MAU DON XIN VIEC DANH CHO NHAN VIEN KE TOAN
1. Mau don xin viéc la gi?

DPon xin viéc 1a mét loai gidy t& rat quan trong trong qué trinh tim viéc, mau don xin viéc
thwdng dwoc dinh kém trong bd hd so xin viéc.

DPon xin viéc c6 thé sir dung hinh thtrc danh may, viét tay hodc st dung cac mau don xin
viéc co san. Tuy thudc vao trng vi tri trng tuyén khac nhau ma néi dung mau don cling khac
nhau va cling c6 mau don bang tieng Viét va mau don bang Tieng Anh.

Trong phan ndi dung don xin viéc da phan duoc nguwdi tim viéc trinh bay nguyén vong va ly
do mudn &ng tuyén vao cong ty, thuyet phuc nha tuyén dung bang nhirng kién thirc chuyén
mon va ky ndng minh c6, ddng thoi dé lai dia chi lién lac dé nha tuyen dung lién lac cho ban.
Ngoai mau don xin viéc ra thi nha tuyén dung con xem céc loai gidy t& khac nhw CV xin
viéc... tv d6 mé&i dwa ra quyét dinh c6 tuyén dung &ng vién dé hay khong.

Théng thwdng ndi dung cdia don xin vién bao gdm 3 phan

e Phan mé& dau: O phan nay thi ndi dung ctia mau don xin viéc sé huéng vé gidi thiéu
tén tudi, chuy&n nganh va vi tri ng tuyén.

e Phan than bai: O phan nay &ng vién sé trinh bay ly do tai sao lai mudn &ng tuyén vao
vi tri nay ciing nhw vi tri ban dang trng tuyén c6 phu hop véi ban hay khéng va mot
sb ky nang ndi bat cda ban.

e Phan két bai: O phan nay ban can bay té mong muén dugc hop tac véi cong ty va
mong muon sé dugc gap nha tuyen dung vao thoi gian ngan nhat dé di tiép vao vong
phong van, (rng vién ciing nén dé lai s dién thoai d& nha tuyén dung lién hé, gui |
cdm on t&i nha tuyén dung da danh thdi gian doc don cla ban.

bwng nght don xin viéc khdng quan trong, no gi?c‘)ng nhw viéc ban dang giao tiép voi nha
tuyén dung vi vay rat can sy chuyén nghiép va can than t (rng vién, tranh nhirng 16i chinh
ta hay nglr phap.

D6 dai ciia mot mau don xin viéc chuan nhéat 1a khéng nén vwot qua gidi han mét mat cia
t& gidy A4, ban phai than trong trong viéc viét |&i van tranh nhirng cau van rweom ra, 1 van
kho hiéu. Nén str dung mét sb loai phéng chir chung, théng nhat mét loai font chi, tranh nhiy
font bay béng, tot nhat 1a cac loai font dé doc va phd bién nhu Times New Roman hoéc Arial.
Cau van duwoc str dung trong don nén ty nhién, chan thanh va khiém nhuwong.

2. Ky nang viét dorn xin viéc nganh ké toan cho sinh vién méi ra trwéng
Ban la sinh vién nganh ké todn m&i ra trwdng va ban dén mét mau don xin viéc chuyén
nghlep dé gay an twong voi nha tuyén dung, vay hay tham khao kj nang gt don xin viéc

cta ching toi d& c6 mdt mau don xin viéc chuyén nghiép nhét.

Ban c6 thé chon mét trong 2 cach dé lam don xin viéc thir nhat viét tay, the hai dé st dung
cac mau don xin viéc c6 san.
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Tuy nhién néu chon mét trong hai cach thi ban van phai nam trong tay nhirng k§y nang viét
don xin viéc nganh ké toan dé tao an twong cho b ho so xin viéc cua ban.

Ky ndng viét don xin viéc nganh ké toan bang hinh thire danh may.

DPon xin viéc danh may hay con néi cach khac 1a don xin viéc viét tay day 1a mét loai gidy to
khong thé thiéu trong hé so xin viéc cta ban, tuy nhién dé viét mét don xin viéc nganh ké
toan an twong khong phai diéu dé dang , d&c biét dbi véi nhirng ban sinh vién méi ra treéong.
Vay lam thé nao dé co ky nang trong cach viét don xin viéc nganh ké toan viét tay chuyén
nghiép nhat, hay tham khao cach viét dwéi day nhé.

