HUONG DAN NOP HO SO VA
PHONG VAN XIN VIEC

Giang vién: TS. Nguyen Thé Vinh
Th. S Nguyén Ngoc Chiic
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MUC PiCH KHOA HOC

Leader in solutions

Chia sé kinh nghiém thuc té vé quy trinh tuyén dung o
cac to6 chirc, doanh nghiép nha nwdc, tw nhan va nwéc
ngoai tai Vlet Nam dé sinh vien nam bat duoc nhwng
mong doi chung tr cac nha tuyen dung doi v&i cac ung
clr vién ndi chung va véi cac ng cr vién la sinh vién
moi ra treong;

Chia sé cach xay duwng ho so xin viéc va bi
quyét gdy an twong vdi nha tuyén dung khi
tham du phdéng van dé nang cao co hdi
thanh cong;

Nang cao su tu tin va tac phong chuyén
nghiép cua sinh vién mdi ra trwvong.

How to Crack A Job
Interview Successfully



YEU CAU KET QUA KHOA HOC

Leader in solutions

» Hoc vién biét cach tim cac ngudn théng tin
vé viéc lam.

* Hoc vién biét cach xay dung mot bd H6 so
Xin viéc phu hgp véi moi vij tri *ng cu va
yéu cau cla tirng cong ty.

e Hoc vién biét cic budc can chuan bi trudc
mot cudc phong van va cach tra loi phong
van mot cach chuyén nghiép.

* Hoc vién ty tin, lac quan va c6 thai do chu
dong, cau thij khi tim viéc lam va &ng cl xin
viéc.




Phan I: Giao lwu v@i sinh vién

e Sau khi ra trwong, anh/chi mudn lam viéc
& cOng ty nao? Vi tri gi? Tai sao anh/chi lai
chon cong viéc do?

e Anh/chi cho biét cach lam thé nao dé xin
dwoc dung viéc minh mong mudn?( Theo
suy nght cua hoc vién)
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Phan Il: Tuyén dung tai cac doanh nghiép va té
chirc Phi chinh phu tai Viét Nam, co’ hgi cho sinh
vién mai ra trwong

Leader in solutions
* Tin vui:
— Doanh nghiép Viét Nam thiéu nhan luc nghiém trong
— Trong cudc canh tranh vé nhan sy, phan thang thuong
nghiéng vé cac cong ty co von dau tw nwdc ngoai.

— Lao dong co chuyén mon, lao dong lanh nghé sé déng vai
tro chu dao thay cho sy chiém [inh cua lao dong ph6 thong
kéo dai sudt may nam qua

dvt.vn/20100804014752463p32c50/nhu-cau-da-dao-chieu-tren-thi-truong-lao-dong.htm

vietbao.vn/Viec-lam/Thieu-nghiem-trong-nhan-luc-cao-cap/30083701/267/



http://dvt.vn/20100804014752463p32c50/nhu-cau-da-dao-chieu-tren-thi-truong-lao-dong.htm
http://vietbao.vn/Viec-lam/Thieu-nghiem-trong-nhan-luc-cao-cap/30083701/267/

Phan II: Tuyén dung tai cac doanh nghiép va to
chirc Phi chinh phu tai Viet Nam, co hoi cho sinh
vién maéi ra truong

Leader in solutions

Tin vui:
— Tim lao dong k¥ thuat dé dau tu cho tuong lai

— Céc khu vuc dan dau vé nhu cau tuyén dung 13
doanh nghiép tu nhan, lién doanh, dau tu nudc
ngoai.

— Nhu cau da dao chiéu trén thi truong lao dong

dvt.vn/20100804014752463p32c50/nhu-cau-da-dao-chieu-tren-thi-truong-lao-dong.htm

vietbao.vn/Viec-lam/Thieu-nghiem-trong-nhan-luc-cao-cap/30083701/267/



http://dvt.vn/20100804014752463p32c50/nhu-cau-da-dao-chieu-tren-thi-truong-lao-dong.htm
http://vietbao.vn/Viec-lam/Thieu-nghiem-trong-nhan-luc-cao-cap/30083701/267/

Phan Il: Tuyén dung tai cdc doanh nghiép va té
chirc Phi chinh phu tai Viét Nam, co’ hdi cho sinh
vién mai ra trueong

Leader in solutions
* Tin vui:

— Co cau trinh d6 nghé d3 c6 nhitng khéc biét: nhu cau lao
dong co trinh d6 dai1 hoc chi€ém 25%; cao dang, trung cap
40%:; so cap nghé, lao dong pho thong 35% (ty 1€ nay
thot gian trude va gan nhat hoi thang 5.2010 1a 70%).

