MAU DON XIN VIEC DANH CHO KIEN TRUC SU

Ngay nay viéc dung mau viét don xin viéc dé di ¢rng tuyén vao vi tri minh mong muén kha |a
phd bién. Bon xin viéc gibng nhw mot chiéc vé thong hanh déng hanh ciing méi rng vién
trén nhirtng bwdc dau cla chang dwéng sw nghiép cta minh. Don xin viéc can thiét khong
chi v&i méi riéng nganh nghé nao ma bat ki cdng viéc, linh vwc nao ciing can mét kiéu don
xin viéc riéng chuyén biét. V&i nganh kién tric cling vay, don xin viéc Kién truc sw cling ¢
mét chrc nang va dac diém khac biét.

1. Pon xin viéc Kién tric sw la gi?
1.1 Porn xin viéc Kiéen tric sw dung de |lam gi, & dau, khi nao?

Bon xin viéc Kién tric sw la mét loai don xin viéc danh riéng cho nganh kién tric néi chung
va v&i vi tri Kién trac sw néi riéng. Ciing glong nhw bat ky don xin viéc nao khac, don viéc
Kién tric sw cling la mét trong nhirng loai gidy to bat budc phai cé va dinh kém trong tap hd
SO xin viéc.

Cung voi cac loai glay to yéu cau khéc thi bd hé so nay sé dwoc glri dén nha tuyén dung khi
ban di t'ng tuyén. O' mot sb cong ty trong nganh xay dwng va kién tric, vong phong van chuwa
yéu cau dén don xin viéc ma sé yéu cau khi &ng vién dé chinh thirc dwoc tuyén chon va bt
dau ky hop déng lao déng.

DPon xin viéc Kién trac sw khdng c6 gia tri ve phap ly, cling khéng mang hinh thirc ty thuat
kinh nghiém hay ky nang lam viéc, ma n6 gibng nhu mét cau chao héi va 161 dé nghj khi bat
dau cbng viéc m&i cua mét nhan vien moi. Théng thuwdng trong méi bd hd s ma cac ban
mua & ngoai da s&n mét 1a don xin viéc chung, ban cé thé st dung ngay t& don s&n nay.
Tuy nhién dé& c6 thé ghi diém v&i nha tuyén dung ban nén tw viét cho minh mét chiéc don
xin viéc Kién tric su riéng biét.

1.2 Gia tri cua la don xin viéc Kién trac sw

Mac du don gian chi la mét |a don thi tle, song don xin viéc Kién trGc sw van c6 nhirng gia
tri va tam quan trong cuia noé. Gia tri ay dwgc thé hién & hai khia canh

Gia trj déi véi nha tuyén dung

Déi v&i nha tuyén dung, cach viét don xin viéc nganh kién tric ctia ng vién sé 1a tai liéu dé
nha tuyén dung c6 thé can cr vao dé va danh gia sy chuyén nghiép ctia nhan vién. Bon xin
viéc cang trinh trong nghia la vi thé cda phia céng ty va nha tuyén dung cang duoc xem
trong. Théng thwdng nha tuyén dung sé khdng dwa vao don xin viéc dé danh gia nang luc
cda irng vién tuy nhién dé |a sé mét trong nhirng thién cdm dau tién ma nha tuyén dung ciing
mong mudn nhan dworc tir nhirng &ng vién cta minh

Gia trj déi véi img vién
Déi v&i ing vién, don xin viéc chinh la dai dién bdé mét cta ban. Khéng phai ngau nhién ma

cac cu co cau “Nguwdi ra sao clia chiém bao la vay”. Bé ciing 1a ly do mét t& gidy A4 ciing sé
la dai dién rd nhat cho chinh con ngw&i ban. V&i riéng Kién tric sw 1a mét nghé cao quy va
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trong vong cho nén don xin viéc Kién tric sw cling phai thé hién duwoc diéu d6. 'ng vién
cang than trong vé&i la don xin viéc Kién trdc sw, nha tuyén dung cang danh gia cao ban.

