HUONG DAN NOP HO SO VA
PHONG VAN XIN VIEC

TS: Nguyén Thé Vinh
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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 vien ndi chung va véi cac ng cr vién la sinh vién
moi ra treong;

Chia sé cach xay dwng 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 trwong.

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 duwng 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 cac buwdc can chuan bi truwdc
mot cudc phong van va cach tra loi phong
van mot cach chuyén nghiép.

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




Phan I: Giao lwu v@i sinh vién

e Sau khi ra trwvong, 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)




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

Leader in solutions

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

— Céc khu vuc dan dau vé nhu cau tuyén dung 3
doanh nghiép tu nhan, lién doanh, dau tu nudc
ngoai.

— Nhu cau da dao chiéu trén thi truong lao dong
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Phan Il: Tuyén dung tai cdc doanh nghiép va té
chtrc Phi chinh phu tai Viét Nam, co’ hdi cho sinh
Vién mai ra truwong

Leader in solutions
* Tin vui:

— Co cau trinh d6 nghé da c6 nhitng khac biét: nhu cau lao
dong co trinh dd 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
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Phan Il: Tuyén dung tai cdc doanh nghiép va té
chtrc Phi chinh phu tai Viét Nam, co hoi cho
sinh vién mé&i ra trwong

Leader in solutions

* Tinvui:

— Theo cac doanh nghiép, hi€én mirc lvong trung binh danh
cho cac vi tri nhu: gidm doc, chuyén gia tai chinh, ngan
he‘mg, marketting da len té1 1.500 USD/thang, tham chi
cO vi tri 1én to1 5. 000- 10.000 USD/thang nhu:ng van
khong kiém duogc 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
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Phan II: Tuyén dung tai cac doanh nghiép va
to chirc Phi chinh phu tai Viét Nam, co hoi cho
sinh vién mai ra treong

Leader in solutions
 Van dé:

— Pao tao khong dap tmg yéu cau

— Vi tién trinh hoi nhap kinh té, su chuyén doi cua gido duc
Viét Nam qué cham. Trong khi do, cac doanh nghiép rat can
nguon nhan luc cao cap nén khong thé ngoi chd ma phai tu
dao tao lay (Theo tién si Nguyén Si Diing, Phé chii nhiém
Van phong Quéc hoi)

— Nguodn nhan luc b6 sung ctia cong ty hién van thiéu, boi
trinh @6 chuyén mon cua sinh vién qué yéu, ma nhuogc diém
16n nhat 1 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/
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Phan II: Tuyén dung tai cac doanh nghiép va
to chirc 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 la thiéu hut doi ngii can
bd quan |y cao cap dugc dao tao theo yéu cau cta nén
kinh té hoi nhép.

ietbao.vn/Viec-lam/Thieu-nghiem-trong-nhan-luc-cao-cap/30083701/267/
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Nhiéu doanh nghiép tham gia Héi thao “Chéat lvong
nhan luvc va Nhu cau tuyén dung” do bao dién tir Dan




Co hoi va thach thirc véi sinh vién sap
ra truong

Leader in solutions

Nhirng kho khan sép téi la gi?

Lwong hay co héi thang tién?




Co hdi nao cho sinh vién sap ra trudng?

Leader in solutions

e Can Tuyén Sinh Vién Méi Ra Truong Gan B6 Lau Dai
Vé1 Cong Ty ( 1 cong ty tal chinh tai HN)

Tot nghiép DH loai kha nganh KTDN - bH Quoc gia HN,
ngoai ngi tot, Hoang Oanh duoc nhiéu NTD dé mat Co
SV ngoai tinh tim mot vi tri ph hop tai dat Ha thanh
chang may khé khin. Chua day mot thang sau khi ra
truong, Oanh gitr vi tri marketing ctia mot tap doan Kkinh
doanh dia 6c n6i 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 DH 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 phl hop", Ha
chia sé.

Nhiéu nganh khac 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 co co hdi co xat thue té, nang cao k¥ niang va co
diéu kién dé hoc cao hon".




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

Leader in solutions

T6i phai lam gi?

Cach nao hiéu qua?

