MAU DON XIN VIEC TIENG ANH CHUAN NAM 2020

C6 thé ban thac mac rang da c6 CV bang tiéng Anh thi can gi dén don xin viéc bang tiéng
Anh. Thuc sy don xin viéc 1a diéu rat can thiét béi né gitp bd sung, l1am rd cac van dé trong
CV ddng thoi thé hién trinh d6 tiéng Anh cla ban, qua dé ban c6 thé tao an twong tét dep
v&i nha tuyén dung, nang cao kha nang nhan dwoc 16 mdi tim viéc.

1. Tai sao don xin viéc bang tiéng Anh lai tré nén quan trong

Ban la nguoi giao tiép tieng Anh tot nhwng chwa chac véan phong tiéng Anh clia ban ciing
tot. D6 chinh la suy nght cta cac nha tuyén dung. M6t 1a don xin viéc bang tieng Anh hay la
can clr dé danh gia ky nang chuyén mén cua ban.

e Ky nang viét tiéng Anh tét s& dwoc nha tuyén dung coi trong. Va cé co hodi dwoc nhan
vao nhirng vj tri tot nhat trong céng ty.

e Mubdn c6 cong viéc lvong cao thi ban phai xin vao céng ty nwéc ngoai hodc cong ty
Viét Nam tdm c& nhw FLC, Vingroup,... Y&u ciu béat budc la tiéng Anh. Va la don xin
viéc bang tiéng Anh hay la co s& khang dinh, Ia chiing clr cho kha nang tiéng Anh
cta ban.

e Nét chi¥ va van phong thé hién ca tinh, thoi quen trong cudc sbng, céng viéc. Vi vay
don xin viéc viét tay bang tiéng Anh sé tét hon.

Khi d& c6 mét 14 don xin viéc thu hit nha tuyén dung. Yéu t6 quyét dinh dé ban c6 la nguoi
phu hgp vai vi tri cdng ty dang can hay khéng la nhé ban CV an twong.

2. N6i dung can c6 cta don xin viéc bang tiéng Anh
Phén 1: Thdng tin lién lac

Can dam bao viét chinh x&c théng tin c4 nhan cla ban va thong tin cia ngwdi nhan don.
Trong dé, ban nén st dung dia chi email nghiém tuc dé tang thém sy tin twéng va chuyén
nghiép.

Phan 2: Vi sao ban viét don

Hay cho biét noi ban da doc dwoc thong tin tuyén dung nay. Quan trong hon, hay thé hién
sw nhiét tinh cta ban va kha nang phu hop gitra céng viéc va kha nang, kinh nghiém cua
ban. Vi du: I'm writing to apply for the position of [vi tri (rng tuyé&n], as advertised on [noi ban
doc thdng tin]. | have two years of experience as a [vi tri lién quan trw¢c dé da dam nhan],
and | believe | am ready to take responsibility for this role. (T6i xin ndp don trng tuyén vao vi
tri... nhw théng tin dwoc dang trén... Toi cé hai nam kinh nghiém dam nhan vi tri... va téi tin
rang minh cé di kha nang d& ddm nhan vai tro nay).

Trong moét sb truo’ng hop, ban c6 thé dwoc ban bé hodc nguwoi quen gioi thieu, hay dé cap
dén thdng tin ctia ho & doan dau tién dé khuyén khich nha tuyén dung tiém nang tiép tuc doc
don xin viéc cGia ban. Chang han: I'm writing to you in regard to the position of [vi tri (rng
tuyén] that you have posted on [noi ban doc théng tin]. | worked with [tén cGa ngudi gidi
thiéu] in the [tén cbng ty hoac phong ban cung lam viéc chung] for several years before.
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He/she recommended | contact you about this position, as she felt that | would be an excellent
fit for your organization (T6i xin ndp don xin viéc cho vij tri... ma ban da dang trén... Toi da
lam viéc véi.. & cong ty... trong vai ndm trudc. Anh ay/co &y dé nghi t6i lién lac voi ban vé vi
tri nay, vi cd 4y cdm thay rang tdi sé 1a mdt nguwdi phu hop tuyét voi cho té chirc cia ban.

