EMPLOYMENT SKILLS

(ky nang cua trng vién)
Job (viéc lam)
Application (&ng tuyén)

Interview (phdng van)
& Work Skills

(ky nang lam viéc)




JOB

Check with businesses, friends and

relatives for job openings (tim théng tin viéc lam
qua cac phuong tién truyén thong, quan hé ban be va
nhiéu moi lién hé khac)

Applications can often be obtained,
completed and then returned to

businesses. (Hoan thanh hé so tng tuyén va gii
dén nha tuyén dung)

ALWAYS be professional and likeable.

(Lubn luén to ra chuyén nghiép va than thién)



LETTERS of APPLICATION
(thw rng tuyén)

If you would like to apply for a position
you may wish to send a

LETTER OF APPLICATION.

(Néu ban mudn trng tuyén cho 1 vi tri céng
viéc nao do, ban nén gui 1 thw teng tuyén
cung ho so cua minh)



Your Name (tén cua ban)
Your Street(dia chi)
Your City, State, Zip Code (TP, tinh, qubc gia)
The Person to whom you are writing (nguoi ban muén gt thue dén)
His/Her Title (chirc danh)
Street (dia chi)
City, State Zip Code (TP, tinh, quéc gia)

Dear (kinh gtri)

OPENING PARAGRAPH: State why you are writing. Name the position or type of work for which you are applying,. If
possible, identify how you heard of the job opening, if you know that there is one. (Mé& dau, néu ly do vi sao ban viét thw
&ng tuyén, vi tri cdng viéc ban &ng tuyén, théng tin gi dé ban biét dén viéc lam nay...).

MIDDLE PARAGRAPH: Explain why are are interested in working for this employer. Use personal references such as
your educational background, former jobs you have had, and your knowledge of the business for which you want to work.
A resume should always be sent with a letter of application. Ask for application forms and information about the
organization if you do not already have these materials. (Boan giua dién ta vi sao ban thich cong viéc nay, trinh bay thé
manh ca nhan, bang cép, kinh nghlem SWw hleu biét clia ca nhan vé vj tri viéc lam &ng tuyén, ho so (rng tuyén luén luén
phai cé thw (rng tuyén, Hai nha tuyén dung vé cac biéu mau, hd so néu nha tuyén dung yéu cau ma ban chwa biét....)

CLOSING PARAGRAPH: Suggest a time period when you are available for an interview. For example, you might indicate
that you will contact them to make a specific appointment, or that they can request further information from you. Let them
know you are interested in an immediate reply to your letter. (Poan cubi: d& nghi thdi gian khi ban s8n sang cho phdng
véan, khang dinh ban rat s&n sang va thich céng viéc nay)

Sincerely,

Your Signature

Your Name

Enclosure



Name: Nguyen Van A

Address: 140 Le Trong Tan Street, Tan Quy
Ward, Tan Phu District, Ho Chi Minh City,
Viet Nam

Email: 123@gmail.com Tel: (84) 909 123456

Dear Sir/Madam,

I am interesting with your advertisement in Newspapers, | am pleased to enclose my

C.V to apply for the Sale engineer in your company in Ho Chi Minh City

From my C.V, you will see that, | graduated from Ho Chi Minh City University of
Industry and Trade with bachelor of chemical engineer degree, participate a lot of
industry training courses and had long intership as a chemical engineer in ABC

company. With my experience, | am confident in doing as a Sale engineer.

When | read your company advertisement | see the job is very suitable for me. | hope
this one is the good chance for me. In addition, | am active and enthusiastic. | am willing
to learn and do what takes to get a job done well even under pressure or on far mission.

| am looking forward to an interview at your office.

Yours faithfully,

Nguyen Van A



JOB APPLICATION

(ndép ho so trng tuyén)

Fill out the application form

HONESTLY and COMPLETELY.

(Bién day du thong tin vao méu hé so, TRUNG
THUC va HOAN CHINH)

Use a pen and write neatly.
(hay dung bat viét that gon gang, ré, dep)



INFORMATION may be
collected frOm: (nhirng thdng tin can ¢o trong hd so)

IDCertlflcate (CCCD)

‘rainning certificate (Van bang)
‘rainning results (Bang diém)

Foreign language certificate (Chteng chi
NN)

IT certificate (Chtrng chi tin hoc)
Health approvement (Giay kham sure
khoe)

HSE certificate (Cac ching chi, chwng
nhén huén luyén an toan....) néu cé
Resume?*, (curriculum vitae) (Ly lich ca

nhan)




Curriculum vitae
(Ly lich ca nhan)

NGUYEN VAN A

Sex: Male

Date of Birth:

Marital Status: PICTURE
Nationality: Vietnamese

Address:.

