MAU DON XIN VIEC DANH CHO LAP TRINH VIEN PHP

Pon xin viéc cla Lap trinh vién 1a mot tai liéu g kém CV xin viéc gilp khuyén khich nha
tuyén dung doc CV cua ban. Hwéng dan viet don xin viéc danh cho Lép trinh vién dwoc chia
sé sau day sé gilp ban c6 bd ho so xin viéc hoan hao nhat.

Viéc viét don xin viéc 1a mot phan trong qua trinh tao hd so ctia (ng vién. Day la viéc lam rat
quan trong gitp ban cé co hdi dwoc nha tuyén dung doc thém CV cta minh. M6t don xin
viéc hoan hao c6 thé gitp ban ndi bat hon so véi (rng vién cung (g tuyén. Vi vay, viét hd
SO xin viéc, ban khdng thé thiéu don xin viéc kém theo CV.

1. Porn xin viéc cho Lap trinh vién PHP la gi?

Don xin viéc la mét la don dai gan 1 trang gidy A4 glri t&i nha tuyén dung dang tim nhan vién
cho vi tri céng ty dang can. Noi dung cta don xin viéc tom tat vé kinh nghiém lam viéc cé lién
quan dén cong viéc dang trng tuy&n. Muc dich cta la don nay 1a giéi thiéu ban than tng vién
dé thu hat va gay an twong véi nha tuyén dung khuyén khich ho xem CV kém theo. Viét don
xin viéc ban nén diéu chinh ndi dung sao cho gilp ban tr& thanh &ng vién ly twédng cho vi tri
cbng viéc dé.

C6 thé ndi, nganh IT co nhiéu co hoi viéc lam lwong cao nhung ciing cé tinh canh tranh
manh mé vi c6 nhiéu trwong dao tao chuyén nganh nay. Pé tr& nén ndi bat hon so véi trng
vién khéac, ban khéng thé thiéu don xin viéc Lap trinh vién PHP gt kém CV trong qué trinh
Xin viéc.

Hay viét mot don xin viéc chuyén nghiép, chinh sira cho tirng vj tri cdng viéc cu thé mudn
&ng tuyén. Khdng ap dung cho tat ca cac cdng viéc trong linh v IT ban nhé. B&i viét don
xin viéc cho moi vj tri, dac biét cong viéc doi hdi kj nang ky thuat, ban c6 thé sé bi liét vao
danh sach den kho ldng ng tuyén lan sau & cong ty dé.

2. Hwéng dan viét don xin viéc cho Lap trinh vién PHP

Khi viét don xin viéc nganh IT néi chung va cho Lap trinh vién PHP néi riéng, ban can hanh
van trau chubdt, uyén chuyén dé truyén tai thong tin vé cac kj nang, kién thirc cung kinh
nghiém mét cach tom tt ma nha tuyén dung dang tim kiém dé ot vao vong phdng van thanh
céng. Mot sé goi y gitp ban viét don xin viéc Lap trinh vién PHP hiéu qua:

Chinh stra don cho phu hop

Khi viét don xin viéc nganh IT (ng tuyén vi tri cu thé vi du nhw Lap trin vién PHP, ndi dung
don can gom kinh nghiém, ky néng cu thé co lién quan dén cong viéc do. Muc tiéu cla la
don xin viéc la thé hién cho nha tuyén dung thay ban la rng vién phu hep nhat.

Str dung ttr khéa trong don

Ban sé |4y cac tir mo ta cdng viéc rai trong thw. D6 la cac tr khoa, cum tw lién quan dén

cong viéc do. Day la budc can thiét, ddc biét trong [inh vire cong nghé théng tin. Dé tim duwoc
tr khda cheén vao thw, ban nén khoanh tron nhirng tir cé y nghia trong danh sach mé ta cong
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viéc, dac biét |a nhirng tlr chuyén nganh, tir vé ky thuat va chén vao don xin viéc sao cho
hop ly va tw nhién.

Nh&n manh thanh tich, két qué dat duoc

Vi duy, ban da gilp tang lvong truy cap website b~éng cach onpage lai? Ban da giam sy phan
nan cia nguwoi ding vai ty 1€ nhat dinh khi stra 16i chwong trinh phan mém ra sao? Néu ban
khdéng c6 nhirng con so dé chirng minh thanh tich cia minh, hay néu vi du ve thanh tich da
dat dwoc.

Can nhéc str dung d4u dau dong

Mac du don xin viéc |a mdt van ban hoan chinh gém 4 phan chinh vé&i nhivng doan van ré
rang, cau van day da nhwng ban van c6 thé sir dung nhixng d4u dau dong. Vi du, ban c6 thé
mé& dau bang doan gi¢i thiéu giai thich ngan gon tai sao ban viét don. Sau dé, ban liét ké
cac ly do viét ctia minh dé (rng tuyén vao vi tri cong viéc nay bang cac dau dau dong. Chay
mdi dau dong nén bang mét déng tr dé nha tuyén dung thay ky néng, kinh nghiém cuta ban
cho céng viéc ng tuyén tbt nhat. Cac dau dau dong sé khién don dé doc hon.