Phén 3: Nhing loi ich ban sé mang lai

Hay thé hién tiém nang cta ban dé& dap &ng nhu cau cta nha tuyén dung. Nhan manh vao
nhirng thanh twu va k§ nang giai quyét van dé cua ban, déng thdi cho thiy cac kj nang clia
ban cé thé dwoc linh hoat &p dung trong cdng viéc &ng tuyén nhw thé nao (trwérng hop ban
¢ng tuyén vao vi tri khac so véi cong viéc trwdc day) nham thuyét phuc nha tuyén dung ban
la (rng vién phi hop nhéat. Bién hinh nhw: In my previous positions, | demonstrated the ability
to resolve a variety of issues and complaints such as.... In addition to this experience, | gained
others skills... | also bring to the table strong computer skills in MS Word, MS Excel and
Powerpoint... (O nhirng vi tri trwdc day, t6i da chirng minh kha ndng gidi quyét nhiéu van dé
va khiéu nai nhw... Ngoai kinh nghiém nay, t6i con c6 dwoc cac ki nang khac... Toi cling ¢
cac k§ ndng may tinh vé MS Word, MS Excel va Powerpoint...)

Phén 4: Mong mudn ¢é duwoc budi gadp mét truc tiép

Két thuc don xin viéc bang cach nhéc lai sw quan tam ctia ban vé cong viéc va mong muén
c6 dwoc budi phdng van dé trinh bay ré hon, vi du If you would like to get in touch to discuss
my application and to arrange an interview, you can contact me via [email address or phone
number]. | look forward to hearing from you soon (Néu muén lién lac d& sap xép mét cudc
phéng van, anh/chij cé thé lién hé véi t6i qua [dia chi email ho&c sb dién thoai]. Tdi mong s&m
dwoc nhan phan héi tlr anh/chi.

3. Cach dé viét dworc mau don xin viéc bang tiéng Anh chuan

Mot mau don xin viéc bang tiéng Anh chuan sé c6 4 phan. Phan m& dau, phan gigi thiéu,
trinh bay ly do, phan két. Ban phai viét that tot ca 4 phan nay, st dung von ti tiéng Anh
chuyén nganh, cac thanh ngl dé gay an twong v&i nha tuyén dung.

Céch viét phan mé dau cia don xin viéc bang tiéng Anh

Phan m& dau trong mau don xin viéc bang tiéng Anh kha don gian. Phan nay, ban sé gioi
thiéu khai quat vé thdng tin ca nhan cua b?n than. Bao gom: ho tén, so dién thoai, email, dia
chi,... dé céng ty c6 thé lién lac v&i ban dé dang nhat.

Céch viét phan giéi thiéu cua don xin viéc tiéng Anh

O phan nay, ban gidi thiéu chi tiét vé& ban than minh. Nhirng céng viéc ma ban tirng trai qua.
Nhirng bang cap chuyén mén ma ban da cé dwoc. Kinh nghiém va chuyén mon cua ban
than, ban tw danh gia nhw thé ndo. Hay viét phan nay that tét dé nhan dwoc sy danh gia
chuyén mén cao.

Hay néi rang ban viét don xin viéc bang tiéng Anh nay dé tng tuyén vao vi tri nao (I am
writing this letter to apply for the position of...). Hoac ban vinh hanh dwgc trng tuyén vao vi
tri ay nhw thé nao (It is a pleasure to submit my resume in response to your ad seeking for...).


http://www.elib.vn/

Dé cap dén viéc ban biét cong ty hodc vj tri nay qua ai? Qua ngudn thong tin nao (I was
referred to you by...)? Hay khéng dinh kinh nghiém va trinh dé ca ban hoan toan phu hop
véi yéu cau cbng viéc (This opportunity is an excellent match to my qualifications and
experience).

