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HUONG DAN CHUAN BI HO SO’ XIN VIEC CHO
KY SU’ SAN XUAT

Ky sw san xuét & vi tri phd bién trong hau hét cac linh vuc va thuwéng 1am viéc véi nhan vién
san xuat, ky thuat vién, cung phat trien, lap dat, mua sam va bao tri toan bd thiét bi dwoc s
dung trong qua trinh san xuat.

Cong viéc cla k§ sw san xuat thuwerng dwoc tién hanh theo ca dé phi hop véi cac day chuyén
san xuét lam viéc khéng ngirng nghi. D& thich nghi, ho can c6 sw linh hoat va phan (ng phan
tich kip thoi v6i cac truvong hop khan cép, ddng thdi biét cach xt ly chi phi san xuét va hé
tr dao tao cong nghé vé may mdc, quy trinh méi cho nhan vién, cdng nhan. Bén canh do,
vi tri nay ciing lién quan dén viéc phan tich di liéu va san xuét dd thi, biéu db tién trinh.

Mét bd ho so xin viéc day di cho Ky sw san xuét gom:

So yéu ly lich ty thuat

Pon xin viéc

CV xin viéc

Gidy kham strc khée (photo cng chirng).

Bang c4p, chirng chi (photo cdng ching).

Ban photo chirng minh thw (photo cdng chirng).
Anh 3x4 hodc 4x6 (néu NTD c6 yéu cau).

1. Soyeu ly lich tw thuat Ky sw san xuat

So yéu ly lich hay con dwoc goi la Iy lich trich ngang, ly lich van tat 1a mot ban ké khai thong
tin c& nhan bao gbém tén, tudi, ngay thang ndm sinh, noi sinh, ho t&én cha me anh chij em.

So yéu ly lich la gidy to khong thé thiéu trong bo ho so xin viéc, la tai liéu lwu trir gidi quyét
cac van de trong céng viéc, nhap hoc hay khi lam tha tuc hanh chinh,...

MAu So yéu ly lich tw thuat cho Ky sw san xuéat:
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CONG HOA XA HOI CHU NGHIA VIET NAM

Déc ldp - Twdo - Hanh phuc

ANH 4x6

(déng d4u giap lai
cla noi xac nhan
hé so)

SO YEU LY LICH

TW THUAT
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Noi dang ky hd Khau thudng trd NN NAY: ..c.e.veveeeeeeeeeeeee e
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[ (O IV Z= W (=] o SR Bidanh: .....cccoooeviiiiiiiiiiiieeeee,
TEN tNWONG GOI: oo
SiNhNQAY ....evvvveeeeninnns thang ................. nam ............ tall
AN o U} YZ=T 0 0 U= o U PR PR
Noi dang ky hd khau thwdng trll i8N NAY: .......ccocvevieeeieeeee e,
N[0 710 2 4 TT=1 0 = | X
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
HO VA BN DO ..o, LV Nghé nghiép .........ccuc.......
Trwdc cadch mang Thang 8 1am gi? & AAU? ...

eLib.vn: Thu vién truc tuyén mién phi


http://www.elib.vn/

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

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 timg ngwo?)
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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 T RSP SPPRPP
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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

Do so yéu ly lich 1a ban cam két v& con ngu®i nhw da noi & trén, nha tuyén dung can théng
tin dwoc liét ké mot cach ré rang, chinh xac; tng vién khéng nén qua mat thoi gian va céng
strc dé viét tay. Do d6 str dung mau danh may cé san trong bd hé so xin viéc 1a lwa chon tdi
wu.

2. Pon xin viéc cho Ky sw san xuat

Do xin viéc 1a mét trong nhirng loai gidy t& dinh kém trong hd so (rng tuyén, danh cho céc
&ng vién chuén bj tham gia qua trinh tuyén dung. Don xin viéc c6 thé danh may hoac viét
tay, c6 thé st dung tiéng Anh hoac tiéng Viét dé viét. Don xin viéc gidp (ng vién trinh bay
nguyén vong ung tuyén vao vi tri mong muédn, déng thdi, tng vién sé thé hién trinh do, kién
thirc va ki nang ctia minh cé I|en quan dén cong viéc. 'ng vién sé dé lai ca thong tin ca nhan
trén don xin viéc dé nha tuyén dung lién lac sau khi da can nhac, chon Iya gitra cac hd so
trng tuyén va xem cac gidy to khac kém theo khong thé bé qua nhw CV xin viéc, chirng chi,
bang cap,...