Chinh stra don xin viéc nhiéu lan

Viéc lam nganh cong nghé thong tin c6 tinh canh tranh cao vi vay, ban khong nén viét don
xin viéc cau tha véi nhirng 16i cau, I16i chinh ta, 16i dung tlr 1am thu hep co hoi trung tuyen
ctia minh. Nhiéu vj tri IT doi hdi (ng vién co6 kha nang glao tlep tbt, trong do co ca giao tiép
bang van ban. Do d6, ban hay doc ky don trwdc khi gtvi dé kiém tra 16i chinh ta, 16i ngr phap
hay dinh dang chuwa théng nhét. Ban c6 thé thay dbi font chiv, c& chiv dé dé dang phat hién
16i hon hay nhé ngwdi than quen kiém tra gidp.

3. Hwéng dan viét dorn xin viéc cho Lap trinh vién PHP bang tiéng Anh

Viét don xin viéc da kho, viét don xin viéc IT bang tiéng Anh con khé hon ddi héi ban khéng
chi can c6 kha nang ngoai ngik ma con phai dau tw thai gian. Nhwng bu lai, day 1a diéu khong
thé bd qua gilp ban gianh vé vao vong phong van cling nhw giup ban ghi diém tét v&i nha
tuyén dung véi kha ndng viét va tiéng anh cia minh.

Muc dich cta don xin viéc IT bang tiéng Anh

Khi viét don xin viéc tiéng Anh cho nganh IT m&i nhat, ban can xac dinh dwec muyc dich viét,
Muc dich cao nhat cua don la khuyen khich nha tuyén dung doc CV kém theo dong thoi bo
sung cho CV dé thuyet phuc nha tuyén dung moi phéong van. Cu thé muc dich gom:

e Gidi thiéu ban than véi nhirng kha nang, kinh nghiém cu thé

e Chirng minh qua ky nang, kién thirc va kinh nghiém rang ban 1a &ng vién phu hop
nhat va khuyén khinh nha tuyén dung doc CV bé sung.

e B6 sung nhirng théng tin, chi tiét chwa néu ra trong CV

e Hoan chinh thém ndi dung da cé trong CV

Khi viét don xin viéc tiéng Anh, ban can cé dinh dang sao cho dé& doc, dep mat v&i nhivng
goi y sau:
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Khoang céach I& (margin) khoang 1 inch — 1.5 inches.
Do dai don chwa dén 1 trang A4.

Dung font chi* khdng nhé hon size 12.

Can Ié trai cho toan b don xin viéc.

Hwéng dan viét don xin viéc tiéng Anh theo bd cuc chuan

NGi dung clia don xin viéc s& gém 4 phan chinh. Ban viét sao cho c6 d6 dai chwa hét trang
giay A4. Cu thé cac phan nhw sau:

Thong tin lién lac

Phan nay ban cé thé dat bén |& trai ho&c I& phai cla & chinh gitra cGia don xin viéc. Vj tri
ngay & dau la don véi nhivng thong tin gébm ho tén, dia chi va sé dién thoai, email lién lac dé
nha tuyén dung cé thé badm sé goi m&i ban phéng van ngay. Lwu y chi dé 1 sb dién thoai
chinh dé lién lac va email mang ho tén cta ban khdng nén lay tén nickname, tén ky cuc khac
biét.

Phan giéi thiéu

Dé tranh mat diém v&i nha tuyén dung trong cau m& dau cla la don, ban nén tim hiéu dé
biét r& nguoi nhan hé so cua ban |a ai dé viét Dear Mr..../Ms.... LOi chao Dear Sir/Madam
va To whom it may concern . Ban tranh vo tw st dung khi mé dau |a thw.

Sau dé, ban viét mot doan van ngén néu ré vj tri cdng viéc ma ban &ng tuyén va co thé thém
vi sao ban biet dén vi tri nay. Sau do, ban néu tom tat kha nang ctia ban than, trinh dé chuyén
moén va muc tiéu nghée nghiép. Vi du:

Toi viét don xin viéc nay dé (rng tuyén vi tri... | am writing this letter to apply for the position
of

Toi c6 kinh nghiém va chuyén moén phu hop véi cbng viéc nay - This opportunity is an
excellent match to my qualifications and experience.

Phan giai thich

Ban sé viét ndi dung giai thich gém doan van dai 2,3 cau néi vé sw phi hop cia ban vé kinh
nghiém, k¥ nang, diém manh cta minh gitp ban hoan thanh tét cdng viéc. Lwu y, ban khéng
liét ké chi tiét hay viét glong nhw trong don xin viéc nganh IT moi nhat. Ban hay tich hop
thdng tin trong vai cau ngan gon qua cau phtrc voi nhiéu thanh phan cau dé thé hién duwoc
rd hon vé ban than minh. Vi du:

e Lamviéc &...cho phép tdi... - Having worked at...allow me to...
e T6i hy vong rang kj nang vé....sé gilp tdi gidi quyét... - | am confident that my skills
n....would be the key to solve...

Phan két luan
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Cudi thw, ban thé hién mong mudn trinh bay chi tiét hon cho nhitng diéu da noi trong budi
phdng van. Ban co thé dén phong van vao thoi gian nao thuén tién nhat. Khdng quén thong
bao cho nha tuyén dung CV hay ho so xin viéc dinh kém.