Cell phone:

Email:

Working Experience (Kinh nghiém lam viéc)
Nov 2022- Now
Company: ABC
Position: Sale staff
Responsibility:
- Support Sale manager to complete the document of department
- Contact and advise the customers regarding to my company products
- Receive purchase order
- Create sales order
- Order tracking
- Support completing accounting procedures
- Monthly report sale results...



Working Experience
Oct 2020 — Nov 2022
Company: XXX
Position: Lab technician
Responsibility:
- Analyzing veterinary drugs,
- Research, write procedure for veterinary drug analysis
- Preparation and registration to get ISO 17025 reward

Education (Trinh dé hoc van)

2021 - 2023: Master of Chemical Engineering (Ho Chi Minh City University of Trade and Industry)
2017 — 2021: Bachelor of Chemical Engineering (Ho Chi Minh City University of Trade and
Industry)

Training: (Tham gia cac khoa dao tao ngan han)

Jan 2020: Complete the Autocad 2010 course, offer by Ho Chi Minh City University of Trade and
Industry

2021 - 2023: Participate in advanced and specific chemical analysis courses, in various topics in
analytical chemistry field, such as Gas Chromatography, Gas Chromatography equipped with Mass
Spectroscopy, High Performance Liquid Chromatography, Atomic Absorption Spectroscopy, Ultra
Violet — Visible Spectroscopy ... which were offered regularly for company members.



LANGUAGES (Ng6n ngi¥)

- Viethamese
- English

COMPUTER SKILLS(Ky nang tin hoc)
- Microsoft Windows and Microsoft Office.
- AutoCAD, ERP-SAP.
- Basic Internet, WAN, LAN, and related.

PERSONAL CHARACTERS (Pic diém ca nhan)

- Excellent negotiation skill.

- Leadership capability.

- Honest, friendly, active, enthusiastic, and studious.
- Practical, flexible, and diligent.

- Strong adaptability.



EMPLOYER MAY REQUIRE:

(nha tuyén dung co thé yéu cau thém)

Special Permits (mét sé gidy to
khac)

CPR Certificate (“cardiopulmonary resuscitation”
— hoi stre tim phoi)

1st Aid Training (So céap ctru)

TB Test (xet nghiém bénh lao)
Blood Test (xét nghiém mau)
FingerPrint (test van tay)



The INTERVIEW!

(phdng van)
Be PROMPT (lwu y)
Arrive about 10 minutes early (dén sém khodng 10
phut)
Find the location of the interview BEFORE the day of

the interview. (tim vi tri céng ty, ché phéng véan truréec ngay
minh dén phdéng van)
INTRODUCE yourself in a courteous manner (gi¢i thiéu
ban than mét cach lich sw)

Be PLEASANT (nén vui vé)
In both VERBAL and NONVERBAL language (thé hién

ca trong I&i néi va cr chi)
Be attentive, alert and interested - LISTEN too. (Chay
quan tam, thich tha va lang nghe ngwdi ddi dién)

DO NOT chew Gum (khéng nhai keo cao su)



Your DRESS and APPEARANCE

(Trang phuc va céch xuat hién)
How you

LOOK

makes a statement
before you even open
your mouth!

(tao trang thai ma chwa noi da an twong)
First Impression = Appearance



Ngoai hinh c6 quan trong khong....CO

Clothing should be: (an van nén)
Appropriate for the job being sought (phu hgp véi céng viéc dang tim)
Clean and pressed (Sach sé, gon gang)
Conservative (trang trong, lich sw)

Personal Grooming (lwu y trang diém ca nhan)
Hair, Beards, Nails, (Ilwu y Toc, rau, mong tay)
Breath - Body Odor (hoi thé, mui co' thé)

Avoid: (tranh)
Excessive make up, perfume, jewelry, or extreme styles

(Trang diém qué mirc, nwéc hoa, trang strc qua murc hay
phong cach thai qua)

Http://www.groovejob.com/resources/interview/appearance



VUALITIES EVIFLUYERS ARE LUUKING
FOR:

(Nha tuyén dung can tim kiém céac ky nang sau)

1- Communication Skills (written & verbal) (giao tiép)

2- Honesty and Integrity (trung thue, liém chinh)

3- Teamwork Skills - getting along with others (lam viéc
nhom, hoa déng)

4- Interpersonal Skills (kiém soat cadm xtc)

5- Strong work ethic (dao dirc nghé nghiép)

6- Motivation / Initiative (d6i m&i séng tao)

7- Flexibility (uyén chuyén, khiém ton)

8- Analytical Skills (Problem Solving) (phan tich, x Iy tinh
hudng)

9- Computer Skills (Kha ndng trng dung tin hoc)

10-Organizational SKills (ky nang té chirc)

http://www.groovejob.com/resources/interview/qualities



Interview QUESTIONS

to Expect and Prepare for:
(cac cau hoi can chuan bi.cho.phdng.van)

Tell me about yourself? (néi vé bén thén)

Why should | hire you over others? (tai sao nha
tuyén dung chon ban ma khdéng chon nguwdi khac?)

