KY NANG TiM VIEC
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. NOI DUNG CHUONG
TRINH

1 - Thong tin chung
- Nhitng ky néng can cé
- Kénh tim viéc lam

2 - Mau don xin viéc
- SO yéu Iy lich
3 - Ky néng phong van

- Piéu can biét trong thoi gian thu viéc




Hoat dong

Ban c6 5 phut d€ suy ngam v€ cong vi€c trong tuong lai.

Tai sao ban chon cong viéc do?

Piéu gi lam ban yéu thich cong viéc d6?
Tu gidi thiéu vé minh véi nhém

Nh(ing y kién phdn hoi




Cay van de - Phan 1
Nhuing mong doi ve khoa tap huan
nay

Nhitng lo ling ma cac sinh vién phai doOi

mat khi tim viéc lam
Ban hiy tu viét ra gidy nhiing lo lang, mong doi khi
tim viéc;
Ban c6 thé Vlet bao nhiéu tuy thich. Sau do, hay dan
chung Ién ré cua cay van dé

Moi tO giay chi viét mét y




Con duong tim viec lam...

Lua chon cong vi€c — ]§5ng cach nao ?
KY nang va s0O thich

|

SO yéu ly lich

Pon xin viéc

l

Tim ki€m viéc lam

Liét ké nién gon

Phénivé' n

Bat dau cong viéc
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Cac dinh nghia
Pinh nghia cac tu:

Nang luc

S thich

Kinh nghiém

Ky ndng

Tai sao chiing lai quan trong do6i véi nguoi tim viéc?
-Thdo luan nhém-




Nang luc

Dy la nhing cong viéc, nhltng hoat dOng ma ta cé
thé thuc hién tot

Nhimng thr ma ta thich

C6 khi€u

Ta thudng cam thdy de dang thuc hién




gl =

Nhing thtr ma ta thich lam

Thuong la ta lam giOi




Klnh nghlem

Nhiing cong viéc va hoat dOng chiing ta da biét dén
tur trudc
Truong hoc hoac nhiing noi hoc tap
Cau lac bO va sa thich
Cong vi€c tinh nguyén
Thé thao
Cung nhau lam du an
Cong viéc trudc day
CuOc sOng gia dinh




Ky hang

Nhiing di€u ta hoc dugc riit ra tu:
Pao tao (tap huan)
Kinh nghiém

Tu hoc
Cac n0i khac




Hoat dong

Ban hay ghi nhiing théng tin vao bang danh gia ban
than vadi sad thich, kha nang, kinh nghiém va ky nang




. Nhirng ky nang cong viec—
co ban

Theo ban nhirng nhom ky nang chinh
nao ma nha tuyé€n dung tim kiém?

-Thao luan nhém-




~— Nhing ky nang chinh nhatu yé"ﬁ
dung tim kiém...

KY ning giao ti€p

KY ning quan hé ca nhan
Lam viéc nhém

Lanh dao

KY ning vin phong co ban

Linh hoat

Gidi quyét van
de

Hoach dinh
DPang tin cay
Sang kién

KY ning cong
nghé thong tin




KY THUAT TiM VIEC

Bao chi

Mang ludi lién két

Internet

Van phong Poan Truong

Trung tam gi@i thi€u viéc lam cUa nha nudc
NOp ho so truc ti€p cho doanh nghiép
Trung tam gidi thi€u viéc lam tu nhan
HoOc viéc

Ban be va gia dinh

Cong tac tinh nguyén

Cau lac bo tim viéc

HOi cho viéc lam

TV, radio

GOi thu may rui
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Lap ke hoach tim viec
Nhitng di€m chinh ctia ké hoach tim viéc:
Hiéu rd cong vi€c ma minh dang tim ki€m
Chudn bi CV d€ dap Ung nhu cau cong viéc

HO s0o xin viéc rd rang

Luu tat ca cac ho so xin viéc va CV

Muc tiéu dat ra phdi SMART

Theo dbi va ghi nhan cac két qua dat duoc




Muc tiéu tim viec

St dung cac mau bi€u phat tri€n thanh mot ké
hoach tim viéc.

Phai chac rang ké hoach nay SMART.

- C4c nhém thdo luan va phan hoi.




Nhiing gia tri can thiét cho lanh dao nhém

Hoach dinh

MOi quan hé

SU tin nhiém

Tinh trung thuc
KY nang giao ti€p
KY nang lang nghe
Tinh tu quyét

Ty dénh gi

Khéc biét 1a diéu dé hiéu nhung khéng han 12 sai.
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Ky nang giao tiép

Ngon ng(t bang 10i noéi

Ngon ng(r cUr chi

Lang nghe mOt cach chl dOng
Pat cau hoi ro rang, xac thuc




KY NANG




Muc tiéu

Sau khi két thuic, sinh vién co thé:

0 Biét cach viét CV

Q Biét cach viét don xin viéc




SO YEU LY LICH (CV)




nhom
Theo anh/chi thi m6t CV t6t gom nh{ing noi
dung gi/Can th€ hién nhing gi?




NOi dung cua mot CV

“* Thoéng tin ca nhan:

< Quan di€m - nguyén vong nghé nghiép:

< Kha nang va bang cap

“ Ky nang




NOi dung cua mot CV

< Kinh nghiém lam viéc:
“* Thanh tich/Hoat dong ngoai khéa:

< S@ thich ca nhan:

“*Thoéng tin gia dinh:




Nha tuyén dung danh gia CV

nhu thé nao?