1.3 Céach viét don xin viéc Kién tric sw thé nao la dang
M6t don xin viéc kién tric ding 1a mét don xin viéc c6 thé hién dwoc cac nodi dung sau:

Théng tin co ban vé ban than

Su tim hiéu vé cdng ty va vi tri (rng tuyén
Tu thuat so khai vé kinh nghiém lam viéc
Nguyén vong ban than

L&i hra va I&i cdm on

Ngoai ra mot chiéc don xin viéc Kién tric sw chuan con 1a don xin viéc thé hién gia tri cia
ban than (rng vién qua ngdn ng va giong diéu viét trong don.

2. Cac phan co ban cta don xin viéc kién trac ban word
Qudc hiéu quéc ngir

Clng nhw cac loai van ban hanh chinh, don tr, don xin viéc nganh san Xuat - van hanh san
Xuéat cling nhw bat k& nghé nao khac, mét don xin viéc kién trdc ban word phai c6 day du cac
thanh phan bét buéc co ban, ma dau tién d6 1a quoc hiéu qudc ngtr. Québc hiéu qubc ngd
dwoc trinh bay bang hai dong trén dong dau tién cdia don xin viéc ban word. Trong dé dong
chir dau tien CONG HOA XA HOI CHU NGHIA VIET NAM dwoc viét in hoa tat ca va can
gitra, “Doc 1ap - Tw do - Hanh phac” viét thwdng va ciing can gidra.

Tén mau don xin viéc Kién tric sw

Néu nhw & mau don xin viéc sén co trong bd hd so chi co tén chung 1a DPON XIN VIEC can
chinh gitra, ¢& chir to, thi khi ban tw soan thdo mau don xin viéc Kién tric sw ctia minh nén
ghi that ré tén vij tri &ng tuyén. O’ day don xin viéc cla ban sé cé tén day du 1a “DON XIN
VIEC KIEN TRUC SU”. Ban c6 thé trinh bay in hoa trén cung mét dong hoac ciing cé thé
tach lam 2 thanh td va trinh bay dwdi dang 2 hang theo kiéu:

“DON XIN VIEC

NGANH KIEN TRUC - V| TRi KIEN TRUC SU”

Khi dé vi tri ban tng tuyén sé& dwoc nhan manh ré rang hon.

Kinh gts

Tiép do 1a phan kinh givi, cac ban nén than trong cha y doan nay de tranh lam phat y Nguoi
doc no. Vi cb trwong hop nguoi viét kha 1a chung chung chi dé rang “Kinh gt Giam dbc
Céng ty ABC” ma quén mét rang nguoi tuyén dung ban chinh la phong nhan sy hay nhirng
ngudi & vi tri khac ddm nhan ma khéng phai giam déc. Chinh vi vay dé chéc chan nhét ban

nén viét rang “Kinh gri Ban Giam déc Céng ty .. ../ Bong kinh gii: Phong nhan sy Cong ty
ABC va cac dong chi Ban lanh dao Céng ty.” Viéc can than trong tirng dong thwa glri ciing
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cho thay ban la mét nguoi “Kién tric su” twong lai can than, biét cach giao tiép ma bat ki
nha tuyén dung nao ciing mong mudn & nhan vién.

No&i dung chinh

e Gidi thiéu ban than: Mac di mét don xin viéc cling can cé ca gidi thiéu ban than song
ban nén nhé rang trong bd hd so cla ban da cé t& so yéu Ii lich day da théng tin vé
ban than minh cho nén phan gidi thiéu ban than trong don xin viéc chi can tém lwoc
thdng tin nao quan trong nhat gém: tén day dd, ngay thang nam sinh, dia chi & hién
tai, s6 dién thoai lién hé, trinh do dai hoc. Phan nay khéng cé diém khac biét ctia riéng
don xin viéc Kién truc sw.