Tell me about a time you had a problem and
how you solved I1t? (ké 1 1an gap vd va cach x@ ly)
What are your strength ... weakness? (irinh bay
diém manh, diém yéu ca nhan)

How would you handle a difficult situation or

person? (Khi gap tinh hudng /hodc ngwdi 1am ban khé khan ban x

ly nhw thé nao?)
http://www.groovejob.com/resources/interview/questions



You got the Job - NOW KEEP IT!

(khi da nhan viéc thi gilr cOng viéc ntn)

Find a Job you will ENJOY'! (nén tim viéc ban yéu thich)

Be ON TIME - Don’t abuse SICK LEAVE ((nén dung gi¢
-drng lam dung nghi 6m)

Be a HARD WORKER - Get the Work DONE (am viéc

cham chi - Hoan thanh tét cv dwoc giao)

Follow RULES (dung luat, ndi quy)

Keep a LEARNING ATTITUDE (hoc héi)

DO Not GOSSIP (khéng buén chuyén)

HELP in any way possible (gitp d& dong nghiép khi ¢6 thé)

Work WITH not AGAINST other employees (khdng
choéng lai nhan vién khéc)




Source:
Internet



Website Truong, cac Khoa

Source:
Internet

http://huit.edu.vn/

http://kcnhh.huit.edu.vn/
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& C @ Khéngbao mat | chemehufiedun
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> Théng béo thii tap t6t nghip Théng bao thuc tap t6t nghiép

, , Lich Tryc Tiép Sinh Vién Cla Gidng
» Két qua xét hoc béng khuyén khich

ok 2 v e 20172005 ,f:',f .._.,..;H Theo tién dd dao tao clia nha truding, nay khoa Cang Vien Khoa CNHH
l_nt_gmshlp".'_\ nghé hod hoc théng bdo dén cic ban sinh vién ké

> Théng Bao VE K& Hoach Bang Ky »@e ‘};—"; hoach thuc hién thuc tip t6t nghiép hoc ky 2 nim

Hoc Phan Hoc Ky T Y s v 2018-2019

B DANG KY SU DUNG PHONG THI
> Théng bao kién tap (b6 mén Hiu NGHIEM G506
Ca-Héa M§f Phém)- bd sung danh

sach xe

@ 29-11-2018 & admin &

» M&i hop mat ngay nha gido Vit
Nam 20/11

DANG KY NGAY

Két qua xét hoc bong khuyén khich hoc ky 2 ndm hoc 2017-2018

> Céng ty Shiseido tuyén dung nhan

vién kiém soét chat lugng

> Tuyén Dung - K§ Thuat Vién Phang
Thi Nghiém

> Tuyén dung nhén vién sale nganh
dau khi

> Céing ty CP Bac bi nhya TAN TIEN

tuyén dung nhan vién phang Lab

> C6ng ty TNHH San xut thudng

mai my pham Gia Bio

+ . Thong béo

RCLITE

Khoa Céing nghé hod hoc théng bdo dén céc ban sinh
vién két qué xét hoc béng khuyén khich hoc ky 2 ndm
hoc 2017-2018. Han chot phan hdi: 5/12/2018 (lién hé
tai van phong khoa Céng nghé hod hoc)

@ 29-11-2018 & admin &

Thdong Bao Vé K& Hoach Bang Ky Hoc Phan Hoc Ky I

Truding DH Céng nghiép thic phdm TP, H Chi Minh
théng bdo dén cac ban sinh vién k& hoach ding ky
hoc phin hoc ky I ndm hoc 2018-2019

@ 27-11-2018 & admin &

Danh séch dang ky S0 Dung Phéng
Thi Nghiém G506

Lich 5¢ Dung Phang Thi Nghiém
G506

B THONG BAO CHUONG TRINH
THAC 51

» Théng bao v& viéc tuyén sinh trinh
dd thac sidgt 1 ndm 2018

» Théng béo v& viéc &n thi tuyn sinh

trinh d6 Thac sf dot 2
» Danh muc nganh gin phi hgp va

Iy =8 6 Al

. E L 2
%
M




€ - C (@ Knhongbiomat | chemehufieduvn/cong-ty-shiseido-tuyen-dung-nhan-vien-kiem-soat-chat-luong-20181129102802733article w @

