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HUWONG DAN CACH VIET HO SO XIN VIEC CHO
NHAN VIEN XUAT NHAP KHAU

1. Thw xin viéc (Cover Letter) nhan vién Xuat nhap khau

Cover Letter, hay thw xin viéc thudng dwoc dinh kém cling véi CV trong b hd so ndp tng
tuyén vao mét céng viéc nao d6. 'ng vién thwdng chi chd tam cham chat cho CV ma bd
quén cover letter. Thuc chat 1 cover letter hoan hao cé thé tré thanh diém sang cho bd ho
so xin viéc cla ban day.

Nguyén Minh A

M: ...
E: ..
ADD:

Kinh gti: Ong/Ba [Tén]

[Vi tri/Phong ban]

[Tén Cbng Ty]

[Bia chi]

Ngay 10 thang 08 nam 2020

Thw (ng tuyén vi tri: Nhan vién Xuat nhap khau

Kinh thwa 6ng/ba [Tén],

Toi viét 4 thw néy guri toi ba quy cong ty nham trinh bay nguyén vong xin viéc lam cga

minh v&i vi tri tuyén dung Nhan vién Xuat nhap khau ma t6i doc duoc trén trang tuyén

dung cta cong ty. T6i c6 nhirng yéu té dap tng yéu cau tuyen dung cla quy cong ty va rat
mong dwoc cdng ty xem xét nguyén vong trng tuyén nay cua toi.

Toi tot nghiép trwong Dai hoc Ngoai thwong, chuyén nganh Xuét nhap khau, xép loai bang
giéi. Sau khi tét nghiép t6i da tham gia vao mét sd céng viéc dung chuyé&n nganh ctia minh
theo hoc v&i vi tri Nhan vién QC.

To6i c6 12 thang lam viéc tai Cong ty C6 phan ANC voi vi tri Nhan vién Kinh doanh Xuat
nhap khéu,. Say do, toi tiep tuc lam viéc tai vi tri Nhan vién dinh dwéng vé thwc pham &
Coéng ty Co phan BHT.

Tir kinh nghiém thuc té nay, t6i da tich IGy dwoc rat nhiéu ky nang, kién thirc quan trong
dé dap wng tot nhat vi tri Chuyén vién xuat nhap khau ching tir cia Céng ty, bao gom:

e Ky nang ké khai hai quan xuat — nhap khau
e Biét cach kiém tra hang héa xuat nhap khau
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e C6 ky nang thyc hién hoat dong kinh doanh, lam cac giao dich v&i khach hang, ky
nang dam phan hiéu qua.

Toi tw tin ban than sé dap wng tdt nhat nhitng yéu cau ma quy cong ty dat ra cho vi tri
Chuyen vién Xuat nhap khau. Puoc tré thanh nhan vién tai quy cong ty la niém mong wéc
I&n cua toi do do t6i hy vong sé dugc tao diéu kién tham gia vao budi phdng van sap téi
ma cong ty t& chirc.

Tran trong va cam on!

Nguyén Minh A

Cover Letter nén c6 do dai khong qua mét trang gidy A4, phai that ngan gon, suc tich nhung
ngon tlr stv dung phai cwe ki sac bén dé “chinh phuc” dwoc nha tuyén dung. Néi thi ludn dé
hon lam, vay nén ban hay tai mau thw xin viéc va thuc hién theo cac bwdc hwédng dan duoi
day dé “mai sac vi khi ha guc” nha tuyén dung ngay nhé!

Ngoai ra, ban can lwu y nhirng diéu sau:

e Dién day da, chinh xac thong tin ca nhan va théng tin vi tri ng tuyén. Nhiéu trwong
hop gay ra tiéc nudi bédi hd so xin viéc rat an twong, tuy nhién (ng vién lai dién nham
email hodc sbé dién thoai, va nha tuyén dung ciing khéng cé da thdi gian dé check lai
th(“)ng tin, vay nén &ng vién bi out mét cach dang tiéc.

e Nhan manh ly do ban phu hop véi cong viéc. Khac voi CV, cover letter phal néu bat
duwoc kinh nghiém va ky ndng xuét sac nhat cta ban, day la co héi de ban liét ké
nhwng diéu ma CV cua ban chwa c6. Hay dung nhirng t» “manh” va “sac” nhuw “am
hiéu”, “théng thao”, “thanh thao”, “tw tin”.

