MAU DON XIN VIEC DANH CHO
NHAN VIEN XUAT NHAP KHAU

Ban vira t6t nghiép nganh xuét nhap khau va muédn tim cho minh mét céng viéc phu hop.
Tuy nhién, ban dang loay hoay khéng biét phai chuan bi nhirng gi va cach viét don xin viéc
nhw thé nao dé gay duwoc an twong cho nha tuyén dung? Hay tham khao tai liéu duéi day
dé xay dwng cho minh mét don xin viéc chuyén nghiép nham thu hat nha tuyén dung ngay
nhé!

1. Tam quan trong cta don xin viéc nganh xuat nhap khau

Hién nay, nganh xuat nhap khau dang ngay cang phat trién manh mé, mé ra co héi viéc lam
l&n d6i v&i ngwdi lao déng. Tuy nhién, dé &g tuyén dwoc vao nganh xuat nhap khau lai 1a
diéu khong dé dang va khdng phai ai ciing lam dwoc. Cac nha tuyén dung, cac doanh nghiép
vé Iinh vue nay cling dat ra rat nhiéu nhirng yéu ciu cao vé chuyén mén ciing nhw nhirng
kinh nghiém, k§ nang can thiét méi cé thé dam nhiém dwoc cong viéc. Do d6, cac ng vién,
dac biét 1a nhixng ban sinh vién maéi ra trwdng can chuan bi that tét moi thir d& c6 thé nadm
bt dwoc nhitng co hdi quy gia ma trudc hét 1a phai c6 cho minh mét hd so xin viéc xuét
séc, gay an twong véi nha tuyén dung.

Khi trng tuyen bat ky cong viéc nao, dac biét la nganh xuat nhap khau, trwdc khi cé thé dwoc
goi phdng van va trao dbi truc tiép véi cac nha tuyén dung, thi chac chan ban phai vuot qua
vong ndp ho so, trong dé bén canh s& hiru mét CV xin viéc mau an twong hoan thién hé so
chét lwong thi don xin viéc cling la yéu té vo cung quan trong gitp nha tuyén dung danh gia
va dua ra quyét dinh cudi cing. Néu nhw CV xin viéc thé hién muc tiéu, k§ nang va kinh
nghiém cda ban déi véi cong viéc thi don xin viéc phan giéi thiéu vé ban than ciing mong
mubn dbi v&i cdng viéc, thé hién sw hiéu biét ctia ban vé cong ty, doanh nghiép. Twr d6, nha
tuyén dung sé c6 nhivng danh gia khach quan va chinh xac nhat vé kha nang ciing nhw dam
mé cla ban ddi v&i cong viéc nhw thé nao. Do d6, don xin viéc 1A tai liéu quan trong bat budc
phai co trong hd so xin viéc xuat nhap khau ma ban can phai lwu y.

2. Phan loai don xin viéc nganh xuéat nhap khau

Viét don xin viéc xuat nhap khau khong giong véi nhirng Ia don xin viéc théng thuwong, déc
biét voi nhirng ban chwa co kinh nghiém thi rat d& mac phai nhirng 16i sai, gay anh hwdng
dén qua trinh xin viéc. Do do, ban can chd y va thé hién dwoc day da nhirng théng tin can
thiét nhét gitp cho cac nha tuyén dung c6 thé hiéu vé ban va trao cho ban co hdi viéc lam.
Dwéi day 1a mét sd mau don xin viéc lam xuat nhap khau phd bién nhéat ban c6 thé tham
khao nhé!

2.1 Pon xin viéc viét tay nganh Xuat nhap khau

Hién nay, viéc st dung don xin viéc viét tay c6 thé bj xem Ia lac hau, thay vao dé hau hét
moi ngudi déu st dung cac mau don cé s8n bdi sy tién loi va tiét kiem thoi gian. Tuy nhién,
c6 rat nhiéu nha tuyén dung van yéu cau cac (rng vién glri don xin viéc viét tay dé co thé
danh gia khach quan nhét vé trinh d6, kha ndng cta (rng vién nhu thé nao qua céach trinh
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bay, kha nang viét lach. Va mét 14 don xin viéc cho xuat nhap khau can phai trinh bay nhirng
ndi dung sau:

e Phan chao héi: Day |a phan quan trong dau tién ma nha tuyén dung nhin vao va danh
gia ban. Mt 1&i chao héi lich sw ma déc dao, mai la chac chan sé thu hut va tao an
twong tdt déi véi nha tuyén dung, khién ho cé hirng tha véi nhivng ndi dung bén duéi
don xin viéc.