0 :

» Théng Bao VE K& Hoach Dang Ky
Hoc Phan Hoc Ky II

> Théng bo kién tip (b6 mén Hifu
Cd-Hba M§j Phdm)- bé sung danh

sach xe

» Mai hop mat ngay nha gido Viét
Nam 20/11

B TUYEN DUNG

> Céng ty Shiseido tuy&n dung nhén

vién kidm soat chat ligng

> Tuyén Dung - Kjf Thuét Vién Phang
Thi Nghiém
> Tuyén dung nhén vién sale nganh

dau khi

> Céng ty CP Bao bi nhva TAN TIEN

tuyén dung nhan vién phéng Lab

» Cong ty TNHH San xudt thudng

mai mj pham Gia Bdo

B THONG kE

SHISEIDO VIETNAM INC.
Lot 231 - 237, Amata IF, Long Binh Ward,
Bien Hoa City, Dong Nai Province, Vietnam
Tel: 84-61-3936468/Fax: 84-61-3936728
CONG TY TNHH SHISEIDO VIET NAM

THONG BAO TUYEN DUNG

v. Céing ty TNHH Shiseida Viét Nam dudc thanh ldp tir ndm 2008, [ Céng ty 100% vén Nhdt Bdn chuyén sdn xudt cdc loai my pham
néi tiéng cho thi trudng Nhét Ban,
v. Céing ty c6 tru sd tai s6 231-237, KCN Amata, Bién Hoa, Ding Nai vdi s6 luigng nhdn sy khodng 1,000 céng nhén vién,

Nhan vién Kiém soat chét lugng (phéng Pha ché)

vMé ta ebng_viée

1. X4c nhan quy trinh san xuat m§ pham

2. Phéi hap véi Nhan vién phét trién quy trinh cai tién quy trinh san xudt

3. XUt ly su cd phat sinh trong qué trinh san xudt
4, HA trg Nhan vién phét trién quy trinh chay thif san phdm mdi

v Yéu ciu

o Nam, dugi 25 tudi, t6t nghiép Dai hoc chuyén nganh Hba hoc
* Gigo tiép tiéng Anh hoac tiéng Nhat, thanh thao tin hoc van phang.
* Ung vién sinh séng tai Bién Hoa, Bong Nai do 6 thé phai viéc theo ca: 10:30-19:00 hodc 07:35-16:50, ngoi ra ¢6 thé & lai lam

thém mid then can rAnm vide

A
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NHA TUYEN DUNG

mworks T4t CaViéecLam  Viéc Lam C&p Quan L;‘fm CongTy TuVan WowCV

NGAY HAI TUYEN DUNG

LAND

e s s e /w.novaland.com.vn/ngayhoituyendung

Tim Cong Viéc Mo Udc. Nang Budc Thanh Cong!

Dang tai ho so clia ban

.9. ?

THU NHAP DPONG / THANG 2?2

BAN DA SAN SANG 2

Ngay Héi Tuyén dung SAN GIAO DICH BDS NOVALAND
6 Mai Chi Tho, P. Binh Khanh, Q. 2, TP. HCM

N

)8:00 -17:00, Thu Bay 08.12.2018 Join Us Now
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COMPAL

FROM VISION TO REALITY
INNOVATION EMPOWERED

L Ky su

KY SU'Bién Phap Thi Cong
Ky Su
Ky Su ATLD
Ky Su An Ninh Mang

Ky Sur An Toan
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NHA TUYEN DUNG

:T,,,,CU-;,; mworks  TatCaviecLam ViecLamcapQuanlyB congTy Tuvan Wowcv W= A ¥)dingNhdp  Dangky

N

AXON

© Focusing on your agility

"Right place to code your
AWESOME CAREERS"

Hang tiéu dung

Hanh chanh/Thu ky

Hoa hoc/Hoa sinh

Hoach dinh/Du an
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) ¥ e s g g o R ‘ NHA TUYEN DUNG
2& namworks Tat Ca Viec Lam  Viec Lam Cap Quan Lym CongTy TuVan WowCV g ‘@), %) Dang ! NS

A, SEX | MANAGEMENT TRAINE!
UYEN DUNG Nestle. | PROGRAM 2019

n/ngayhoituyendung

Tim Cong Viéc Mo Udc. Nang Budc Thanh Cong!