Cudi cuing, ban cdm on nha tuyén dung da danh thoi gian doc hd so ctia minh bang 1 cau.
Mong sém nhan dwoc phan hdi tr céng ty.

Tham khao thém théng tin trong CV dinh kém.

Nhirng diéu can lwu y khi viét don xin viéc Lap trinh vién tiéng Anh

Dé viét dwoc don xin viéc tiéng Anh cho Lap trinh vién PHP chuyén nghiép va dep mat, ban
can lwu y mot so diéu sau:

e Noi dung don xin viéc ngan gon, ré rang

e Dé& cap muc dich chinh ngay cau m& dau néi dung la dac thu cha van phong tiéng
Anh

o D4t tidu dé thu ngay sau thong tin lién hé va trwdce khi bat dau vao don.

e Noi dung don xin viéc nén gdm 3 doan lan lwot ndi vé ly do tai sao (rng tuyén vao vj
tri nay, nhivng kién thirc, kha nang chuyén mén cla ban va nhirng wu diém thé manh
cua ban than lién quan t&i cong viéc.

e Cubi thw, ban khang dinh lai mong muén triing tuyén va vao bubi phdng van dé co thé
chirng minh cu thé hon vé nhivrng diéu da néi trong hd so xin viéc ctia minh.

e Viét don xin viéc Lap trinh vién PHP tiéng Anh, ban can d&m b&o b cuc 3 phan gém
mé& dau, ndi dung va két luan.

Hién nay, CV xin viéc tiéng Anh gop mét & nhleu nganh nghe khac nhau trong do cé linh vyc
IT. Khéng chi cé cac cong ty nwéc ngoai yéu cau ma nhiéu cong ty trong nwée cling khuyén
khich hoac bat budc &rng vién viét CV xin viéc tiéng Anh cho nhirng vi tri cdng viéc lién quan.

DU ban viét don xin viéc Lap trinh vién PHP tiéng viét hay don xin viéc Lap trinh vién PHP
bang tiéng Anh ciling sé c6 bo cuc va ndi dung thong tin tvong tw nhau. C6 diéu khac la mot
bén dung ngbn nglr tieng Viét va mot bén dung ngdn nglr tieng Anh.

4. Nhirng diéu can cé trong don xin viéc Lap trinh vién PHP

M6t don xin viéc dinh kém CV luén can nhitng thong tin co' ban nhuw: thdng tin lién hé, 10
chao, ly do tai sao ban &rng tuyén vao du dieu kién (rng tuyén va doan ket thic, chir ky va
tén cla ban.

Muc tiéu ctia don xin viéc gop phan gilp ban vao vong phong van. Néi chung, ban nén viét
lam sao gom tat ca cac thong tin can thiét v&i 1ap luan thuyét phuc, cau van uyén chuyén,
trau chuét gitp ban 1a &ng c& vién nang ky nhat cho vi tri d6.

Han la ban s& mat nhiéu thoi gian chinh sva d& nha tuyén dung thay Iy do phii hep clia ban.
Ban cang viét k§ nang, kién thirc phu hop véi md té cong viéc bao nhiéu co hoi dwgce chon
phéng van cang cao. Théng tin trong thw chirng minh cho cac yéu cau ma nha tuyén dung
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dang tim kiénj nhwng dirng bé nguyén van tlr CV vao nhe. CV chi liét ké cac kinh nghiém,
ky nang chi tiet con don xin viéc néi tdm tat nhwng can noi bat va thuyét phuc hon.

Viét phén lién hé cda don xin viéc

Phan nay lam sao dé nha tuyén dung c6 thé lién hé véi ban thuan tién nhat nhw qua sb dién
thoai, email.

Viét loi chao mé dau don

Loi chao ngén gon nhung khdng thé thiéu trong don xin viéc. Ban nén tim hiéu dé biét nguoi
tiép nhan hoé so, ngwdi tuyén dung minh 1a ai dé c6 1&i chao cu thé néu duoec.

Viét néi dung don xin viéc

Day la phan quan trong nhét ctia don xin viéc hay email xin viéc. Poan nay, ban can giai
thich vi sao ban quan tam dé&n céng viéc ciing nhw giai thich sw phi hop cé thé dap tng
cong viéc tot. Meo viét trang dich |a lwa theo mé ta cdng viéc ctia nha tuyén dung dé c6 noi
dung phu hop, khéng gébm théng tin thiva.

Tim tee khoa va rai trong don phu hop

Ban hay liét k& cac ti khoa lién quan dén cong viéc minh trng tuyén. Meo dé tim la doc mé
ta cong viéc dé chon céac tir khoa tbt. Sau do, ban chén va rai déu trong don xin viéc sao cho
tw nhién va hop ly. Cac tir khoa nay sé gitp ban thuyét phuc nha tuyén dung tét hon ciing
nhw lot vao két qua tim kiém tr b6 loc theo tiéu chi dwoc str dung phd bién hién nay.

Viét cau két thuc phu hop

Ban chon viét cau két don dam bao sy chuyén nghiép nhu cdm on nha tuyén dung da doc
don va mong mudn vao vong phdng van dé cé thé bd sung thém théng tin.