NGi dung dau tién ban khong thé thiéu trong mau don xin viéc nganh ké toan viét tay do la
quoc hiéu:

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

Nhiéu &ng vién con khéng biét c& chi¥ chuan ctia qudc hiéu 1a bao nhiéu va cé can viét hoa
A = X 7z e 2 - > X N e
hay khong viét hoa. Cach viét chuan trong van ban quoc hiéu dwoc viét nhw sau

Cong hoa xa héi chi nghia Viét Nam duoc viét Caplock véi c& chiv 13-14, ding, in dam.

Doéc 1ap tw do hanh phuc dworc viét c& chir 12 -13 chi in thwong dirng, dam va thudng cod
ké dudi.
Tiép dénla ... ngay... thang... ndm 202....

C& chir trung véi c& chi triing véi toan ndi dung ctia don xin viéc nganh ké toan, in nghiéng,
dam va can lé vé phia bén tay phai.

Tiép dén la tieu dé tien BON XIN VIEC, dé caplock toan b va c& chir nén dé 1a 16 — 18 in
dam, can lé ra gilra.

Tiép theo 1a kinh gti: Phong ban

Tén, ngay thang nam sinh, dia chi & hién tai va sb dién thoai lién hé cung véi ly do &ng tuyén
vi tri nay, nhirng théng tin nay ban nén viéet duw¢i cé chir 14.

Mét lwu y trong ky ndng viét don xin viéc nganh ké toan dé la c6 thé khong théng nhat vé c&
ch, nhung nhét dinh can phai théng nhat vé mét phéng chir. Nén chon mét sé phéng chiy
dé doc, dé nhin nhw phong Times New Roman, Arial... Tranh nhirng loai phéng chi hoa la
canh hay bay béng.

3. Ky nang viét don xin viéc nganh ké toan bang tiéng Anh
Tuy tieng vi tri cdng viéc, cé nhiéu vj tri cdng viéc lai doi héi (ng vién phai c6 mau CV xin

viéc bang tiéng Anh. Vay trong hop ndy néu ban can phai lwu y nhivng gi khi viét mot mau
don xin viéc nganh ké toan bang tiéng Anh.
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Cé4u truc don xin viéc bang tiéng Anh nganh ké toan

Mét mau don xin viéc nganh ké toan bang tiéng Anh ndéi riéng va mét mau don xin viéc noi
chung déu c6 mét ciu tric twong tw. CAu tric ca mot don xin viéc thwérng mach lac va cé
3 phan cu thé: m& bai, than bai va két bai. Noi dung ctia don xin viéc nganh ké toan phai thé
hién dwoc cac yéu tb sau:

(1) Béi twong gl don

Ban phai chu y dén déi twong gtri don, can phai g cho mét ca nhan cu thé hay mét bo phan
tuyén dung cu thé khéng nén glvi dén dia diém chung chung nhw cong ty.....

(2) M6t ly do théng tin tuyén dung chinh dang
Pwrng dwa ra nhirng ly do vé ly hay nhirng ly do khdng phil ho'p véi vi tri ban dang &ng tuyén.

Thé hién ban la &ng vién hiéu ré vé céng viéc ban dang tng tuyen ban la (rng vién c6 dam
mé trong cong viéc va ban la ngudi cé day du nang lwc truyén mén dbi véi vi tri ban dang
&ng tuyén.

C6 mot diém khéc clia don xin viéc tiéng Anh nganh ké toan d6 1a st dung cac ngon ngi
bang tieng Anh. Vi thé mau CV nay can c6 mét vai lwu y nhé khi viét nhw sau:

e Dam bdo vé& mat ngdn ngir, cau van ngan gon, dé hiéu, chia déng t phu hop.

e Nén tranh dung nhirng tr ngtr bay béng, phirc tap hay thé hién ban la mét &ng vién
khiém ton.

e M6t don xin viéc rd rang ngan gon day di cac thong tin sé thé hién ban la mét &ng
vién sang gia, thdng minh. Vay con chan ché gi nira ma khéng s& hiru ngay mau don
xin viéc nganh ké toan bang tiéng Anh di thoi.

