MAU DON XIN VIEC DANH CHO
NHAN VIEN CONG NGHE THUC PHAM

DPon xin viéc [a mét trong nhivng tai liéu quan trong di kém trong hd so xin viéc ctia méi rng
vién. Tuy nhién rat nhiéu nguwdi da sai IAm danh gia thap gia tri cta n6. Nguyén nhan cua
diéu nay dé la chuwa xac dinh r6 vai trd cling nhw cach viét dé toat hét 1én vai tro quan trong
do. Vay don xin viéc la gi? Lam sao dé viét mét cach hoan hdo nhéat dé chinh phuc nha tuyén
dung?

Cong nghé thuc pham |a nganh chuyén vé linh vyc bdo quan va ché bién ndng san, trong
do bao gom hoat ddng: Nghién cltru phat trlen san pham va van hanh day chuyen San xuét.
CAc nguyén liéu mai trong linh viec nay bao gdm tir thwe phadm, dwoc pham dén héa hoc, ..
Vi tat ca nhirng gi lién quan dén dd &n thirc ubng, an toan thwc phadm déu co thé tng dung
kién thirc nganh hoc nay nén cac (rng dung ctia nganh cdng nghé thwc pham la vo cung da
dang.

1. Pon xin viéc nganh Céng nghé thwc pham la gi?

Trong hé so xin viéc nganh Céng nghé thwc phadm ctia minh ching ta c6 can viét don xin
viéc? Cau tra 1&i la c6. M6t 1a don xin viéc sé giup ban dac biét hon so v&i nhirng (rng vién
khac, dac biét théng qua la don nay ban c6 thé lam ndi bat ca ki nang ciing nhw thanh thich
ctia minh dé thu hat sw chd y t& phia nha tuyén dung.

Pon xin viéc dwoc hiéu co ban nhuv mét |14 thw ma théng qua la& don nay, ban sé bay té
nguyén vong, mong muén dwoc lam viéc ctia minh. Cling thdng qua la don nay, ban sé thé
hién nhirng k§j nang chuyén mén hay mét sé thanh tich ban dat dwoc trong kinh nghiém lam
viéc tai doanh nghiép truwé¢c day.

Khi xin viéc vao cac co quan doanh nghiép dac biét Ia co quan nha nwéc, don xin viéc gan
nhw 1a khéng thé thiéu. Viéc nép don xin viéc dwoc xem 1a mét quy trinh quan trong trong
qua trinh tuyén dung chinh thirc ctia co quan, t6 chirc hay doanh nghiép d6. Nhirng thdng
tin trong don sé gitp doanh nghiép dam bao rang ho da ndm dwoc chinh xac, toan dién
nhirng thdng tin cta (rng vién. Chinh vi vay, trwéc khi gtri hd so xin viéc ctia minh, hay dam
b&o rang nhirng thdng tin trong hd so cta ban |a thuc sy chinh xac.

Cung v&i CV va so yéu ly lich, don xin viéc nganh Cong nghé thuc pham gitp bd hd so xin
viéc ctia ban thém hoan hao. Thuc té cho thay rang, rat nhiéu Lfng vién danh gia thap gia tri
cta don xin viéc, ho thworng bd qua don xin viéc trong hé so cla minh. Day thyc sy 1a mét
sai lam! Nhat 1a trong bdi canh hién nay, khi ma canh tranh cong viéc gira cac tng vién ngay
cang tré nén gay gat, 14 don c6 thé khong chinh thire gidp ban xin dwoc cong viéc theo y
muon cda minh, nhwng thiéu no  trong hd so xin viéc nha tuyén dung sé cho rang ban khoéng
thwe sy chu y dén nhivng yéu cau tuyén dung ma ho dua ra.