M&u don xin viéc Ky sw san xuét
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Cong Hoa Xa Héi Chu Nghia Viét Nam

Doc 1ap - Ty do - Hanh phuc

....... o0o.......
DON XIN VIEC
ST T T SRR
L1180 - PSSP
SN NAIM L s
1 1= T o L

Qua thong tin dang trén website cong ty, t6i dwoc biét hién nay Quy coéng ty dang cé nhu
cau tuyen dung Ky sw san xuat. V&i kha nang, kién thirc va kinh nghiém tich Iy dwoc toi
nght rang t6i tng tuyén vj tri nay rét thich hop.

Toi tét nghiép C& nhan chuyén nganh Quan ly cdng nghiép tai truong DH ABC.. Sau khi
tot nghiép tdi lam viéc & vi tri Ky sw san xuat tai Cong ty chuyén vé san xuat linh kién dién
tir DEF. V@i ... nam lam viéc t6i da tich 10y dwoc nhieu kinh nghiém nhuw:

Hb tro cAp trén giam sat cac hoat ddng san xuat

Nghién clru san phdm méi, chuan bj tai liéu

Lap k& hoach vé san xuét, dao tao nhan luc

Phéi hop v&i bd phan kho, bé phan mua hang dé dam bao nguyén liéu cho san xuét
Kiém tra may maoc, thiét bi san xuat

Ngoai ra t6i biét van dung Kaizen, 5S dé& khac phuc nhirng dw thira, khdng can thiét
trong san xuat, cdi tién quy trinh san xuat dé dat chat lwong cao, gidm chi phi.

Trong qua trinh lam viéc tai con tham gia cac khoa hoc vé hé théng 1SO 9000, Auto Cad.
Thém vao do t6i kha tw tin trong viéc giao tiép bang tieng Anh.

Bén canh nhitng kién thirc, kinh nghiém lam viéc trén, tdi con |1a ngwdi c6 trach nhiém,
chiu dwoc ap lwc cbng viéc, kha nang lam viéc nhém, lam viéc déc lap c6é thé dam nhan
tot vi tri Ky sw san xuat tai Quy cong ty.

Tai hy vong c6 co hdi dwgrc tham gia vao doi ngl nhan vién ctia Quy cong ty dé ciing nhau
lam viéc, phat trién.

Moi lién hé vé lich phdng van hay théng tin vé hé so trng tuyén nay, xin vui long lién lac sb
dién thoai: 090X XXX XXX.

Xin chan thanh cam on va tran trong kinh chao!
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Hb Chi Minh, ngay ..... thang ..... ndm 20.....

Nguwoi lam don

Don xin viéc K§ sw sén xuat vé co ban gibng nhuw mét 14 thw dé ban bay td mong mubn dwoc
lam viéc cho doanh nghlep N6 cling Ia cong cu dé ban thé hién sw chu dao, ti mi cia minh
trong qua trinh tim hiéu vé noi ung tuyen dwara nhung kién thire, kinh nghiém, ki ndng phu
hop véi vi tri K§ sw san xuét dé thuyét phuc nha tuyén dung. Noi dung don xin viéc cha
nganh nay ciing gidng nhw don xin viéc nganh Phat trién thi trwéng va bao nghé khac ciing
nén goi gon trong 1 mat gidy khdé A4, hay chon loc nhirng théng tin lién quan nhét véi cong
viéc ma ban dang (ng tuyén.

Con CV Ky s san xuat 1a ban tom tat, liét ké qua trinh hoc tap, dao tao, kién thirc, kT nang,
kinh nghiém (neu c0), thanh tich ca nhan, s& thich, cac hoat déng da tham gia, théng tin vé
ngwoi tham chleu ngoai ra, né con la céng cu dé trng vién thé hién nhirng thanh tich ca nhan
da dat dwoc néu da trai qua qué trinh [am viéc & vi tri K§ sw san xuat dwoc hon 1 nam. CV
Ky sw san xuéat con dé bi nham Ia So yéu ly lich tw thuat (trinh bay cac théng tin ca nhan,
thdng tin vé& gia dinh, nguwdi than,...) nhwng hai van ban nay la hoan toan khac nhau. CV Ky
sw san xuat thworng co thé kéo dai dén 2 mét gidy khd A4 néu nhw trng vién cé nhiéu kinh
nghiém, ki nang dé trinh bay.

3. CV xin viéc cho Ky sw san xuat

Ky sw san xuét 1a nhirng nguwoi thie hanh ky thuat, nhirng ngwoi phat minh ra thiét ké, 1a
nhrng nguwoi sang ché, thiét ké, phan tich, xay dwng va the nghlem cac may mac, hé thdng,
céu trac va vat liéu dé hoan thanh cac muc tiéu va yéu ciu cla cdng viéc.