Trong phan nay, néu nhw ban khéng biét tén cu thé cta giam déc cong ty hay nguoi truc
tiép lam viéc voi ban thi ban c6 thé viét mét cach chung nhét 13 : “Kinh giri giam déc nhan
sy cong ty xxx” hay “Kinh gri bd phan tuyén dung cong ty xxx” deu duwoc. Pay la phan hét
strc quan trong va ban tuyét d6i khéng dwoc quén néu khdng mudn mét diém trong mat nha
tuyén dung nhé.

. Tiép do 1a phan m& dau: Ngay t nhirng dong dau tién, ban phai néu bat dwoc vai tro
clia cong ty bang viéc néu |én Iy do tai sao ban lya chon (rng tuyén vao day, biét dén
cong ty qua dau. bay la diéu hét strc quan trong thé hién sy hiéu biét, quan tam cua
ban dbi v&i vi tri cdng viéc va cé hirng tha voi cong ty. Viéc ban d& cao mét chit
thwong hiéu clia codng ty ciing la mét cach hay dé gay chu y dbi véi nha tuyén dung
day!

Muc tiép theo clia don xin viéc xuat nhap khau, ban can c6 géng néu bat Ién duoc kha nang
cta minh c6 thé dap ng duwoc nhirng yeu cau cla vi tri tuyén dung ma céng ty dang can.
Hay chirng minh cho ho thdy dwoc gia tri clia ban than déi voi cong viéc. Khi n6i vé muc nay,
ban nén trinh bay nhirng kinh nghiém ciing nhw kj ndng da cé cta ban than d& minh ching
cho trinh d6 ctia minh b&i cac nha tuyén dung ludn danh gia cao nhitng ngudi da cé kinh
nghiém trong linh vic.

e Phan gi¢i thiéu ban than: D& cé thé thuyét phuc dwoc nha tuyén dung rang ban la
ngwdi cé di ndng lwe va phi hop véi cdng viéc thi trwdc hét ban phai biét canh “PR”
cho ban than minh. Hay thé hién nhixtng phadm chéat tét, nhirng k§ ndng va sw chuyén
nghiép cla ban trong don xin viéc. T d6 nha tuyén dung sé c6 céi nhin téng quan,
chinh xac nhét vé mirc d6 phu hop cia ban véi cong viéc nhw thé nao.

Hay nhé rang, du “PR” cho ban than nhwng cling can thé hién duang, chinh xac va phu hop
nhat con ngwdi ban. B&i du ban vuot qua vong don mét cach dé dang nhwng chi can qua
mot vai cAu hdi phdng van, nha tuyén dung sé& nhan ra ban la ngudi nhw thé ndo, c6 dung
v&i nhirng gi trinh bay trong don xin viéc hay khéng. Do dé, can hét strc lwu y van dé nay
nhé.

e Phan cudi cung chinh la sy bay t& mong muén, nguyén vong cua ban dwoc nhan vao
Vi tri cdng viéc ma cong ty dang tuyén dung, cé gang thé hién mét 16i hira hen that
virng chac.

M6t don xin viéc xuat nhap khau viét tay can thé hién day di cac muc trén va hon hét can
trinh bay that khoa hoc, sach sé, thé hiérj |6i van chuong that mwot ma, cé dong dé co thé
tao an twong tot nhat doi véi cac nha tuyéen dung.

2.2 Pon xin viéc xuat nhap khau file word c6 san
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Ngay nay, nho vao sy phat trién cGa coéng nghé cung voi hang loat nhirng website ra doi,
cung cap rat nhiéu cac mau don xin viéc lam voi thiét ké bat mat, trinh bay khoa hoc, mang
dén sw tién loi cho cac &ng vién. Nhirng mau don xin viéc nay duwgc thiét ké theo nganh
nghé rat 4n twong va phai ké dén cac mau ndi bat nhw mau don xin viéc cho sinh vién méi
ra trwong hay ké toan, kinh doanh, bat déng san, xuat nhap khau,... Do d8, cac trng vién c6
thé st dung, tai don xin viéc nganh xuat nhap khau hoan toan mién phi, phi hop véi nhiéu
ban chwa cé kinh nghiém.