Ly do dé nha tuyén dung Iwa chon ban

Bay chinh 12 phan dé ban phat huy nang Iwc thuyét phuc nha tuyén dung Iwa chon ban. Méu
don xin viéc chuan bang tieng Anh dwgc nha tuyén dung chd y néu ban dung nhirng ttr ngir,
str dung thanh thao thanh ng. Dac biét Ia thé hién dwoc nhieu quan diém, y kién ca nhan.

e Nhi*rng diém manh ctia ban c6 thé dong gop cho cong ty la gi? (Key talents | can bring
to your organisation include...).

e Kinh nghiém trén da gitp ban c6 thém nhiéu k§j nang chuyén mén dé lam viéc tét tai
vi tri nay..(This experience has provide me with....that | can bring to the position).

Phén két

Hay thé hién sw chan thanh va sw mong mudn dwoc trng tuyén vao vi tri cong viéc nay. Cung
véi d6 1a mong ché mét cudc phdng van truc tiép véi nha tuyen dung Va drng quén rang
hay cam on nha tuyén dung vi da doc don xin viéc bang tiéng Anh cta ban.

4. Nhivng lwu y cho don xin viéc bang tiéng Anh

Pon xin viéc viét tay bang tléng Anh sé& dwoc wu tién hon cac mau don xin viéc bang tléng
Anh danh may. E)ay la quan diém cua hau hét cac nha tuyén dung. Vi khi viét tay ho c6 thé
thdy dwoc sw ty my, kién nhan sw cd géng ctia ngwdi xin viéc dat trong la don. Viét don xin
viéc bang tiéng Anh véi nét chir dep, I&i van hay sé ha guc bat ci» nha tuyén dung nao.

o Tuyét doi viet don xin viéc bang tiéng Anh bang mét loai mue. Viét hai loai muc khién
nha tuyén dung danh gia ban la mét nguoi cau tha, khdng phép tac, thiéu tén trong
ngwdi doc. Mu don xin viéc bang tiéng Anh hoan chinh nén dwoc viét bang muc
xanh hoac den.

e Nén diung gidy A4 dé viét.

e S dung ding nglr phap cla van viét. Khéng dwoc viét tat, viét sai cau tric cau, viét
sai chinh ta trong don xin viéc bang tiéng Anh.

e Van ban trang trong phai ky tén phia bén tay trai.

M6t sé meo khi trinh bay don xin viéc bang tiéng Anh:

e Do dai: M6t don xin viéc phi hop c6 téi da 3 hodc 4 doan va khéng dai hon 1 trang
A4,

e Chon phong chir don gian: Cach trinh bay don xin viéc cling quan trong nhw cac théng
tin ban dwa vao. Khi viéc don xin viéc, diéu quan trong la can st dung phéng chi co
ban dé doc nhw Arial, Verdana, Calibri hodc Times New Roman v&i ¢& chir 12. Phéng
chi trong don xin viéc can khép véi phong chir ban sir dung trong CV ctia minh.

e Canh |é: Tiéu chuan canh |& ctia mét don xin nghi viéc 1a 1”. Tuy nhién, néu ban dang
gap kho khan dé diéu chinh don xin viéc trong 1 trang A4, ban c6 thé rat ngan 18 trén,
duéi hodc 2 bén xubng %’ hoac 4.
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e Chra lai nhiéu khong gian trong: Birng quén dé lai khong gian bén dwoi 107 chao me
dau, gitra moi doan va phan két thac.

Sau khi da trinh bay nén danh thoi gian dé doc lai don xin viéc clia ban mét lan niva trwéc
khi gtri hoac tai Ién. Cac diém chwa hop ly c6 thé dé dang dwoc phat hién hon néu ban in ra
va doc to Ién.

5. 10 mau don xin viéc bang Tiéng Anh
5.1 Mau dorn xin viéc bang tieng Anh — Accountant

Don xin viéc cho ké toan can ngan gon, st dung dung tiéng Anh chuyén nganh ké toan, dung
chinh ta va chia dgng tw thich hop.