VD: Thay vi s& dung “ndm rd quy trinh, thd tuc Hai quan — Xuat nhap khau”, hay ding “am
hiéu quy trinh, tha tuc Hai quan — Xuat nhap khau”

e Néu dwa dwoc nhivng con sé an twong vao ciing sé l1am cover letter ctia ban ndi bat
hon han. Bing viét 12 “nhiéu nam kinh nghiém tai vi tri ...” ma hay viét “5 nam kinh
nghiém trong nganh Xuét nhap khau”, “t6 chirc event véi 1000 khach moi...”

2. CV xin viéc nhan vién Xuat nhap khau

DPé s& hivu 1 CV dep thi cuc ky dé dang. Khéng khé dé ban cé thé tim mét website véi hang
ngan mau CV ddc dao cho ban thda thich lwa chon nhw TopCV, vieclam24h, goodcv hay
viecngay365. Tuy nhién, day mé&i chi 1a cai dep vé& mét hinh thire, gio thi mét ai cling giéng
ai, vay dau sé la diém thu hat cda ban. Va 1 lan niva, content is king, hdy chadm chut that tt
cho cau chir trong CV ctia minh nhé.

- Hay lam theo dung chi dan cla (rng dung lam CV. C6 mét nghich ly 1a, hwéng dan trong
cac nén tang tao CV chinh la kinh nghiém ctia ngudi di tredc dwoc duc két lai, thé nhwng cé
rat nhiéu (rng vién thich choi tréi bang cach di ngwoc lai hwéng dan. Vi du nhw ching t6i
ttrng nhan dwoc 1 CV liét ké lung tung cac cong viéc ma ban nay da tham gia, khong theo 1
nguyén tic nao cu thé. Trong khi ban chi can doc hwdng dan — goi ¥ ban nén sap xép kinh
nghiém lam céac codng viéc trvdc day theo trinh tw thoi gian tir hién tai vé qua khe, va lam
theo |a da gitp cho nha tuyén dung thdy dé ndm bat théng tin hon rat nhiéu réi.


http://www.elib.vn/

Website: www.eLib.vn | Facebook: eLib.vn

- Kinh nghiém lam viéc phan 1a mét phan thiét yéu cia CV (ng tuyén nganh Xuét nhap khau,
la diém ma nha tuyén dung thwc sw quan tdm va cha y nhat. Tuy nhién, ban khéng nén chi
liét ké mét danh sach cac trach nhiém trong cac cbng viéc trwdc day ctia ban. Hay miéu ta
né sao cho phu hop véi cong viéc ma ban dang ¢ng tuyén hién tai va lam ndi bat dwoc
nhirng k§ n&ng ma nha tuyén dung mudn thay & mét ing vién nganh Xuét nhap khau nhu:

e Théng thao tiéng Anh. Vi du: Phu trach dan doan quéc té tham xwéng san xuét

e Ky nang phan tich, khd nang hoc héi, ndm bét théng tin, nhanh nhay véi con sé: Vi
du: Phan tich va cai thién quy trinh san xuét

e Kién thirc vé cac chuong trinh Microsoft Office, ddc biét |a Excel va Excel nang cao.
Vi du: Phu trach quan ly hé théng data/ san pham/ kho hang