- Nhitng nganh nghé c6 nhu cau tuyén dung cao nhat hién
nay la: marketing — nhan vién kinh doanh, dich vu va
phuc vu, giao thong — van tai — thuy loi, dét — may — giay
da, co khi — luyén kim, ké toan — kiém toan, ban hang,
cong ngh¢ thong tin

dvt.vn/20100804014752463p32c50/nhu-cau-da-dao-chieu-tren-thi-truong-lao-dong.htm

vietbao.vn/Viec-lam/Thieu-nghiem-trong-nhan-luc-cao-cap/30083701/267/



http://dvt.vn/20100804014752463p32c50/nhu-cau-da-dao-chieu-tren-thi-truong-lao-dong.htm
http://vietbao.vn/Viec-lam/Thieu-nghiem-trong-nhan-luc-cao-cap/30083701/267/

Phan Il: Tuyén dung tai cac doanh nghiép va té
chtrc Phi chinh phu tai Viét Nam, co’ hoi cho
sinh vien méi ra trwong

Leader in solutions

* Tin vui:

— Theo cac doanh nghi¢p, hi€n mirc lvong trung binh danh
cho cac vi tri nhu: gidm doc, chuyén gia tai chinh, ngan
he‘mg, marketting da len to1 1.500 USD/thang, tham chi
cO vi tri 1én to1 5. 000- 10.000 USD/thang nhu’ng van
khong kiém dugc nguoi

— V¢ thi truong lao dong cao cap, thac sy Nguyen Tan Ky,
Tong. glam doc Cong ty lién doanh cong nghiép Masan
cho rang, trong cugc canh tranh vé nhan su, phan thang
thuong nghiéng vé cac cong ty ¢ von dau tu nudc ngoai

dvt.vn/20100804014752463p32c50/nhu-cau-da-dao-chieu-tren-thi-truong-lao-dong.htm

vietbao.vn/Viec-lam/Thieu-nghiem-trong-nhan-luc-cao-cap/30083701/267/
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Phan II: Tuyén dung tai cac doanh nghiép va
to chuwre Phi chinh phu tai Viét Nam, co hoi cho
sinh vién mai ra trueong

Leader in solutions
 Van dé:

— Pao tao khong dap g yéu cau

— Vi tién trinh hoi nhap kinh té, su chuyén doi cua gido duc
Viét Nam qué cham. Trong khi @6, cac doanh nghiép rat can
ngudn nhan luc cao cap nén khdng thé ngodi chod ma phai tu
dao tao lay (Theo tién si Nguyén Si Diing, Phd cht nhiém
Van phong Quéc hoi)

— Nguodn nhan luc bo sung ctia cOng ty hién van thiéu, boi
trinh @6 chuyén mon cia sinh vién qué yéu, ma nhuogc diém
16n nhat 13 thiéu kha nang tu duy, sang tao va tinh cha dong
trong cong viéc.

ietbao.vn/Viec-lam/Thieu-nghiem-trong-nhan-luc-cao-cap/30083701/267/



http://vietbao.vn/Viec-lam/Thieu-nghiem-trong-nhan-luc-cao-cap/30083701/267/

Phan II: Tuyén dung tai cac doanh nghiép va
to chwre Phi chinh phu tai Viét Nam, co hoi
cho sinh vién mdi ra truong

Leader in solutions

— Van dé:

e Thong thuong moi dot tuyén dung cua Dét Phong Phi
chi c6 20%, tham chi 10% ung vién dat tiéu chuan. (Ba
Tran Thi Puong, Cong ty dét Phong Ph)

* Yéu t6 quan trong nhat hién nay 14 thiéu hut doi ngii can
bd quan |y cao cap dugc dao tao theo yéu cau cta nén
kinh té hoi nhap.

ietbao.vn/Viec-lam/Thieu-nghiem-trong-nhan-luc-cao-cap/30083701/267/
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"ﬁ Trang chd | Su kign trong ngéy

guén nhan Iwe cao cap & VN: Thira ma thiéu

20/ 10/2009 - 7205 A (g Cépnhatide 10:07T-THD

Héi thao " Thure trang va giai phap vé nguén nhan luwe cap cao cho DN VN" vira dwoc té chire tai TP
HCM, thu hat déng dao cac chuyén gia kinh té va giam doc cac DN tham dw. Van dé nong béng nhat
cac DN duara: lao déng chat xam & VN dang khan hiém tram trong o tat ca céc loai giam doc, chuyén
giatai chinh, ngan hang, kinh doanh marketing, ki thuat...

(Dan (17 iy e cna T o LD-TB-XH. md
nAm mrée ta b tren 1,5 trien ngwai duge (Lw r.m ll_lll.‘ (L]r 26%0 lao {Il}n
Xi i ¢6 qua d@ho tao. Tuy nhién, 11011011 nhan e K¥ thudit cao thi vay

wong tinh aang thiéu tram tr ong Dungtruoc finh thé do 6 rét nhidu DN dua ra muec lugng tr 5.000 - 10.000 USDithang cing hang loat L déi

B6 truong Bé LP-TB-XH Neuyén Thi Kim Nean nhan dinh: Sau 40 Mo vén Khong tm Ao ngurg.
nim thanh lap, hé théng day nghé trén toan quéc da phat trién tir 30
trurong voi qui mé dao tao 14.000 hoc sinh 1én dén dén c6 367 trwong
Cao dang va Trung cap nghé. 864 Trung tam day nghé va trén 1.000 co TS Nguyén SiDing cho biét mdi nam ching'ta co 1,2 riéu nguroi dén t'uéi lao ddng va duroc hé sung vao e
_ - Irgrng lao ddng cla dat nwedc. Tuy nhign, 56 Iegng lao déng thi durgc bo sung, ma chat Iegng thi lai khdng. Trong