2. Mét s6 Form mau don xin viéc phd bién

Néu nhw trwéc day don xin viéc chii yéu duoc viét tay hodc danh may thi ngay nay cac dang
thirc ctia don xin viéc da da dang hon rat nhieu. Sy da dang nay bat nguon tir chinh hinh
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thire tuyén dung, dac diém cong viéc ngay cang da dang cua nha tuyén dung. Nhat 1a khi
mang internet clng dién thoai thdng minh da tré nén phé bién, di sau vao doi song cung voi
do la hinh thie tuyén dung théng quan mang internet ngay cang tré nén phé bién da kéo
theo sy da dang cda cac loai don xin viéc da dang dé& dap (ng hinh thire tuyén dung nay.

M6t s6 hinh thirc phd bién nhat hién nay ching ta c6 thé k& dén nhw don tryc tuyén, don
gwri truee tiép, qua email hay viét tay.

e Don truc tuyén: Viéc tuyén dung trwc tuyén ngay cang tré nén pho bién, chinh vi vay,
viéc gm trwe tuyén bang céch tao tv Form mau don xin viéc c6 s8n trén website tuyén
dung cta doanh nghiép ciing tr& nén phd bién hon bao gi®& hét. Ban c6 thé dang ky
trc tiép trén website cda céng ty va gti dén ho.

e DPon xin viéc gui trwe tiép theo cach truyén théng: Nhiéu co quan, doanh nghiép dac
biét cac co quan nha nwéc, doanh nghiép kinh doanh linh viec khach san, ban hang
ho thuong mong muon va yéu cau (rng vién ndp trc tiép. Thong qua cach ndp tryc
tiép nay, nha tuyén dung co thé phong van ban ngay tai ché hay don glan la ndm
duoc so lwgc ngoai hinh cda ban dbi véi nhivng cong viéc yéu cau cao vé ngoai hinh
clia trng vién.

e Qua email: Khi ban st dung email dé xin viéc, gri théng qua thw dién tl ca minh
cling chinh 1& mét cach thé hién sw chuy&n nghiép clta ban. Nhat Ia khi nha tuyén
dung & khoang céch xa, viéc glri qua email viva dem lai rat nhiéu tién ich vé khoang
cach ddng thoi cling vira ddm bao tinh chuy@n nghiép trong phong cach lam viéc cta
ban.

e Viét tay: Bén canh nhirng hinh thirc hién dai, don xin viéc viét tay theo phong cach
truyén thdng van ludn dwoc danh gia cao. Viét bang tay sé thé duwoc sw ti mi, can than
trong cﬁgg viég cla ban. ]

3. Hwéng dan viét don xin viéc nganh Céng nghé thwe pham chi tiét

Pon xin viéc nganh Céng nghé thwe phdm ban cé thé viét bang tay hodc danh may.

Phan I&n, nha tuyén dung co thé sé thich ban sé viét mét 14 don xin viéc bang tay dé thé
hién sw mong mudn cta ban. Tuy ngan gon nhwng don xin viéc ¢ vai trd cwe ky quan trong
dbi véi cong tac tuyén dung. N6 sé cho thay tinh cach cda ban, ddng théi né cling chinh 1a
mot chiéc cau ndi thé hién rd rang y chi cling nhw mong mudn dwoc 1am viéc cta ban trong
nganh Céng nghé thwe pham. Mét 14 don xin viéc viét tay hay phai thé hién dwoc nhirng thir
ma ban CV xin viéc con thiéu sét.

Trwde tién ching ta chd y coi trong viét théng tin dia chi, sé dién thoai, ngay viét don. Viét
chinh xac tén nguoi tuyen dung hoac phong phu trach viéc tuyen dung. C6 thé viét tén cla
ngwoi dang théng tin tuyén dung. Néu nhw khéng cé chi tiét vé ngudi tuyén dung 1a ai thi
hay goi dién tryc tiép dé lién lac trwdc va hdi nhirng théng tin ban can.