- Néu khong thé cai cam cac k§ nang vao phan kinh nghiém, thi day la nhiing diéu kién tién
quyét ban phai cé dé dién vao mét muc Ky nang riéng:

e CO0 kha nang hoat dong dwdi ap Iwc, lam viéc hiéu qua trong mét team, mot céng ty
nang déng va chuyén nghiép

e Tw duy logic, phé phan dé phat trién va phan phéi nhiém vu, cai thién cac quy trinh

e Quyét doan va ra quyét dinh hiéu qua

e Kha nang téi wu hoa chi phi van chuyén hang héa bang cach hop nhét cac don dat
hang vao céc 16 hang, lwva chon dich vu tdt nhat va chi phi thdp nhéat dé& van chuyén
hang héa

e CO kinh nghiém st dung cac hé thdng hoach dinh ngudn lwc doanh nghiép (nhw
Oracle eBusiness Suite)

e Kha nang giao tiép tét bang ca I&i néi va van ban

- Check chinh ta. Check chinh ta. Check chinh ta. Diéu quan trong phai nhac lai 3 lan.

MAu CV xin viéc danh cho nhan vién Xuéat nhap khau:
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NGUYEN VAN A

NHAN VIEN HIEN TRUONG XUAT NHAP KHAU

MUC TIEU NGHE NGHIEP

- Mong c6 thé hoc hdi thém nhiéu kinh nghiém, trau d6i nhiéu k§
nang trong nganh thi truedng va c6 mirc thu nhdp 6n dinh.

- Phén d4u tré thanh mot nhin vién phat trién thi tredng chuyén
nghiép.

- DPuwoclam viéc & trong moi tredng cd nhiéu thir thach va nang
doéng dé phat trién ban than hon nira.

- Hy vong cong ty ludn tao diéu kién giup nhan vién thing tién
trong cong viéc.

Ngay sinh - Ngoai ra, mong muén dwoc ap dung nhirng kinh nghiém vé thu

tuc,ky nang dam phan,thwong lwgng va sy hiéu biét, cdp nhip cac

van ban phap luit, mang dén nhiéu gia tri cho khach hang. T d6

Pia chi giup Cong ty tang s6 lwong khach hang

22/03/1994

123 Hoang Diéu, Linh TRINH PO HOC VAN

Chiéu, TP.HCM

2014 - 2018 D A o
XUAT NHAP KHAU VA MARKETING

QUOCTE

0932 XXX XXX DAl HOC THUONG MAI HA NOI
Xép loai: Gidi

SPT

E-mail

nguyenvana@gmail.com

KINH NGHIEM LAM VIEC

Web
2018 - present . . ; . .
www.nguyenvana.fb.com NHAN VIEN PHAT TRIEN THI TRUONG

CONG TY THIET BI AAA

) » - Phén tich nhu ciu cta khach hang, tim hiéu xu
GIAITHUONG hwdéng cla thi treong d6i véi nguén hang cung

cip cta cong ty. Nghe dién thoai, tiép don

Ca nhan c6 thanh

khach hang dén cong ty
tich xuat sac trong - Hb tro cho phong Kinh doanh va Tiép thi t&
hoat dong tinh chirc cac chwong trinh khuyén mai, 1én ké

hoach t6 chirc hoi thao, gi¢i thiéu san phadm

nguyén cua boi sinh 41 clia cone t
méi cla cong ty.

vién tinh nguyén

. _ 2017 - 2018 . , .
trueong Pai hoc THU KY QUAN LY MARKETING DESIGNER

Thwong mai Ha Noi CONG TY TNHH ABC
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Nhan vién tich cwc - T6 chirc sw kién cho cong ty, bao gom: hop

tai Cong ty Thiét bi hanh, hoi thao, dao tao nhan vién...

- Deé xuit va lén ké hoach cho cac chwong trinh
vui choi giai tri cho nhan vién noi bd cong ty

- Hb tro cac hoat ddong Marketing - PR

» > - Thuc hién cong tac hanh chinh va thw ky.
CHUNG CHI 2016 - 2017

NHAN VIEN HIEN TRUO'NG XUAT NHAP
Chirng chi tiéng Anh KHAU
chuyén nganh CONG TY XUAT NHAP KHAU BBC

dong co Xe may

Yamaha

Chirng chi Tin hoc - Tiép nhin bo to khai va thong tin c6 lién quan
trinh d6 B dén 16 hang.
- Kiém tra véi cac hiang giao nhén van chuyén vé

S THICH lich trinh hang ho6a va thong béo tién do giao,
nhan hang.