4. Ky nang viét don xin viéc file word c6 san

Hién nay, hau hét nguoi xin viéc déu st dung hinh thirc st dung cac mau don xin viéc ké
to&n c6 sa&n b&i hinh thirc nay vira thé hién tinh chuyén nghiép vira tién loi va nhanh chéng.

a. Vé hinh thire

Trong néi dung don xin viéc nganh ké toan tuyét déi khong viét tat

Viéc viét tat trong mau don xin viéc sé khién nha tuyén dung danh gia ban la nguoi cau tha,
hap tap va vdi vang va diéu nay la dieu toi ki trong cach nganh nghe ké toan, co thé I6i nay
sé khién ban mét diém trong mat nha tuyén dung do6. Vi vay, hay ton trong ngudi doc bang
cach khong nén st dung céach viét tit qua nhiéu.

Str dung mét mau mue den

C6 nhiéu &ng vién mudn sang tao va tw cho rang viéc st dung cac mau muc ndi la thé hién

mé&u don xin viéc ctia minh la ndi bat, tuy nhién nha tuyén dung lai khong thich diéu nay do
chi la cai nhin cha quan tir phia ban, hon nira don xin viéc nganh ké toan khéng can qua
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mau mé chi can van phong chuan, thé hién dwoc tinh can than 1a ban da ghi diém véi nha
tuyén dung roi

Khong nhét thiét phai s&r dung mét c& chi chung

Ban khong can phai si» dung mét c& ch® chung vi mét sb tiéu dé bat bugc ban phai ¢é chir
to hon binh thwong, tuy nhién ban nhat dinh phai thong nhat mét phdng chir nhat dinh, tranh
tinh trang st dung nhiéu phéng chr khac nhau.

Va cubi cung la ban can phai chd y dén tén ngudi nhan vi du nhw 6ng ba/trwédng phong
ban... nhitng vi tri nay (rng vién rat hay nham. Ban khéng nén viét kinh gri Céng ty... thay
vao dé phai kinh g&ri phong ban, hay bd phan cu thé nao d6, néi chung can kinh gt bd phan
quan ly va tuyén dung ban, viéc nay ciing sé gitp ban gt don dén ding bo phan hon, khéng
phai nam trong ngan kéo cta bd phan vén thw.

DPon viéc nganh ké toan la méi lién lac dau tién gitra ban véi nha tuyén dung, céng ty sé can
ct vao ndi dung trong don xin viéc cla ban d& xem xét ban c6 that sy tam huyét véi vi tri
nay khéng, ttr d6 maéi dua

b. V& néi dung

Ngoai hinh thtke ra, ndi dung cling rat quan trong doi héi trng vién phai st dung to hop Iy va
cung cap day du théng tin cho nha tuyén dung.

S dung cac mau don xin viéc nganh ké toan thi ban da khéng can phai ban tam dén bé cuc
cling nhw danh muc trong don xin viéc, b&i cac mau don xin viéc nganh ké toan da dwoc
thiet ké san va dwa ra day du danh muc can thiét.

M6t mau don xin viéc nganh ké toan noi riéng va cac mau don xin viéc néi chung sé co 3
phan chinh: phan mé dau, phan than va phan ket thac

Phan mé dau:
Ban can trinh bay tai sao ban lai biét dén thong tin tuyén dung clia cong ty va ban can phai
ching minh rang ban la nam rat rd thong tin va vi tri cong ty dang tuyén. Bua ra nhirng trinh
dod hoc tap, kinh nghiém lam viéc va ky nang ban cé phu hop v&i vi tri ban dang ng tuyén.
Phéan than bai:

Thuwong thi than bai thwong lam ndi bat nang lwc ciing nhw kinh nghiém cuta ban, véi nhirng
wu diém nhw vay ban sé déng gop gi cho vi tri cong ty.

Két bai:

Va két bai hay két luan bang cach dwa ra mét 167 dé nghi xin dwec gap nha tuyén dung dé
trao dOi hoac phdong van truec tiép voi ho.