“Whele do'I'Stark:
Kinh nghiém 1a gi? 2 RTR




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 véi linh

vuc cua ban (7%)

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

theo yéu cau vé luong bong)

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

(8%)
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Cach tim kiém thong tin viéc lam
hiéu qua nhat( tiép)

Leader in solutions

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

8.Str dung cuodn nién giam dién thoai Nhu’ng trang vang dé xac
dinh linh vuc thu hat sy quan tam cua ban, sau do goi dén
nhitng nha tuyén dung dé biét thém théng tin (69%)

9. GO cura nhu:ng chua doanh nghiép, nha may...ma ban quan
tam, khong can biét ho ¢d con vi tri trong hay khong (47%)
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Cach tim kiém thong tin viéc lam hiéu
qua nhat( tiép)

Leader in solutions

* 10. Khi cung mét nhom ngu:0’1 di tim viéc lam khac, ban ciing
c6 thé str dung cudn nién glam nhitng trang vang (84%)

e 11. Ty kiém tra, thiét lap moi quan hé: cach cudi cung nay
duoc cac chuyen gla tu van nhan su danh gia cao nhat vi ti 16
thanh cong ciia N6 dén 86 %. Ty ban than ngu:cn tim viéc hay
kiém tra va tim ra nhirng ky nang, chuyén mon tot nhat ma ban
c6. Ké dén, thyc hién nhu:ng dot tim kiém thong tin vé hoat
dong, lanh vuc san xuat clia cong ty, don vi ma ban du dinh
xin vao lam viéc, thong qua cac phuong tién dai ching nhu
b4o chi, internet... Sau hét 1a su dung nhu:ng moi quan h¢ ca
nhan trong cac cong ty, voi nhitng nguoi thuc su tuyén dung
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Gidi thiéu vé Quy trinh tuyén dung tiéu biéu (ap dung

pho bién tai cdc doanh nghiép va td chirc nwéc ngoai

Leader in enlittinne

Budc Trach nhi¢m Hanh djng Tai li¢u
1 Linh dao cic -
phong nghiép vu. —»_ Nhu ciu BM-TC-001/1
cac don vy l
. : \ < B Nguon bén x
2 P.TCLD Nguon noi bo ey ngohi - | BM-TC-002/1
3 P.TCLD So tuyen BM-TC-003/1
4 P.TCLD, LD céc l _
phong nghi¢p vu. Phong van
céc don vy Sat hach
L 4
5 TGD, P.TCLD Tuyen chon I‘ BM-TC-004/1
h 4
6 Cac phong nghicp Thu viéc BM-TC-005/1
v, Cac domn vy l
; 2 = Nhan vige
7 | Chc phimg nghiép chinh thirc
vu, Cac don vy




Phan lll:
Xay dwng & NOp Ho6 so’ Xin viéc

Leader in solutions

1. Cac budc can chu y khi lap H6 so Xin viéc

\/ Pirng bao gio viet mot ban ly lich
mot cach vOi va.

v' That tha la tiéu chuan hang dau.




Phan lll:
Xay dwng & NOp Ho6 so’ Xin viéc

Leader in solutions

1. Cac budc can chu y khi lap H6 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 Ho6 so’ Xin viéc

Leader in solutions

1. Cac budc can chu y khi lap H6 so Xin viéc
 c—— |

v' St dung phbng chir don gian, co
chir chuan va 1é khong bi thay doi
Puwa ra nhiing Kinh nghiém lam
viéc trudc day that van tat.

Duy tri su quan tdm ch( y dén
nhitng van dé lién quan dén kinh té
xa nhat 0 thé.

Néu am nhac, phim anh va doc
sach la nhiing so thich cua ban,
dung ngai dua ra.




Phan Ill:
W Xay dung & Nop HO so Xin viéc

Leader in solutions

1. Cac budc can chu y khi lap H6 so Xin viéc

\
o

" v Nghién ciu ky vé doanh
nghiép do, méi truong lam
viéc, van hoa...

matrix v Puwa ra moi théng tin chi tiét,
\\ dia chi, s6 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 viéec do
trong ban ly lich.