- Sap xé&p phuwong tién chuyén ché va thuc hién

bi dulich thi tuc hai quan va giao, nhan hang tai san

Poc sach vé kinh bay,cac cang TPHCM,... Pang ky kiém tra chat

doanh lrong.

- Kiém dich dong vat - thwc vt - Khai bao héa
chat, xin c4p C/0

KY NANG

Xem thoi sw

NGUOT THAM CHIEU

% 5 K¥ ndng tiéng Anh chuyén nganh Marketing DDk DA T )
Ong Nguyén Tuin A . . ~ . . .
Nam bat nhanh nhirng xu hwéng phat trién thi trweong DOOO0
Giam d6c diéu hanh Cong Tin hoc van phong SOOOD
ty TNHH ABC Kha nang lam viéc nhom DDA A Tk )
Chiu dwoc ap lyc cong viéc DDk DA T )
S0 dién thoai: 1285 358 Thich nghi nhanh v&i méi treong xung quanh DD DDA T

947

HOAT PONG

Tinh nguyén vién tham gia cong tac td chirc chwong trinh thién
nguyén

Tinh nguyén vién

- Tham gia D6i Sinh vién tinh nguyén cua Khoa tai tredng Pai hoc
Thuong mai.
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3. Soryéu ly lich nhan vién Xuéat nhap khau

M6t ban so yéu ly lich thé hién day dd thong tin cda (ng vién sé gilp nha tuyén dung nam
bat dwoc nhirng thong tin xac thie, gia tang dé tin cay, va la mét cach thé hién sw chuyén
nghiép, gay an twong véi nha tuyén dung.

So yéu ly lich chi c6 1 dang, bat k& cho nganh nghé nao chir khong chi trong hd so xin viéc
nganh Xuét nhap khau. Viéc cta ban chi | tai vé va dién dung, dién da théng tin ma thoi.
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CONG HOA XA HOI CHU NGHIA VIET NAM

Déc ldp - Twdo - Hanh phuc

ANH
4x6
(déng dau giap lai

cla noi xac nhan
ho so)

SO YEU LY LICH

TW THUAT

[ (oI YZ= W (=] 1 A Nam, N covveeeieeeeeeeee e,
ST 0] o 1 2 =

Noi dang ky hd Khau thudng trd NN NAY: ..ccve.veeeeeeeeeeeeeeee e
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[ (O IV Z= W (=] o SR Bidanh: .....cccoooeviiiiiiiiiiiieeeee,
TN tNWONG GOI: e
SiNhNQAY ....evvvveeeeninnns thang ................. nam ............ tall
AN o U} YZ=T 0 0 U= o U PR PR
Noi dang ky hd khau thwdng tril i8N NAY: ........cccveeieeeeeeeee e,
N[0 710 2 4 TT=1 0 = S
DN tOC: ooiiiiiiiiiiiiiii TON QIAO weeeeiieeiiiieeee e
Thanh phan gia dinh sau céi cach ruéng dat (hodc cai tao cong thuwong nghiép) ............
Thanh phan ban than RIEN NAY: ........coiiie ittt
Trinhddvanhoda ........cccooeevvviiviieiie, Trinh @6 ngoai Nl: ......covvvvvvvieieieeeeeeee,
Két nap Dang Cong san Viét Nam Ngay .................. thang .......... NAM s
Lo AT o ST
Két nap Doan TNCS HCM ngay .......cccccveuee.. thang ..ocoovveeeenee, NEM oo,
Lo AT o TP
Tinh trang strc Khde hi€N Nay: .....oooooiiiiiii
Nghé nghiép ho&c trinh & CRUYEN MON ......c.cvviveeieeieee e
CAP DAC: .o Lwong chinh hién nay: .........cc.coovvvnennnn.
Ngay nhap ngli QDNDVN(TNXP) ....cccccvvvvevveeceirenne NQAY XUAt NGT ...oovveveeeeeeeeen
Yo o USRS