DPon xin viéc c6 san cling can trinh bay day dd nhirng théng tin can thiét vé: Chao hdi, phan
mé& dau, gii thidu ban than, va mong muén véi cdng viéc ting tuyén.

2.3 DPorn xin viéc bang tiéng Anh nganh Xuat nhap khau

V&i nghé xuét nhap khau thi tiéng Anh |a mét yéu td vo cung quan trong, la yéu cau t0| thiéu
ma ngudi lao ddong can phai cé dé dap ng dwoc yéu cau cong viéc. Vi vay, néu mudn xin
vao cac cong ty, doanh nghiép I&n trong linh viee nay, ban can phai str dung don xin viéc
bang tiéng Anh dé thé hién trinh dé ciing nhu sy chuyén nghiép ctia minh, tao 4n twong tét
v&i nha tuyén dung.

bon xin viéc nganh xuat nhap khau bang tiéng Anh cung can c6 nhirng théng tin quan ‘trong
nhw cac mau don khac dé 1a: Théng tin ca nhan cta ngudi Xin viéc, vi tri mong mubn, ky
nang, trinh d& va nhirng hiva hen, cam két dbi véi cong viéc néu dwoc nhan. Khi viét don xin
viéc bang tiéng Anh, ban can phai c6 trinh d6 tiéng Anh nhét dinh va trinh bay ding cac ndi
dung can thiét mét cach rd rang, mach lac, va tuyét ddi khédng dworc viét sai chinh ta hay ciu
tric nglr phap nhé.

3. Nhirng 16i thwerng gap khi viét don xin viéc nganh Xuat nhap khau

RAt nhiéu ngwoi khi lam hé so xin viéc, ddc biét 1a cac ban tré déu khéng quan tdm dén don
xin viéc. Ho danh thoi gian d& cham chut cho CV nhwng lai vo tinh quén mat sw quan trong
cua don xin viéc ma trinh bay mét cach qua loa hoac tham chi la khéng cé don xin viéc. D6
la ly do ho dé tudt mat co hdi xin viéc cta minh.

Ludn thé hién sw nghiém tac, chuyén nghiép ngay tir buéc di dau tién sé giap cho ban rét
nhiéu diéu va tao cho ban théi quen Iam viéc chuyén nghiép, hinh thanh kj nang tét ctia ban.
Do dé, dé c6 thé trinh bay mét 14 don xin viéc xuat sac nhat, hay chd y nhivng 16i sau day dé
khéng mac phai nhirng sai lam dang tiéc trong qué trinh tao don xin viéc nganh xuat nhap
khau, mau don xin viéc it va cac nganh nghé khéac.

Pénh may, viét tay 1an 16n

Mbt 16i gay mat diém véi nha tuyén dung nhung lai kh& nhiéu ngudi mac phai d6 la dé mot
t& don xin viéc 1an 16n ca chir danh may va chir viét tay. Ngay tr dau, ban hay dwa ra quyét
dinh hodc la danh may toan b hoac la viét tay toan bd (néu chir ban dep thi c6 thé viét tay
dé tang 4n twong déi voi nha tuyén dung). Tuyét déi ding dé xay ra tinh trang in don ra roi
lai viét dé 1én trén hay dién thém thong tin. Diéu nay vira gay mat tham my v&i la don, vira
dé khién cho nha tuyén dung danh gia ban la ngudi 1am viéc thiéu can than.

An twong ban dadu mo nhat
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Déi v&i béat ky la don xin viéc nao thi 4n twong ban dau la rat quan trong dbi véi nha tuyén
dung. Pirng chi viét mét cau don gidn mang tinh chét liét k&, hay trinh bay khé khan nhu:
“Téi mudn duoc (rng tuyén vao vi tri nhan vién xxx”. Thay vao dé, ban hay tao mét cau gioi
thiéu, chao hdi that sang tao, thé hién dwoc ndng luc va kha ndng phu hop cda minh voi
cong viéc trng tuyén. Vi du nhw: “Véi 2 nam kinh nghiém trong nghé xxx, dam phan thanh
céng gan 100 hop déng mua ban, t6i tin rang minh 1a (ng vién phi hop véi vi tri céng ty
dang tuyén dung.”

R6 rang, phan mé& dau sau sé gay an twong manh hon va thu hat nha tuyén dung lwa chon
ban cho vi tri cong viéc cta ho.