Chr ky vao don

Ly twdng nhat 1a ban c6 thé thém chi ky viét tay vao don xin viéc va ho tén clia ban bén
dwdi ngay thang viét. Neu khéng, ban c6 thé st dung chir ky online gom théng tin lién hé
cta ban.

5. Nhirng diéu khdng nén c6 trong don xin viéc Lap trinh vién PHP

Bon xin viéc cé the gop phan gilp ban cé dwoc cong viéc mong mudn hay lam mét co hoi
vao vong phdng van néu gdém nhirng thdng tin khdng chinh xac hoac viét cau tha, sai chinh
ta. Viét don xin viéc 1a ban dang PR ban than v&i sy khac biét so véi (ring vién khac gitp ban
dwoc vao vong trong.

Muc dich cua don xin viéc thé hién ban than, kién thirc, k§ nang va kinh nghiém cung nhirng
so thich, wu diém cong huwdng lai gilip ban tda sang. Bay la mét trong nhivng yéu to cho nha
tuyen dung thay ban la irng vién phu hgp nhat cho vj tri cdng viéc do.

eLib.vn: Thu vién tryc tuy&n mién phi


http://www.elib.vn/

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

Vay nhirng diéu gi khong nén c6 trong don xin viéc? Thw xin viéc nén ngan gon, suc tich,
tap trung vao nhirng yéu t& ma nha tuyén dung dang tim kiém cho cong viéc cu thé. Ban
khong can viét thong tin khong lién quan, théng tin riéng tw hay bét ky diéu gi khdng lién quan
dén cong viéc. 15 diéu khéng nén co trong don xin viéc sé gitp ban hiéu ré rang hon:

Tranh 16i chinh t&, 16i cdu trong don xin viéc

Ngay c& mét 16i danh may nhé chi chwa néi dén viét sai chinh ta ciing cé thé khién ban méat
di co hdi viéc lam so v&i cac tng vién khac. Vi vay, hay doc lai nhiéu lan, ra soat 16i van ban
hay nh& nguwdi quen kiém tra giup.

Tén cong ty sai hodc tén nguwai lién hé sai

Trudc khi g hd so di, ban hay kiém tra chac chan gt ding nguwoi, dung dia chi. Néu sali,
nha tuyén dung cé thé danh gia ban dang gtri ho so hang loat nén thieu chu y dén chi tiet.
Khéng ai thich goi nham tén, dac biét la ngwdi mudn thué ban.

Tranh néi déi

B&i ban c6 thé bi kiém ching va khi bi phat hién ban s& kho c6 thé lam viéc. Vi vay, ban hay
chac chan rang thong tin chinh xac ve kha nang, trinh d6 cua ban v&i cong viéc. Birng to
diém cong viéc hay bang cap, kj nang cta ban.

Tranh viét doan van qué dai

Néu don xin viéc cta ban toan chi» gébm ca doan van dai s& dé bi nha tuyén dung bé qua.
Ban nén nhé doan van qua dai sé khién don cda ban tré nén khé doc. Méi doan trong thw
gdm 5 — 6 dong va khéng qua 3 cau trong 1 doan. Ban nén dé& nhiéu khoang trdng & dau,
cudi thw va gilra doan.

Tranh viét yéu ciu hodc mong muén vé luong

birng bao gio’ yéu cau hoac ky vong vé lwong trir khi nha tuyén dung yéu cau ban. Ban chi
can thé hién cho nha tuyén dung th4y sw quan tdm cla ban véi _cong viéc. Khong thé hién
tién lwong la ddng lwe chinh cha ban. Cach khén ngoan nhat |a d& nha tuyén dung tw dé cap
dén tién lwong trwdc néu co thé.

Tranh noi x4u vé cong ty, sép ci

Ban nén tranh noi xau vé sép cii va cong ty cli nhw 1a mét phan Iy do ban tim viéc. Bdi nha
tuyén dung sé xem do la dau hiéu vé thai do tiéu cwc cia ban trong cong viéc. Vi vay, viét
don xin viéc v&i thai dé tich cwc va tap trung vao ly do thuyét phuc ban 1a rng vién tot nhat.
Tranh nhing théng tin khéng lién quan dén cong viéc

DPung bao gi® viét nhirng théng tin khdng lién quan dén cong viéc ma ban dang rng tuyén.

Nhirng théng tin v nghia sé khién nha tuyén dung kho tap trung. Ban nén viét don ngén
gon, khéng c6 nhirng théng tin thura.
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Tranh viét thong tin mang tinh ca nhan

Nha tuyén dung sé khdng quan tam ban trng tuyén cong viéc nay vi ly do ca nhan nao. Vi
vay, hay néu ly do nghé nghiép ma ban muon trng tuyen vao do. Muc tiéu viét hé so xin viéc
hay don xin viéc 1a PR ban than dé nha tuyén dung thdy minh & ng vién chét lwong.

Tranh xem cdng viéc nhw la mét budc dém dé phat trién

Hau hét cac nha tuyén dung mudn tim kiém (ng vién co kha nang lam tét cong viéc trong
dot tuyén dung ctia minh. Bé cap dén muc tiéu nghé nghiép twong lai ban nén cha y dé nha
tuyén dung khong nhan thay ban (g tuyén vao vi tri nay dé hoc hi, gibng nhw mét buwéc
dém vi ho nghi rang ban sé khdng hai long khi lam cdng viéc dé lau dai.