e DAan dat van dé: Bat nguén cla sw xuat hién cia don xin viéc chinh |a ttr JD tuyén
dung ma ban da doc dwoc & phwong tién truyén thédng nao dé. Vi vay ban c6 thé dung
cau tw sy vé diéu nay dé lam phan dan dat van dé trong don xin viéc ctia minh. Noi
dung thuong thy trong cac don xin viéc thwong la “Thong qua Website tuyén dung...
t6i dwoc biét cdng ty dang co nhu cau tuyen dung vi tri Kién tric sw.” Poan nay ban
nén thanh that trong viéc cung cap nguon thong tin tuyen dung diéu nay thuc chét
gitp ich cho nha tuyén dung c6 thé ndm dwoc hiéu qua tin tuyén dung t cac kénh
truyén théng.

 Gidi thiéu kha nang lam viéc: Twong tw nhw gidi thiéu ban than, gioi thiéu kha nang
lam viéc trong don xin viéc Kién tric sw cling can chat loc nhirng gi tinh tay nhat Vi
nhirng thdng tin vé k§ nang hay kinh nghiém lam viéc cda ban da dwoc cung cap day
da trong CV dinh kém. Trong CV, dé kinh nghiém lam viéc 4n twong va dé trinh bay
thi hién nay da c6 nhixng CV xin viéc mau gilp ban lam diéu nay mot cach tét nhat.

Tuy nhién, c6 mét diém ban can chi y & don xin viéc Kién tric sw do 1a so véi cac nghé khac
kinh nghiém lam viéc clia nghe nay la mét yéu té vo cung quan trong. Cho nén ban nén noi
vé diéu nay nhiéu hon la vé céac gidi thwéng va bang cap cua minh. Co thé trong phan nay
ban c6 thé chén thém vai ky nang dac biét lién quan dén thiét ké va kién trac ca ban.

e Bay td nguyén vong: Sau khi da trinh bay hét nhirtng phan néi dung can c6, ban c6
thé c6 khoang 1 - 2 cau dé bay té nguyén vong va dé nghi lam viéc ctia minh. Ban
chét cia phan nay chinh Ia thuyét phuc va khang dinh vi thé ban than cta minh. Mot
Kién tric sw ngoai kha nang chuy&n mén tét ciing phai cé sw tw tdn vé gia trj ciia ban
than minh, tranh viéc qua ha minh theo kiéu khan ciu vé cong viéc nay. Hay cho nha
tuyén dung thdy dwoc ban xem trong co héi Iam viéc nay nhung ciing biét vi thé cta
ban than la & dau. )

3. Piém khéac biét cua don xin viéc Kién tric sw
3.1 Trinh bay theo phong cach nganh kién trac

B& cuc mau don xin viéc nganh kién trac sw khac biét so véi cac don xin viéc nganh khac
the hién & tw duy trinh bay. Tw duy trinh bay ctia cac Kién tric sw 1a nhirtng ngudi cé 6c sap
xép tbt va sw gon gang. Cac ban nén tranh va han ché tét nhat sw rwém ra trong cau chir va
mau me cua don xin viéc. M6t don xin viéc don gian chir khdéng so sai, co ban chr khéng
cau tha. Céac ban c6 thé thay rang cac mau don xin viéc nganh kién truc thuweng thay cé sw
trinh bay kha 1a quy cl va logic nhw tinh chéat céng viéc ctia nghé Kién trac sw vay. Font chi
st dung trong don xin viéc Kién truc sw file word & Arial (phdng chi¥ khéng chan) thé hién
sy trang trong va thoang dang cho don xin viéc, mau chir co ban la mau chir gan den (chi
khéng chon mau den 100% dé d& dau mat cho ngudi doc). Tat ca dwoc trinh bay gon gang
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tir 1 dén 1 trang rudi A4 theo ban doc. Néu ndi dung ctia ban qua mét trang thi khong nén
viét tiep & mat sau ma phai in sang han mét t& A4 méi va déng ghim lai.