DN tim "d6 ca mat"

Zang wigc mor wdrcl

@viéclambank™ oo

‘ Trang Chua Tim Viéc i Cong Vi

VieclamBank = PNe Llam thora ma van thiéu

o'n nhiéu lan. tuy nhién nguon
nhan luc cap cao lal © muc an |em Chung ta dang trong tinh trang lao dong duw vé
Ilugng va yéu vé chat™”, Tién sy Ho Puc Hung. Giam doc Vién Nghién ciru phat trién PH Kink
té TPHCM. nhan dinh.

Nhiéu doanh nghiép tham gia Héi thao “Chéat lvong
nhan luvc va Nhu cau tuyén dung” do bao dién tir Dan




Co ho1 va thach thire vo1 sinh vién sap
ra truong

Leader in solutions

Tim cong viéc theo sé thich? 3 ’V;
Tim cong viéc theo chuyén mon
Nhirng kho khan sap téi la gi?

Lwong hay co hdi thang tién?




@ Co hdi nao cho sinh vién sap ra trudng?

Leader in solutions

e Can Tuyén Sinh Vién Méi Ra Truong Gan Bo Lau Dai
V&1 Cong Ty (1 cong ty tai chinh ta1 HN)

Tot nghiép DH loai kha nganh KTPN - DH Quoc gia HN,
ngoai ngi tot, Hoang Oanh duoc nhiéu NTD dé mat Co
SV ngoal tinh tim mot vi tri phu hop tai dat Ha thanh
chang may kho khian. Chua day mot thang sau khi ra
truong, Oanh gitr vi tri marketing cua mot tap doan kinh
doanh dia 6¢ noi tiéng Singapore tai VN.




Co hdi nao cho sinh vién sap ra trudng?

Leader in solutions

* V6i Thu Ha — Nhan vién moi "toanh™ cua VPBank HN, cuu
Sinh vien BH Ngoai thuong, thi ngay tr hoc ky cudi, ban da
lien tuc nhan duoc thu moi hdi thao tuyén dung, t6 churc hoi
cho Viéc lam cua cac DN nude ngoai va NH trong nuéc. "Co
hoi rat nhiéu, t0i cO diéu kién lua chon Viéc lam phd hop", Ha
chia sé.

Nhiéu nganh khéc nhu CNTT, Y-dugec... déu dugc cac DN chu
dong "san" nhan luc tr truge Khi SV ra truong. Rat nhicu BV
16n phia nam da cat cong den DH Y khoa Hue ‘tranh gianh”
cac Sinh vién kha, gioi voi nhiéu moi chao hap dan. Phan dong
Sinh vién tai day deu co viec lam ngay sau khi ra truong. Hiéu
— Nhan vién mé1 mot BV tai Nha Trang cho biét; "Pugc di
lam ngay, t0i c0 co hdi co xat thuce té, nang cao k¥ ning va co
diéu kién dé hoc cao hon".




Lam sao dé tim dwoc ding céng viéc
minh mong mudn day?

Cach nao hiéu qua?

AWIigre doI'Start:
Kinh nghiém Ia gi? Q KSR




Cach tim kiém thong tin viéc lam hiéu qua
nhat( qua 1 thong ké)

Leader in solutions

e 1. St dung Internet de tim thong tin vé viéc_lam hay de ol
ban resume cua ban dén cac cong ty c6 nhu cau rao tuyén trén
Internet (1%)

* 2. Gui ban resume t6i nhitng nguoi str dung lao dong mot cach

ngau nhién (7%)

3. Tra 16i nhitng quang cdo tuyén dung trong CAc tap chi

chuyen nganh hay nganh nghé kinh doanh thich hop voéi linh

vuc cua ban (7%)

4. Tra 101 nhitng quéng cao trén cac bao dia phuong( 5% tuy

theo yéu cau vé luong bong)

5. Bén céc hoi cho viée 1am duoc to chitc thuong xuyén ¢ TP

(8%)



http://xinviec.net/home
http://xinviec.net/home
http://xinviec.net/home

Cach tim kiém thong tin viéc lam
hiéu qua nhat( tiép)

Leader in solutions

» 6. Tham gia cac ky thi tuyén cong chitc (12%)
e 7. Xin su chi dan, gi6i thiéu... tir cic thanh vién trong gia dinh,
ban be, hay nhu:ng chuyén gia ma ban quen biét (33%)

8.Sur dung cuon nién giam dién thoai thng trang vang dé Xac
dinh linh vuc thu hut sy quan tam cua ban, sau d6 goi dén
nhitng nha tuyén dung dé biét thém thong tin (69%)

9. GO cua nhu’ng chu doanh nghlep, nha may...ma ban quan
tam, khong can biét ho c¢é con vi tri trong hay khong (47%)



http://xinviec.net/home

Cach tim kiém thong tin viéc lam hiéu
qua nhat( tiép)

