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CACH VIET BDON XIN VIEC TIENG ANH CHUAN NHAT
2020

Khi di xin viéc ngoai mot ban CV tbt, ban con can mét don xin viéc da chuyén nghiép dé gay
an twong véi nha tuyen dung nira nhé. Cung tim hiéu cach viét mét don xin viéc chuén bang
tiéng Anh trong bai nay nhé

Viét mdt blire thw xin viéc bang tiéng Viét chwa chéc la diéu ai cling sé lam tbt, khi phai viét
ching bang mét ngdn ngt khac nhw tiéng Anh lai cang khéng dé dang. Tuy nhién, néu ban
lam tdt thi thw xin viéc bang tiéng Anh sé gitip ban gianh dwoc vi tri phdng van dé dang hon
vi théng qua né, ban co thé khéo Iéo khoe kha nang st dung ngoai ngi¥ cia minh cung voi
sw chuyén nghiép can cé cho cong viéc.

C6 4 tac dung ma madt bire thw xin viéc tdt mang dén cho ban la:

Gidi thiéu ban than ban dén véi nha tuyén dung

Chrng minh vi sao ban la &ng vién hoan hao nhat cho vi tri nay

Phat trién thém nhirng nodi dung da cé trong CV

Va bb sung nhirng wu diém, chi tiét ma ban chwa néu ra trong CV

1. Hwéng dan cach viét CV/hé so xin viéc tiéng Anh chuan 2020

Cach hanh van, st dung tir vieng va nglr phap tiéng Anh sao cho mwot ma va chinh xac ludn
la van dé kho khan dbi véi nhleu nguoi Viét. Vi vay viéc trau ddi cach V|et CV/hd so xin viéc
tiéng Anh 1a diéu vo clng can thiét, nhat la trong thdi dai hdi nhap quéc té, xu huéng lam
Viéc tai cac cdng ty nwéc ngoai ngay cang phd bién nhw hién nay.

Théng thwdng mét ban CV bang tiéng Anh (Curriculum Vitae) thwdng c6 6 muc chinh sau:

Thoéng tin ca nhan (Personal details)

Muc tiéu nghé nghiép (Career objective)

Trinh d6 hoc van va bang cép (Education and Quialifications)
Kinh nghiém lam viéc (Work Experience)

S¢& thich ca nhan va thanh twu (Interests and Achievements)
Ky nang (Skills)

1.1 Théng tin ca nhan (Personal details)

Théng thwdng & muc nay ban sé& can phai cung cap:

e Ho va tén/ Full name
e Ngay thang nam sinh/ Date of birth
e Dija chi/ Address
e Sb dién thoai/ Phone number
e Email
Lwuy:
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e Khi viét hd so xin viéc tiéng Anh ban can phai c6 anh dai dién (nén lya chon anh rd
mét, nghiém tac, miéu ta than thai tbt nhat cta ban).
e Ngoai ra ban c6 thé lam CV cta minh thém &n twong bang cach cho mét cau néi ma
ban tam dac.
e Dac biét hon nira ban nén dat tén dia chi Email chuyén nghiép va nghiém tic nhw:
nguyenvana@gmail.com thay vi boycute@gmail.com.
1.2 Muc tiéu nghé nghiép (Career objective)
Lwuy:

Muc tiéu nghé nghiép trong hé so xin viéc tleng Anh dwoc coi nhw 13 161 quang c&o vé ban
than cda ban gitp gay an twong cho nha tuyén dung.

Ban nén chia muc tiéu nghé nghiép thanh cac muc ré rang nhuw:
e Gidi thiéu vé kinh nghiém, trinh do c& nhan.
e Duwa ra muc tiéu ngan han.
e Duwa ra cac muc tiéu dai han.

Vi du:

To leverage my 2 years of administrating fanpage and event organizing skills, and expertise
in the marketing with ABC Company.

Work in a young and dynamic environment where | can develop skills to contribute to the
company. My goal is to become the Marketing Manager in the next 2 years at your company.

1.3 Trinh dé hoc van va bang cap (Education and Qualifications)
Lwuy:

Khi dwa trinh d& hoc van nén viét ngan gon va rd rang.