HOAN CANH GIA DINH
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Trong khang chién chéng thuc dan Phap 1am gi? & GAU? .....oceeveiieeeiie e

HO VA BN ME: ..o, TUbi v, Nghé Nghiép ......ccccecveveeriieennnn
Trwée cach mang Thang 8 1am gi? & GAUT? ....ooeiiiiiiee e
Trong khang chién chéng thwc dan Phap 1am gi? & GAU? ..cccecveeeiiece e,

HO VA TEN ANH CHI EM RUOT
(Ghi r& tén, tuédi, ché & nghé nghiép va trinh dé chinh tri cta tieng ngwor)
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HO VA t8n VO hOEC ChONG: ....c.vcveeeeeeee e, TUST e,
o TS Te 1= o RO
N Lo g I F=T 0 ¢ IRV 1= o
(0 1o Yo A o T=T s [ T YOO

Ho va tén cac con Tubi Nghé nghiép

QUA TRINH HOAT PONG CUA BAN THAN

T thang ndm Lam coéng tac gi? O dau? Gitr chirc vu gi?

dén thang
nam

KHEN THUONG VA KY LUAT

(1= R (T o Vo AR P USSR

1720 - o TPRPSR

LOT CAM POAN
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Téi xin cam doan nhirng |&i khai trén 1a dung sw that, néu co diéu gi khai man téi chiu
trach nhiém hoan toan.

Xac nhan cua Thu trwéng co’ quan Ngay....... thang......... nam 20......

Xi nghiép, Chu tich UBND Xa, Phwong Ngwei khai ky tén

4. Pon xin viéc vi tri nhan vién Xuat nhap khau

Cong hoa xa hoéi cha nghia Viét Nam

Doc 1ap - Ty do - Hanh phuc

PON XIN VIEC

[ T T PP
LIS I (0 - TP PP PP PP PPPPPPPPRRPPN
1] ] 0 4 =11 2 PP P PP PPPRPPPPTPPN
13 1= o o | S

Qua thong tin dang trén website, t6i viét don nay dé (ng tuyén vi tri Nhan vién xuat nhap
khau ma Quy cbéng ty dang c6 nhu cau tuyen dung.

T6i tot nghiép C nhan chuyén nganh Kinh doanh qudc té tai treong DH ABC... Qua qua
trinh lam viéc’tai vi tri Nhan viép xuat nhap khau tai Céng ty chuyén vé may mac toi da
tich IGy mét so kinh nghiém, kién thirc nhu:

e Am hiéu quy trinh, tha tuc Hai quan xuat — nhap khau

e Hiéu biét va cap nhat cac chinh sach luat méi dwoc ban hanh lién quan dén xuét
nhap khau hang may mac, dét may.

e Kinh nghiém soan thdo, chuan bj chirng twr, gidy to lién quan dén XNK

Ngoai ra toi rat ty tin trong viéc giao t|ep bang tiéng Anh, thanh thao vi tinh van phong,
dac biét st dung t6t email trong giao tiép, dam phan véi cac nha cung cap, dbi tac nwéc
ngoai.
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Qua qua trinh lam viéc, t6i cling hiéu réng vi tri nay doi héi ngwoi cé trach nhiém, can
than, chiu dwoc &p luc cdng viéc, kha nang thiét 1ap duy tri mbi quan hé, kj nang sép
xép cong viéc. TAi tin rang v&i kha nang, kién thirc, kinh nghiém trén tdi cé thé dap rng
dwoc yéu cau cha Quy cong ty. Tdi rat mong cé co hdi dwoc tham gia vao ddi ngli nhan
vién ciia Quy cong ty dé& cing nhau lam viéc, phat trién.

Moi lién hé vé lich phdng van hay théng tin vé hd so (rng tuyén nay, xin vui long lién lac
sO dién thoai: ...