Leader in solutions

* 10. Khi cung mét nhom ngu’0’1 di tim vi€c lam khac, ban cling
c6 thé st dung cudn nién glam nhitng trang vang (84%)

e 11. Tu kiém tra, thiét lap moi quan hé: cach cuoi cung nay
duogc cac chuyen gla tu van nhan su danh gia cao nhat vi ti 16
thanh cong ciia n6 dén 86 %. Tu ban than ngu’(n tim viéc hay
kiém tra va tim ra nhirng k¥y nang, chuyén mon t6t nhat ma ban
c6. Ké dén, thuc hién nhu:ng dot tim kiém thong tin vé hoat
dong, lanh vuc san xuat cua cong ty, don vi ma ban du dinh
xin vao lam viéc, thong qua cac phuong tién dai chang nhu
bao chi, internet... Sau hét la sr dung nhirng mo61 quan h¢ ca
nhan trong cac cong ty, véi nhitng nguot thuc su tuyén dung



http://xinviec.net/home
http://xinviec.net/home

Gidi thiéu vé Quy trinh tuyén dung tiéu biéu (ap dung

pho bién tai cdc doanh nghiép va td chirc nwéc ngoai

Leader in enlitinne

Budc Trach nhi¢m Hanh diong Tai li¢u
] Lanh dao céc .
phong nghicp vu, —»_ Nhu ciu BM-TC-001/1
cdc don vi. l
y T Nguon bén .
2 P.TCLD Nguon noi b —yp ngodi e | BM-TC-002/1
3 P.TCLD So tuycn BM-TC-003/1
4 P.TCLD, LD céc 'l
phong nghi¢p vu. Phong van
céic don vy, Sat hach
4
5 TGD, P.TCLD Tuyen chon l‘ BM-TC-004/1
\ 4
6 Cic phong nghicp Thu viéc BM-TC-005/1
v, Cac domn vy l
2 : = Nhin vicée
7 Ciac phong nghicp chinh thirc
vu, Cac don vy




Phan lll:
Xay dwng & NOp HoO so’ Xin viéc

Leader in solutions

1. Cé&c bwdc can chua y khi lap HO so Xin viéc

% ) .= ¥ Dung bao giv viét mét ban Iy lich
. 0 | mot cach voi va.
) ' '

iy v That tha I3 tiéu chuin hang dau.



Phan lll:
Xay dwng & NOp HoO so’ Xin viéc

Leader in solutions

1. Céac bwdc can chua y khi lap HO so Xin viéc

v Viét ra muc tiéu nghé nghiép

v’ Hay kiém ché dung chu y dén viéc
chu du nhu mot so thich hay hing
thu




Phan lll:
Xay dwng & NOp HoO so’ Xin viéc

Leader in solutions
1. Céac bwdc can cha y khi lap HO so Xin viéc
 — |

v' St dung phong chir don gian, co
chir chuan va 1€ khong bi thay doi

Pua ra nhirng kinh nghi€ém lam
viéc trudc day that van tat.

Duy tri sy quan tdm ch( ¥ dén
nhirng van de lién quan dén kinh té
xa nhat co the.

Néu am nhac, phim anh va doc
sach la nhtrng s¢& thich cua ban,
dung ngai dua ra.



Phan lll:
y Xay dwng & NOp Ho so Xin viéc

Leader in solutions

1. Céac bwdc can cha y khi lap HO so Xin viéc
" v Nghién ciru ky vé doanh
nghiép do, moéi truong lam

(\ r viéc, vin hoa...

matrix v Puwa ra moi théng tin chi tiét,
\\ dia chi, so6 lién hé, dia chi
email...

Company Information

v' Viét dia chi thu dén dung
Ngu o'



Phan Ill:
Xay dwng & NOp HoO so’ Xin viéc

Leader in solutions

1. Cac buo’c can chu y khi 1ap HO so’ Xin viéc

v Bod qua nhitng kinh nghiém
khong lién quan.

v Lam viéc tinh nguyén hay
thuc tap cling duogc xem
trong. Chu y cong viéc do
trong ban ly lich.

- v' Tranh dwa ra moi quan hé tén

i (e f




CV géom
phan gi?

Leader in solutions

— Thong tin ca nhan :
« Pién day du thong tin
* Email: sir dung dia chi email trung tinh
« Anh dinh kém (bat budc)

— Qua trinh dao tao va thanh tich ca nhan:

* Chi can cung cap thong tin vé qua trinh hoc dai hoc,
trén dai hoc va nhitng linh vuc lién quan (neu cO).

* Thanh tich ca nhan: néu nhirng thanh tich noi bat dang
chti y nhat va ghi ro da dat dugc thanh tich nay ¢ dau,
vao thot gian nao?