Vi du:

Otc 2019 — June 2020 Vietnam National University Ho Chi Minh
City - University of Science

Major: Information Technology

GPA: 3.8/4

1.4 Kinh nghiém lam viéc (Work Experience)

Lwuy:
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e Trong CV xin viéc bang tiéng Anh ban hay té ra chuy&n nghiép bang cach s dung
cac tir nhuw: developed, planned hoac organized.

e Can liét ké th& tw cong viéc tir gan nhat tré vé sau.

e Tuy nhién néu nhay viéc nhiéu thi ban hay chon loc nhirng céng viéc nao cé kj nang
gan nhét véi cong viéc dang (rng tuyén.

e Ban hay cb géng cheo lai nhirng céng viéc lién quan t&i K nang ma cong viéc ban
dang &ng tuyén doi hdi numeracy (tinh toan), analytical and problem solving skills (ky
nang phan tich va giai quyét van de) hay v&i cong viéc marketing sé can persuading
and negotiating skills (ky ndng thuyét phuc va dam phan).

Vi du:
11/2014 - 11/2017 ABC Joint Stock Company
Accountant

- Participate in the reception, arrangement
and management of the word, science
effective books.

- Support checking the validity of VAT
documents and invoices before exporting
or receiving

Jun 2018 - Precent VNA Company
Custumer Service Guest Specialist

- Liaising between guests and partners to
resolve light complexity issues via phone
and email on various topics such as:
additional travel advice, modifications,
cancellations etc

- Providing accurate, valid, and complete
information by using the right tools,
methods, and processes.

- Ensuring a high level of customer service
and a positive guest experience

- Supporting colleagues with peer learning,
and being open to feedback from others.

- Positively participating in company
events, and in weekly team meetings.

- Promoting the Booking.com culture.

eLib.vn: Thu vién tryc tuy&n mién phi


http://www.elib.vn/

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

1.5 S& thich ca nhan va thanh twu (Interests and Achievements)
Lwuy:
e Viét di va ngan gon.
e Gach dau dong rd rang khi liét ké cac sé thich khac nhau.
e Han ché s dung cac sé thich thieu twong tac gitra nguwdi véi ngudi nhw: watching
TV, reading, stamp collecting,... ]
e Duwa ra cac hoat ddng ngoai khoa thiét thiec ma ban da tham gia.
Vi du:
MC - EDUCATION TALK 2014
Member of US Ambassador

- Organize monthly events, network with US alumni

- Share how to hunt scholarships and US student's life experiences to all students who have
received offers from US universities.

1.6 Ki nang (Skills)
Luwuy:

e Hay liét k& nhivng ki ndng mém, ki ndng chuy&n mén va kha nang ngoai ngir ma ban

co duoc. )

e Tuy nhién cé mét dieu ban phai nhé hay trung thye véi nhirng gi ban than minh cé.
Vi du:
M6t sb ki ndng nhw: communications, planning, organizing, teamwork, training, computing...
2. Hwéng dan céch viét thw xin viéc bang Tiéng Anh
Voi xu hwéng hién nay thu xin viéc bang tiéng Anh 1a mét thir khong thé thiéu trong bo ho
so clia ban. Bat luan la nha tuyén dung co yéu cau hay khong, tng vién thoi hgi nhéap van
nén viét thw xin viéc bang Tieng Anh, kém theo cac van bang, ching chi...
2.1 Gi&i thiéu vé thw xin viéc bang tiéng Anh
Bén canh so yéu ’I|' lich, thw xin viéc Ia,c()ng cu quen thudc gitup ng vién béc,lé mot phan
tinh cach va gay an twgng véi nha tuyén dung. Bong thoi, n6 con giup ban khang dinh kha
nang ngoai nglr cia minh cho cac nha tuyén dung.

4 muc dich chinh cua thw xin viéc bang tiéng Anh

Thw xin viéc cta ban can phuc vu 4 muc dich sau:
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Gidi thiéu ban than. Bua ra ly do vi sao ban dén véi cong ty nay

Ching minh ban la &wng vién thich hop

B& sung nhirtng wu diém, bang cép, kinh nghiém ma ban chwa dé cap trong CV
Phat trién nodi dung tor CV

Hinh thdre cda thw xin viéc

Mét thw xin viéc dién hinh sé dwoc can trai toan bd ndi dung, st dung théng nhat mét font
chir, c& chir 13, cach dong 1,5 va khéng cach doan. Néi dung thw nén dwgc tdm gon trong
dién tich mét trang A4. Nh& vay nha tuyén dung sé khéng mét qua nhiéu thoi gian doc thw
cta ban. Do d6 néi dung don thw can hét strc cd dong, rd rang.

B4 cuc cda thw

Thuw xin viéc gém 3 phan chinh: phan mé& dau, ndi dung va két luan. Trwdc khi tién hanh viét
thw, tng vién can néu mot so thoéng tin ca nhan co ban va noi tiep nhan thw. Cu thé trén
cung don thw can ghi ho va tén, dia chi lién lac, sb dién thoai cia ban. Tiép den la ngay thang
viét thw. Sau do 14 tén cong ty, bo phan tiép nhan thw va vi tri ban mong muén &ng tuyén.