3.2 N6i dung dac thu riéng trong nganh kién trac
Kinh nghiém lam viéc

Trinh d6 chuy&n mén cao la mét diém tdi quan trong trong nghé Kién tric sw cho nén trong
don xin viéc ctia ban can phai nhan manh vao phan kinh nghiém va chuyén mén cda minh
la 2 yéu tb then chdt quyét dinh tring hay trwot trong don xin viéc cla ban. Cac muc can
cung cap thdng trong phan kinh nghiém la: chirc vy va vi tri ban da tirng 1am, tén cong ty c,
khoang th&i gian 1am viéc, c6 thé néu mot chat kém theo vé cac cong viéc da tirng chiju trach
nhiém & vi tri d6, Bén canh d6, hay néu ra tinh &ng dung cac ky nang ban da hoc trén ly
thuyét vao thwc té dw an, cong viéc ctia ban va két qua cua viéc ing dung do. Néu ban chua
ttrng ¢6 kinh nghiém lam viéc & vj tri twong dwong cling divng ngai ma khong bay t6 ma hay
thanh that va cho thdy mong muébn céng hién céng viéc va sy xirng dang clia ban véi vi tri
Kién tric sw nay.

Céc ky ndng nghé nghiép

Céc ky néng co bén cia nghé Kién tric st ma ban can cé dé (ng tuyén vi tri nay bao gom:
ky ndng st dung phan mem cda dan kién trac, k§ ndng tin hoc van phong, ngoai nglr va cac
ky nang lién quan khac can thiét déi v&i vi tri ma ban ng tuyen Néu ban dang c6 san nhirng
ky nang nay roi thi sé liét ké ra that day da, con khdng co6 thé dé nghi dé xuéat vé sw training
déi voi phia cong ty. Viéc trung thuc nay sé gitp cong ty dé dang trong viéc quan ly va giao
viéc cho céac Kién tric sw mai. Mot sé ki nang yéu cau bat budc dbi véi Kién tric sw 1a:

e S dung cac phan mém thiét ké kién tric nhw Sketchup, Auto CAD, Revit, Plaxis,
Safe, Etabs...

e Thanh thao tin hoc van phong cac bo Microsoft Office tir word - excel - Powerpoint cé
thé kém theo nang cao 1a Microsoft Outlook. Va cac phan mém tryc tuyén hd tro quan
ly cong viéc van phong nhw: Gmail, Zalo, cac mang xa hdi, website ky thuat, ..

e Trinh d6 tiéng anh chuyén mén va kha nang giao tiép tiéng anh co ban dén mirc do
nang cao tuy thudc vao yéu cau trong JD. Ban c6 thé néu cac chirng chi ngoai ngi®
ma ban cé dugc vao trong don xin Viéc

e Cac ky nang khac can cé nhu kj ndng quan 1y, kj nang giao tiép, ky nang xt ly tinh
huong, k§ nang tiép thu va cap nhap cac phat minh va xu hwéng kién tric méi trén
thé gidi, kha nang teamwork, . ]

4. Cac lwu y khi viet don xin viéc nganh kien trac
4.1 Pon xin viéc viét tay nganh kién trac

Ma&c du hién nay viéc tim cac mau don viéc rat dé dang thé nhung ban nén hiéu rang mot la
don xin viéc viét tay nganh kién tric sé giGip ban chiém dwoc cam tinh clia nha tuyén dung
hon. B&i I& n6 thé hién s tran trong cta ban déi véi cong viéc, vi tri nay, viét tay cho thay
mirc do chan thanh cda nguoi giri la cao nhat, vwot han hon so voi don xin viéc kién trac
file word. Ngoai ra ban viét tay con dé& dang danh gia dwoc mot ngwdi can than va chu toan
hon do ngudi xwa hay cé théi quen nhan xét ngudi khac qua nét chir “Nét chir nét nguoi’.
Néu ban s& hiru kha ndng viét chir dep thi nén dung don xin viéc viét tay thay cho danh may
dé dat diém tuyét dbi véi cai nhin dau tién trong mat nha tuyén dung.
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4.2 Pon xin viéc kién tric bang tiéng Anh