Xin chan thanh cdm on va tran trong kinh chao!
..................... ,hgay .....thang ..... nam 201.....
Ngw&i lam don

(Ky, ghi rd ho tén)

5. Email teng tuyén vi tri nhan vién Xuat nhap khau

Théng qua qua trinh hd tro tuyén dung va cung rng (rng vién nganh Xuét nhap khau —
Logistics cho hang tram doanh nghiép, ching téi khang dinh da nhan dwoc rat nhiéu Email
&ng tuyén “khé d&”. Co rat nhiéu ng vién c6 day da nén tang kién thire, k§ nang va nang
lwe nhwng lai tw virt di co hdi viéc lam cta minh béi nhirng 16i sai don gian ngay trong email
&ng tuyén.

Ngoai viéc s& hiru mét CV nganh Xuat nhap khau — Logistics an twong, thi (ing vién ciing
can cha y nhirng chi tiét twdng chirng rat nhé nhat nhwng lai déng mét vai trd vé cung quan
trong trong viéc ghi diém v&i nha tuyén dung, vi du nhw viéc g&ri email.

5.1 Pia chi Email ngwei gtvi khong chuyén nghiép, nghiém tac

Ung vién mong mudn dwoc lam viéc va dao tao trong mot méi trwdng chuyén nghiép, thi
ciing can c6 nhirng hanh x&r chuyén nghiép. B4t ctr nganh nghé nao ciing yéu cau sw nghiém
tlc tlr (hng vién.

Khéng mot Nha tuyén dung nao mong mudn nhan dwoc email tiv 1 dia chi mail thiéu lich sw,
thiéu chuyé&n nghiép, d&c biét 1a trong cong viéc. Dén thoi diém nay van khdng thiéu nhirng
email dung ti thoi cda Yahoo nhuw: girlcute_9x, kute_lovely_lonely, nhoctinhnghich_hp,...
@gmail.com. Thtr dat minh vao vi tri nha tuyén dung, néu mét ngay ban nhan dwgc mot mall
&ng tuyén véi tieu d& [COMPANY A] NG TUYEN VI TRi CHUYEN VIEN TUYEN DUNG
day nghiém tuc tlr email girl_alone@gmail.com, hay thanh171019962001@gmail.com, liéu
ban c¢6 muén lya chon &ng vién nay vao vong phéng van?

Vay hay lap email that nghiém tuc. Khéng dung ngay thang nam sinh dé dat tén mail, cong
thtrc cho 1 email chuan va chuyén nghiép la tén_’ho va dém viet tat'’/ ‘nganh nghé ban dang
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cong tac’@gmail.com (VD: thanh.nt@gmail.com/ thanhnt.logistics@gmail.com, néu mail bj
trung thi hay thém 1 hoac 2 con so vao, chi 1 hoac 2 thdi nhé)

Ban ciing nén lwu y tén hién thj cta minh trong mail, thwong sé la tén that cua ban, viét hoa
dung cach. Chan chir ky email cling can lvu y.

5.2 Email khong c6 tiéu dé hoac thiéu thong tin

Email khong co tiéu dé, hodc email thiéu file dinh kém la sai lam co ban nhat, tram trong nhat
va cling thwong xuyén dién ra nhat khi teng vién giri ho so (rng tuyén cho nha tuyén dung.

Hau hét cac cong ty khi dang tin tuyén dung déu sé néu r6 trong JD (Job Description — Ban
mo t& cong viéc) ve cau tric Tiéu de yéu cau. Ung vién chi can doc ky JD va lam theo cac
yéu cau nay thay vi “choi tréi” voi tiéu dé chang giong ai.