2.2 Hwéng dan viét thw xin viéc bang tiéng Anh
a. Phan m& dau

Phan m& dau can néu Ii do ban viét thw xin viéc téi nha tuyén dung. CAc mau cau théng
dung nhat bao gom:

| am writing to apply for the ABC position which was advertised on XYZ.

| would like to apply for the post of ABC as advertised on XYZ.

| am writing in regard to the position of ABC currently advertised on XYZ.

| am writing in response to your advertisement in XYZ inviting applications for ABC.

| have recently seen an advert on the XYZ for the position of ABC and | would like to apply
with interest.

b. Phan néi dung

Trong phan néi dung, &ng vién chi nén viét ttr hai dén ba doan van. Nhirng y chinh bao gém
qua trinh hoc tap, vi du nhw néi ban da tét nghiép trworng nao (from my C.V, you will see that
| graduated from ....), kinh nghiém lam viéc tinh t&i thei diém hién tai (at present, | am working
for...), cudi cung la nhirng d&c diém vé tinh cach gitp ban lam tét céng viéc minh dang &ng
tuyén (in addition, | am active and enthusiastic...)

c. Phan kétluan
O phéan két luan, ng vién khang dinh lai minh 1a ngudi cé tiém ndng va phu hop véi vi tri

tuyén dung, hiva hen mét cudc gép g& hay phong van dé trao doi thém vé cong viéc voi nha
tuyén dung.
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Vi du:

Nguyen Van A
Tan Binh, HCMC
M: 09090909xx
E: nguyen....@gmail.com
14th June 2014
Ms Nguyen Van B
HR Manager
ABC manufacturing company
Thuan An, Binh Duong
Dear Ms. B,
Apply to: Accountant position

| am writing to apply for the Accountant position which was advertised on the company
website.

| 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: VAT, PIT and CIT, calculating Fixed
asset and prepared expenses.

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 detail.

Yours sincerely,

Nguyen Van A

2.3 Nhirng Iwu y cho thw xin viéc bang tiéng Anh cta ban
e D& tranh rwdm ra, hay thwc hién cin trai toan bd ndi dung, dung font chir chan
phuo’ng chang han Times New Roman (13 points). Bén trén cung ghi dia chi lién lac
va s6 dién thoai cGa ban, sau d6 dén ngay viét thw, réi t&n ngwdi nhan.
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e Noi dung thw dwoc trinh bay trong dién tich con lai cta trang A4, nén ngan gon, rd
rang.

e Van phong Tiéng Anh cé dac thu 1a di vao muc dich chinh ngay khi m& d&u ndi dung.
Vi vay, ban nén “d&t tén” thw bang mét dong in nghiéng, mé dau béi tir dan Reference,
vi du: Re: Salesman post (Dw tuyén vi tri nhan vién ban hang). Chi y, cau nay sé
duoc sap xép ngay sau dia chi nguwdi nhan va triedc khi bat dau trinh bay thu.

e T6 chirc noi dung thw co nhleu cach khac nhau va con tuy thugc vao cac yeu td: kién
thirc c& nhan cta ngwdi viét, yéu cau cta nha tuyen dung. Tuy nhién, dé tranh lan
man, chi nén géi gon lai trong 3 doan, lan lwot néi vé nguyén nhan déng ky thi tuyén,
nhirng hiéu biét vé chuyén mdn cla ban va mét sé diém manh ca nhan (théng minh,
nhanh nhen, san sang cong tac xa...).

o Két thiuc thw, hay khang dinh véi nha tuyén dung réang ban mong muén dwoc gap truc
tiép ho trong mét budi intervew (I am looking forward to an intervew at your office).

Ngoai ra, trong btrc thw xin viéc ca minh, ban ciing nén lwu y dén nhirng yéu t6 sau:

Xem lai théng tin cGa céng ty cling nhw vi tri ban &ng tuyén

S dung font chr chuyén nghiép

Tao céc tiéu dé& (Heading) dé thay rd bd cuc

Ban c6 thé mé& dau thw bang cach néi vé muc tiéu nghé nghiép

N6i qua vé kinh nghiém, bang c4p ciing nhw khia canh ctia ban than
Thé hién sv tran trong ctia minh dbi v&i cong viéc ban tng tuyén
2.4 Mdt sé mau thw xin viéc bang tiéng Anh

Ban c6 thé xem qua mét s mau thw xin viéc bang tiéng Anh dwéi day, sau d6 hay sang tao
mot ban cda riéng minh