Nguyen Van A
Tan Binh, HCMC
M: 09090909xx
E: nguyen....@gmail.com
14th June 2014
Ms Nguyen Van B
HR Manager
ABC manufacturing company
Thuan An, Binh Duong
Dear Ms. B,
Apply to: Accountant position

| am writing to apply for the Accountant position which was advertised on the Company
website.

| completed my Bachelor degree with an accounting major in 2012. After graduation, |
worked as an Accountant at DEF manufacturing company. My duties included reconciling
bank transaction and all payment by cash and credit card to make sure all accuracy,
supervising all payable accountant/ receivable accountant, assisting Chief Accountant to
check the accountant’ record, making tax reports eg: VAT, PIT and CIT, calculating Fixed
asset and prepared expenses.

You will find me to be a positive, motivated and hard-working person who is keen to learn
and contribute. Given the opportunity, | would apply myself with enthusiasm to all tasks,
ensuring that | get the job done accurately and efficiently.

As part of my application | have attached my resume for your consideration. | look forward
to meeting with you and discussing my qualifications in more detalil.

Yours sincerely,

Nguyen Van A

eLib.vn: Thu vién tryc tuy&n mién phi n
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5.2 Mau dorn xin viéc bang tiéng Anh — Civil Engineer

Khong chi don gidn 1a dich ra tir hd so bang tiéng Viét ma can dam bao ban s dung dung
cac tr nglr chuyén nganh xay dwng.

Nguyen Van A
Tan Binh, HCMC
M: 09090909xx
E: nguyen....@gmail.com
19th June 2014
Mr. Nguyen Van B
HR Manager
ABC Construction Company
District 1, Ho Chi Minh City
Dear Mr. B,
Apply to: Civil Engineer position

| would like to apply for the post of Civil Engineer as advertised on the Company website.
My background, skills, experience make me an ideal applicant for the position.

| am a degree holder in Civil Engineering from HCMC University of Technology with 3 years
of experience in construction field. Presently I'm working as a Site Engineer at DEF
Company specializing in executing office building, apartment building, trade center and
factory... Most of my job includes identifying outstanding and incomplete drawings and
interface details, testing site materials, controlling sub-contractor’s executing work at site,
performing QC by monitoring, checking and reporting of site work, assisting the Quantity
Survey in valuating and in assessing addition work.

In addition, the projects that | have undertaken have honed my skills in working affectively
both independently and as part of a team, giving instruction to building workers. | am good
in using use graphical software such as: AutoCAD, Photoshop, CorelDraw, lllustrator.

You will see from my enclosed resume not only the projects | taken part in, but also the
gualifications and experience | can fulfill the requirements for this job.

| would welcome the opportunity to talk to you and | hope that you will invite me for an
interview. | thank you for your time and | look forward to hearing from you.

Yours sincerely,

Nguyen Van A

eLib.vn: Thu vién tryc tuy&n mién phi
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5.3 Mau don xin viéc bang tiéng Anh — Import Export Staff

Ung tuyén cho vi tri nhan vién xuat nhap khau, ban can lam ndi bat cac ky nang nhw Iap hd
so (Make customs profile and related documents), Iap va theo doi ké hoach xuat nhap khau
(Make and follow up the import - export plan)...

Nguyen Van A
Tan Binh, HCMC
M: 09090909xx
E: nguyen....@gmail.com
14th June 2014
Human Resource Department
ABC trading company
Tan Binh, Ho Chi Minh City
Dear Sir/ Madam,
Apply to: Import Export Staff position

| am writing in regards to the position of Import Export Staff currently advertised on the
Company website. The particular skills and requirements listed in your advertisement
interest me a lot.

| am employed at DEF Company specializing in manufacturing electric components where
| have been the Import — Export Staff for 3 years. At here, | am extremely skilled in:

e Making the customs profile and related documents

e Communicating and contacting with suppliers, customers, about the receiving and
delivering schedules, prices

e Making and following up the import-export plan

e Check the Import — Export documents, calculate the tax, ship fee, warehouse fee

| have got a Bachelor Degree in Foreign Trade and Toeic 800, familiar with Ecus software,
well understanding about Incoterms 2000 and 2010. | usually update all the Law and
Government document about Import — Export. | really enjoy communicating with others,
working in a team as well as in individual.