Vi du, JD yéu cau ghi “Ho tén — Vi tri (ng tuyén” thi ban chi can ghi Subject: “Nguyén Thanh
— Sales Xuét nhap khau”

Néu khong yéu cau, thi ban nén viét theo cong thirc: [DON 'NG TUYEN] HO TEN_UNG
TUYEN VI TRI

Ngoai ra c6 mét sé lwu y sau ma ban budc phai 1am theo:
e Khong dung toan bé chir in hoa
e Khéng viét sai chinh ta. Check ndi dung mail it nhat 2 1an truwéc khi gl
e Thong nhat ngdn ngi trong ndi dung va tiéu dé mail
5.3 N&i dung mail thieéu chuyén nghiép
NGi dung ctia email dwoc coi la xwong sbéng cla ca qua trinh (rng tuyén. Tuy nhién, ky la la
nhieu ban g email ma chang cd néi dung, email khdng dau khong cudi, khdng thwa g, chi
c6 dung 1 file CV thieu chuyén nghiép.
N6i dung email co' ban phai c6 nhirng phan nhw sau:
a. Phan Kinh gt/ To
Dé r6 rang gt email t&i dau, néu biét rd ngudi nhan thi ghi day da ho tén
Vi du: Kinh gtvi: Ba Nguyén Thj A — Trwdng phong Nhan sw, Cong ty San xuat va Xuét nhap
khau Vinapro (To: Mrs. Nguyen Thi A — Recruitment Manager, Vietnam Vinapro Import —

Export and Production JSC.)

Néu khong biét r c6 thé duing: Kinh giri Ban tuyén dung/Phong nhan sy/Trudng phong Xuat
nhap khau, Céng ty San xuat va Xuat nhap khau Vinapro

b. Phan Cung gtvi cho/ C/C

JD yéu cau CC cho phong ban hay ca nhan khac thi ban hay nhé lam dung yéu cau. Cc:
Ong/ Ba...- Chirc danh (néu co)
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c. NOi dung chinh

Dé khong lang phi nhiéu thoi gian, ban c6 thé st dung néi dung ctia Covering Letter (Thw
(rng tuyén) cho phan nay luén

Hoac néu 'khong thi néi dung can co day di nhirng thong tin sau: ly do tng tuyén, thé hién
mong muébn dwoc vao vong trong, mong mudn dwoc cdng hién cho cong ty...

Néu email c6 file dinh kém thi cling can thdng bao “Tai cd dinh kém file dwdi day..., Quy
Cong ty xin vui long mé file dé kiém tra chi tiét”. Cudi cung, dirng quén gwi I&i cam on va moét
|0 chac stre khée téi nguwdi nhan.

Wish you have a good working day.

Thanks and best regards / Yours sincerely.

Nguy&n Van A — OXX XXX XXXX

5.4 Sai |6i chinh ta

R4t rat nhiéu (ng vién khi g&ri CV Xuét nhap khau — Logistics gép phai 16i chinh ta.

Chi don gian nhu tir “Logistics” — tir nglr ban phai noi, phai viét moi ngay, nhwng Ién email
van lai chuyén thanh “Logistic”. Ban can cham chut tirng cau chi, tirng dau cham, dau phay,
nglr phap, chu nglr, vi nglr ré rang. Khéng viét tat, khéng dung tieng long.

5.5 Léi v@i file dinh kém

Céc file dinh kém nhw CV/Resume, cac bang cap, chirng chi...thworng mac phai mot sb 16i
nhw

File dinh kém khéng c6 tén, hodc dat sai tén file. Co trwong hop CV (rng tuyén vi tri Sales
Logistics, nhwng file dinh kém lai c6 tén la Nhan vién thu mua,

Thay vi dinh kém file thi lai gti link online khién ngu®i nhan phai d&ng nhap méi xem duorc.
Néu c6 qué nhiéu file thi (rng vién can nén Rar/Zip dé mail tréng ngdn nép va chuyén nghiép.
5.6 Mot 1an gtri Email cho nhiéu Nha tuyén dung

Day 13 16i thweng gép & mot tng vién non kinh nghiém: Forward thdng mail used cho cong
ty dang apply, hay ciling thwdng gap trwdng hgp gri CV cho 3, 4 céng ty véi ndi dung nhw
nhau, vi tri nhw nhau du apply cac vi tri khac nhau tai céng ty khac nhau.

