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Nhipng tin tuyén dung mau hay va théng dung nhat
M4u tin tuyén dung

M&i cac ban tham khao mét sé mau tuyén dung hay va théng dung nhét hién nay
nhé.

l. Cach dang tin tuyén dung hiéu qua

Trudc khi tiép can dén cac mau dang tin tuyén dung nhan vién kinh doanh hiéu qua,
ban can nam ky cach dang tin tuyén dung cho vi tri nay.

Cu thé: Viét md t& céng viéc rd rang véi nhiém vu, vai trd, trach nhiém va ky ndng
can thiét cho vi tri nhan vién kinh doanh.

S& dung dung ngdn ngi:

Tranh céac tir ng k§ thuat, chuyén nganh kho hiéu.

Hay that cu thé, ngan gon.

Than thiét bang cach sir dung tir “ban” thay vi “trng vién’.

Trinh bay dé nhin va thu hut.

DPirng ngai ngan s&r dung ndi dung hai huwéc dé thé hién van héa cong ty ban.

S& dung hinh anh, video, GIF vé cong ty, hoat dong cua cong ty hay nhirng hinh
anh hai hwdce thu hat sy chd y (néu co).

Liét ké ro rang dia diém lam viéc, phwong thirc tng tuyé&n, yéu cau va mé ta cong
viéc cling nhw sé lwong, thoi han tng tuyén.

Il. Nhipng tin tuyén dung mau hay va théng dung nhéat
1. M&u théng béo tuyén dung chung

Mau 1:
CONG HOA XA HOI CHU NGHIA VIET NAM
TEN DON VI/CONG TY DPéc lap - Tw do - Hanh phuc
Sé /TB-TTDV&CGCN Ngay ...... théng ...... nam 20...
THONG BAO
VIV e @

DO NNU CAU....ceveeeee e, ,CoNgty ..oooennnn. théng bao vé viéc can
tuyén dung céc vj tri sau:

1.

2.
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Yéu cau tuyén dung:

Mdrc lvong: ...c.oeeeeeee.

Thoigian lamviée: .....................

Noi nhan hd so;
70 T
DA Ol o

Tran trong./.

GIAM BbOC
Noi nhan: (Ky, ghi rd ho tén, dong déu)
- Lwu: VT
Mau 2

THONG BAO TUYEN DUNG

GIO1 THIEU NHA TUYEN DUNG:
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S6 lwong: ... nguoi
M6 ta coéng viéc:

ThOI gian Iam VIEC: .......................cciiiiii
LUPOMNG: ...
HO SO ...ttt ettt
- Thw dy tuyén, CV (tiéng Anh + tiéng Viét)
- So yéu li lich ¢6 dan anh 4x6 (khéng qua 06 thang)
- Ban sao gidy khai sinh, cac van bang, chivng chi.
- Gidy kham strc khde khoéng qua 06 thang.
- Chirng minh thw, hd khau photo céng chirng.
- Pon xin viéc viét tay.
- M&u dang ki tuyén dung, yéu cau cé dan anh, download tai: ..........
H& so ghi 16 vi tri dy tuyén gvi trrc tuyén qua dia chi email ..........ccc.co........ hodc
NOP trrC IEP 1ai CONG LY oo
HaN NOP O SO%: ... ettt
DA Chi oo

2. Mau tin tuyén dung cho tirng nganh nghé
2.1 Tin tuyén dung cho nhan vién kinh doanh
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Mau 1:

[GAP] TUYEN DUNG NHAN VIEN KINH DOANH
o T PP
1= TRV T2
(@70 10 Y= o SUPPPPPPTPPIN
YBU CAU CONG VIBC: ...vveeeeeeee ettt ettt ettt et e st ee et e et e et e stesteeaneereereeteas
SO I ONG: ettt ettt ettt ettt ettt n ettt e e e e
Gl NN e ——————
D0 EUGT: ettt ettt ettt ettt ettt et ettt e e e nns
(] T T | 1= .0 PSR
Cach thirc ng tuyén: ............... EMAIL...ei i
TROT GIAN BNG TUYBN: ©...ve ettt st e sttt se et e e ete e eseeeeaeeeeneseene e
Mau 2:

Y T = T g To IR =T o3 TSP EPTS
YBU CAU CONG VIBC: ...ttt et et ettt ee e s e e e e e e e e seen e
R oY 107 o 1o A PRPTRT

D0 TUGT oottt ettt ettt
Sl T 1] 1 T | 1= o o RPN
F DA FIEM JAIM VIBC: .. ove ettt ettt ettt ettt et et e e et e e et e eeeeee e
+ HINh thUPC M VIEC: et e et eeeens

THOT GIAN BNG TUYBN: ...ttt ettt e e ae e e etenneteeanes
Mau 3:
TUYEN NHAN VIEN KINH DOANH THU NHAP HAP DAN

Y BU CAUE .ot ettt ettt e et ettt et e e e et et et et e e et e et ettt e e e e en et e
B I 1] a1 [ 1o = TN T Y03 PSP
[ T T 1= 0
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AV T I = T oo [0 IR 1= oSSR

TROT GIAN NG EUYEN: ...ttt et ee st n e e
Chi tiét sé& trao dbi khi phdng van.
2.2 Mau tin tuyén dung nhan sw
CONG TY ..cccvvvrrrrrnnneee,
THONG BAO TUYEN DUNG
1. Gi&i thiéu vé nha tuyén dung:

2. Vitrf CANtUYEN AUNG: <.,
GRS [V o oo LA PR
4. M6 ta cong Viéc:

7. ThOI gIan [Am VIEC: ...
8. DA GIBIM M VI C: ittt e,
9. H6 so gom:

Moi théng tin chi tiét lién hé theo sb dién thoai: .............coeeeviiiiieeieee,
Tréan trong./.
GIAM BOC
(Ky, ghi rd ho tén, dong dau)
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3. MAu tin tuyén dung cdng nhan
THONG BAO TUYEN DUNG

T oI A =Y T ot Yo R YRR
- HINN thC CONG LY e,
= LTNh viee SAN XUAL, KIND DOBNN ..ot sae e eeeeee s
R 1= o1 o S
RS 1 5 I S S
Phan 2. Théng tin tuyén dung co ban

VT EUYBN GUNG: ettt ettt ettt ee e et e e e e s e e e e e e een s

Y T = T g To IR =T o3 RSP S
YBU CAU CONG VIBC: ..ttt et ettt et e ee e ee e e e ee e e e e eee e
e L] a1 (o 2o b= T I Lo Yol PR
Yo X Ta a1 12 A T A TT=Y OO
S I 7= T 1 = [ R

QUYEN 101 AUOC NPONG: ...ttt ee e
+ Péng bao hiém x& hoi, bao hiém y té, bao hiém that nghiép;

+ Thuwdng cac ngay & I&n trong ndm nhw 30/04; 02/09; tét dwong lich, tét am lich...
+ Ché dd nghi phép 12 ngay trong 1 ndm;

+ Ché d6 nghi 1& theo quy dinh cGa nha nwéc;

+ Co hoi lam viéc voi nhirng dw &n I1&n va hoc hdi nhivng ky sw nhiéu nam kinh
nghiém.

Yéu cau hd so:

- CV xin viéc yéu cau ghi rd qua trinh 1am viéc, hoc tap cta ban than.
- Bang diém, bang cap (ban photo).

- Céc giay to khac chi dem theo khi dwoc phéng van.

Phan 3. Thdng tin nhan hé so

1D = ol a1 =10 0 = 1P
SO FIBN TN ..ttt et e et ettt e ettt e e,
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