Cong viéc chinh ciia mot Ky sw san xuat gom:

e Xem xét ké hoach san xuét, ban vé& d& dam bao khéng co 16i & giai doan 13p rap

e H6 tro ky thuat cho day chuyén san xuat ddm bao hé théng hoat dong tét vé chét
lweng, hiéu suét va gia thanh

e Quan ly chéat lwong trong céng doan san xuét va giai quyét nhirng van dé lién quan
dén chét lwong hang hoa

e Trién khai hwéng dan thay dbi ky thuat tir thiét ké xubng day chuyén san xuét

e Kiém tra, giam sat thiét bi hoat dong trén day chuyén tw déng hoa.

e B&o céo cac két qua ky thuat.

Néu ban dang dan do khong biét lam sao dé tao cho minh mét ban CV chuyén nghiép cho
vi tri K§ sw san xuat, hdy cung eLib tham khao mau CV xin viéc cho Ky sw san xuat dwgc
chia sé sau day nhé!
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VI TRI: KY SU SAN XUAT

THONG TIN LIEN HE

ADD: Your_address
M: Your_MobilePhone
E: Your_email

DOB: Your_Birthday

MUC TIEU NGHE NGHIEP

Mong muén phét trién ban than trong méi trwérng lam viéc
chuyén nghiép, giau co hoi phat trién

C6 thé gan bé véi cong ty lau dai, déng gép hét minh vao
sy phat trién chung cla cong ty

Co hoi thang tién tré thanh quan Iy san xuat trong vong 3
nam cong hién

TRINH BO HOC VAN

09/2010 - 06/2015
Dai hoc Suv pham Ki thuat TP.HCM
Chuyén nganh: Co khi déng lwc

e Tt nghiép loai: Kha
e Diém trung binh: 7.9

06/2014 - 10/2014
Dai hoc Suv pham Ki thuat TP.HCM

Khoa hoc dién t&r 6 t6 - PGS. D6 Van Diing gidng day

03/2015 - 11/2015
Dai hoc Suv pham Ki thuat TP.HCM

Khéa hoc AUTOCAD 2D, solidworks 3D, inventor 3D

KINH NGHIEM LAM VIEC

12/2015 - 8/2017
Cong ty Cb phan thiét bj san xuat BNV

Vi tri: Ky sw co khi
e S dung cac phan mém AUTOCAD, Solidworks dé
thiét k&, vé ban vé gia cong, ban vé chi tiét san
pham.

eLib.vn: Thu vién tryc tuy&n mién phi n


http://www.elib.vn/

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

e Lién hé cac nha cung cap dé dat hang, theo ddi
tién d6 d&t hang, kiém tra san pham khi nhan hang.

e Chuan bj c&c vat tw can thiét cho viéc 1ap rap hoan
thién san pham

e Tham gia di thi cong |&p dat cac tram tin hiéu giao
thdng, cac cabin & tram thu phi cac tinh.

9/2017 — nay
Coéng ty TNHH TLTT EL

Vi tri: KT sw san xuét
e Kiém soat nhan sw (bao com, chdm cong, b6 tri
nguwoi theo dinh murc, kiém soat thao tac, hwdng
dan thwc hién dung quy trinh).

e Kiém soat ké hoach san xuét (ddm bao ding ké

hoach san xuat theo ngay, theo tuan, theo thang).

e Kiém soat vat tw, nguyén vat liéu.

e Kiém soat qua trinh san xuét, chat lwong san

pham.

e Dam bdo vé sinh noi lam viéc, 5S.

e GOp Yy, caitién qui trinh san xuat, day chuyén may
maoc, thiét bi mang lai hiéu qua va tiét kiém chi phi
san xuat.

C6 kinh nghiém van hanh may chan, may cat CNC.
Lap rap hé théng nang ha thung ben (tyben).

C6 kha nang vé AUTOCAD 2D, SOLIDWORK 3D.
Céac san pham: thung tai HD99, HD88, HD72.
Thung ben HD65, HD88,HD99, HOWO.

KY NANG

S dung thanh thao cac phan mém: AutoCAD, SketchUp,
3DS Max, MS Excel, MS PowerPoint, Dy toan xay
dwng...

Giao tiép tét bang tiéng Anh

Kha nang tw duy logic, tiép thu nhanh

C6 ky nang lam viéc ddéc 1ap — l1am viéc nhém, 1én ké
hoach, sap xép céng viéc

Ki nang t6 chirc sap xép, giai quyét van dé

Trach nhiém, nhiét tinh trong céng viéc

CHUNG CHi

Chirng chi Bao tri dién 3/7

Chirng chi tin hoc Trinh d6 A
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Chirng chi tiéng Anh trinh d6 B1

HOAT BDONG Chién dich Mua Hé Xanh
Tinh nguyén vién

Tham gia phat quan 4o, gao cho cac em vung ndi gap
nhiéu khé khan.