Tranh viét nhing gi ban muédn

Khong ghi nhitng diéu ban mudn & cong viéc hay cong ty. Thay vao do, ban tap trung viét
nhirng gi ban cé thé déng goép, cbéng hién cho cong ty.

Tranh viét nhing gi ban khéng muén

Khéng dé cap dén bét cir diéu gi ban khong thich vé cong viéc, tién lwong.v.v..

Khong viét nhing thdng tin ma ban khoéng co6

Viét don xin viéc, ban tap trung truc tiép vao nhikng thdng tin vé kha nang cé thé gitip ban
hoan thanh t6t cdng viéc. Birng chd y dén nhitng han ché cta ban than nhw Mac du t6i khong
c6 kinh nghiém ban hang... khéng phai la mét y kién hay.

Tranh giai thich ly do bé viéc trwéc kia

Bat ky |0 bao chira nao ciing khong mang lai yéu t6 tich cwe cho kinh nghiém lam viéc cla
ban. Ban chi nén k& vé& nhirng thanh tich, mé ta céng viéc trwdc dé va khdng can néi vé
nhirng khoé khan...

Tranh dung ngdn ter qué khiém tén hay quéa tang béc

Ban nén viét thdng tin thic té vé ban than theo chiéu hudng tich cwe chir khong nén qua
khiém ton hay tang boc. Theo do viet vé thanh tich, két qua ban tranh ding nhirng tlr ngtr
khién ngwdi doc nght ban la nguwdi kiéu ngao hoac ty phu.

Tranh dé cap murc long qué cao

Ban tranh dé& xuat mirc lwong qua cao hay chi chdm chdm vao mic lwong nhan dwoc khi
lam viéc trong qua trinh rng tuyen.

Voi nhirng diéu nén tranh trong don xin viéc & trén, ban co thé tw viét cho minh thuw tét nhat.
Ban can nh& rang muc tiéu ctia don xin viéc la gilp ban dwgc vao vong phong van va tring
tuyen. Vi vay, hay dau tw, tim hiéu lam sao viét trinh dd, ky nang, kinh nghiém phu hop voi
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yéu cau cong viéc. Tat ca thong tin dwoc dién dat trong mét van phong riéng cda ban dé nha
tuyen dung thay ban la rng vién tuyét voi nhat.

6. Meo viét don xin viéc thanh céng dwa ban vao vong phéng van

Dé viét don xin viéc thanh céng, chuyén gia viéc lam khuyén ban nén viét ngén gon, c6 sw
tim hiéu dau tw, tham khao tw van tir chuyén gia, chinh stra lai phii hop véi ban than va cong
viéc (ng tuyén. C6 thé néi, don xin viéc 1a yéu t6 dau tién ma nha tuyén dung doc vi vay,
ban can viét gay duwoc an twong tét véi ho. Khdng cé6 mau chinh xac nhwng ban cé thé tham
khao nhirng goi y sau dé viét don xin viéc thanh cong cho minh sau day:

e Muc tiéu I&n nhét cia don xin viéc la thu hit nha tuyén dung xem thém don xin Lap
trinh vién PHP cla ban, noi gdm tat ca théng tin, kinh nghiém, ky nang lién quan dén
cong viéc (rng tuyén. Vi vay, lam sao trong vai doan ngan cua la don, ban tom tat
nhirng diéu quan trong dé thé hién sw pht hop cho vi tri d6 véi nha tuyén dung bang
ngdn tr trau chudt, day thuyét phuc ctia minh.

Pé dat dwoc muc dich do, ban can viét don xin viéc cho méi vi tri ¢éng viéc khac nhau.
Khong bao gi® viét mét don ma g cho tat ca cong viéc mudn &ng tuyén. Diéu nay cho thay
ban da bé cong tim hiéu vé cdng ty dé va kha ndng phu hop véi céng viéc clia minh nhw thé
nao. Cac nha tuyén dung ludn thich nhitng (rng vién c6 né luc dé két ndi véi cong ty.

e Nhirng néi dung gi can co6 trong thw va ban sé nhan dwoc nhirng 161 khuyén co thé
khac nhau. Nhwng co ban la can giai thich Iy do tai sao, ban tng tuyén vi tri céng viéc
nay, dieu gi hap dan ban & cdng viéc va cbng ty. Cau tra I&i la ban thich céng viéc
nay la du.