V& noi dung 14 don: Bon xin viéc viét tay giong véi mét bai van ching ta dwec hoc. Bao gom
3 phan rd rang:

e Phan mé& dau: Ban can trinh bay vi sao lai biét vé théng tin tuyén dung cutia cong ty
ma ban mudn (g tuyén. Chirng minh ban c6 sy hiéu biét vé cong ty, néu 6 trinh do,
kinh nghiém, ky nang dwoc cho la phi hop v&i nhitng yéu cau cta nha tuyén dung
dwa ra trong quang céo tuyén dung.
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e Phan than la don xin viéc: Hay nadi ré rang nang lwc, kinh nghiém va trinh dé hoc van
cta ban trong nganh Céng nghé thwc pham. Béng thdi néu ra ca nhivng loi ich ma
ban than cé thé dong gép cho cong ty.

e Phan két don: Néu r& mong mudn dwoc gap nha tuyén dung dé dwoc trao ddi thém.
Hoac bay té ban mubn dwoc tham gia budi phdng van dé thé hién ban than rd hon
cho nha tuyén dung thay. Sau d, cdm on nha tuyén dung chéc chan khéng thé quén.

Ngoai mét 14 don xin viéc viét tay, eLib cling chia sé dén ban mot s6 don xin viéc danh cho
nganh Cong nghé thyc pham, cung tham khao va tao mau don xin viéc chuyén nghiép dé
thu hat nha tuyén dung ngay nhé!

4. Chu y gi khi viét don xin viéc nganh Céng nghé thwc pham

e Truwdc khi ban viét don hay cb gang tim hiéu that ky vé vi tri cong viéc tng tuyén va
céac thong tin vé cang ty do.

e Tim hiéu cang nhiéu théng tin thi cang tét viét di viét lai nhiéu 1an cho t&i khi nao ban
cam thay hai long v&i ndi dung ciing nhw hinh thirc trinh bay don xin viéc.

e Chu y viét that ngan gon, trinh bay day du théng tin va dep mat, sach sé.

e S dung ngdn ngik chuan xac, khong méc 16i sai chinh ta, ghi r6 rang dia chi nguoi
nhan viét vé cong viéc, ban da nhin th4y théng bao tuyén dung & dau va khi nao nhin
thay no, viét bat ky thdng tin nao vé cong viéc ma ban da lam truéc day

e Néu nhu ban da tng lam céng viéc twong tw v&i vi tri dang (rng tuyén trong ciing
nganh thi ban can phai chac chan trinh bay né, nhan manh né dé gay dwoc sw chi y
cho nha tuyén dung.

e Phan cudi thw nén nhé dé lai théng tin lién lac ctia ban mét cach chinh xac bao gém
ca sb dién thoai va dia chi email.

Co nhw thé thi nha tuyén dung méi c6 thé nhanh chéng lién hé v&i ban néu ho mudn moi
ban tham dw phdéng van.

5. Mét sé mau don xin viéc cho nhan vién Céng nghé thwc pham

DPon xin viéc 1a mét loai gidy t& thwdng dwoc dinh kém trong bd hd so xin viéc danh cho
nhitng nguwoi dang tim viéc 1am, cé nhu cau tham gia tuyén dung. Bon xin viéc c6 thé duoc
viét tay hodc danh may (bang tleng Viét ho&c tiéng Anh). Trong. phan néi dung ctia don xin
viéc, nguoi tim viéc sé trinh bay vé nguyén vong dugc trng tuyén vao mot vi tri nao do cua
cong ty, thé hién cac kién thire va k§ nang ma minh c6 dé dap (rng yéu cau céng viéc, déng
thei dé lai sb dién thoai hodc email lién hé. Nha tuyén dung sé doc don xin viéc, xem xét cac
loai gidy t& khac kém theo nhuw so yéu ly lich (CV), bang cép... d& can nhic moi ng vién
t&i phéng van.