- v' Tranh dua ra moi quan hé ton

U/ ity




CV géom
phan gi?

Leader in solutions

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

— Qua tr‘lnh dao tao va thanh tl’ch ca nhan:

e Chi can cung cap thdng tin vé qué trinh hoc dai hoc,
trén dai hoc va nhirng linh vuc lién quan (neu co).

* Thanh tich ca nhan: néu nhirng thanh tich noi bat dang
cht y nhat va ghi rd da dat duoc thanh tich nay ¢ dau,
vao thoi gian nao?




CV gom phan gi?(tiép)

Leader in solutions
— Kinh nghiém lam viéc:
* Néu kinh nghiém lam viéc theo trinh tu thoi gian nguoc:
VD: + 2009 — nay:
+ 2007 — 20009:
 Ghi rd vi tri cOng tac va don vi cong tac.
« M6 ta nhitng cong viéc cu thé tai vi tri da lam.
» Kinh nghiém lam viéc bao gom ca qua tinh 1am parttime
(néu CO)

« C6 thé két hop phan hoat dong x& hoi, doan thé vao phan
nay.Chu y: ghi r0 thoi gian smh hoat, ngdn gon, XUc tich.
Nén lya chon nhitng hoat dong co tinh tiéu bi€u, tranh di
sdu vao hoat dong ngoai khoa dac biét la d6i voi SV khi
kinh nghiém lam viéc thuc té khdng nhiéu.

e Chi nén néu nhirng kinh nghiém phu hop véi vi tri Gng
tuyén, Yeu cau cong viéc.




Leader in solutions
— Ky nang:
e Néu nhirng kj ndng minh cé va cé lién quan dén yéu cau
tuyén dung.
* Néu cd nhitng chuan muc danh gid ( ching chi, ching
nhan...) s&é 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 ing
tuyén.
* Xu hudng ban than: néu dinh hwdng trong nghé nghiép.




Leader in solutions

— Thong tin tham khao:

* La théng tin vé ngudi cd thé xdc nhan nhirng théng 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 BO'l SU CAU THA!

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

* Dung dia chi e-mailkhéng an nladp gi voi tén cua ban:
traingheotinhle@..., meoconxa@... e06bedongdanh@...,

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

* “Tao an twope” bang cac 16i chinh ta , [o™&4u cau hoac
khdng viéiAfoa khi can

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

29




Bi quyét viét thw xin viéc
thuyét phuc b

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 sy quan tdm cula
ban dén vi tri du tuyén




Ho vatan

Blia chi nhé hign tai
S0 dign thoai
Neav/thang /‘nim

WeWis. (Ho va tén d&v d0)
Chizz vuIghi nghifp
Tén cimg tv

Diz chi

g ty

(5]

Kinh givi: (Ho va tén cha ngwdd ma ban cén lisn bs trxe tisp)

T5i rdt mong dwge hop tds ldm vide sung quy ofng v, 5idanh giad vt cas nhiing gid o

md sang v 44 mang lai cho khach hang cha minh va oeén hét 13 cdng v dang tao :Tr's'uﬁ
kidn cho nhifmg ai dang mudn tim kidm mdr oo hdi nghé nghise hip ddn hon, fuf thich

hom va th vi hom T5i vise thie ndy gifi 851 quy odng v nhdm 48 oo cho shinh minh vdo

shwre v Triedng b phan phye w khach hang md 28ng fv dang odn fuyan.

T80 ciing A3 girt kém theo th ndy md: ban v lich misy @ moi f18ng o nhdn cia 15§

vd mhiing kinh nghism mad 50 fmmg pai vd whiiing gl ma 851 43 dwge hoe. T80 oo 10 nam

kinh nghifm pong [Bnh vies guan hé Fhazh hang va ndm vdr vd mof thong tn =dn ﬁjr’s]‘ﬁ
trong finh viee nay. i ot hign 19i cua 151 43 cumg odp cho 151 2 ndm kinh nghism vé vide

ldnh das nhom gam 20 franh visa

TS0 mong mudn ¢d oo hii phat trisn nhisu hen nita trong finh vie ndy. D8 od thé hé ow