These are the qualities, experience that you’re looking for this position. | have enclosed a
copy of my resume for your consideration. | look forward to hearing from soon.

Yours faithfully,

Nguyen Van A

eLib.vn: Thu vién tryc tuy&n mién phi n
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5.4 Mau don xin viéc bang tiéng Anh — Interpreter

Nhirng cau khang dinh nhw | have great communication skills that are required to be effective
when translating (T6i co cac ky nang giao tiép tuyét voi can thiét cho viéc phién dich) ludn
can c6 trong mét don xin viéc vao vi tri phién dich.

Nguyen Van A
Tan Binh, HCMC
M: 09090909xx
E: nguyen....@gmail.com
14th June 2014
Human Resource Department
ABC manufacturing company
Tan Binh, Ho Chi Minh City
Dear Sir/ Madam,
Apply to: Interpreter position
| am writing to the position of Interpreter currently as advertised on the Company website.
| am a qualified Translator/Interpreter with a Bachelor of Japanese Language at DEF
University. During my university days, | usually took part in Japan-Vietnam culture
exchange program. | was lucky to visit Japan where | stayed for ten days and get to know
their culture and dialect.
Presently, | am working with a Japanese company specializing in producing food. My job
involves in translating all the technical documents related to products, materials,
manufacturing process... | am also participating in conferences and meetings to help out
foreigner and Vietnamese in understanding the spoken and content meeting.
| have got the certificate of Japanese Language Proficiency Test N2. | am good command
in English and familiar with Microsoft Office. | really enjoy communicating with others,

working in a team as well as in individual.

These are the gualities that | believe make me a suitable for this position. My resume is
attached and | look forward to being able to discuss the position with you further.

Yours faithfully,

Nguyen Van A

eLib.vn: Thu vién tryc tuy&n mién phi
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5.5 Mau don xin viéc bang tiéng Anh — Marketing Executive

Mot vai thanh twu trong vi tri dam nhan trwéc dé trong ngé,nh Marketing nhw developi‘ng
customer personas to increase returns of investment (Phat trién so lwgng khach hang nham
tang loi tirc dau tw) l1a 1 y twdng hay dé tao an twong véi nha tuyén dung.

Nguyen Van A
Tan Binh, HCMC
M: 09090909xx
E: nguyen....@gmail.com
14th June 2014
Human Resource Department
ABC Consumer Goods Company
Tan Binh, Ho Chi Minh City
Dear Sir/ Madam,
Apply to: Marketing Executive position

| am writing in response to you advertisement in Company website inviting applications for
Marketing Executive.

After graduated from The HCMC University of Economics majoring in Marketing, Bachelor
of Business Administration, | now am working as a Marketing Executive conducting skin
care products at DEF Fast Moving Consumer Goods Company. In my current position, |
am responsible for managing all steps involved with new product launches under the
direction of the Marketing Manager, monitoring and evaluating competitor activity, planning,
implementing and handling ATL/BTL promotions, working with sales, operations and
finance to achieve marketing objectives. The skin care market share has increased 20%
compared with last year.

| have high-level communication and interpersonal skills and | am an effective team leader,
with the ability to work in a culturally diverse environment. | have a keen interest and would
pursue my career in marketing field. With regard to this position, my experience and
education background is a perfect fit for this job.

| would like to set up a time to meet with you in order to discuss my potential contributions
to your company. Thank you for your consideration.

Yours faithfully,

Nguyen Van A

eLib.vn: Thu vién tryc tuy&n mién phi n
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5.6 Mau don xin viéc bang tiéng Anh — Mechanical Engineer

Png tuyén vao vi tri k§ sw co khi, ban can thé hién nhirng thé manh ctia minh chang han:
Asking the right questions is a strong point of mine so that the final product is responsive the
client required. (D&t cau héi dung la diém manh cua t6i, két qua 1a sdn pham cudi cung luén
dap ng duwoc yéu cau cla khach hang)

Nguyen Van A
Tan Binh, HCMC
M: 09090909xx
E: nguyen....@gmail.com
19th June 2014
Ms Nguyen Van B
HR Manager
ABC manufacturing company
Thuan An, Binh Duong
Dear Ms B,
Apply to: Mechanical Engineer position

| have recently seen an advert on the Company website for the position of a Mechanical
Engineer and | would like to apply with interest.