CV gom phan gi?(tiép)
Leader in solutions
— Kinh nghiém lam viéc:
e Néu kinh nghiém lam viéc theo trinh tu tho1 gian nguoc:
VD: + 2009 — nay:
+ 2007 —2009:
* Ghi r0 vi tri cOng tac va don vi cOng tac.
* M6 ta nhirng cong viéc cu thé tai vi tri da lam.
* Kinh nghiém lam viéc bao gom ca qua tinh lam parttime
(n€u co).
* Co thé két hop phén hoat dong xa hdi, do;‘m thé vao phan
nay.Chu y: ghi 0 thot gian sinh hoat, ngan gon, Xuc tich.
Nen lra chon nhitng hoat dong co tinh tidu bi€u, tranh di

sdu vao hoat dong ngoai khoa dac biét 1a d6i voi SV khi
kinh nghiém lam viéc thyuc té khong nhiéu.

* Chi nén néu nhimg kinh nghiém phu hop vo1 vi tri Gng
tuyen yeéu cau cong viec.




Leader in solutions
— Ky nang:
e Néu nhirng kj ndng minh cé va cé lién quan dén yéu cau
tuyén dung.
* Néu cd nhirng chuan muc danh gid ( ching chi, ching
nhan...) sé duoc danh gia cao hon.
— S¢ thich va xu hwé'ng ca nhan:
 Néu mot vai s@ thich cua ban than cé lgi vdi vi tri ¢ng
tuyén.
e Xu hudng ban than: néu dinh hwdng trong nghé nghiép.




Leader in solutions

— Thong tin tham khao:

* La thong tin vé nguoi co thé xac nhan nhirng thong tin
trong CV.

* Nén néu ré nguodn thong lién quan dén kinh nghiém
lam viéc va hoat ddng ngoai khda (khéng nhat thiét
phai néu).




Bl QUYET TAO AN TUQNG
Leader in solutions QUA HO SO’ XIN VIEC!

KHONG NEN TAO DAU AN BOI S CAU THA!

* Khong dung dau cau khi trinh bay ho so bang tiéng
Viét. Dung I6n ca tieng Viét va tieng A

* Dung dia chi e-ntail khéng an nlép gi voi tén cua ban:
traingheotinhle@..., meoconxa@... e6bedongdanh@...,

* Néu [én nhirng bang e&p khdwg_ lién quan dén yéu
cau cdng Viéc

* “Tao an twopg” bang cac 16i chinh ta , I60M4Qu cau hoac
khdng viéiAfoa khi can

* Vietdua so sai va chung chung vé nhirng kinh nghiém
da co

29




Bi quyét viét thw xin viéc
thuyét phuc h |

e Viét don gian, ngan gon, xuc tich

e Budc 1: Vit doan m& dau an twong

e Budc 2: Cho biét ban d3 thanh cong
nhu thé nao

e Buoc 3: Néu bat nhirng thanh
cong/nang luc cua ban trudc day

* Bwdc 4: Thé hién su quan tdm cua
ban dén vi tri du tuyén




Mau thw xin viéc an
twong va hiéu qua

Ho vatan

O e it —  Ghi 6 Nguwi giri, ngwi nhan

MNeay/thang /‘nim

Wieis. (Ho va tén d&v d0)
Chirz v 2ghs nehifsmp
Tén cimg tv

Diz chi

g ty

(5]

Kinh gixi: (Ho va tén cha ngsrdd ma ban cén lisn hs trre tisp) <
AF A

A 7 = R » X
U An twong voi sw hieu biet vé cong ty
T5i vt mong dwgs hop rde ldm vide ding quy odng v, 151 ddnh gid rar cas nhiing gid oi & P
mad sang v 44 mang lai cho khach hang cha minh va beén hét 13 cdng v dang tao :Tr's'uﬁ va co’ hgl
kidn cho nhifmg ai dang mudn tim kidm mdr oo hdi nghé nghise hip ddn hon, fuf thich
from va tha vi hom T5i visy thie ndy gifi 851 quy odng v nhdm 48 oo cho chinh minh vdo
chire vy Trwdmg b3 phin phuys w khdch hang md cng @y dang cdn fuya.

3
Téi cibiz £5 2 kém thes thi ndy mdr ban I lich mifu 5 moi fifng 11 24 whin cda o3 Noi ro ve kinh nghiém lam viéc va
vd wmhiitng kinh nghifm md 150 tmg ordi va nhiing gl md 850 43 dwee hoe. T80 oo 10 ndm > ’ 4 z
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NOp hé so’ xin viéc
Truc tuyén

Leader in solutions

e Trwée khi ndp ho so:

— Thuong xuyén ghé thim cac trang website viéc lam, tuyén
dung.

— Poc k¥ quang cdo va phan tich thong tin xem vi1 tri do co
phu hop vo1 minh khong thong qua cac cau hoi va tu tra 101

— Tham khao théng tin tuyén dung ciia cic cong ty trén
website cua ho




NOp hé so’ xin viéc
Truc tuyén

Leader in solutions
* Truéc khi nép ho so:

— Nén ¢O nhirng “tt khoa” trong CV cua qban dé khi
sﬁ:q du~ng cac céngrcu tim kiém nha tuyén dung co
thé dé dang tim thay.

— Nén doc nhitng ho so mau, nhiing chi dan that ky.