sho chmh minh rong finh vice nghé nghisp ma 151 44 chon, 51 43 tam gia hos mot Kioa

dda t3o & thang vé Cuan o b3 phin phuc w khach hang. Eét qud coa khaa hoc vika gu:ﬁ
13 15i 24 ndng cas kinh nghifm va chuvén mdn cda minh pong linh vies nay v nhimg [0

thuyét mai nhar & OQudn i Nadn s |

Vui long lisn hE vot 151 ngay Bhi dngha cam f13y fwdn i nhat va nfu oo bat ki véu
sdu ndo vE thang i xin hdy cho 13i bift ngay 45 191 o the sung odp kip thai che quy
song . T8i xin dwge phep goi lai cho quy oSng v vdo twin sau 48 hai vé mdr 55 thing
1M rong RAIME Vi 07 md 151 dang quan 1w

Kinh thir

Ev tan
{Ghi dg- 40 ho tén)

Méu thw xin viéc an
twong va hieu qua

—)  Ghi rd nguwéi gri, ngwei nhan

2
PN N

An twong véi sw hiéu biét vé cong ty
va co hoi

Néi rd vé kinh nghiém lam viéc va
quan ly

NG6i ré vé chuyén mon lién quan

Chua dong 1én lich hen va nam bat
théng tin



NOp h6 so’ xin viéc
Truc tuyén

Leader in solutions

e Trwéc khi ndp ho so:
-~ dThu:(‘)’ng Xuyén ghé tham cac trang website viéc 1am, tuyén
ung.
— Poc k¥ quang cao va phan tich thong tin xem vi tri d6 co
phu hop véi minh khong théng qua cac cau hoi va tu tra 10i
— Tham khao thdng tin tuyén dung cua cac cong ty trén
website cua ho




NOp h6 so’ xin viéc
Truc tuyén

Leader in solutions
* Truwée khi nép ho so:

— Nén c0 nhiing “tir khéa” trong CV cua ban dé khi
st dung cac cong cu 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 tmg Vién ban c6 thé dinh
kém theo ho so truc tuyén cua nhu:ng minh nhirng thong tin
khac nhu bang thanh tich xuat sac trong hoc tap, cac chiung

. nhan thanh qua lam vi¢c cua ban ¢ cdng ty cii. Nhiing tap tin
dinh kém nay ban nén dé theo dang .doc, .rtf, .txt

Dia chi Email:

Nén co mot dia chi Email chuyén nghiép, nghiém tic. Tranh
dat ten email theo kiéu téu tao, nghich ngom hay khong
ding dan nhu anhchangmegal@ danchoisaithanh@...
V.v.. Chung s& dé khién cho ban khong cO duoc thién cam
cua nha tuyén dung




Nop ho so xin viéc —Truc tiép

Leader in s’glutuons’\

* Nop ho so

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

— CAu chir trong CV phai ngan gon, stc tich nhung
day du thc”)ng tin /

— Nén in ra giay thém mot bo (CV), dong h0’1 ghi

ra nhimg cau ma ban nghi nha tugen difng €O the “@y
hoi, nhd tra 1oi ludn dé sau nay bar{/ dé da s oi i

pho” vd1 ho. % / |




@ Nop ho so xin viéc —Truc tiép

Leader in solutions k '

e Nop ho so
— Khong nén “rai” ho so ctia m
chi nén chon nhiing cong vis

minh nhat dat biét khong nén ‘et
cho tat ca cac cong viéc ma ban muon u’ng tuyen.

— Moi mot cong ty, mot nha tuyen dung deu co
nhing qU| 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 nhirng qui dinh doé.




@ Nop ho so xin viéc —Truc tiép

Leader in solutlons

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

* Bén ngoai ho so ghi 10 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

e Sau khi ndp ho so:

- Sau 3 ngay khong thay hoi &m, nén hoi lai nha tuyén dung
- Cho théng tin cua 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 ki€ém co hoi khac,
khong nén cho doi qua lau hodc cam thay that vong




Phan IV: Lam bai viét & Tra lo'i Phéng 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 duogc ing vién ddng chuyén moén

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




Mot s6 hinh thirc thi viét pho bién

Leader in solutions

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

e Thi viét truc tiép bang gidy but

* Lén ké hoach cho 1 giai phap, chu’dng trinh
nao do...