hi di (rng tuyén vj tri Kién tric sw s& c6 mét vai cong ty yéu cau s dung tiéng anh nén chéc
chan ban nén viét don xin viéc bang tiéng Anh. Khi viét don xin viéc bang tiéng anh, ban can
phai ddm bao cac yéu t6 can co nhw don xin viéc bang tiéng Viét. Lwu y 1a di ban c6 trinh
do tiéng anh cao siéu hay & mirc co ban thi nén str dung ngon ngtv tiéng anh mot cach don
gian, ngan gon, xuc tich dé& hiéu nhat. Pa phan khi da yéu cau viét don xin viéc bang tiéng
anh thi trinh d6 tleng anh kém theo sé 1a TOEIC tré |1én thé nén ban cling nén s dung cach
viét theo trinh d6 twong dwong dé chirng minh cho cac chirng chi ma ban da ghi & phan ky
nang. Chu y vé cac tv ngl chuyén nganh cua kién trac dam bao viét chuan va khong sai
chinh ta hay ngi phap. Cé mét thdc mac ma tng vién khi viét don xin viéc bang t|eng Anh
hay héi la “Liéu c6 can phai viét Québc hiéu qudc ngi» khdng” cau tra I&i la co va viét bang
tiéng anh |a “SOCIALIST REPUBLIC OF VIETNAM / Independence - Freedom - Happiness”.

5. Mét s6 mau don xin viéc danh cho Kién trac sw

Kién tric sw 1a mot trong sb nhung cbng V|ec dwoc rat nhiéu ngudi ng tuyen tai cac doanh
nghiép hay co quan xay dung DPé tng tuyen dwgc cong viéc nhi mong muon cac trng vién
can viét don xin viéc cu thé va ré rang dé tao cho minh co’ hoi tét nhét.

Khi viét don xin viéc nhan vién kién tric cac &ng vién cung cap day du tlr thong tin ca nhan
dén nhirng hiéu biét ctia minh vé co quan &ng tuyén va vi tri lam viéc moi théng tin déu cé
sw rd rang nhat. Cung véi dé cac ng vién ciing trinh bay rd trong don xin viéc cac théng tin
vé trinh d6 hoc véan, kién thire, ki nang ciing nhw kinh nghiém lam viéc cta ban than dé xac
dinh dwoc sy phi hop clia cac ing vién doi véi cong viéc va yéu ciu nha tuyén dung dua
ra.

Céac mau Pon xin viéc danh cho Kién tric sw dwoc eLib cap nhat chi tiét dwdi day moi cac
ban cung tham khao.
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5.1 Mau don xin viéc chuan

CONG HOA XA HOI CHU NGHTIA VIET NAM
Doc 1ap - Ty do - Hanh phuc

PON XIN VIEC
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Qua théng tin tuyén dung dwoc dang tai trén website chinh thirc ctia cong ty, Tdi nhan thay
minh c6 dd kha nang phu hop véi nhu cau tuyén dung nhan sw tai vi tri Kién trdc sw ma
Quy cong ty dang mudn tuyén dung. Téi viét don nay xin dwoc (ng tuyén vi tri Kién tric
suw cla Quy cong ty.

Sau khi tét nghiép Kién tric sw tai trwérng Dai hoc ....., ti lam viéc & vi tri Nhan vién thiét
ké nha & tai Cong ty Thiét ké Noi that ...... trong .... nam véi nhiém vu |14 thiét ké tda nha
va cac ban vé chi tiét cao ca bang tay va bang cach st dung cac rng dung thiét k& chuyén
dung, thwe hién nghiém thu thanh quyét toan, |ap hé so dw toan cho cac cong trinh.

Tl ndm 2022 dén nay t6i lam viéc & vi tri Giam sat ky thuat véi nhiém vy & giam sét thiét
ke, giam sat cac cong trinh ha tang, dan dung, chiju trach nhiém vé cac van de ky thuat cac
dw an, phan céng va dén déc nhan cong, kiém tra va béao céo tién dé cong trinh cho Giam
déc du an.