Nop ho so xin viéc —Truc tuyén

Leader in solutions
* Nhirng tap tin dinh kem:
Ngoai don xin vi¢c, bang thong tin Gmg vién ban c6 thé dinh
kém theo ho so truc tuyén cua nhu:ng minh nhitng thong tin
khac nhu bang thanh tich xuat sac trong hoc tap, cac chung

. nhan thanh qua lam viéc cua ban ¢ cong ty ctu. Nhing tap tin
dinh kém nay ban nén dé theo dang .doc, .rtf, .txt

Dia chi Email:

Nén c¢6 mot dia chi Email chuyén nghi€p, nghi€ém tic. Tranh
dat tén email theo kiéu téu tao, nghich ngom hay khong
ding dan nhu anhchangmegal@ danch01sa1thanh@
V.. chung s& dé khién cho ban khong co duogc thién cam
cua nha tuyén dung




NOp ho so xin viéc —Truc tiép

Leader in solutions

* Nop ho so

— Kiém tra lai 1an cudi CV cua ban dé chac chan la
khong c6 10i chinh ta, khong 16i ngit phap. CV
ctia ban du c6 hoan hdo dén dau nhung co6 10i
chinh ta trong do thi s€ mat diém rat nhiéu day.

— Cau chir trong CV phai ngan gon, stc tich nhung
day du théng tin

— Nén in ra giay thém mot bo (CV), dong thoj ghi

ra nhirng cau ma ban nghl nha tu’;;en dung 5& thé %
hoi, nhé tra 101 luon dé sau nay bari/ de da “d01 |

pho” vo1 ho. _f;.. .- / |




@ Nop ho so xin viéc —Truc tiép

Leader in solutions ‘f .
o N(.)p hO SO’ / { \Q\Q ?\?\\X\C&\.\Q“\ 3
— th)ng nén “ra1r” ho so cua m 1\ khap noi,

chi nén chon nhiing cong vis OAphu hop
minh nhat dat biet khong nén 't
cho tat ca cac cong viéc ma ban muon ung tuyen

— Mo6i mdt cong ty, mot nha tuyen dung deu cO
nhirng qu1 dinh riéng, ké ca trong viéc tuyén chon
nhan vién. Vi du nhu khong lién lac qua dién thoai,
chi nhan ho so qua email, v.v... Ban nén tuan thu
theo nhitng qui dinh do.




@ Nop ho so xin viéc —Truc tiép

Leader in solutions

. Can day du cac thu tuc ho so: Thu xin viéc, SYLL, CV,
giay KSK,...

* Bén ngoai ho so ghi r0 théng tin ¢4 nhan ( ho tén, email,
dién thoai) va vi tri irng tuyén

HS phai sach, gon gang, r0 rang

Nén dén tan co quan dé truc tiép ndop HS

Nén gui truc tiép cho can bd tuyén dung




@ NOp ho so xin viéc —Truc tiép

Leader in solutions

» Sau khi nop ho so:

- Sau 3 ngay khong thay hoi 4m, nén héi lai nha tuyén dung

- Cho théng tin ciia nha tuyén dung trong vong 2-3 tuan dau
- Néu thay lau chua thay tra 101 nén hoi lai nha tuyén dung

- Néu duoc vao vong tiép theo thi nén chuan bi tinh than

- Néu khong dat yéu can thi nén tim kiém co ho1 khac,
khong nén cho doi1 qua lau hoac cam thay that vong




Phan IV: Lam bai viét & Tra lo'i Phéong van

Lam bai viét nhw thé nao thi hiéu qua
Leader in solutions

e Doanh nghiép s&r dung hinh thirc thi viét khi nao:
— Mudn kiém tra chuyén mén chi tiét

— Lién quan dén nghiép vu ma khi phéng van hoac qua ho so
khéng thé hién rd

— Kiém tra nang luwc va phan &rng cla &rng vién
— Pam bao tim dugc ing vién dang chuyén moén

— Dinh vi &’ng vién va can c& vao két qua test dé 1én ké hoach
dao tao cho nhan vién mai




Mot s6 hinh thirc thi viét pho bién

Leader in solutions

e Thi trac nghiém( Multichoice)
 Thi dich viét trén may tinh

* Thi viét truc tiép bang gidy but

* Lén ké hoach cho 1 giai phap, chuong trinh
nao do...




@ Lam gi dé thi viét thanh cong?
Leader in solutions / y

* DPoc ky yéu cau cua dé bai

» Hiéu biét vé doanh nghiép va con nguoi

* Tap trung cao dd vao bai lam

» Lam dau gon day( khong lam dan trai, mat thoi
gian, diem thap)

. Viét phai sach, dep, nghiém tuc...




Phéng van

Trwéc phéng van

Leader in solutions

1. Xem lai théng tin cap nhat nhat ve nha tuyén
dung, cong ty minh wng tuyen de tra I&i cau hoi:

* Ban da tim hiéu gi vé cong ty cla chung t6i?
* Tai sao ban mudn lam viéc & cdng ty chung t6i?

* Ban biét gi vé cdng viéc cla vij tri nay?




