
bay viéc ndy vanhan manh vé diéu d6 dé gay cha y.

o Cubi thu, ban nén c6 céc théng tin lién lac cua ban, gdm ca sb dién thoai
lién lac, dia chi email vv...

o Sau cung ban nén giai thich tai sao ban la «¢ng ctir phu hop véi cng viéc.
Hay 1am cho nguoi doc ¢ an tuong vé ban.

o Ky tén rd rang va tén day du cia ban & dudi chix ky néu ban gui thu tay.
Céc thu duoc gui bang duong dién tir thuong khong can ky trir khi khi phai
scan. Sau khi gui thu dién th, ban cd thé dong thoi gui thu tay néu Nguoi
tuyén dung yéu cau. Nhung phan I6n ho khong yéu cau diéu nay.
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Ludn ghi nhé

(o]

Trudc khi viét don xin viéc, ban hdy cd gang tim hiéu vé viéc 1am d6 cang
nhiéu cang tt.

Hay chuan bi nhitng diéu ban s3 viét trong don.

Hay viét di viét lai nhiéu lan cho dén khi ban bang long véi noi dung don
Hay chac chan ban phai viét dang ngix phap va kiém tra chinh ta vi nguoi ta
s& tim ra néu ban viét 15i.

Soan don bang cach ¢anh méy hoac bang chuong trinh soan thao trén méay
tinh, néu khdng ban c6 thé viét tay that dep. Céch trinh bay trong don rét
quan trong.

Hay dung loai gidy pht hop dé viét don.

Néu co thé, ban giri kém véi céc thu gidi thidu va bang cap chang chi lién
quan. Giir tat ca ban gbc. Nhung don xin viéc ban phai gai ban géc, khong
gui ban copy.

Hay théng béo véi nhitng nguoi viét thu gidi thiéu [a ban dang xin viéc va
v6i cong ty ndo. Nguoi tuyén dung co thé s3 lién lac véi ho trudc khi quyét
dinh moi ban phong van.

Ludn gitt mot ban copy don xin viéc caa ban.

Phé t6 vai ban Iy lich cia ban dé mdi 1an gui don xin viéc ban c6 thé kém
mot ban 1y lich. Néu ¢ thé, hay diéu chinh lai |y lich cho phl hop véi cong
viéc ban dang xin.

Lubn cap nhat ly lich caa ban.
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MAU PON XIN VIEC BANG
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How to Complete a Job Application

When you apply for a job you are typically asked to complete an application for
employment. You may be asked to complete a job application even if you have
aready submitted a resume and cover letter. That way, the employer has a record
of your personal and employment history, verified and signed by the applicant.

It's important for your job applications to be complete, correct (no errors) and
accurate. Here is the information you will need to complete an application for
employment and tips and suggestions for writing applications that make a great
Impression.

Job Application For m Details:
Personal I nfor mation:

Name

Address

City, State, Zip Code

Phone Number

Eligibility to Work in US

Felony convictions

If under age, working paper certificate

Education:

School §/Colleges Attended

Major

Degree/Diploma

Graduation Dates(s)

Position Applied For Infor mation:

Title of the job you are applying for
Hours/days available to work
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When you can start work

Employment I nfor mation:

Names, addresses, phone numbers of previous employers
Supervisor's name

Dates of employment

Salary

Reason for Leaving

References

List of three references - names, job title or relationship, addresses, phone
numbers

Resume (if you have one)
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Noi dung ciaa don xin viéc can phai thuc té. Trwéc khi viét, can phai tim
hiéu ve cong ty minh dinh xin viéc. Trong don, nén té6 rd sw quan tam, tw
hao, trach nhiém véi cong ty va nhiét tinh véi cdng viéc.

bon xm viéc tot nhat nén guri cho ca nhan, trir trudng horp cong ty quy dinh la
giri vé “Phong Nhan sy” hogc * Phong Tuyén dung’. Néu dugc thi nén gui cho
ngudi o toan quyén quyét dinh tuyén dung.

Vidu 1L
Thua Quy Anh/Chi

Bang ladon xin viéc ndy, mong Quy Anh/Chi s& tuyén dung tdi vao 1am dai dién
ban hang ky thuat caa Cong ty. Théng tin nay dugc dang trén Tuyendung.com
ngay tha hai.

Tai xin giri kém ban Iy lich tém tat dé Quy Anh/Chj xem xét. T6i tin tuéng rang
Quy Anh/Chi s¢ thay toi c6 day du nang luc va pham chat d€ dam bao hoan
thanh tot cdng viéc dé.

Poc k¥ ly lich tdm tat cia tdi, Quy Anh/Chi s& nhan thiy qua hon hai nam lam
cong tac ban hang ky thuat, téi da co kinh nghiém vé van dé kinh doanh mua
béan. Trong kha ning cuaa minh, t6i kha thanh thao viéc tao dung vaté thiét 1ap
mang ludi khach hang, mé rong va quan ly nhirng khu vuc méi, dam phan hop
ddng va dich vu sau khi ban hang. T6i tin rang nhirng kinh nghiém caa tdi trong
linh vuc ndy ¢ phat huy duoc téc dung trong Cong ty ABC.