Lam gi dé thi viét thanh cong?

Leader in solutions

« Poc k¥ yéu cau cua dé bai

» Hiéu biét vé doanh nghiép va con nguoi

e Tap trung cao do vao bai lam

* Lam dau gon ,déy( khong 1am dan trai, mat thoi
gian, diem thap)

. Viét phal sach, dep, nghiém tic...




Phong van

Trwéc phéng van

Leader in solutions

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

* Ban da tim hiéu gi vé cong ty clia ching t6i?
* Tai sao ban mudn lam viéc & cong ty ching t6i?

* Ban biét gi vé cong viéc cla vi tri nay?




Phong 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 ngudi than hoi va danh gia cau tra [0
Lwu y: khong st dung cac tir I16ng, tir dia phwong hoac

dung 2 ngon ngir trong moét cau tra loi!
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Leader in solutions

3. Trang phuc

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

Phong van

Trwédc phdng van
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Phong van

Trwdc phdng van

Leader in solutions
Mac gi khi di phéng van?

* Trang phuc chinh té, khéng 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 duw tiéc
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Phong van

Trwédc phéng van

Leader in solutions

Khong nén:




Phong van

Trwédc phdng van

Leader in solutions

Nén:



Phong van

Trong phéng van

Leader in solutions

e Trinh bay vé ban than

— Tép trung ndi nhitng y chinh can nhan manh. Tranh dua
nhiéu 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 li€n quan da co.

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

— No1 tom tat vé cac thanh tuu ca nhan.




Phong van

Trong phéng van

Leader in solutions
* Trinh bay vé su phu hop ciia minh véi cong viéc ing
tuyén
— Néu chua rd vé cong viéc, nén hoi cho ro (cac trach
nhiém chinh, tuyén bao céo, cac ca nhan va bo phan
lién quan- so do ma tran).
— Tim hiéu xem day 12 vi tri méi, hay vi tri thay thé.
— Néu 1a vi tri thay thé, nén tim hiéu nhitng mong doi
khéc biét cua Nha tuyén dung d6i véi nguoi

- yoes!

"




Phong van

Trong phéng van

Leader in solutions

« Trinh bay céac d_iém manh, cidc diém can hoan thién, can

lam quen tai MOl truong moi

— 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 guan tam dén cong viéc.

— MOJi vi tri ludn c6 nhiing sy thach thirc voi ngudi moi ddm
nhan.

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

— Khong nén néu cac diém yeéu qua bat lgi cho cong viéc.
(Can ty danh gia sau).

— Luu y: Khéng cé cac diém yéu, chi c6 cac diem can thay
doi hay hoan thién (tly theo yéu cau méi truong cong
VIEC).




Phong van

Trong phéng van

Leader in solutions
 Khau giao tiép véi Hoi dong phéng van

— Ty tin (dang di dung, tw thé ngdi, cach bat tay, cach noi,
anh mat nhin...)

— Khi noi, quan sat phan tmg cua cac thanh vien trong Hoi
dong PV; tim sy théng hiéu; hiéu chinh néu can.

— Cach thirc nhan, trao danh th1ep, nho tén cac thanh vién
Hoi dong PV. (Mang theo cudn s6 nho cO thé bo tdi va
but).

— Lich sy, quan sat irng xtr cua Hoi déng.
— An mic kiéu cong so.

— Dén trude gio.

— Tat dién thoai di dong hay dé im ling




@ Phong van
Trong phéng van
Leader in solutions

* Trao doi vé ché do chinh sach, dii ngd, lwong
— Tim hiéu trudc vé mic lvong trén thi truong.

— To ra linh hoat trong pham Vi lwong mong doi. (Nhiéu cong
ty c6 thang luong san réi, Nha tuyén dung s& chu dong dé
xuat luong phu hop).

— Khéng nhat thiét phai quyét dinh ngay lap tirc vé mirc
luong.