Sau day la mét s6 mau don xin viéc danh cho nhan vién Cong nghé thyc pham dwoc viét
bang tieng Viét, tieng Anh. Cac mau nay c6 thé dwoc st dung cho sinh vién maéi ra trwong,
nhan vién da cé kinh nghiém, Trwdng phong, nhan vién part-time,... M&i cac ban cung tham
khao.
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5.1 Mau dorn 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 théng tin dang trén website ctia cong ty, toi viét don nay dé ing tuyén vao vi tri Nhan
vién Cong nghé thic pham ma Quy cong ty dang c6 nhu cau tuyén dung. V&i kha nang,
kién thirc va kinh nghiém tich Iy dwoc tdi nghi rang t6i dam nhiém vi tri nay rat thich hop.

Toi tét nghiép C& nhan chuyén nganh Céng nghé thyc phdm tai truéng BH ... Sau khi
tét nghiép téi 1am viéc & vi tri Nhan vién QC tai Cong ty thwe phadm va banh keo ..... Trong
qua trinh lam viéc tai céng ty nay t6i dwoc tham gia vao nhém cong tac HACCP va ISO
22000 dam bao an toan thwc pham trong tat ca cac cong doan ché bién san xuét, ké tir lic
bat dau 1a nguyén liéu cho dén nhirng bwdc cudi cung nhw déng goéi, lwu kho, bao quan
va phan phdi san phdm dén tay nguwdi tiéu dung. Ngoai ra tdi con tham gia cac khoa hoc
vé hé théng 1SO 9001, tiéng Anh giao tiép.

Bén canh nhirng kién thirc, kinh nghiém lam viéc trén, t6i la nguoi trung thuc, co trach
nhiém, kha nang lam viéc nhém, chiu dwgc ap lwc cbng viéc cé thé dam nhan tot vi tri
Nhan vién QC tai Quy cong ty.

Téi hy vong ¢6 co hdi duwgc tham gia vao doi ngi nhan vién cia Quy cdng ty dé& cling nhau
lam viéc, phat trién.

Moi lién hé vé lich phdng van hay théng tin vé hé so (rng tuyén nay, xin vui long lién lac sé

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

Ngwoi lam don

eLib.vn: Thu vién tryc tuy&n mién phi n
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5.2M&u don xin viéc Tiéng Anh

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: Quality Assurance Staff

According to the posting | read on Company website, you're currently looking to hire a
Quality Assurance. | 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 truc tuyén mién phi
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5.3Mau 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 ddng trén website chinh thitc clla cong ty, tdi viét don ndy d€ (rng tuyén vio vi
tri Nhan vién QC ma Quy cong ty dang cé6 nhu ciu tuyén dung. V&i kha nidng, ki€n thirc va
kinh nghiém tich llly dwoc t6i hi vong minh s€ 1a nguw®i thich hop v&i vi tri ndy.

Tbi t0t nghiép Clr nhin chuyén nganh Coéng nghé thuc phdm tai truong DH ...... . Sau khi t6t
nghiép, t6i lam viéc & vi tri Nhan vién QC tai Céng ty CO phan.......... . Trong qué trinh lam

vi€c tai cdng ty nay tdi dwoc tham gia vao nhém céng tic HACCP va ISO 22000 ddm bdo an
N P ~ o , N N1 N > ~ 2N , % N N N N

toan thirc pham trong tat ca cic cong doan ché bién san xuat, ké tir lac bat dau 13 nguyén liéu
cho dén nhitng bwdc cudi cing nhw déng gbi, lru kho, bdo qudn va phin phdi sdn phdm dén
tay nglr01i tiéu dung.

Ngoai ra, tdi con tham gia cic khéa hoc vé hé thdng ISO goor, tiéng Anh giao ti€p. Bén canh
nhitng kién thitc, kinh nghi€m lam viéc trén, t6i la ngwi trung thire, ¢é trach nhiém, cé kha
ndng lam viéc nhém t0t, chiu dwoc ap lwc cao trong cdng viéce... nén cé thé ddm nhin tot vi tri

Nhin vién QC tai Quy cdng ty.