Dang tai ho so'ctia ban

Tat ca dia diem

[ Ho Chi Minh NESCAFE @

g Hanoi

Hon: CICTPR 1) lin¢
w0, Nestl
s Ll MTP2019 Joinus
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:r viethamworks TatCaViécLam  Viéc Lam C&p Quan Ly CongTy TuVan WowCV Q B ‘ )  #)bingNhip  Dingky
Q K§ su O Knac® ':E Haa hoc/Haa sinh v @ HG Chi Minh v
Loctheo: Cép béc: Tatca cdpbéc v Murc lrong: Tat ca mirc lwong « Xoé loc Xép theo: Ngay
6 CONG VIEC DA TIM THAY T T

) % Guri t6i viéc tuong tu @ Chua luu viée nao

viéc |am Héa hoc/Héa sinh dang tuyén dung tai H6 Chi Minh

o o r r % A o A ¥ - TIEU DIEM
Tuyén Ni Ky Su Hoa Hoc Lam Viéc Tai Nhat Ban (va)
Cdng Ty TNHH Yumeglobal
t yunse Sloba Dang nhap déxemmircluong | Khu vuc: Ha N&i, Ho Chi Minh, Quécté | D4 dang: Hom nay QL

Héa Chat || Tiéng Anh / Tiéng Nh... | Thurc Pham

Ky Su Hoa Polyme

a o : ’
IMG Vietnam Co, Ltd NAM LONG

'MG Dang nhap déxemmircluong | Khu vuc: Binh Duong, Ho Chi Minh | D3 dang: 30/11/2018 Ol

Cong ty CP Dau tw Nam Long
Mai truong chuyén nghiép mang tam
vdc quoc té

Nganh Polyme || Kif Su Hoa || Foam || VAt Liéu Polymer || Bach Khoa

Chuy#n Vién Ti€p Nhan Du An
Food Production Engineering Chuy&n Vién C3p Cao Phép Lj X4..

Ajinomoto Vietnam Company Construction Manager
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'ﬂ CnREERBU”—DER n TimViécLdm C4mNang VietnamSalary CV Hay &0 & @ Dangnhap Dang ky Nha Tuyén Dyng v

Global L.eader in Recruitment Sol Bang tuyen, Tim tmg vién

VIET THAI INTERNATIONAL
JOINT STOCK COMPANY

n Iayt énh cong Yo 29 829 co hon nghe nghiep 2 "

@ Tim Kiém Nang Cao
AR, o
|‘I'z'\°'\" p g’f. Roct y
Orre : swAROVSKI ALDO

HO CHI MINH CITY

S Thongbdovieclam  QViéclamdaluu N Following Upload ho so dé ing tuyén moi ldc moi noi IF-SSENREIRESY

/‘ . ; v,
£BRANK Cargill L +hsc i

Trao Giai Phap - NhanNu Cudi  Helping The World Thrive Luon Luon Lang Nghe. Luon Anh Hudng Tich Cuc Cong Ty Ban Le Thai Trang Chat Luong Lam Nen Danh
Luon Thau Higu Hana Dau Viet Nam Tiéng

Hoa BnkGaowe
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'@ CHREERBUILDER n TimViécLam CdmNang VietnamSalary CV Hay

Global Leader in Recrutment Solutions

-v . " o . . #

Tim viéc lam k§ s nganh Héa hoc tai Ho Chi Minh 2 | Chinhxdc
=
]
3
Ky sw Dich Vu Ky thuat (Tap su) DIADIEM = o
]
D.C TECHNOLOGY COMPANY O Quang Ninh 2 ©
tecI-I Hé Chi Minh 4 ] HaNoi 1
§ Luong: 6 Tr-6Tr VND Ngay cap nhat: 23/11/2018 (J Dong Nai 1
(] Tay Ninh 1
. . . (J CénTho 1
Ky SuAn Toan Lao bong
06ng Ty TNHH Hallide (viét Nam) e them
Tay Ninh, HG Chi Minh +
: . - NGANH NGHE =
§ Luong: 15 Tr-17 TrVND Igay cap nhat: 16/11/2018
(] Mdi trudng 7
(J Banhang/ Kinh 7
Ky Su'Kinh Doanh - Sales Engineer doanh
Céng Ty TNHH Cdng Nghé Mai Truting Cong Thénh (Envitech) 0 Cokhi/0td/ Tu 5
Cong Thanh) Ho Chi Minh 4 ong hoa

Nhan email viéc 1am tuong tur k§ swnganh Héa hoc tai HS Chi Minh Nhap email clia ban Nhan mdi tudn ¥
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