Viét lan man, khéng dung trong tam

M6t 14 don xin viéc qua dai sé khién ngudi doc c6 cdm giac mét mai, va mét 1a don viét lan
man, khéng ding trong tam lai cang gay mét hing tha véi nha tuyén dung. Bon xin viéc 1a
phan tém tat, gi&i thiéu ban than v&i nha tuyén dung, con nhirng thdng tin khac ho c6 thé
trao dbi véi ban qua cudc phéng van néu ban dwoc chon. Do d6, hay trinh bay don xin viéc
mot cach ngan gon, stc tich ma van day dd nhirng théng tin quan trong. Tuyét déi dirng viét
qua lan man, s& gay cam giac kho chiu véi nha tuyén dung va ban sé danh mat co hoi viéc
lam cGia minh day!

Trinh bay thanh tich thiéu chon loc

Nhiéu ban nghi rang trinh bay cang nhiéu thanh tich sé cang tét va ghi diém v&i nha tuyén
dung. Tuy nhién, hay tran trong thdi gian ma nha tuyén dung danh cho don cta ban, ding
bat ho phai ngdi doc mét danh sach dai dang ddc nhirng gidi thwdng khéng lién quan dén
cong viéc ho dang tuyén dung.

Vi vay, hay chon loc ra nhirng gidi thwéng, diém manh nhat pht hop véi vi tri cdng viéc ban
dang (ng tuyén. Vi du ban (rng tuyén cong viéc phién dich tiéng Trung thi hay trinh bay ban
tét nghiép dai hoc Ngoai ngl, hay cd chirng chi ve tleng Trung, thanh thao tiéng Anh,.. . bay
la nhung diéu nha tuyén dung quan tam va can nhac hd so cha ban chir khéng phai la sé
lwong gidi thuwdng qua nhiéu ma khéng lién quan dén cong viéc cla ho.

B4 tréng vj tri tmg tuyén

Mét & don xin viéc khong thé thiéu di vi tri ng tuyén dwoc. Ban khéng nén trinh bay quéa
dai nhirng thong tin, Iy do,... ma cudi ciing van khong thé hién dwoc ban muon dwoc lam gi,

vi tri cdng viéc nao tai cong ty. Ban mudn rng tuyen vao Vi tri nao thi hay ghi rd ngay ttr dau,

diéu nay vitra thé hién sw nghiém tdc cta ban déi véi cdng viéc, vira gilip cho nha tuyén dung
dé dang phan loai dwoc hd so cia ban thudc nhém cdng viéc nao.

Mé&c 16i chinh ta

Doi voi bat ky van ban hay gidy to' nao thi I6i chinh ta 1a diéu khong dugc phép mac phai.
Chi mét I6i sai nho ciling khién cho nha tuyén dung danh gia ban la nguwoi thieu can than,
dieu nay ciing chirng td trong cong viéc ban cling sé€ bat can, gay anh huéng dén hiéu qua
cbng viéc cta ho. Khi do, chac chan ban sé vo tinh dé tuét mat co hdi viéc lam cda minh.

Khéng dé lai thong tin lién lac
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Ban dirng quén dé lai s6 dién thoai, email hay dia chi lién lac dé& nha tuyén dung c6 thé théng
bao hay goi phdng van nhé. T4t nhién, phai dé lai mot email hay sb dién thoai ban dang st
dung thuwéng xuyén va chi y kiém tra d& nam bat dwoc nhirng thong bao quan trong. Chi
can |& 1 — 2 cudc dién thoai thdi 1a co hoi ctia ban sé roi vao tay nguwoi khac do.

Quén gdi loi cdm on dén nha tuyén dung

“Chan thanh cadm on” hay “Tran trong” 1a nhitng |&i cdm on két thw khdng thé thiéu déi voi
don xin viéc. Diéu d6 thé hién sw ton trong cling nhw sw chuyén nghiép cta ban déi véi nha
tuyén dung, tao dwoc an twong tét trong mat nha tuyén dung va co héi cd dwoc viéc lam
chéc chan ciing sé cao hon.