Tham gia xay dwng tred'ng hoc giup cac e cé dwoc noi
hoc tap

GIAI THUONG Giai nhi cudc thi sdng tao tai ndng véi san pham may phat
dién mini, dwoc té chire tai Cong ty Giai phap cong nghé
TCT

Sinh vién cé thanh tich xuéat sac trong ky thi tét nghiép Dai
hoc tai tredng Dai hoc Sw pham Ki thuat TP.HCM

SO THICH Nghe nhac
Ché tao vat dung may moc nhd
Leo nui

Vé

4. Thw xin viéc cho Ky sw san xuat

Thw xin viéc véi ndi dung bao ham |a nhirng birc thw ma trong d6 c6 néu Ién duwoc tom tét
nhirng théng tin ndi bat nhat vé ban ban. Va bire thw nay chi dwoc viét khi ma ban dwoc yéu
cau tr nha tuyén dung vao mét thdi diém nhét dinh véi khi ban c6 dwoc mét co hdi cho mét
vi tri ndo d6. DAy chinh 1a nén tdng dé tao nén céc loai thw xin viéc khac nhu: thu xin viéc
gay an twong, thw van dap va thw két ndi truc tuyén.

Hon nivra khdng c6 mét dang thw xin viéc véi ndéi dung bao ham cho tat ca cac cong viéc
khac nhau nao ca. Chinh vi vy ma c6 rat nhiéu cac loai thw st dung véi muc dich va céng
viéc khac nhau. Vi du khi ban muén xin mét céng viéc toan thoi gian, ban théi gian hay cach
ban gt thw nhw thé nao?

M&u Thw xin viéc cho K§ sw san xuét
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Nguyén Minh A

M: ...
E:..
ADD:

Kinh gti: Ong/Ba [Tén]

[Vi tri/Phong ban]

[Tén Cbng Ty]

[Dia chi]

Thw ng tuyén vi tri: K§ sw san xuét

Kinh thwa éng/ba [Tén],

Téi da doc dwoc thdng tin tuyén dung trén trang web ctia Cong ty va biét rang quy Coéng
ty dang cé nhu cau tuyén dung vj tri K§ sw san xuat. Cho nén téi viét 14 thw xin viéc nay
kinh @& nghi quy cong ty xem xét cho nguyén vong dwoc trng tuyén vao vi tri Ky sw san
Xuét cla toi.

Toi tét nghiép bang Kha khoa Co khi — Ché tao may tai trwérng Dai hoc Sw pham Ki thuat
TP.HCM. Ngay sau khi ra trwdng, t6i |am viéc tai vj tri Ky sw co khi & Céng ty Cbé phan
Hoa L&. Nhiém vu chinh cla tdi 1a st dung cac phan mém AUTOCAD, Solidworks dé thiét
ké, vé ban vé gia cdng, ban vé chi tiét san pham, nghiém thu két qua, 1ap hé so dy toan
cho céac cbng trinh thuéc dy an xay dwng cta cong ty.

Két thic cdng viéc nay, toi tiép tuc d&m nhiém vai trd Ky sw san xuét tai Cong ty TNHH
KLCD. Nhiém vu chinh cta t6i |a kiém soat nhan sw (bao com, chdm céng, bd tri ngudi
theo dinh mc, kiém soat thao tac, hwéng dan thuc hién dang quy trinh); kiém soat ké
hoach san xuét (dam bao dung ké hoach san xuat theo ngay, theo tun, theo thang), ...

Tinh dén nay, t6i dé nhan duwgc chirng chi chiing nhéan da tham gia dao tao nghiép vu giam
sat quan ly san xuat, cd trong tay chirng chi tieng Anh TOEIC, st* dung thanh thao cac
chuwong trinh trong thiét ké co khi bao gom AutoCad, tinh toan két cau.

Ngoai chuy&n mén, t6i tw nhan thy ban than minh 1a mét ngudi giau trach nhiém véi cong
Vviéc, co tinh cach trung thwc, that tha, lubn san sang lam viéc cwd'ng dd cao va tham gia
vao cac chuyén cdng xa nha dai ngay theo yéu cau cua cdng Viéc.