Téi hy vong c6 co hdi dwgce tham gia vao d0i ngll nhin vién clia Quy céng ty d€ c6 co hdi déng
g6p chung vio sw phét trién clla cdng ty..

Moi lién hé vé lich phdng vdn hay thong tin v€ h0 so (rng tuy€n nay, Quy céng ty xin vui long

Téi xin chin thinh cdm o'n va trin trong kinh chao!
Tp. H6 Chi Minh, ngay ..... thing ..... ndm 202.....

Nguoilam don

eLib.vn: Thu vién tryc tuy&n mién phi n
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5.4Mau don xin viéc sinh vién méi ra trwéng

CONG HOA XA HOI CHU NGHIA VIET NAM

Doc 1ap - Ty do - Hanh phuc
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DON XIN VIEC
Kinh gti: Ban giam déc Cong ty ............. cung bd phan tuyén dung nhan sy cia Céng ty
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Qua webiste chinh thtrc cltia cong ty, tdi dwoc biét Céng ty dang cé nhu cau tuyén dung
nhan s tai vi tri Nhan vién Coéng nghé thwe pham. Hién tai tdi cdm thay ban than c6 nhirng
yéu td phu hop véi cong viéc nay nén viét don nay kinh mong cdng ty xem xét va chap
thuan nguyén vong cula toi.

Tai vira tét nghiép trwérng Dai hoc Cong nghiép thwe phdm vao thang 5/2020 chuy&n nganh
Coéng nghé thwc phdm. Mac di méi ra trudng va chwa chinh thre 1am viéc & vi tri nhan
vién Cong nghé thwc phdm & bat clr céng ty ndo nhwng t6i nhan thiy ban than la nguoi
c6 tinh than hoc hai tich cwc va qua trinh di thwe tap dwoc tiép xtc véi méi tredng 1am viéc
thwe té, lai da trng tham gia hoc mét khéa Nghién ctru thwe phdm va dd ubng va dwoc ap
dung truc tiép vao coéng viéc khi di kién tap tai Vién Cong nghé Sinh hoc va Thuc pham.
Vé&i nhirng kinh nghiém thuc té da tich Ity dwoc thi tdi rat tw tin vao kha nang ctia minh cé
thé lam tét cac nhiém vu tai vi tri dang ng tuyén.

Toi rAt mong mudn dwoc lam viéc tai Cong ty dé& cé co hoi phét trién cac ky nang cla ban
than, dwoc van dung nhivng kién thire con nong héi vao thuc té, déng thoi tich Ity kinh
nghiém quan trong dé gitp ban than thang tién hon trong cdng viéc. V&i tinh than s8n sang
¢ng tuyén vao vj tri nhan vién kinh doanh tai Céng ty, t6i da trang bi cho ban than minh
nhirng diéu kién tét nhat nhw kha nang st dung tin hoc van phong thanh thao, kha nang
lam viéc doc 1ap va lam viéc nhém hiéu qua, ki nang giao tiép va thuyét trinh. Dac biét, toi
la mét nguei c6 tinh than trach nhiém cao véi cong viéc.

Vi vay, toi rat mong cong ty sé tao diéu kién tot nhat dé t6i dwoc cng hién hét strc tré va
nhiét huyét cia minh cho céng ty.

To6i xin chan thanh cam on!
Tp. H6 Chi Minh, ngay ..... thang ..... ndm 202.....

Nguoi lam don

eLib.vn: Thu vién tryc tuy&n mién phi


http://www.elib.vn/

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

5.5Mau don xin viéc danh cho ngw®i quan ly

Cong Hoa Xa Héi Chu Nghia Viét Nam

Doc 1ap - Ty do - Hanh phuc
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Toi viét don nay dé rng tuyén vi tri Trwdng phong QC ma Quy cong ty dang tin trén website
chinh thirc cta minh. V&i kinh nghiém, ky néng c6 dwoc toi tin rang minh co thé dap ng
dwoc yéu cau cla vj tri nay.