Ngoai ra, téi con thdng thao, hiéu biét cac qua trinh dau thau cua cac ho kinh
doanh va phan loai s6 higu linh kién va so do. Trong hai nam kinh doanh, t6i da
nang duoc lugng tiéu thy hang hoa lén gip doi. T6i dugc coi langudi co thé biét
phan biét va giai quyét van dé, khéng 1am anh huéng dén ca nhan, khach hang va
céc dbi tac khéc.

T6i mong rang s& ¢6 co hoi duoc thao luan véi Quy Anh/Chi vé viéc s§ déng
gop sircc minh nhu thé nao doi véi Coéng ty ABC. Mong cau tra loi cua Quy
Anh/Chi. Hy vong luc thich hgp, Quy Anh/Chi s¢ thu xép thoi gian dé phong
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van toi.
Xin giri t6i Quy Anh/Chi |61 chao trén trong!
Ky tén.
Vidu 2:
Thua Quy Anh/Chi

Toi xin giri kém theo ban ly lich tédm tit caa téi dé Quy Anh/Chi xem xét theo
nhu quang cdo ma Quy Anh/Chi dang trén trang “ Tuyendung.com”.

Lamét trg ly pho téng giam ddc va la mot chuyén gia trong linh vuc ngan hang
dau tu, toi tin ring kinh nghiém caa ban than s d&p ung duoc nhirng yéu cau
cua Quy Anh/Chi.

Toi dalam viéc trong linh vuc d6 5 nam, céng viéc nay c0 I€ dugc coi |a“o dau
can ta di ¢én d¢”. Biéu ndy ciing |a dé phét trién thém ning luc caa ban than,
gitp t6i co thé chién thang dbi véi nhitng cong viéc phuc tap. Toi biét cach tim
ra nhitng bién phdp giai quyét van dé co hiéu qua, song van ludn gitr tinh hai
huoc.

Véi kinh nghiém nhiéu nam kinh doanh, quan ly, tdi c6 su nhay cam dbi véi
nhitng y&u cau caa nhan vién cao cap. Toi co bé day kinh nghiém, thong thao vé
may Vi tinh. Moi ngudi danh giatéi 1amot nguoi biét an ndi vaviét 1&ch.

Tai tin rang Quy Cong ty s3 tao cho tdi khéng khi 1am viéc phu hop va cé dat
dung v6 cho nhirng kinh nghiém phong phi caa ban than.Vé van dé tién luong,
t6i cO yéu cau hop 1y, c6 thé thoa thuan cin ctr vao trach nhiém thuc té va co hoi
thang tién.

Xin trén trong kinh chao!

Ky tén
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Bat luan |a nha tuyén dung c6 yéu cau hay khéng, thi di kém véi mét loat
céc vin bang, chirng chi, rat nén thém vao mét thu xin viéc bang tiéng Anh.
Xin gi6i thiéu mét mau thu tham khao, nham giGp ban viét mét birc thw c6
ndi dung, vin phong va trinh bay tét.

Truéc hét, phai tudn thio nguyén tic trinh bay thu da quen thudc véi hau hét
ngudi nuéc ngodi, do |a thi ty va can chinh céc doan. Bé tranh rudom ra, hay
thuc hién can tréi toan bo noi dung, dung font chit chan phuong, chéng han
Times New Roman (13 points). Bén trén cung, ghi dia chi lién lac va so dién
thoai caa ban, sau d6 dén ngdy viét thu, roi tén nguoi nhan. Noi dung thu dugc
trinh bay trong dién tich con lai caatrang A4, nén ngan gon, rd rang.

Vin phong tiéng Anh cé dic tht 1a di véo muc dich chinh ngay khi mé dau noi
dung. Vi vy, ban nén “dit tén” thu bang mot dong in nghiéng, mé dau boi tir
dan Reference, vi du: Re: Salesman post. (Dy tuyén vi tri nhan vién ban hang).
Chay, cau ndy s3 duoc sip xép ngay sau dia chi ngudi nhan vatruéce khi bt dau
trinh bay thu.

Té chirc ndi dung thu ¢ nhiéu cach khéac nhau va con tuy thudc vao céc yéu té:
kien thiac ca nhan cua nguoi viet, yéu cau cua nha tuyén dung. Tuy nhién, dé
tranh lan man, chi nén goi gon lai trong 3 doan, lan lugt noi vé nguyén nhan
dang ky thi tuyén, nhirng hiéu biét vé chuyén mon caa ban va mot s6 diém manh
ca nhan (thdng minh, nhanh nhen, san sang cong tac xa...).

Két thic thu, hay khang dinh véi nha tuyén dung rang ban mong muén dugc gip
truc tiep ho trong mot budi intervew (I am looking forward to an intervew at
your office).

Duw6i day 1a mét mau kha thong dung:

Nguyen Van Nam

6 Lang Trung, Dong Da, Ha Noi

Tel: 090-260448
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May 10, 2001

ABCD Enterprise

Attn: Human Resources M anager
Re: Salesman post

Dear Sir,

In reply to your advertisement in the Newspaper, | am pleased to enclose my
C.V to apply for the Salesman position of your officein HCMC.

From my C.V, you will seethat, | graduated from Foreign Trade University with
a good bachelor degree. | have a good command of Vietnam economic and
social situation, and | am confident in doing business.

At present, | am working for....

In addition, | am active and enthusiastic. | am willing to learn and do what takes
to get ajob done well even under pressure or on far mission.

| am looking forward to an interview at your office.

Yours faithfully,

Nguyen Van Nam
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