4. Mau Don xin viéc danh cho nhan vién Xuat nhap khau

Ngoai CV thi khi di xin viéc, ngwdi lao ddng can phai viét thém mau don xin viéc dé bd sung,
hoan thién hd so va xin vao nganh xuét nhap ciing khéng phai tredng hop ngoai 1é. Sau day
la mot s& mau don xin viéc nganh xuat nhap khau hi vong sé gitp ban bd sung day du cho
hd so xin viéc nganh Xuat nhap khau cta minh.

eLib.vn: Thu vién truc tuyén mién phi
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4.1 Mau don xin viéc chuan

CONG HOA XA HOI CHU NGHTIA VIET NAM

Doc 1ap - Ty do - Hanh phuc

PON XIN VIEC
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Qua théng tin dang trén website cong ty, toi viét don nay dé (ng tuyén vi tri Nhan vién xuét
nhap khdu ma Quy céng ty dang c6 nhu cau tuyén dung.

Toi tot nghiép Clr nhan chuyén nganh Kinh doanh quoc té tai trwong BH ABC... Qua qué
trinh lam viéc tai vi tri Nhan vién xuat nhap khau tai Cong ty chuyén vé may mac tdi da tich
[Gy mét sO kinh nghiém, kién thirc nhu:

e Am hiéu quy trinh, tha tuc Hai quan xuét — nhap khau

e Hiéu biét va cap nhat cac chinh sach luat méi dwoc ban hanh lién quan dén xuét
nhap khau hang may méc, dét may.

e Kinh nghiém soan thdo, chuan bj ching twr, gidy t& lién quan dén XNK

Ngoai ra téi rat ty tin trong viéc giao tiép bang tiéng Anh, thanh thao vi tinh van phong, dac
biét st dung t6t email trong giao tiép, dam phan véi cac nha cung cép, dbi tadc nwéc ngoai.
Qua qua trinh lam viéc, t6i cling hiéu rang vi tri nay doi hdi ngudi cé trach nhiém, can than,
chiu dwoc ap luc cong viéc, kha nang thiét lap duy tri mdi quan hé, ki nang sap xép céng
viéc. Téi tin rang v&i khad nang, kién thire, kinh nghiém trén tdi cé thé dap ng dwoc yéu
cau ctia Quy cong ty. Tdi rat mong cé co hdi dwoc tham gia vao déi ngd nhan vién cua
Quy cong ty dé& cing nhau lam viéc, phat trién.

Moi lién hé vé lich phdng van hay théng tin vé hé so &ng tuyé&n nay, xin vui long lién lac s
dién thoai: ............... hoac email: ......cccooovvviiiiiiiiiis

Xin chan thanh cam on va tran trong kinh chao!

Nguoi lam don

(Ky, ghi rd ho tén)

eLib.vn: Thu vién tryc tuy&n mién phi n
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4.2 Mau don xin viéc tiéng Anh

Nguyen Van A
Tan Binh, HCMC
M: 09090909xx
E: nguyen....@gmail.com
14th June 2014
Human Resource Department
ABC trading company
Tan Binh, Ho Chi Minh City
Dear Sir/ Madam,
Apply to: Import Export Staff position
| am writing in regards to the position of Import Export Staff currently advertised on the
Company website. The particular skills and requirements listed in your advertisement

interest me a lot.

| am employed at DEF Company specializing in manufacturing electric components where
| have been the Import — Export Staff for 3 years. At here, | am extremely skilled in:

e Making the customs profile and related documents

e Communicating and contacting with suppliers, customers, about the receiving and
delivering schedules, prices

e Making and following up the import-export plan

e Check the Import — Export documents, calculate the tax, ship fee, warehouse fee

| have got a Bachelor Degree in Foreign Trade and Toeic 800, familiar with Ecus software,
well understanding about Incoterms 2000 and 2010. | usually update all the Law and
Government document about Import — Export. | really enjoy communicating with others,
working in a team as well as in individual.

These are the qualities, experience that you’re looking for this position. | have enclosed a
copy of my resume for your consideration. | look forward to hearing from soon.

Yours faithfully,

Nguyen Van A

eLib.vn: Thu vién tryc tuy&n mién phi
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4.3 Mau don xin viéc viét tay

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

PON XIN VIEC
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Qua théng tin dwoc ddng tai trén website clla cong ty, téi dwgce bi€t Cong ty dang cé nhu cdu
, ~ . , N A ~ A ~ N A ~ < , o ~ N 3R s ~ N
Urng tuyén vi tri Nhén vién xuat nhdp khau va nhan thdy minh cé du yéu t6 dé trng tuyén vao
vi tri d6 nén t6i dd vi€t don xin viéc nay.