Sau khi tét nghiép C& nhan Céng nghé thwe pham tai trworng Dai hoc .............. , t6i dworc
nhan lam viéc tai Congty ......ccccceveeeee.. V@i vi tri la Nhan vién QC. Trong qua trinh lam viéc
& day t6i co co hdi tham gia vao cac hoat ddong nghién ciru thwe phdm, d6 ubng va cac
san phdm méi clia cong ty. Ciing trong thoi gian do, t6i dwoc cat nhac lam nhém trwdng
bé phan QC cua céng ty.

Bén canh dé, t6i con tham gia cong tac viét bai cho Tap chi Sinh hoc - Vién Han 1am Khoa
hoc va Cong nghé Viét Nam

Toi kha t tin trong giao tiép bang tiéng Viét Ian tiéng Anh, c6 kha nang phan tich va tong
hop thong tin, tinh than khong ngirng hoc hoi. Bay chinh la nhirng ky nang phu hop voi
tiéu chi tuyén dung cua Quy cong ty.

Toi rAt mong Quy cong ty tao co hoi cho t6i dwoc chirtng minh nang Iwc cta minh, dong
g6p cong strc vao sw phat trien chung. Néu can thém thong tin hoac can trao doi van de
gi, Xin vui long lién lac sO dién thoai:...................... hodacemail............ccoeeeiiiiiiinnnnee.

Xin chan thanh cam on va tran trong kinh chao!

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

Ngwoi lam don

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

CONG HOA XA HOI CHU NGHTIA VIET NAM

Doc 1ap - Ty do - Hanh phuc

DON XIN THU'C TAP
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Nay téi [am don nay dé xin thwc tap va nghién ctu luan van tét nghiép tai don vi.

D& 1A XIN TNWE TAP: ..ttt et e et et e st e et e et e et e st e et e et e st e st e seesteseeseeeeeanas
Thoi gian thuc tap: trong .............. tUAN (E0 e FEN o, )
Don vi (chi nhanh/phong nghiép vu) Xin thC tap: .....coeiiee e

Néu dwoc don vi tiép nhan bé tri thwe tap, toi xin cam két thye hién cac nédi dung sau:

e Ché4p hanh va thuc hién nghiém tac chwong trinh dao tao, chi trwong thyc tap do
don vi quy dinh;

e Luén tuan tha ndi quy, quy ché hoat ddng, quy dinh dbi v&i sinh vién thyc tap, bao
mat théng tin, an toan tai san cua don vi;

e Bbi hoan céc tbn that, hw hao tai san do ban than tw gay ra véi don vi (néu co)

e T6i xin hoan toan chiju trach nhiém trwdc phéap luat nhirng ndi dung da cam két.

Kinh mong Ban l&anh dao xem xét va tao diéu kién cho t6i dwoc thyc tap tai don vi. T6i xin
chan thanh cam on.

XAC NHAN CUA KHOA QUAN LY SV NGUOI LAM BON

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

CONG HOA XA HOI CHU NGHTIA VIET NAM

Doc 1ap - Ty do - Hanh phuc

DO'N XIN VIEC

(Danh cho sinh vién, hoc sinh thyc tap hoac lam thém)
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Hién nay chwa c6 viéc lam, t6i lam don nay xin &ng tuyén va b tri cdng viéc l1am tai vj tri
(070 T N1 oSSR

Néu dwoc thau nhan téi xin cam doan thwc hién cac cong viéc dwoc giao va thwe 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.

NGU Ol LAM BON

(Ky, ghi r6 ho tén)

eLib.vn: Thu vién truc tuyén mién phi


http://www.elib.vn/