Nhwng sau d6, ban hdy nhdn manh dén Iy do ban phi hop véi cong viéc qua kj nang, kinh
nghiém, kién thirc cung wu diém ca ban than nhung khéng dwoc chép y nguyén & CV sang,
chuyén vién Lisa Larue cGia CareerWorx chia sé. Lwu y, ban can giai thich minh dap ng tét
nhat nhu cau clGa nha tuyén dung ch& khdng phai néi vé ca nhan ban. M&c du danh gia dé
c6 phan cwong diéu nhwng gibng nhw mét sy khang dinh manh mé cta ban.

e Nha tuyen dung khong c6 nhiéu thoi gian d& xem xét cac ho SO’ cUa trng vién nén ban
can viét don xin viéc ngén gon va cé dong nhat c6 thé ma van da thuyet phuc.

e Chuyén gia viéc lam Jon Gregory khuyén (rng vién nén viét don rang ban mudn tng
tuyén cong viéc do ciing nhw tin twdng vao kha néng phu hop va hoan thanh tbt cong
viéc duoc giao néu trang tuyén. Ban liét ké cac ly do tai sao lwa chon ban chi khéng
phai cac ng vién khac véi cac diu dau dong.

e Hodc ban c6 thé viét lam 2 doan néu sw phu hop cda ban than véi céng viéc tng
tuyé&n c6 vi du cho diéu dé néu co thé. Poan két thic ban nhac lai mong muén duoc
lam viéc & cong ty va sé& hoan thanh tét cdng viéc dwoc giao, Victoria chuyén gia viéc
lam khac néi.

e Phong céach cta don xin viéc c6 thé tiy thudc vao ngui viét va nganh nghé nhwng
ban can ddm bao sw chuy&n nghiép, ngan gon va suc tich. Ty vao cdng viéc cta ban
ma nén co sy sang tao phu hop dé gian tiép thé hién ky nang lam viéc ctia minh.

e L&i chao dau trong don nén néu tén nguwdi tiép nhan hd so cta ban. Néu khong co
thé Kinh gri Anh/Chi chung chung.
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e Néu ban lo l&ng phong cach thw chuyén nghiép co thé sé khé khan, cirng nhac va
khéng thé hién dwoc cé tinh ndi bat ciia minh thi c6 thé sang tao véi giong diéu mang
chat gén gli, than mat nhw dang tré chuyén, dac biét la thw email, Giam déc Andrew
Fennell ctia StandOutCV goii y.

e Néu cong viéc irng tuyén khéng yéu cau don xin viéc, ban c6 thé viét email theo hinh
thire clia don xin viéc |a Iwa chon tt nhat. N6i chung, don xin viéc chi 1a néi dung tom
tat vé ban than va sw phu hop voi cong viéc muon tng tuyén dé nha tuyén dung doc
thong tin day dd trong CV. Theo dé, viét email xin viéc ciing sé gom nhirng ndi dung,
bb cuc cac doan twong dwong trong don xin viéc nhwng c6 thé ngan gon hon.

e M0t don xin viéc tét c6 thé khién nha tuyén dung quan tam dén ban. Nhwng trén hét,
ban can néi dwoc ly do ban phu hop véi cong viéc &ng tuyén hon ca, thé hién ban la
¢ng vién ma ho dang tim kiém. D& lam dwoc diéu nay, ban can biét ré nhirng wu diém
va kha ndng ctia minh. Ban can thuwc sy hiéu gia tri cia minh sé& déng gop cho cong
ty ra sao, gip ban hoan thanh tét nhat cong viéc.

7. M6t so mau don xin viéc cho Lap trinh vién PHP

Lap trinh PHP 1& ngdn ng 1ap trinh kich ban dwoc chay & phia server nham sinh ra ma
HTML trén Client, day 1a ngén ng» dwoc tng dung rat nhiéu trong linh vwc cong nghé théng
tin, vi vay, néu ban theo hoc nganh nay va muén tim cho minh mét co hdi viéc lam lién quan
dén nganh, cac ban c6 thé tham khao mau don xin viéc vi tri 1ap trinh vién PHP dworc eLib
chia sé dwéi day, dién day di nhirng théng tin can thiét d& cé moét don xin viéc chuyén nghiép
thuyét phuc dwoc cac nha tuyén dung.

eLib.vn: Thu vién tryc tuy&n mién phi n
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7.1Mau don xin viéc chuan

Cong Hoa Xa Héi Chu Nghia Viét Nam

Doc 1ap - Ty do - Hanh phuc

PON XIN VIEC
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Qua thong tin dang trén website cong ty, t6i dwoc biét hién nay Quy cong ty dang c6 nhu
cau tuyén dung Lap trinh vién PHP. V¢&i kien thire va kinh nghiém tich IGy dwgc toi nght
rang tdi (rng tuyén vi tri nay rat thich hop.

Toi tét nghiép C&r nhan chuyén nganh Céng nghé thong tin tai trwéong DH ABC. Sau khi tt
nghiép t6i lam viéc & vij tri Lap trinh vién tai Céng ty chuyén san xuét va gia cdng phan
mém DEF. Tai vi tri nay t6i tham gia phét trién cac dw an (rng dung web trén nén tang PHP
framework, PHP CMC nhuw la Magento, Drupal, Symfony, Codelgniter. T6i c6 kinh nghiém
lam viéc véi hé théng quan Iy ma ngudn GIT, SVN; s dung tdt hé quan tri c& s& di liéu
My SQL, SQL Server; hiéu biét sau vé XHTML, XML, Javasctript.

Toi cling hiéu rang vi tri nay doi héi tng vién cé kha nang lam viéc bang tiéng Anh kha,
kha nang chiu duoc ap lwe cong viéc cling nhw lam viéc nhom tot. T6i tin voi kha nang cla
minh co thé hoan thanh tot nhiém vy Quy cong ty giao pho.