MAu 1: M3u thw xin viéc bang tiéng anh cho vi tri Ki sw xay dwng (CivilEngineer)

Nguyen Van A
Tan Binh, HCMC
M: 09090909xx
E: nguyen....@gmail.com
19th June 2014
Mr. Nguyen Van B
HR Manager
ABC Construction Company

District 1, Ho Chi Minh City

Dear Mr. B,
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Apply to: Civil Engineer position

| would like to apply for the post of Civil Engineer as advertised on the company website.
My background, skills, experience make me an ideal applicant for the position.

| am a degree holder in Civil Engineering from HCMC University of Technology with 3 years
of experience in construction field. Presently I'm working as a Site Engineer at DEF
Company specializing in executing office building, apartment building, trade center and
factory... Most of my job includes identifying outstanding and incomplete drawings and
interface details, testing site materials, controlling sub-contractor’s executing work at site,
performing QC by monitoring, checking and reporting of site work, assisting the Quantity
Survey in valuating and in assessing addition work.

In addition, the projects that | have undertaken have honed my skills in working affectively
both independently and as part of a team, giving instruction to building workers. | am good
in using use graphical software such as: AutoCAD, Photoshop, CorelDraw, lllustrator.

You will see from my enclosed resume not only the projects | taken part in, but also the
gualifications and experience | can fulfill the requirements for this job.

| would welcome the opportunity to talk to you and | hope that you will invite me for an
interview. | thank you for your time and | look forward to hearing from you.

Yours sincerely,

Nguyen Van A

MAu 2: M3u thw xin viéc bang tiéng anh cho vi tri Sales Executive (Piéu hanh kinh doanh)

Nguyen Van A
Tan Binh, HCMC
M: 09090909xx
E: nguyen....@gmail.com
14th June 2014
Mr. Nguyen Van B
HR Manager - ABC manufacturing company - District 9, Ho Chi Minh City
Dear Mr. B,

Apply to: Sales Executive position
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| am pleased to find your advertisement for the Sales Executive position on Careerlink.vn.
| feel that it is a direct match with my qualifications and experience.

| have got a Bachelor's Degree in Business Administration with two years in sales of
electronics goods. In my recent position as a Sales Executive for DEF Electronics
Company, developing a sale network of selected products in the South region. | have had
the opportunity to increase sales by 25% during the first year, 35% during the second year,
and named “Sales Executive of the Year” for outstanding performance.

| possess aggressive marketing and good negotiating skills. My verbal communication skills
and positive attitude make me an effective communicator with my customers. Given the
opportunity, | would be able to become an excellent representative of your sales team.

Please consider the enclosed resume to know more about my professionalism,
background, and skills. I look forward to having an opportunity of discussing my application
with you further and how | can significantly contribute to the ongoing of your reputable
company.

Yours sincerely,

Nguyen Van A

3. Hwéng dan cach viét Email xin viéc bang Téng Anh

V6i sy phat trién ctia cdng nghé hién dai ngay nay, chiing ta st dung email dé trao doi thong
tin rat nhiéu, déng thdi, email ciing dwoc st dung dé glri thw xin viéc.

Néu ban dang phan van khong biét cach viét email xin viéc bang tiéng Anh thé nao la an
twong trong mat nha tuyén dung thi hay tham khao ngay cac buéc sau day.

3.1 Céch viét Email xin viéc bang Tiéng Anh
a. Tiéu dé Email xin viéc bang Tiéng Anh

Mbi ngay, nha tuyén dung nhan hang chuc tham chi hang tram email. Do do, dé email cia
minh khoéng bi bé 1&, ban can ghi tiéu dé email day da, ré rang.

Ban c6 thé st dung cdng thirc thworng thay sau:
Your name — Application for [Job Title]

Néu cong ty yéu cau ban dé tiéu dé email theo mau cta ho, hay ctr |am theo nhé, vi viéc nay
giup ho loc thw dén nhanh hon, néu lam khac rat c6 thé email ctia ban sé bi bé sét.

b. N6i dung Email xin viéc bang Tiéng Anh

Loi chao:
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Mot email glri dén dich danh ngwoi nao dé bao glo’ cung sé dwoc danh g|a cao hon. Dya
vao thong tin trong bai tuyén dung hoac trang web cua cong ty, hodc ban c6 thé tryc tiép goi
dién dén cong ty dé lay tén cta nguoi truc tiép tuyén dung. Khi d6 ban s dung dnh mau
cau sau: Dear Mr./Mrs./Ms. [name],

Trong trwdng hop khong thé tim dwoc mot cai tén cu thé nao, ban co thé viét:

Dear Hiring Manager hoac Dear Hiring Team, hoac To whom it may concern,.