Mét sé lwu y dé viét phan ndi dung don xin viéc nganh ké toan dwoc hap dan hon:
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e Truwdc khi viét don xin viéc ban nén tim hiéu vi tri cong viéc va nhirng yéu cau ma nha
tuyén dung dwa ra, nén sang loc nhirng ky nang nha tuyén dung wu tién dé lam thé
manh trong mau don xin viéc nganh ké toan.

e Dam bao ndi dung phai viét ngan gon dam bao day da thong tin, tranh viét sai chinh
ta.

e Né&u ban la ngudi da co kinh nghiém lam viéc nhat dinh phai lam ndi bat dwoc wu
diém, trong trwéng hop ban la sinh vién méi ra trwérng chwa cé nhiéu kinh nghiém thi
hay thé hién ban la nguoi cé trach nhiém va nghiém tuc trong céng viéc ma ban dang
&ng tuyén. ]

5. Ky nang gwi don xin viéc nganh ke toan qua mail

Néu ban xin viéc bang hinh thirc online, giri hé so xin viéc qua email ctia nha tuyén dung thi
ban khong thé thiéu 1 so giay t& sau:

e CVxin viéc: Cv xin viéc |a mét phan khong thé thiéu trong bd hd so xin viéc online, tai
day tom tat diy da qua trinh hoc tap cling nhw kinh nghiém lam viéc cla ban, théng
qua nhirng théng tin ma ban cung cap nha tuyén dung sé sang loc dé tim ra mét (rng
vién sang gia nhat.

e Don xin viéc: Pon xin viéc cling 1a mét loai gidy to khong thé thiéu trong bd hd so xin
viéc online. Néu khéng c6 no, nha tuyén dung sé danh gia ban 1a nguoi thiéu chuyén
nghiép.

Vay khi g don xin viéc qua mail ban can lwu y nhirng gi:

e Viéc dau tién ban can lwu y d6 chinh la tiéu dé clta thw, thuwérng CV va thw xin viéc sé
duwoc gl theo hai file khac nhau, tuy nhién néu ban khéng dat tén tiéu dé thi rat kho
nha tuyén dung c6 thé phan biét dwoc dau la CV va dau 1a mau don xin viéc cta ban.
Chinh vi vay, hy gwi file dinh kém ban dirng quén dat tén tiéu dé file nhé.

e Dinh dang file: Mot diém nira ban can lwu y vé dinh dang cac mau don xin viéc nganh
ké toan, khong nén dé nén thay dbi dinh dang tuy tién bdi c6 thé viéc thay dbi dinh
dang sé khién ‘nha tuyén dung khéng thé mé file ctia ban, nén dé dinh dang PDF viéc
nay sé gidp mau don xin viéc nganh ké toan cta ban tré |&n chuy&n nghiép hon trong
mat nha tuyén dung.

6. Mot s6 mau don xin viéc danh cho nhan vién ké toan

Trong hd so xin viéc, bén canh nhirng gidy t& can thiét nhw bang cép, chirng chi nganh, ban
con can hoan thanh mét don xin viéc hoan thién va an twong dé cac nha tuyén dung c6 thé
xem xét va tuyén dung vao vi tri dang tim klem Déi véi cac sinh vién nganh ké toan va nhirng
ngwoi lao ddng trong Iinh viee ké toan mudn xin viéc vao bd phan ké toan ctia mét cong ty,
doanh nghiép, cac ban c6 thé tham khdo MAu don xin viéc nganh Ké toan téng hop véi
nhirng thong tin chi tiét, day da, giap ban cé thé cung cip toan bd nhirng thong tin lién quan
dén ca nhan nhw ly lich, hoc van, trinh d6, k§ ndng ctia minh nham thuyét phuc cac nha tuyén
dung. S dung Mau don xin viéc nganh Ké toan téng hop sé gitip ban c6 thé hoan thién don
xin viéc, hoan thién dwoc hd so xin viéc ctia minh, gidp ban cé co hdi viéc lam phu hop cho
minh.
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6.1Mau don xin viéc chuan

Cong Hoa Xa Héi Chu Nghia Viét Nam
Doc 1ap - Ty do - Hanh phuc

PON XIN VIEC
KN QP e

B =10 1R (o I = L
SN NAM:
DA N e

Qua thong t|n dang trén website cla cong ty, t6i dwoc biét hién nay Quy cong ty dang cé
nhu cau tuyén dung nhan sw & vi tri Ké toan téng hop. Day chinh la cong viéc rat phu hop
v&i kha nang va kinh nghiém dwoc duc két trong théi gian hoc tap va qué trinh lam viéc
cla toi ti trwvde téi nay.