After receiving a Bachelor of Science degree in Mechanical Engineering from the HCMC
University of Technology in 2011, | have taken a position as a Mechanical Engineer at DEF
Company specializing producing hand tools. | have been responsible for making operation
standard for all process in workshop, updating and management drawing in system,
controlling drawing to make sure all versions are newest, reviewing of design document,
following up all Issues (ECN, NCR, CAR), controlling ISO9001 in technical department.

In addition, | am proficient in using in AutoCAD, Solid work, Solidedge. My key strengths
include strong troubleshooting skills, quick problem solving ability and passionate to learn
and adopt new technologies and skills.

As my years of education and experience make me feel confident that | get the job done
efficiently.

My enclosed resume provides more details on my qualifications, skills and work
experience. Please feel free to contact me if you have any further questions. Thank you for
your consideration.

Yours sincerely,

Nguyen Van A

eLib.vn: Thu vién tryc tuy&n mién phi n
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5.7 Mau don xin viéc bang tiéng Anh — PHP Developer

Ngoai k§ nang chuyén mon, trong don xin viéc ban cling can thé hién sy than thién trong
giao tiép, kiéu nhuw: | am very friendly and am interest in challenging projects. (T6i 1a mot
ngwdi than thién va rat hao hirng véi cac dw an mang tinh thach thirc).

Nguyen Van A
Tan Binh, HCMC
M: 09090909xx
E: nguyen....@gmail.com
19th June 2014
Human Resource Department
ABC Technology Company
Tan Binh, Ho Chi Minh City
Dear Sir/ Madam,
Apply to: PHP Developer position

Having read your recent advertisement on the Company website for the vacancy of PHP
Developer, | write to apply for the post.

| have a degree in Computer Science and three years of experience working as a PHP
Developer at DEF Company operating in the fields of multimedia and web-based software
development. | am responsible for developing websites and others tools, managing,
optimizing and integrating various assets (information, images, animations, creative
concepts and videos) to achieve desired objective, connecting to back-end data via
middleware or static data, creating and implementing various applications... At here | have
experience working with PHP, MySQL, Javascript.

My technical proficiencies include demonstrated expertise in web architecture, HTTP, XML
and a profound knowledge of Zend framework and MVC, Flex, HTML5/CSS3. | have ability
to work under pressure and meet deadline of the project. | am also self-motivated in
problem solving, have attitude to learn quickly, ability to work effectively both in a team
environment and independently.

| am positive that | can meet your company’s requirement with my experience, background,
and skills. I look forward to hearing from you at your earliest convenience. Thanks so much
for your time and consideration.

Yours faithfully,

Nguyen Van A

eLib.vn: Thu vién tryc tuy&n mién phi
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5.8 Mau don xin viéc bang tiéng Anh — Production Supervisor

Mét I&i khdng dinh My experience in optimizing manufacturing production teams with my time
management and leadership skills, will contribute immensely to the success of your company
(Kinh nghiém cua tdi trong viéc t6i wu hoa san xuét cung véi véi ky néng quan ly théi gian
va lanh dao cua t6i, s& dong gop vo cung to I6n cho s thanh cong clta cong ty ban) trong
don xin viéc cho vi tri Giam sat san xuét 1a diéu tao 4n twong manh vé&i bat ky nha tuyén
dung nao.