Hién tai t6i da co chirng nhan bdi duwdng nghiép vu giam sat thi cong thiét ké cong trinh,
chirng chi tiéng Anh Toeic 550, s& dung thanh thao cac phdn mém van phong, AutoCad
2D&3D, PadCad,....

To6i la nguwoi trung thuwe, cé trach nhiém trong cong viéc, c6 kha nang lam viéc doc lap, lam
viéc nhom, san sang di cong tac theo yéu cau cong viéc. Quy cbng ty co thé rd hon kha
nang va kinh nghiém lam viéc cla t6i trong ho so dinh kém cling nhw cac dy an ma téi da
tham gia.

Mong muon duwoc hoc héi, cdng hién strc lyc vao sy phat trién, TOi hy vong Quy cong ty
xem xet, tlep nhan tao co’ hdi cho téi dwoc tham gia lam viéc. Néu can thém théng tin hodc
can trao dbi van dé gi, xin vui long lién lac sb dién thoai:.................. hoac email....................

Xin chan thanh cam on va tran trong kinh chao!
H6 Chi Minh, ngay ..... thang ..... nam 202.....

Ngwoi lam don
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5.2 Mau don xin viéc Tiéng Anh

SOCIALIST REPUBLIC OF VIETNAM

Independence — Freedom — Happiness

| am pleased to find your advertisement for housing architect and design on the company
website. Through job description and work requirements, | realize that this is a friendly and
creative working environment, so | look forward to working and contributing at the company.

| have just graduated from the Phuong Dong University in May, 2019, my major is
architecture. Through studying at school, | have accumulated a lot of precious knowledge
to be confident to take on the position that the company needs. Moreover, | also had
practical experience during my part-time job at Hung Viet Interior Design Company when |
was a junior and senior at school.

From these practical experiences, | have understood more about the work of a designer,
which requires creativity and great enthusiasm. With the ability to use proficiently design
softwares like PadCad, AutoCAD, etc., effective teamwork skills and especially a great
passion for this job, I'm confident that | can hold the position of the architect effectively.

Please arrange an interview to give me the opportunity to express my ability.
Hope to receive feedback from the company soon.
Yours sincerely,
Ho Chi Minh city, ngay ......... thang ........... nam..........

Nguoi viét don
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5.3 Mau dorn xin viéc viét tay

CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lap - Tw do - Hanh phic

PON XIN VIEC
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Qua tim hi€u thong tin trén website chinh thitc clia cdng ty, Téi viét don nay d€ Urng tuyén vi
tri Ki€n trdc sw thi€t k€ ndi that md Quy céng ty dang c6 nhu ciu tuyén dung nhan sw. V&i
kinh nghiém, k§ ning cé dwgc tdi tin rang minh cé thé dip Urng dugc yéu ciu clia vi tri nay.

Sau khi t8t nghiép Kién trac sw tai tredng Pai hoc Kién tric, t6i dwge nhin lam viéc tai Cong
ty Thi€t k€ Minh Héa v&i vi tri 12 nhan vién thi€t k€ cong trinh. Trong qua trinh lam viéc &
day tbi c6 co hdi tham gia vao cic hoat dOng clia cong ty nhu: tao ra ban thi€t ké toa nha va cic
badn vé& chi ti€t cao cA bdng tay vi bang cich st dung cic (rng dung thiét k& chuyén dung
(AutoCad, 3D Max, Photoshop, Sketchup, Luminon, Revit), ph0i hop v&i cic chuyén gia xay
dwng tinh kha thi clia c4c du 4n...

Tbikhé ty tin trong giao ti€p bdng tiéng Viét v tiéng Anh, c6 kha ning phin tich va tdng hop
thong tin, tinh than khéng ngltng hoc hoi. Diy chinh 1a nhitng ki ndng pht hop véi tiéu chi
tuy€n dung clia Quy céng ty.