Tb6i t6t nghiép Clt nhan chuyén nganh Kinh doanh Quéc t€ clia trivo'ng Pai hoc Ngoai Thwong
Ha NOi vao thang 6/2018. Ngay sau khi t6t nghiép, tir thing 7/2018 dén thing 5/2019, t6i dd ddm
nhn vi tri Nhin vién xult nhip khiu tai Céng ty May mdc Phuwong Dong. Tai day t6i da tich
liiy dwoc nhitng bai hoc kinh nghiém dau tién cho bdn thin minh, bao gbm:

e Am hi€u vé thi tuc, quy trinh Hai quan vé Xudt - nhip khau
e C6 hi€u biét vé nhitng chinh sich diéu luit lién quan dén xult nhdp khiu, ddc biét
thwo'ng xuyén theo déi d€ cdp nhdt m&i cac chinh sich dwogc thay doi
e Cé kinh nghiém trong viéc chuln bi ho so gidy t0, cic chitng tir ¢ lién quan dén hoat
dOng xudt nhip khau.
Bén canh dé, t6i con rit tw tin trong giao ti€p bdng tiéng Anh v&i chltng chi ti€ng Anh dwoc
cdp tai trto'ng Pai hoc Ngoai Thuwong, thanh thao tin hoc vdn phong. Cé kha ndng dam phan
hiéu qua v&i cic dbi tic phia nwdc ngoai.
V&i mOt ndm kinh nghiém trén, tdi hi€u rat r6 vi tri Nhin vién xudt nhdp khiu ma Céng ty
dang tuy€n dung cling cAn nhitng ngwi cé trach nhiém cao v&i cong viée, cé tinh cich cin thin
va chiu dwgec ap lwe cong viéc cao, ¢ khad nang thi€t 1dp va duy tri cdc mOi quan hé, kj nidng
sdp x8p cong vibc. T6i ty tin vao kha ning, ki€n thitc va kinh nghiém di tich liy dugc, toi sé
dap rng t0t nhdt moi yéu cdu ma quy Cédng ty dat ra. Tdi rdt mong sé nhin dwoc co hdi tham
gia vao lam viéc tai mdi trird'ng lam viéc chuyén nghiép clia Céng ty d€ phit trién hon nita.
Téi xin chian thinh cdm on !

..................... , ngdy ..... thing ..... ndm 202.....

Nguoilam don

(Ky, ghi rd ho tén)

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

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap — Tw do — Hanh phuc

-----0-0-0-----

DO'N XIN VIEC

Kinh glri: Ban Gidm d6C CONG LY ......cvvveveeeeieereeereeeeeeeeeteeesee e e st n e
DPéng kinh glri: Phong nhan sw Quy codng ty
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Qua théng tin tuyén dung cta quy cong ty dang tai, t6i dwoc biét Quy cong ty dang cé nhu
cau tuyén dung nhan vién cho vi tri Nhan vién Xuat nhap khau. T6i nhan thay day |a céng
viéc rat phu hop véi trinh do, ki nang, kinh nghi@m ma ban than téi da duc két va tich Iy
trong qué trinh hoc tap va lam viéc t tredc dén nay.

Toi tét nghiép Ct nhan Chuyén nganh .................. PR tai Trwong Pai hoc ................
Trong qua trinh hoc tap, t6i da tich Ily dwgc mét sO kinh nghiém nhuw:

e Am hiéu quy trinh, tha tuc Hai quan xuét — nhap khau
e Hiéu biét va cap nhat cac chinh sach luat méi dwoc ban hanh lién quan dén xuét
nhap khau hang hoa.

Ngoal ra toi rat tw tin trong viéc giao tiép bang tiéng Anh, thanh thao vi tinh van phong, dac
biét st dung t6t email trong giao tiép, dam phan véi cac nha cung cép, dbi tac nwéc ngoai.

Qua ban mé ta cong viéc, t6i cling hiéu rang vij tri nay doi hoi ngudi co trach nhiém, can
than, chiu duoc ap lyc cong viéc, kha nang thiét 1ap duy tri méi quan hé, ky nang sap xep
cong viéc. Tai tin rang v&i kha nang, kién thire ctia minh, tdi cé thé dap ang duoc yeu cau
cta Quy cong ty. Tdi rAt mong cé co hdi dwoc tham gia vao déi ngii nhan vién cta Quy
cong ty dé cung nhau lam viéc, phat trién.