— Khong nén nhan 10i ngay, ké ca khi Nha tuyén dung moi
muc luong bang hay cao hon mong doi. (Tuy nhién, can

can nhac tinh the ctia Nha tuyén dung! Ung vién can c6
thoi gian suy nghi tong the).




Phong van

Sau phéng van

Leader in solutions
* Rut kinh nghiém

— Tu danh gia cach tra 161, ing x1, bai lam cua ban than.

— Panh gia mirc d6 phu hop cua ban than (véi vi tri, cong
ty hay nganh cong nghiép): géc do chuyén mon, to
chire, vin hoa DN, diéu kién lam viée...

— Néu khong duogc bo nhiém, c¢6 gang tim hiéu cac ly do
dé thanh cong hon trong cac lan tim viéc sau (chon viéc
phi hop hon ciing nhu c4c yéu to chii quan vé k¥ ning).

In
Fex |




Phong van

Trong phéng van

Leader in solutions
* Duy tri quan hé

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

— Theo doi tinh hinh hoat dong cua cong ty qua phuong tién
thong tin dai chung. (Co thé co dip irng tuyeén lan sau, hay
tré thanh doi tac, khach hang).

— Lién lac, phat trién quan hé khi co dip thich hop




Nhitrng cau hoi phong van thong dung

Leader in solutions

T Sire» O
‘itc P
§ T hicarde s Ay

P3u la diém yéu cda ban?

Cau hoi “cdc cd” nay dé lam ban lung tung. Hay binh tinh
va tim cach 1ai nhirg diém yeu cua minh thanh nhiing
diém manh co li€n quan va ho tro cho cong ViEC. Chang
han “B1em yeu cua to1 la tham cong tiéc viéc, hay noi va
giao tiép vai nhiéu nguoi. .




Nhitng cau héi phong van théng 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 nghi€ém ctia minh va cho nha tuyén dung thay nhiing
diém dic sic nhat.




Nhitng cau héi phong van théng dung

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

" Di nhién ban can ndi tot vé cong ty nhung
ding ca ngoi mot cach sdo rong ma phai nam
rd thong tin dé cé nhitng nhan xét xac dang.




Nhitng cau héi phong van théng dung

Leader in solutions

* Muc tieu 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 ticu
dai1 han.




Nhitng cau héi phong van théng dung

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

Hay nhan manh dén nhu’ng diéu ban cho 1a t6t hon khi
tim thay ¢ cong viéc méi nhu: “T6i mubn lam viée trong
cong ty chu trong tinh than dong doi dé tich lily 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 sO 20% nhan vién phai giam bién che”.




Nhitng cau héi phong van théng 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 “T6i
rat thich lam viéc truc tiép voi khach hang, véi
t01 do la phan quan trong cua cong viéc”.




@ Nhitng cau héi phong van théng dung

Leader in solutions

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

Hay tan dung 10i cia nguoi khac dé cho thay
nhitng wu thé cta ban nhu: “Sép cii ting noi
t6i ¢ phong cach thiét ké doc dao va co 6c hai
hitoe /7




@ Nhitng cau héi phong van théng 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 chung ta sé€ thoa thuan duogc
muc luong hop 1y sau mot thor gian thir viéc, con hién
cong ty tra luong bao nhiéu thi thich hop néu so véi trinh
do twong tu trén thi truong”.




Team Presentation

-Nhém goém 10-15 thanh vién

Leader in solutions

-Lam bai nhém trong 10 phdt, 2 ban bat ky 1&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: Nhom 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 trwvong thuwong gap khi|nhirtng mong mudn cla
lam hé so xin viéc va|nha tuyén dung véi Gng
phdng van xin viéc. T d6|vién va dua ra loi khuyén
dwa ra gidi phap dé thanh|cho nhirng &ng vién dé ho
cong hon. gdy an tuwong va thuyét
phuc nha tuyén dung.




S = Thang diem

taNhotey Team Sang bung | bung Tong
Work tao noi gio

(3) (3) dung (1)
(3)
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Leader in solutions

Chuc cac ban thanh cong!

l e