Két qua thi chac han cac ban da biét roi.

5.7 Dung sai DPai tw
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Néu mai chi ra truong 1 toi 2 nam, tot nhat nén xung “Em”, goi “Anh/ Chi”. Néu da cam thay
ban than day dan kinh nghiém, cam thay dd “ctng” thi lic nay nén dung “Toi", goi “Quy Cong
ty”. Tuyét doi khong dung “Minh”, “Ban” khi ban khong biét ré nguoi m& mail. Hay that cham
chut dé c6 dwoc mot hd so (rng vién nganh Xuat nhap khau — Logistics hoan hao.

5.8 Mau Email tng tuyén vi tri nhan vién Xuét nhap khau

To: Email nha tuyén dung

Tiéu dé email: [Tén cta ban] hd so (rng tuyén vi tri Nhan vién Xuat nhap khau

Hoac [DPON NG TUYEN] HO TEN_UNG TUYEN V| TRI NHAN VIEN XUAT NHAP KHAU

N&i dung thu:

Kinh gti: Ban l&nh dao va Ban tuyén dung tai Cong ty Xuat nhap Khau Hai Loan
Tén t6i la: Nguy&n Minh A

Sinh ngay: ...

Dia chi: ....

Sé dién thoai: ...

Email: minhanguyen@amail.com

Qua thong tin dwge dang tai trén trang web cda cong ty, toi dwoc biét Cong ty dang c6 nhu
cau &ng tuyén vj tri Nhan vién xuét nhap khau va nhan thdy minh cé da yéu t6 dé tng
tuyé&n vao vj tri d6 nén téi da viét don xin viéc nay.

Toi tbt nghiép Cl nhan chuyén nganh Kinh doanh Quéc té clia trwdng Pai hoc Ngoai
Thuwong Ha Néi vao thang 6/2018. Ngay sau khi tét nghiép, tir thang 7/2018 dén thang
5/2019, t6i d& dam nhan vj tri Nhan vién xu4t nhap khau tai Céng ty May mdc Phuwong
bong. Tai day t6i da tich 10y dwoc nhirng bai hoc kinh nghiém dau tién cho ban than minh,
bao gom:

e Am hiéu vé tha tuc, quy trinh Ha&i quan vé Xuat — nhap khau

e Co6 hiéu biét vé nhirng chinh sach diéu luat lién quan dén xuét nhap khau, dic biét
thwéng xuyén theo déi d& cap nhat méi cac chinh sach dwoc thay ddi

e CO6 kinh nghiém trong viéc chuan bj hé so gidy t&, cac ching tir cé lién quan dén
hoat d6ng xuat nhap khau.

Bén canh do, t6i con rat tu tin trong giao tiép bang tiéng Anh voi chirng chi tiéng Anh duoc
cap tai trwong Pai hoc Ngoai Thwong, thanh thao tin hoc van phong. Co kha nang dam
phan hiéu qua véi cac doi tac phia nwéc ngoai.

V&i mdt ndm kinh nghiém trén, t6i hiéu rat rd vi tri Nhan vién xuét nhap khau ma Céng ty
dang tuyén dung cling can nhirng nguwdi c6 trdch nhiém cao vi cdng viéc, co tinh cach
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phét trién hon niva.

T6i xin chan thanh cam on!

can than va chiu duoc ap lwc cong viéc cao, co kha nang thiét 1ap va duy tri cac moi quan
hé, k§ ndng sap xép cdng viéc. Toi tw tin vao kha nang, kién thirc va kinh nghiém da tich
Ity dworc, toi sé dap ng tét nhat moi yéu cau ma quy Cong ty dét ra. Toi rat mong sé nhan
duoc co hdi tham gia vao lam viéc tai méi trudrng lam viéc chuyén nghiép ctia Cong ty dé

TP. H6 Chi Minh, Ngay ... Thang ... Nam 202...

Nguyén Minh A
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