Nguyen Van A
Tan Binh, HCMC
M: 09090909xx
E: nguyen....@gmail.com
14th June 2014
Human Resource Department
ABC manufacturing company
Tan Binh, Ho Chi Minh City
Dear Sir/ Madam,
Apply to: Production Supervisor position

| am writing to the position of Production Supervisor currently as advertised on the
Company website. | think | have skills and experience that you are looking for in order to
fill the position in a positive manner.

| have got a Bachelor’s Degree in Food Technology with over 4 years experience at DEF
Food and Beverage Manufacturing Company. After 3 years working as a Production
Engineer, | received BOD’s appreciation and got Production Supervisor position. | am
responsible to provide leadership for brewing and beer processing activities to continuously
improve quality and productivity while maintaining product specification, GMP, food safety
and best practices. | am also responsible for raw material handling, brewing, fermentation
and beer processing. | apply “lean manufacturing” methods, such as 5S, Kaizen to
eliminate waste, increase efficiency, and improve production.

| have high-level communication and interpersonal skills and | am an effective team leader,
with the ability to work in a culturally diverse environment. | am always willing to work
beyond normal working schedule to complete plan within timeline. With my extensive
experience and knowledge, | believe | could make a valuable contribution to your team and
help lead the organization to further success.

| would like to set up a time to meet with you in order to talk about this in more detail. You
can call me at any time at 09090909xx. Thank you for your consideration.

Yours faithfully,
Nguyen Van A

eLib.vn: Thu vién tryc tuy&n mién phi
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5.9 Mau dorn xin viéc bang tiéng Anh — QC Supervisor

Ban c6 thé lam cho don xin viéc ctia minh tré nén sdng déng néu bao gébm céac tir khda manh
mé nhw setting standards (thiét l1ap céc tiéu chuan), collaborate with various levels of
management (cdng tac v&i cac cap quan ly)...

Nguyen Van A
Tan Binh, HCMC
M: 09090909xx
E: nguyen....@gmail.com
14th June 2014
Mr. Nguyen Van B
HR Manager
ABC Garment Company
Tan Phu District, Ho Chi Minh City
Dear Mr. B,
Apply to: QC Supervisor position

According to the posting | read on Company website, you're currently looking to hire a QC
Supervisor. | believe that | am a perfect candidate for the job.

| have a B.S. in Garment Technology from DEF University, over 3 years in garment industry
as QC Supervisor, strong ability to monitor production process, inspect materials and
products for defects during sewing operation, printing, washing and final packing process.

| am a well organized, hardworking person. | am always willing to work beyond normal
working schedule to complete orders on time. | have the applicable education, training, and
experience that you are requesting of your QC Supervisor position.

| appreciate your attention to my cover letter and resume and look forwarding to hearing
from you soon.

Yours sincerely,

Nguyen Van A

eLib.vn: Thu vién tryc tuy&n mién phi
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5.10 Mau don xin viéc bang tiéng Anh — Sales Executive

Nhirng cum tl nhw passion for sales (dam mé cong viéc ban hang), performance excellence
(hiéu suét xuat sac)... sé la diém thu hat sy chi y ctia nha tuyén dung.

Nguyen Van A
Tan Binh, HCMC
M: 09090909xx
E: nguyen....@gmail.com
14th June 2014
Mr. Nguyen Van B
HR Manager
ABC manufacturing company
District 9, Ho Chi Minh City
Dear Mr. B,
Apply to: Sales Executive position

| am pleased to find your advertisement for Sales Executive position on company website.
| feel that it is direct match with my qualifications and experience.

| have got Bachelor Degree in Business Administration with two years in sales of electronics
goods. In my recent position as a Sales Executive for DEF Electronics Company,
developing sale network of selected products in the South region. | have had the
opportunity to increase sales by 25% during the first year, 35% during the second year and
named “Sales Executive of the Year” for outstanding performance.

| possess aggressive marketing and good negotiating skills. My verbal communication skills
and positive attitude makes me an effective communicator with my customers. Given the
opportunity, | would be able to become an excellent representative of your sales team.

Please consider the enclosed resume to know more about my professionalism, background
and skills. | look forward to have an opportunity of discussing my application with you further
and how | can significantly contribute to the ongoing of your reputable company.

Yours sincerely,

Nguyen Van A
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