Toi tt nghiép Clr nhan chuyén nganh Ké toan tai trworng DH... Sau khi tét nghiép téi lam
viéc & vj tri K& toan vién tai Céng ty...V&i ...ndm lam viéc téi da tich Idy dwoc nhiéu kinh
nghiém nhu:

Ké khai thué GTGT, Thué TNCN hang thang, hang quy.

Lap BCTC nam, Quyét toan thué TNCN, QT thué TNDN nam.

Cén than, chi tiét trong viéc in sé sach ké toan hang nam.

Lam moi tha tuc lién quan dén ké toan thué cta cong ty.

C6 kinh nghiém quyét toan thué véi co quan thué...

Ngoai ra tdi st dung thanh thao tin hoc van phong, si dung tét phan mém ké toan
Fast, Misa, Bravo.

Toi cling hiéu ngoai nhirng yéu cau trén, vi tri Quy cong ty dang tuyén dung con doi hoi
nguoi 6 ky nang lam viéc doc 1ap cling nhw lam viéc theo nhom, cd tinh than trach nhiém
va chiu dwgc ap lyc cao trong cdng viéc, kha nang tieng Anh kha.

Vai nhirng kha nang va tinh cach trén, toi tin minh c6 thé dam nhan tét vi tri nhan vién ké
toan t6ng hop tai Quy céng ty. Téi rat mong Quy cbng ty co thé sap xép cho t6i cé 1 budi
phéng van dé trinh bay ré hon kha nang cia minh.

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

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

Ngwoi lam don
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6.2Mau don xin viéc Tiéng Anh

SOCIALIST REPUBLIC OF VIETNAM

Independence — Freedom — Happiness

Based on the recruitment information of your company posted at the company website, |
have learned that your company is in need of recruiting staff for the position of General
Accountant. | realize that this job is suitable to the level, skills and experiences that | have
accumulated in the study and working process so far.

| 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:

e Declaration of VAT, PIT monthly and quarterly.

e Preparing annual financial reports, settlement of personal income tax and settlement
of annual corporate income tax.

Carefulness in the annual accounting list.

Making all procedures related to tax accounting of the company.

Experiences in tax finalization with the tax authorities.

In addition, | am fluent in office computer skills, accounting software Fast, Misa,
Bravo.

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.

Ho Chi Minh city, date ..... month ..... year .......

Yours sincerely
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6.3Mau don xin viéc viét tay

CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lap - Tw do - Hanh phidc

— 000

PON XIN VIEC

Kinh gtri: Phong nhin sit ciing Ban lanh dao Cong ty ..cveveveeeccncnininieiecccisiiscenene
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SINh NEAY: iRt
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Thong qua website chinh thitc clla cong ty, t6i duwgc bi€t quy cong ty dang cé nhu ciu tuyén
dung vi tri nhan vién Kéll toan tOng hop. T6i cdm thdy trinh d§ va kj ndng clla minh pht hop
vOi vi tri cong vi€éc ma quy cdng ty dang tuyén dung, t6i mong mudn dugc lam viéc va cOng
hi€n c6ng sttc cho cong ty.

T6ida tét nghiép loai khé tai trvd'ng Hoc vién tai chinh - Chuyén nganh tai chinh ké toan. Bén
canh dé t4i di tham gia Khéa hoc thic hanh ké todn tong hop thirc té va lam ké toan tdp suw cho
Cong ty k€ toin Anh Hoa, trong qua trinh hoc tip va lam viéc tai d6 to6i da dworc trang bi tit ca
nhitng k§ ndng va ki€n thitc cdn c6 clla m0t ké toin tdng hop doanh nghiép, bay gior toi rdt tu
tin d€ ké khai thué, 1én s8 sach, ldp bio cdo thué va 14p bio cdo tai chinh.