Toi hy vong c6 co hdi duoc tham gia va dong gop cong strc vao su phat trién cta Quy
cong ty. Moi lién hé vé lich phdng van hay théng tin vé hé so trng tuyén nay, xin vui long
lién lac s6 dién thoai:..............cocoeuvee... hodac email:.......ccccccoovviiiiiiiiiiiiiiiiie,

Xin chan thanh cam on va tran trong kinh chao!

H6 Chi Minh, ngay ..... thang ..... nam 202.....

Nguoi lam don

eLib.vn: Thu vién tryc tuy&n mién phi
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7.2M&u don xin viéc Tiéng Anh

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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7.3Mau don 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 théng tin tuy€n dung dugc ding tai tai website chinh thite clia cong ty, tdi dugc bi€t Quy
cdng ty dang c6 nhu cdu tuyén dung nhin vién cho vi tri Lap trinh vién PHP. Téi nhan thay
day la cong viéc rdt pht hgp vi trinh d9, kj ndng, kinh nghi€m ma ban théi t6i da dac két va
tich llly trong qué trinh hoc tdp va lim viéc tlt trvdc dén nay.

Tb6i t0t nghiép Clt nhin Chuyén nganh Ky thudt phdn mém tai Trwd'ng Dai hoc Céng nghé
thong tin. Sau khi t8t nghiép, t6i lam viéc & vi tri Ldp trinh vién PHP tai Cong ty......... Véi...
ndm lam viéc, t4i di tich lily duwgc nhiéu kinh nghiém nhu:

Tham gia phat tri€n theo titng dw 4n (web, mobile...)

Cé kinh nghiém lam viéc v&i hé thOng qudn Iy mi nguln...

St dung t6t hé quan tri co' s& dit liéu...

Cé hiéu biét siu vé PHP, XHTML, XML, Javacript.

Tich cwe, chl dOng tham gia training, hoc hoi cac kién thitc m&i d€ ap dung vao cic dw
an.

o Phit tri€n céic tinh ndng m&i cho sdn phdm theo yéu cdu clia khach hang.

Tbi cling hifu rdng vi tri ndy doi hoi lrng vién c6 kha ning lam viéc bang ti€ng Anh kh4, kha
ndng chiu ap lwc cong viée cling nhwr lam viéc nhém t0t.

V&i nhitng kha ndng va tinh cach trén, tdi tin minh cé thé ddm nhin t8t vi tri Lip trinh vién

. ’ A A e ~ ’ A ’ ~ < N A ’ A ~ . 2 ~ ~
tai Quy cdéng ty. T6i rat mong Quy cdéng ty cb thé sap x€p cho tdi c6 mdt budi phong van dé
trinh bay 6 hon kha ndng clla minh.

Moi lién hé vé lich phong vin hay thong tin vé h0 s rng tuyén nay, xin vui long lién lac s0

Xin chin thinh cdm on va trin trong kinh chao!
HO Chi Minh, ngdy ..... thing ..... ndm 202.....

Nguoi lam don

eLib.vn: Thu vién tryc tuy&n mién phi
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7.4Mau dorn xin viéc sinh vién méi ra trwéng

CONG HOA XA HOI CHU NGHIA VIET NAM

Doc 1ap — Tw do — Hanh phuc
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Téi dwoc biét cong ty dang cé nhu cau tuyén dung nhan vién & vi tri: Lap trinh vién PHP,
Day |a cong viéc rat phu hop véi kha ndng va kinh nghiém dic két qua qua trinh hoc tap
va the tap tét nghiép cuda téi. Chinh vi thé, t6i viét don nay mong quy cong ty dé xin dwoc
&ng tuy&n vao vj tri Lap trinh vién PHP.

Sau qua trinh hoc tap va thyc tap tai cong ty ....... , t6i da co6 nhirng ky nang, kinh nghiém
trong thiét k&, 1ap trinh website, phan mém ng dung bang cac ngdn ngi» nhw PHP, .Net,...
v&i cac co s& dir liéu MySql, Postgres, MS SQL,... va cac kién thirc vé mang nhu: CCNA,
MCSA, domain, hosting; Am hiéu sau vé Internet ciing nhw vé kinh doanh thwong mai dién
tlr, giao tiép v&i khach hang qua Internet hoac trwc tiép; Quan tri va bién tap bai viét cho
website.

Ngoai cac kién thirc chuyén mén, téi con 1a ngudi co tinh thn doan két, hoa ddng véi tap
thé, c6 kha nang lam viéc doc lap ciing nhw theo nhém trong méi tredng cé ap luc cao.

Vi nhitng ki nang, kinh nghiém néu trén, t6i tin rang minh c6 thé dap ng duoc yéu cau
cua cong ty. Toi cling xin cam doan chap hanh nghiém chinh moi qui dinh cta cong ty va
hoan thanh tét cong viéc dwoc phan céng.

Moi lién hé vé lich phdng van hay thdng tin vé hé so xin viéc nay, xin vui long lién lac:

Toi xin chéan thanh cam on va tran trong kinh chao!
Tp. H6 Chi Minh, Ngay..... thang...... nam......