Phéng van

Trwdc phdng van

Leader in solutions

2. Thwe hanh trwéc

* Hay tw thwe hanh tra |1 cac cau hoi phéng van thwong
gap bang cach:

+ Purng trwdc gwong va tra 1o cau hoi . Ty tra |&i mot
minh

+ Nhd nguoi than hoi va danh gia cau tra [0
Lwu y: khong sty dung cac tir I16ng, tir dia phwong hoac

dung 2 ngon ngir trong mét cau tra loi!

43




Leader in solutions

3. Trang phuc

Lwu y chon phu
hop v&i vi tri tuyén
dung va moi
trwo'ng cong viéc

Phéng van

Trwéc phdng van

£
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)
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Phéng van

Trwdc phdng van

Leader in solutions
Mac gi khi di phéng van?

* Trang phuc chinh té, khdng nhau, sach sé, lich su,
trang nha

* Mau sac quan do trung tinh, khéng Ide loet
* Trang diém khéng qua dam
* Khéng nén deo nhiéu dé trang strc;

* Khéng nén phuc trang nhw khi di hoc, di choi hay di da ngoai
hoac duwv tiéc
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Phéng van

Trwdc phdng van

Leader in solutions

Khong nén:




Phéng van

Trwéc phdng van

Leader in solutions

Nén:



Phéng van

Trong phéng van

Leader in solutions

» Trinh bay vé ban than

— Tép trung ndi nhitng y chinh can nhan manh. Tranh dua
nhi€éu thong tin tt CV.

— Nhan manh phém chat c4 nhan, ning luc hoc tap, cac quan
h¢ xa ho1, ti€ém nang cua ban than trong cong viéc, hoc tap.

— Tap trung vao cac k¥ nang, kinh nghiém lién quan da co.

— Nhan manh céc bai hoc ma ban than da tu n ;

— No1 tom tat vé cac thanh tuu ca nhan.




Phéng van

Trong phéng van

Leader in solutions
e Trinh bay vé sw phu hop ctia minh véi cong viéc trng
tuyén
— Néu chua rd vé cong viéc, nén hoi cho ro (cac trach
nhiém chinh, tuyén bdo cdo, cac cd nhan va by phan
lién quan- so dd ma tran).
— Tim hiéu xem day 1a vi tri méi, hay vi tri thay thé.
— Néu 1a vi tri thay thé, nén tim hiéu nhitng mong doi
khac biét ciia Nha tuyén dung d6i voi ngudi 1

- yoes!

"




Phéng van

Trong phéng van

Leader in solutions

* Trinh bay cac diém manh, cac diém can hoan thién, can
lam quen tai moi trweong maéi
— Nhan manh céc kinh nghiém, k¥ nang, kién thtc da co, lién
quan va s€ phuc vu dac luc cho cong viéc.

— Can thé hién su quan tam dén cong viéc.

— MOJi vi tri ludn c¢6 nhitng sy thach thirc voi ngudi moi ddm
nhan.

— Chuan bi trudc 2-3 cau hoi, khi Hoi dong PV hoi thi néu ra
(tranh chi tiét da trao d01)

— Khong nén néu cac diém yéu quéa bat lgi cho cong viéc.
(Can tu danh gi4 sau).

— Luu y: Khong c6 cac di€ém yeéu, chi ¢c6 cdc di€ém can thay
doi hay hoan thién (tuy theo y€u cau moi truong cong
VIEC).




Phéng van

Trong phéng van

Leader in solutions
 Khau giao tiép véi Hoi dong phéng van

— Tu tin (dang di ding, tu thé ngéi, cach bt tay, cach noi,
anh mat nhin...)

— Khi no1, quan sat phan tng cua cac thanh vién trong Hoi
dong PV; tim sy thong hiéu; hiéu chinh néu can.

— Cach thirc nhan, trao danh th1ep, nho tén cac thanh vién

Hoi dong PV. (Mang theo cuon so6 nho c6 thé bo thi va
but).

— Lich su, quan sat irng xtr ciia HO1 déng.
— An mic kiéu cong so.

— Pén trudce gio.

— Tat dién thoai di dong hay dé im ling




Phéng van

Trong phéng van

Leader in solutions

 Trao doi vé ché do chinh sach, dii ngd, lwong

— Tim hiéu trudc vé miic luong trén thi truong.

— To ra linh hoat trong pham V1 hJ:O’ng mong doi. (Nhiéu cong
ty ¢ thang luong san roi, Nha tuyén dung sé& chu dong dé
xuat luong phu hO’p)

— Khong nhat thiét phai quyét dinh ngay lap tic vé mirc
luong.

— Khong nén nhan lo1 ngay, ké ca khi Nha tuyén dung moi
muc luong bang hay cao hon mong do1l. (Tuy nhién, can

can nhac tinh thé ciia Nha tuyén dung! Ung vién can cé
thoi gian suy nghi tong the).




Phéng van

Sau phéng van

Leader in solutions
* Rut kinh nghiém

— Tu danh gi1a cach tra 101, irng x1tr, bai lam cta ban than.

— DPanh gia mirc dd phu hop cua ban than (vd1 vi tri, cong
ty hay nganh coéng nghiép): goéc d6 chuyén mon, to
chirc, vin héa DN, diéu kién lam viéc...