V6i niém mong mudn dugc hoc haéi nhiéu hon trong Iinh vire xay dng va dong gop strc
minh vao sy phat trién chung cua cong ty, t6i rat mong quy Cong ty sé xem xet nguyén
vong rng tuyén nay va cho t6i mét co héi dwgrc tham gia vao lam viéc tai cong ty.
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Téi xin chan thanh cam on va tran trong kinh chao!

Nguyén Minh A

Thu xin viéc nén c6 d6 dai khong qua mot trang gidy A4, phai that ngan gon, suc tich nhung
ngdn tlr stv dung phai cwe ki sac bén dé “chinh phuc” dwoc nha tuyén dung. Nai thi ludn dé
hon Iz‘a’m, vay qén ban hay tai mau thw >§in viéc va thyc hién theo cac bwédc huwdng dan dudi
day de “mai sac vi khi ha guc” nha tuyén dung ngay nhée!

5. Email xin viéc cho Ky sw san xuét

Email xin viéc la phan néi dung ma ban viét trwc tiép trén email khi gt CV xin viéc hay hd
so xin viéc cho nh‘a tuyén dung. Thwc t& Email xin viéc ban chi can viét ngén gon, rd rang
nhwng dam bao day du thdng tin cling nhw thé hién dwoc sw chuyén nghiép cua ban than
dé nha tuyén dung dé dang xem hd so xin viéc ma khdng mét nhiéu thdi gian.

Trong phan email xin viéc nay ban khong can gioi thiéu qua chi tiét vé ban than vi néi dung
chinh ban da c6 trong ho so cia minh. Phan email nay la mé dau va gi¢i thiéu so qua giup
nha tuyén dung nhan biét ban da g mail va ng tuyé&n vao vi tri nao.

MA&u Email (rng tuyén vi tri Ky sw san xuét

To: Email nha tuyén dung

Tiéu dé email: [Tén cha ban] hd so &ng tuyén vi tri Ky sw san xuét

Hoac [PON NG TUYEN] HO TEN_UNG TUYEN V| TRI KY SU SAN XUAT

Noéi dung email:

Kinh glri: Ban giam déc 6ng ty C6 phan San xuét dién t&r vién théng Thai Tan
Tén t6i 1a: Nguy&n Minh A

Sinh ngay: ...

Dia chi: ....

S6 dién thoai: ...

Email: minhanguyen@agmail.com

Boc thong tin trén website tuyén dung cua cong ty, toi duoc biét Cong ty hién dang c6 nhu
cau tuyén dung nhan vién Ky sw san xuat. V&i nhirng kién thire va kinh nghiém ma t6i da
tich I0y dwoc trong sudt thoi gian qua t6i nghi rang ban than rat thich hgp dé &ng tuyén vi
tri nay.
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Téi tét nghiép trweng Pai hoc Cong nghiép Ha Noi, chuyén nganh Quan ly san xuét. Sau
khi tét nghiép, t6i da lam viéc & vi tri K§ sw san xuat tai Cong ty San xuét linh kién dién to
Hwng Ha. Toi da c6 3 nam lam viéc tai day tir thang 02/2016 dén thang 04/2019 va da tich
Ity dworc rat nhiéu kinh nghiém vé van hanh — san xuéat nhw sau:

Hb tro cAp trén trong viéc giam sat moi hoat ddong san xuét

Nghién ctu cac dong sé&n pham méi, chuan bi tai liéu

Lap ké hoach vé san xuat, ddm nhiém cong tac dao tao nhan lyc

Phdi hop véi cac bd phan kho va mua hang d& ddm bao ngudn nguyén liéu cho
hoat ddng san xuat

e Kiém tra thiét bi, may moc san xuat

Trong subt qua trinh 1am viéc, t6i cling da tham gia khéa hoc vé hé thdng I1SO 9000, biét
cach van dung phan mém AutoCad. Ngoai ra, t6i con c6 kha nang van dung tiéng Anh giao
tiép.

Bén canh nhirng kinh nghiém, kién thirc ma t6i da ké & trén, t6i tw nhan thay ban than
minh |& mdt ngwdi ¢ trach nhiém cao véi cdng viéc va cé thé chiu dwng dugc ap lwc trong
cong viéc, co kha nang lam viéc doc 1ap hiéu qua. Pay déu la nhirng yéu té can thiét gitp
t6i c6 thé d&m nhan tét vi tri Ky sw san xuat ma Céng ty dang tuyén dung.

Toi rat hy vong sé c6 co hoi tham gia lam viéc tai quy Cong ty va céng hién hét minh cho
cbng viéc.

Moi lién hé vé lich phdng van xin vui long lién hé véi sb dién thoai cha toi: 098X XXX XXX
Toi xin chan trong cam on!

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

Nguy&n Minh A
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