Ly do viét thu:

Sau 10 chao, hay tric tiép dé cap dén ly do vi sao ban viét 14 thw nay. Hay néu ro ban nop
don (rng tuyén cho vi tri nao, ban tim thay bai tuyén dung & dau va né dwgc dang tai khi nao.
Néu ban dwoc nguwdi khac gidi thiéu thi cling nén nhac dén van dé nay ngay tai day nhé.
Quéng céo vé ban than:

Thay goi nhw vay la vi, & phan nay, trong vong tlr 1-2 doan van, hay thuyet phuc nha tuyen
dung chon ban thay vi hang tram ung vién khac. St dung nhirng cau tr ngan gon nhuwng dat
gi4, thé hién tinh chuyén nghiép dé gi6i thieu vé diém manh, nhttng ky nang, kinh nghiém,
thanh twu ma ban c6 dwgc va chung c6 moi lién hé nhuw thé nao dén vj tri ma ban dang tng
tuyén. Hay viét that suc tich, trung thwe va dirng copy nguyén si tir CV vao nhé.

c. Phan két Email xin viéc bang Tiéng Anh

Hay két thw ctia ban bang viéc thé hién mong mudn sé trinh bay ky hon néu co co hoi tham
gia phéng van, théng bao cho nha tuyén dung vé CV va nhirng gidy t& can thiét ma ban da
dinh kém. Birng quén cdm on nha tuyén dung vi ho da danh thdi gian doc thw xin viéc cia

minh.

Sau khi guvi 101 chao lich sw va ky tén, hay bd sung thong tin lién lac cta ban than véi dia chi,
email va so dién thoai.

3.2 Mt sé Iwu y khi viét Email xin viéc bang Tiéng Anh

Dia chi email xin viéc phai chuyén nghiép, théng thuwdong la tr ho tén clta ban, khéng nén
dung nhirng email nhw: alittlegirl @ gmail.com.

Néu c6 thé hay tham khao va hoc cach tao chi ky chuy&n nghiép trong email.

Trwdce khi gii email, hay xem lai format va kiém tra 16i chinh ta. V&i mdi y néu trén hay viét
thanh 1 doan van. Gilra cac phan mo — than — két nén cach nhau 1 dong. C6 thé in dam
nhirng ttr nglr quan trong nhw tén vi tri cong viéc, nhung ding lam dung qua nhiéu. Can 1€
trai va dung font chir théng dung thong nhat.

DPung bao gid quén dinh kém CV va nhirng gidy t& dwoc yéu cau.

3.3 M6t s mau Email xin viéc bang Tiéng Anh
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Mau 1:

Subject: Assistant Communications Director — Joseph Q. Applicant

Dear Hiring Manager,

Reading your Septemberlst job posting on Craigslist for an Assistant Communication
Director piqued my interest. Your description of the work responsibilities incumbent upon
the next Assistant Director closely match my experience, and so | am excited to submit my
resume to you for your consideration.

In my position as an Assistant Communications Director for ABC Company, | wrote articles
for the company website, managed the editing and posting of contributing articles,
managed their social media presence, and wrote and sent out a weekly email newsletter
to subscribers. | also implemented an automated email tool that grew the company’s
subscriber base by 40% within six months.

While Assistant Communications Director for Assemblyperson Janet Brown, | researched,
drafted, and amended legislation, wrote press releases, and was responsible for office
communications and correspondence.

My resume is attached. If | can provide you with any further information on my background
and qualifications, please let me know.

| look forward to hearing from you. Thank you for your consideration.
Sincerely,

Hoang Minh Thuy

525/33 T6 Hién Thanh, Q.10

thuy@kissenglishcenter.com

0909683543

Mau 2:

Subject: Adjunct Instructor Position — Your Name
Dear Mr./Ms. Lastname:

| was keenly interested in reading the job posting for the position of Anatomy and
Physiology Professor at Middlebury University. | believe my experience is a strong match
for the responsibilities pertaining to this role, and I’'m pleased to submit my application for
the position.
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My most recent teaching position was at Amery University where | taught both anatomy
and physiology as an adjunct professor. In addition, | served on two faculty committees
and participated in a research project.

| have attached my resume in this letter. Through it, | hope you will learn more about my
background, education, achievements, and awards.

If I can provide you with any further information, please let me know. | look forward to
hearing from you about this opportunity.

Thank you for your consideration.
Your Name
Address

Email

Phone Number
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