T6i rdt mong Quy cong ty tao co hoi cho t6i dwge chltng minh ndng lwc clia minh, déng gép
cdng slrc vio si phét trién chung. N€u cdn thém théng tin hodc can trao d6i vin dé gi, xin vui
Xin chin thinh cdm on va trin trong kinh chao!

HO Chi Minh, ngay ....... thing ....... ndm 202.......

Nguoilam don

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


http://www.elib.vn/

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

5.4 Mau don xin viéc sinh vién méi ra trweéng

CONG HOA XA HOI CHU NGHIA VIET NAM

Doc 1ap - Ty do - Hanh phuc

PON XIN VIEC
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Téi da doc dwoc tin tuyén dung dwoc ddng tai trén website cdng ty va biét dwoc Cong ty
dang tuyén dung vi tri Kién trac sw thiét k& nha &. Qua ban md ta viéc lam va yéu ciu céng
viéc, tdi nhan thiy day chinh |a méi trwéng lam viéc than thién, sang tao do d6 téi rat mong
mudn dwoc 1am viéc va cdng hién tai cong ty.

Toi vira tdt nghiép trudng Pai hoc Phuwong Béng vao thang 5/2019, chuyén nganh Kién
tric. Qua viéc hoc tap tai trwéng téi da tich Ity dwoc nhiéu kién thire b ich dé cé thé tw
tin d&m nhan vi tri ma céng ty dang tuyén dung. Béng thei, tdi con cé kinh nghiém thwe té
trong qud trinh lam thém tai Céng ty Thiét k& N&i that Hwng Viét khi |1a sinh vién ndm 3 va
nam 4 Dai hoc.

T nhirng kinh nghiém thwe té nay téi da hiéu hon vé cdng viéc ctia modt ngwdi lam thiét
ké. D6 chinh la cdng viéc doi hdi s sang tao, long nhiét huyét I&n véi nghé. Véi kha nang
st dung cac phan mém thiét ké thong thao nhw PadCad, AutoCAD, k§ nang lam viéc nhém
hiéu qua va hon hét 1a téi c6 mét Iong say mé 1&n véi cong viéc nay cho nén téi tw tin rang
ban than minh c6 thé |am tét vj tri céng viéc Kién tric sw dang trng tuyén.

Toi rat mong Ban tuyén dung clia quy Cong ty c6 thé danh thoi gian thu xép cho toi mot
budi phong van dé t6i co co hoi trinh bay cu thé hon vé kha nang cta ban than minh doi
v&i vi tri Kién tric sw. Hy vong sé s&@m nhan dwgc phan hoi tir phia Cong ty.

Téi xin chan thanh cam on!

Hb6 Chi Minh, ngay ......... thang ........... nam..........

Nguoi viét don
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5.5 Mau don xin viéc danh cho ngw®i quan ly
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap — Tw do — Hanh phuc
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Qua théng tin tuyén dung dwgc dang tai trén website cda quy cong ty, toi dwoc biét Quy
cong ty dang c6 nhu cau tuyén dung nhan vién cho vi tri Tre&ng nhom Thiet ké cong trinh.
TG6i nhan thay day la cong viéc rat phu hop vai trinh d6, ky nang, kinh nghiém ma ban thoi
t6i da duc ket va tich lGy trong qua trinh hoc tap va lam viéc tir trweédc dén nay.

Toi tét nghiép Ky sw Chuy@n nganh.................. tai Trwdng Pai hoc................ Sau khi tbt
nghiép, toi lam viéc & vi tri ................. tai Cong ty.... V&i... nam lam viéc, téi da tich Ily
dwoc nhieu kinh nghiém nhu:

Thiét k&, thAm tra kién trac cdng trinh dan dung va céng nghiép

Thiét ke ky thuat thi cbng cac cbng trinh dan dung va cong nghiép

Trién khai hd so thiét ké theo tirng giai doan

Lén y twdng, dinh hwéng thiét ke, layout, concept, phdi canh 3D cua cbng trinh
Phoi hop véi cac chuyén gia xay dwng tinh kha thi cda cac dw an