Ngoai ra tdi con st dung thanh thao tin hoc van phong, ti€ng anh giao ti€p tOt va biét st dung
Excel va cic phin mém ké toin Misa, t6i 1a mOt ngwdi lam viéc trung thire, cdn thin. Téi tin
chic rdng v&i nhitng k§ ning va kién thitc trén t6i hoin toin cé thé 1am t6t cdng viéc & vi tri
ké toin tdng hgp ma quy doanh nghiép dang tuyén dung.

Téi xin cdm on quy Coéng ty di danh chat thoi gian d€ xem ho s clia téi. T6i mong mubn
duwoc lam viéc trong méi trird'ng chuyén nghiép nhuw quy cong ty, rdt mong nhin dwgc mot lich
hen phOng vdn trong m0t ngay gan nhit.

Téi xin chin thinh cdm on!

Tp. H6 Chi Minh, ngay .......... thing ........ ndm ....eeeenene

Nguwoi viét don
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6.4Mau don xin viéc sinh vién méi ra trwéng

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc Lap - Tw Do - Hanh Phuac
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DON XIN VIEC
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LI 115 €= T - SRS
INGAY SINN: oottt e e e e e e e e bb ettt e e e e e e e e s e AR ba e et e e e e e e e e e e nnbaeneeaaeas

(0 1o Yo A 1LY 1YY=\
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Qua website chinh thirc ctia cdng ty toi dwoc biét quy cong ty dang cé nhu ciu tuyén dung
vi tri nhan vién ké toan tdng hop. Tdi nhan thay day la céng viéc phu hop véi trinh d6 ciing
nhw ky ndng cia minh, nén téi r4t mong dwoc lam viéc va déng gop chung vao sy phat
trién cla cong ty.

Hién t6i da tbt nghiép trwong Pai hoc Thwong mai — Chuyén nganh Ké toan doanh nghiép
- loai Kha. Mac du méi tét nghiép va chwa chinh thirc di lam nhuwng t6i hiéu rang cai ma
quy cong ty can la mot ké toan co6 kj ndng thanh thao, biét viéc chir khdng nhat thiét phai
c6 mdt nam kinh nghiém gidéng nhw trong théng tin tuyén dung. B&i trong qua trinh hoc tap
tai trwdng t6i da dwoc trang bj tat ca nhirng kién thirc can cé clia mot ké toan vién doanh
nghiép, thém nira t6i da dwoc thwe hanh véi hda don chirng tir thue té khi tham gia khoa
hoc thwe hanh ké toan téng hop thuc té tai Cong ty ké toan Thién U'ng, gid t6i da rat tw tin
dé 1am bao céo Thué, Ién sb sach l1ap BCTC trén Excel va phan mém ké toan.

Pé dap wng yéu cau cla cong viéc ké toan téi da trang bi cho minh k§ nang tin hoc van
phong tot giao tiép lwu loat va san cé trong toi 1a dire tinh can than, cham chi va that tha.
Tai tin rang v&i nhirng ky nang trén toi hoan toan co thé dap (rng dwoc yéu cau cda vj tri
ma quy cong ty dang can tuyén.

Cam on quy cong ty da danh thoi gian xem xet hd so xin viéc cua tdi, téi rit mong nhan
dwoc mét lich hen phdng van théng qua sbé may ca nhan:............c.coeene. trong mét ngay
gan day nhat, dé t6i cd co hoi dwoc truc tiép dén cong ty trinh bay ré hon vé ban than
cling nhw kha nang dap wng cbng viéc ctia minh.

Chac quy cong ty an khang - thinh vwong!
Xin cam on!
Tp. H6 Chi Minh, ngay ..... thang .... nam .......

Nguoi viét don
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6.5M4u don xin viéc danh cho Ké toan trwéng
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc l1ap - Ty do - Hanh phuc

o0o
DON XIN VIEC
Kinh glri: Phong nhan sy - Bong kinh gri Ban Gidm ddc CONg ty ......ccvcvevvevcvivinenenennnnn,
TEN O Al . SINh NQAY: oo
(@ TH T o[ U - T AR EPRR P

Toi duoc biét Cong ty ................ la cong ty chuyén vé dich vu ké toan thué va dao tao ké
toan thwc hanh thyee té. Va dwoc biét, hién tai cong ty dang c6 nhu cau tuyén dung K& toan
trwdng, nén téi lam don nay mong dwoc (rng tuyén vao vi tri K& toan trwdng tai cong ty.