Nguoi viét don

eLib.vn: Thu vién tryc tuy&n mién phi
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7.5Mau dorn xin viéc danh cho ngw®i quan ly
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc l1ap - Ty do - Hanh phuc
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Qua thdng tin tuyén dung quy cong ty dang tai tai website chinh thirc cdia minh, t6i dwoc
biét Quy cong ty dang cd nhu cau tuyén dung nhan vién cho vj tri Truéng phong Ky thuats.
Toi nhan thay day 1a cdng viéc rat phu hop véi trinh d6, ki nang, kinh nghiém ma ban théi
t6i da duc két va tich Iy trong qua trinh hoc tap va lam viéc ti trwdc dén nay.

Toi tét nghiép Ky sw phan mém may tinh tai Truéng Pai hoc Khoa hoc Tw nhién — Dai hoc
Quoc gia TP.HCM. Sau khi tét nghiép, t6i lam viéc & vj tri Chuyén vién lap trinh tai Céng
ty C6 phan............... Vi ...... ndm lam viéc, t6i da tich Idy dwoc nhiéu kinh nghiém nhuw:

e Nghién ctru cac dy an theo dinh huwéng phat trién cia cong ty (web, mobile...)
e Phat trién template cho hé théng ma ngudn m& WordPress, Joomla, Drupal, va
Magento
e Tham gia 1ap trinh code xHTML/CSS cho cac (ng dung trén nén Magento,
WordPress & Joomla (components, modules, plugins)
e Co6 hiéu biét sau vé PHP, .NET, XHTML, XML, Javacript....
e Phat trién (rng dung (component, module, plugin) trén hé théng ma ngudén mé
WordPress & Joomla
e Phat trién cac tinh nang méi cho san phadm theo yéu cau cta khach hang.
e Nghién ctu va phat trién &¥ng dung trén nén cac hé théng ma ngudén mé nhw
Magento, Drupal,...
e Tich cuwc, chd d&ng tham gia training, hoc hdi cac kién thirc méi dé ap dung vao cac
dw an.
Téi cling hiéu rang vi tri nay doi héi (rng vién c6 kha nang lam viéc bang tiéng Anh kha,
kha nang chiu ap lwc céng viéc ciing nhw lam viéc nhom tét.
Vé&i nhirng kha néng va tinh cach trén, t6i tin minh c6 thé dam nhan tét vi tri LAp trinh vién
tai Quy céng ty. T6i rAt mong Quy codng ty c6 thé sép xép cho tdi c6 mét budi phdng van
dé trinh bay rd hon kha néng cta minh.
Moi lién hé vé lich phdng van hay théng tin vé hd so (rng tuyén, xin vui 1ong lién lac s dién
11410 F= | hoac email:............ccccoeeeee

Xin chan thanh cam on va tran trong kinh chao!
H6 Chi Minh, ngay ..... thang ..... ndm 202.....
Ngwoi lam don

eLib.vn: Thu vién tryc tuy&n mién phi
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7.6Mau dorn xin viéc sinh vién thwc tap

CONG HOA XA HOI CHU NGHTIA VIET NAM

Doc lap_Tw do_Hanh phuac

DPON XIN THU'C TAP

ST T T SRS
TOI BN oo Ngay sinh: ......cccccoevvinnnee. O Nam O N@

NN o =TT U
CMND SO: ..o NQAY CAP .oveeveeeerevevene, LI
1 = ot TR (g TU o2 o SRR
1 1= o] o T 11T T F= Lo
1311 101 [ T= S TR
La sinh VIEn trieNg:....ocovvveiiie e Khoa: ...oouviiiiiiiiiiiieeie e
[0 o L HE dao ta0: ...,
Nay t&i [am don nay v&i mong mudn QT CONG LY. .....coeveeeeeeeeeeie e

tiép nhan cho t6i dwgc thue tap tai don vi san xuat clia quy Cong ty dé hoan tat hoc phan
theo chuwong trinh dao tao cda nha Trwdng. Téi xin cam két thwe hién dung cac ndi dung
sau:

1. Tuan tha tat ca cac nédi quy, quy dinh dbi véi sinh vién, hoc sinh thuc tap, an toan tai san
cua Cobng ty, an toan lao dong tai cong trwong.

2. Bbi hoan céc tdn that, hw héng tai sdn do ban than tdi gay ra tai Cong ty (néu co).
Kinh mong Ban l&anh dao xem xét va tao diéu kién cho t6i dwoc thyc tap tai quy Cong ty.

Théng tin ctia co quan dén thyc tap:

L] 2 1o o [ U = RO PSPPPP
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Tp. H6 Chi Minh, ngay..... thang ..... nam 202.......
Y KIEN TIEP NHAN CUA CONG TY Sinh vién

eLib.vn: Thu vién tryc tuy&n mién phi
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7.7Mau dorn xin viéc lam partime

CONG HOA XA HOI CHU NGHIA VIET
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 |am tai vi tri
(o0 a0 IR =T o PSRRI
Néu dwoc thau nhan toi xin cam doan thyc hién cac céng viéc dwoc giao va thyc hién cac
chu trweong chinh sach ché dé ndi quy, ky luat cta co quan, don vi.

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