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

Xin chan thanh cam on va tran trong kinh chao!

...................... , hgay.... thang..... nam.....

Ngwoi lam don
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4.5 Mau don xin viéc danh cho ngw®i quan ly
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PON XIN VIEC

Kinh glri: CONg ty XUAt NhAP KNAU ......ocvoviveeieeeeceeeeeeee e
DPéng kinh glri: Phong nhan sw Quy codng ty

Qua théng tin duwgc dang tai trén website chinh thirc clia cong ty, t6i dwoc biét Cong ty
dang c6 nhu cau tuyén dung vi tri Giam ddc Xuét nhap khau va nhan thay minh cé da yéu
td d& &ng tuyén vao vi tri d6 nén t6i da viét don xin viéc nay.

Toi tbt nghiép Cl nhan chuyén nganh Kinh doanh Quéc té clta trwdng Pai hoc Ngoai
Thwong Ha Néi vao thang 6/2013. Ngay sau khi tt nghiép, tr thang 7/2013 dén théng
712020, t6i d& dam nhan vi tri Nhan vién xuat nhap khau, Trwdng nhém Xuét nhap khau,
Quan ly kinh doanh Xu4t nhap khau tai Cong ty May mac Phuong Dong. Tai day toi da
tich 10y dwoc nhirng bai hoc kinh nghiém d4u tién cho ban than minh, bao gém:

e Am hiéu vé tha tuc, quy trinh Hai quan vé Xu4t — Nhap khau

e N&m rd nhivrng chinh sach diéu luat lién quan dén xuéat nhap khau, dac biét thwong
xuyén theo déi dé cap nhat mai cac chinh sach dwoc thay ddi

e Co kinh nghiém trong viéc chuan bi hé so gidy t&, cac chirng ti cé lién quan dén
hoat déng xuat nhap khau.

e Quan ly nhan vién, d6i nhom kho bai

e T chirc, sap xép cdng viéc phu hop cho nhan vién

Bén canh d6, t6i con rat tw tin trong giao tiép bang tiéng Anh véi chirng chi tiéng Anh duoc
cép tai trvdng Pai hoc Ngoai Thwong, thanh thao tin hoc van phong. Cé kha ndng dam
phan hiéu qua véi cac déi tac phia nwéc ngoai.

V&i mot nam kinh nghiém trén, tdi hiéu rat ré vi tri Nhan vién xuat nhap khadu ma Coéng ty
dang tuyén dung ciing can nhirng ngudi cé trach nhiém cao véi cong viéc, co tinh cach
can than va chiju dwoc ap Iwc cdng viéc cao, c6 kha néng thiét 1ap va duy tri cac mdi quan
hé, ki nang sap xép cong viéc. Toi ty tin vao kha nang, kién thire va kinh nghiém da tich
Ity dworc, toi sé dap ng tét nhat moi yéu cdu ma quy Cong ty dat ra. Toi rat mong sé nhan
duwoc co hdi tham gia vao lam viéc tai mdi trudng 1am viéc chuyén nghiép ctia Cong ty dé
phét trién hon nira.

T6i xin chan thanh cam on !
...................... , hgay.... thang..... nam.....

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

D& 1A XIN TNWE TP ottt et et e et et e et e et e st e et e st e et e et e st e stestesteseeseesee e
Thoi gian thuc tap: trong .............. tUAN ((0 o, FEN o, )
Don vi (chi nhanh/phong nghiép vu) Xin thrC tap: .....coovieeiiec e

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

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

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

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

e Toi xin hoan toan chiju trach nhiém trwéc phap luat nhirng ndi dung da cam két.

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

XAC NHAN CUA KHOA QUAN LY SV NGUOI LAM DON
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4.7 Mau don xin viéc lam part-time
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DO'N XIN VIEC

(Danh cho sinh vién, hoc sinh thyc tap hoac lam thém)
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Hién nay chwa c6 viéc lam, t6i lam don nay xin &ng tuyén va bd tri cong viéc lam tai vi tri
(070 T N 1= oSS

Néu dwoc thau nhan tdi xin cam doan thwc hién cac cong viéc dwoc giao va thye hién cac
chu treong chinh sach ché dé ndi quy, ky luat cia co quan, don vi.

Kinh mong Co quan, DPon vi chip nhan.

NGUOI LAM BON

(Ky, ghi rd ho tén)
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