T6i |a sinh vién tt nghiép treong Cao dang Kinh té - Khoa hach toan ké toan nam 2010
va Hoc vién tai chinh — Khoa ké toan doanh nghiép (Hé vira hoc vira lam) thang 6 nam
2014.

Tw khi ra trwéng téi da di 1am tai mot sé cong ty va rut ra dwoec mot vai kinh nghiém nhé
bé trong viéc thu thap chdng ttr, x&r ly chieng tir, 1ap bao cao hang ngay, thang, quy, nam.
Va cac ky nang khac nhu:

Ké khai thué GTGT, Thué TNCN hang thang, hang quy.

Lap BCTC nam, Quyét toan thué TNCN, QT thué TNDN nam.
Cén than, chi tiét trong viéc in sé sach ké toan hang nam.
Lam moi tha tuc lién quan dén ké toan thué cta cong ty.

C6 kinh nghiém quyét toan thué véi co quan thué

Vé&i mét sb kinh nghiém néu trén. Tdi mong mudn duoc tuyén dung vao céng ty thudc vi
tri K& toan trwéng, d& cé co hdi dwoc lam viéc cong hién cho mét méi trwong co tinh
chuyén mon cao vé ké toan.

Néu dwoc tuyén dung vao cong ty t6i xin cam doan:
1/ Chap hanh moi ndi quy ctia cong ty.
2/ Chép hanh suw phan cong, sap xép cta Ban lanh dao cong ty

3/ C6 géng thic hién that tt moi cong viéc nhiém vu dwoc giao. Va ludn co gang trau doi
kien thirc, hoan thién ky nang cia ban than dé dap lai Iong tin twédng ma quy céng ty da
giao cho.

T6i xin ch&n thanh cam on Quy cbng ty da gianh thoi gian cho toi!
Tp. H6 Chi Minh, ngay ..... thang ..... ndm ......

Ngwoi lam don
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6.6 Mau dorn xin viéc sinh vién thwc tap

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap_Tw do_Hanh phuac

DPON XIN THU'C TAP

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

NN o =TT PP
CMND SO: ..o, NQAY CAP...c.cvveveerernnns TaI oo
10T Wel a1 (e 10 o 20 o IR i (1 AU RRPPOPPPPP
1 1= o] o T [T=T o T F= Lo
£ 1Y 101 [ T= TS ST
La sinh VIEN trrONg:...coeveveiiie e Khoa: ...
I o Hé dao tao: .....ooovvveiiiiie e,
Nay t6i [am don nay v&i mong mudn UWOC CONG 1Y wo.vecveeeeeeeeeeeceecee e

tiép nhan cho t6i dwgc thye 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 ndi quy, quy dinh ddi véi sinh vién, hoc sinh thwc tap, an toan tai san
cua Cobng ty, an toan lao dong tai cdng 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] I o 2o U = o PRSP
R 3 = T ] 1
-Diénthoai liénlac: .......cccoooviiiiiie e, [ [T =T o

............ , hgay..... thang ..... nam 20.......
Y KIEN TIEP NHANCUA CONG TY Sinh vién
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6.7 Mau dorn xin viéc lam part-time

CONG HOA XA HOI CHU NGHTIA VIET NAM

Doc 1ap - Ty do - Hanh phuc
Anh 3x4

DO'N XIN VIEC

(Danh cho sinh vién, hoc sinh thyc tap hoac lam thém)

ST T T SO SPRR
L1018 (=1 T - SRR
NOAY SINN: oo TaIL e
Gi&y CMTND, HO ChIEU SO: ...ttt ettt et sae et

B ] g 10 [0 TAYZ= 1 N (o ¥ AR
Dang theo hOC trONQ: ....oeeeee e e e e e e e e e e eannne
CRUYEN NQANN: ..o
(Y2 = TaTo I gV o = TN T TR
NGh& NGHIEP CHUYBN MON: ..ottt et ee et e st e ste et e eeesae e
10 o [ 1= P PO U PP PPUPPP

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, Bon vi chip nhan.

NGU Ol LAM BON

(Ky, ghi r6 ho tén)
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