— Néu khong duogc bo nhiém, c6 gang tim hiéu cac 1y do
dé thanh cong hon trong cac lan tim viéc sau (chon viéc
phu hop hon ciing nhu cac yéu to chti quan vé k§ ning).




Phéng van

Trong phéng van

Leader in solutions
* Duy tri quan hé

— Viét thu cam on sau khi cac vong phong van két thic.

— Theo do1 tinh hinh hoat d(f)r}g cua cong ty qua p‘hu’O’ng tién
thong tin dé;li chung. (Co6 thé€ c6 dip ing tuyén lan sau, hay
trd thanh doi tac, khach hang).

— Lién lac, phat trién quan h¢ khi ¢6 dip thich hop




Nhitrng cau hoi phong van thong dung

Leader in solutions

Thoe: S ires Or
Fire A0

§ T haonrdns Ace Loy
——s “I

P3u la diém yéu cha ban?

Cau hoi “cdc cd” nay dé lam ban lung tung. Hay binh tinh
va tim cach 1ai nhitng diém yeu cua minh thanh nhing
diém manh c¢6 lién quan va ho trg cho cong VIEC. Chang
han “B1em yeu cua to1 la tham cong tiéc viéc, hay noi va
giao tiép v4i nhidu nguoi. .




Nhiing cau hoi phong van thong dung

Leader in solutions
* Ban co thé lam dwogec gi cho cong ty hon nhirng rng
vién khac?

- DPé thuyét phuc, ban phai tong hop hét nhitng k¥ nang,
kinh nghiém ctia minh va cho nha tuyén dung thay nhiing
diém dic sac nhat.



@ Nhirng cau hdi phong van thong dung

Leader in solutions
 Tai sao ban lai mudn lam viéc & cong ty ching
toi?

| Di nhién ban can noi tot veé cong ty nhu’ng
ding ca ngoi mot cach sdo rong ma phai nam
rd thong tin dé c6 nhitng nhan xét xac dang.




Nhiing cau hoi phong van thong dung

Leader in solutions

* Muc tiéu cua ban la gi?

Ban nén dua ra nhitng muc ti€u trudc mat va
ngan han ro1 hay ti€p tuc vo1 nhirng muc tieu
dai1 han.




Nhirng cau hoi phong van thong dung

Leader in solutions
* Tai sao ban lai roi bo cong viéc cu?

Hay nhan manh dén nhiing diéu ban cho la tot hon khi
tim thay ¢ cong viéc méi nhu: “Todi mudn lam viée trong
cong ty chu trong tinh than dong do6i dé tich liy thém
kinh nghiém”. Néu dang that nghlep ban hay cho thay 1y
do khong phal nam & ban ma la do khach quan nhu; “Toi
da co gang sat canh vd1 cong ty. nhung chang may nam
trong s0 20% nhan vién phai giam bién cheé”.




@ Nhirng cau hdi phong van thong dung

Leader in solutions

e V&i cong viéc, diém nao lam ban hirng thu?

Hay dua ra nhitng chi tiét that cu thé nhu “Toi
rat thich lam viéc truc ti€p vo1 khach hang, voi
to1 do 1a phan quan trong cua cong viec”.




@ Nhirng cau hdi phong van thong dung

Leader in solutions

* Pau la diém manh ma sép cu tirng nhan xét
vé ban?

Hay tan dung 11 ctia nguoi khac dé cho thay
nhitng wu thé ctia ban nhu: “Sép cii ting noi
t6i ¢ phong cach thiét ké doc dao va co 6c hai
hude...”.




@ Nhirng cau hdi phong van thong dung

Leader in solutions

* Ban mudn dé nghi thu nhap ra sao?

Pay 1a van dé “nhay cam” nén ban can tham khao tir
nhiéu nguon vé murc thu nhap cho vi tri twong tng trén thi
truong lao dong. “To1 nghi ching ta sé thoa thuan dugc
muc luong hop 1y sau mot tho gian thir viéc, con hién
cong ty tra luong bao nhiéu thi thich hop néu so véi trinh
do tuong tu trén thi truong”.




Team Presentation

-Nhém gbém 10-15 thanh vién

Leader in solutions

-Lam bai nhém trong 10 phut, 2 ban bat ky I&n trinh bay( theo chi dinh
bat ky cua gidng vién), trinh bay trong 3 phut va tra 1&i cac cau héi cua
giang vién.

Nhom 1-2-3: Nhém 4-5-6:

Nhém hay liét ké nhitng| Nhdm dong vai tro cua nha
diém yéu ma sinh vién mdi|tuyén dung, hdy néu
ra trwong thuong gap khi|nhirng mong mudn cla
lam hé so xin viéc va|nha tuyén dung véi &ng
phdng van xin viéc. T dd|vién va dua ra l0i khuyén
dwa ra gidi phap dé thanh|cho nhitng &ng vién dé ho
cong hon. gdy an tuwong va thuyét
phuc nha tuyén dung.




Thang diém

taNhoiey Team Sang bung | bung Tong
Work tao noi gio

(3) (3) dung (1)
(3)




&

Leader in solutions

Chuc cac ban thanh cong!