Tao ra ban thiét ke toa nha va cac ban vé chi tiét cao ca bang tay va bang cach st
dung cac ng dung thiet ké chuyén dung (AutoCad, 3D Max, Photoshop, Sketchup,
Luminon, Revit)

T6i la nguwdi trung thire, €6 trach nhiém trong cong viéc, cd kha nang lam viéc doc lap, lam
viéc nhom, san sang di cong tac theo yéu cau cdng viéc. Quy cdng ty co thé rd hon kha
nang va kinh nghiém lam viéc cla toi trong ho so dinh kém cling nhw cac dy an ma téi da
tham gia.

V@i nhirng kha nang va tinh cach trén, t6i tin minh c6 thé dam nhan tot vi tri Trwdng nhom
Thiét ke cong trinh tai Quy cong ty. Toi rat mong Quy cdng ty cé thé sap xép cho toi co mét
budi phdéng van dé trinh bay rd hon nira kha nang cda minh.

Moi lién hé vé lich phdng van hay théng tin vé hd so (rng tuyén, xin vui 1ong lién lac s dién

Xin chan thanh cam on va tran trong kinh chao!
Tp. H6 Chi Minh, ngay.... thang ..... ndm .....
Ngwoi lam don
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5.6 Mau don xin viéc sinh vién thwc tap
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc l1ap - Ty do - Hanh phuc
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Puoc biét Nha tredng c6 chu trivong cho phép nhivng HSSV di thye tap t6t nghiép nang
cao tay nghé khi:

1. P4 hoc xong toan bd phan ly thuyét va thuc hanh co ban theo chwong trinh dao tao va
dat diém trung binh tr& |én.

2. Tw lién hé dwoc dia diém thuc tap dung véi nganh nghé dwoc dao tao & trudng.

Ban than em xac dinh du diéu kién theo quy dinh ctia Nha truéng.

Em lam don nay xin Nha trivong cho phép em dworc di thyre tap tét nghiép theo dung nganh
nghé dwoc dao tao & Trwdng.

Thoi gian thwe tap: t NQAY......cccevvveeeeeeeeeeeee dén h&tNgay ......ccccoeveeeeeeeee,

Trong thoi gian di thwe tap ngoai Trwéng, em xin hiva sé chap hanh cac quy dinh sau:
Tuan tha ndi quy — quy dinh ctia Nha truong va co s& dén thuc tap.

Thyc tap dung nghé, dung chwong trinh da dwoc dao tao & Trudng.

Chiu trach nhiém vé an toan lao déng trong thdi gian thwc tap ngoai.

Két thic qué trinh thuc tap c6 bao céo két qua thyc tap, kém theo nhan xét ctia don
vi thyee tap.

Ghi chu:

NOAY v HSSV vé Trudng ndp bao céo, thi lai nhirng mén chua dat két qua.
Ngay ..... thang ..... nam 202...

Y KIEN GIA DINH NGUOI LAM DON

PHONG DAO TAO KHOA .........c.co........ GIAO VIEN CN
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5.7 Mau don xin viéc lam part-time

CONG HOA XA HOI CHU NGHIA VIET NAM
Anh Doc 1ap - Ty do - Hanh phuc
> PON XIN VIEC
(Danh cho sinh vién, hoc sinh thyc tap hoac lam thém)
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Hjén nay chwa c6 viéc lam, téi lam don nay xin trng tuyén va bé tri céng viéc 1am tai vi tri
(o0 a0 IR =T oS TRP O PRTRP
Néu dwoc thau nhan toi xin cam doan thyc hién cac céng viéc dwoc giao va thyc hién cac
chu trwong chinh sach ché dé ndi quy, ky luat cia co quan, don vi.

Kinh mong Co quan, Don vi chip nhan.
............... , hgay........thang.......nam..........
NGUOI LAM BON
(Ky, ghi r6 ho tén)
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