- Nhin vao cach trinh bay
panh gia kha nang t6 chirc va giao ti€p (cau tric,
format)
Ngan gon, khéng dai qua 2 trang
Th{ tu nguoc thaoi gian
Ky nang lién quan

- Poc cac thong tin
panh gia cac bang cap, kha néng, ca tinh, dinh hudng
thang tién

- XU ly nhiing di€m con thi€u va khdong nhat quan trong
mot CV
Kiém tra su khéng nhat quan vé d{t liéu (trinh tu thoi
gian khong hop ly, nhiing khodng tréng trong CV)




Nhitng di€u Nén va Khong nén
khi viét CV

Nen:

Chi dung 1 font ch{, c6 thé
dam hay to hon 1 chiit cho tén
cUa ban, tén cdc dé muc

Phan chia tUng phan: Qua trinh
hoc tap, Kinh nghiém lam
vi€c (nén trinh bay theo trat tu
thOi gian nguoc lai) v4i ngay
thang, dia diém, chUc danh
Nhan manh Thanh tich

Cung cap thong tin cd nhan
dang quan tam

Kiém tra lai ho so

Khong nen:

Trinh bay cau ky, loe loet, gach
dudi

Trinh bay khong ro, khong co
th(r tu

Chi néu nhlng trdch nhiém
cong viéc

Cung cap qua nhi€u thong tin ca
nhan khong can thiét

Mac 16i ng(t phap hodc chinh t3




Nhiing tu li€u song cho CV

Thong tin .
ca nhanGiay khen, Bang khen

Hoc bong

Bang cap

Chuing chi Huy chudng Thanh vién hiép hoi
Tinh nguyén vién

Bubi dién HO@.’[ d(_jng ng(_)ai khda
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PON XIN VIEC



1. Thong tin lién hé cua ban (goc trén bén phai)
2. Ngay....thang....nam....

3. Thong tin cda nha tuyén dung (néu cé)

4. Loi chao

- Kinh géi : Ong./Ba Ho & Tén, (dé trong néu
ban khong c0)

5. NOi dung chinh:




: NOi dung chinh

® = Néu ly do viét thu.

 Khang dinh lai nhlng kinh nghiém, k¥ ning di ghi trong CV
mOt cach cu thé.

® Néu ré déng gép cUa cdc kinh nghiém, ky ndng cho vi tri
tuyén dung.

® v Mong dgi, hlra hen, muc tiéu...
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Poan cudi

6. Loi chao két thuc
Tran trong kinh chao,
Chu ky

Ky tén (néu ban géi thu)
Danh may tén ban




Nhiing luu y khi viét don xin viéc

- G4i dén maot nguai cu thé (dling tén va chic
danh). Hay 16 su tran frong (goi *Ong”, “Ba”,
“C0”, “Anh’ hay “Chj”)

- Néu r6 vé cong viéc dang tim kiem hay muc
dich cua la thu (phan hoi tu mot quang cao
tuyén dung)

- Hay chung td ban biét vé céng ty va Iinh vuc
cua ho, va vi sao ban chon ho




- Hay néu Ién nhung ¢bng viéc ma ban da lam
va ¢o lién quan truc tiép déen cong viéc dgng
tuyén, va cho ho biét nhing gi ban co thé dong
gop

~Nén co gang toi da trong vong 1 trang

- Hay ket thac 14 thu lich sy va Iam cho nguoi
doc thay se pha| lam diéu gi dé

-hKlem tra chinh ta va nglr phap mot cach can
than




PHONG VAN



Tim hiéu vé cong ty

Chuan bi copy tat ca cac giay to lien quan
Tim hiéu mat bang ludng

Thuc hanh tra Ioi nhiing cau hoi thong thudng
Chuan bi cau hdi cho nha tuyén dung

Trang phuc

Xem lai thong tin trong CV, don xin viéc

Hay xem cudc phong van la dip dé l1am quen
va tim hiéu




Pén du Phéng van ding gio hay sém chung 10’ hoac 15’
dé lam quen v3i moi truong cong ty
Binh tinh va tU tin:
= Hit th sau va cham. PUng d€ bi r0i tri
= NgOi thang lung, khong bat chéo chan tay d€ mau luu thong tot
hon
= N6i chdm va rd, khong lap bap
* Mim cudi d€ gidm b6t cing thang va tao cdm gidc thodi méi
cho ngu0i phong van
" Luuy
Két thiic buGi phOng van: mim cu0i, bat tay that chat,
cam On




GUi thu cdm On
Gi(r lién lac v&i nha tuyén dung
Tu ki€m, rit kinh nghiém 1an sau




Cach tao an tuong tot

Pung gio
budc di tu tin
Bat tay
Giao ti€p bang mat
ChO mOi ngbi
NOIi r0 rang, tu tin
Trd 10i thang vao van dé va c6 suy nghi trudc
khi tra 10i
Lich su
Thé hién mOi quan tdm dé€n cong viéc
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Ngu0i quan ly thuong quyét dinh

giao viéc mOt cach nhanh chéng
trong buOi phéng van dau tién.

1
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Hay thoai mai bbc 10 nang luc va tinh cach. Piéu
dé thé hlen sU' tU tin, va thuong rat thuyét phuc
nha tuyén dUHg

Hay binh tinh, san sang trd 10i cac cau hoi va tu
tin vao cac thanh tich da dat duoc

BUng noi doi hay danh 1tra nha tuyen dung. HO
la nhUng ngu’dl rat c6 kinh nghiém va s€ nhanh
chéng phat hién
Nén nhd:
" 13461 nha phong van c6 cau hdi riéng, va khé doan trudc
uQoc

" Cau tra 10i ding hay sai nhi€u khi khong quan trong bang
thai dO cUa Ung vién trong cach nhin nhan va xUr 1y van dé




Cac dang cau hoi
A\ y/

Cau hoi dong

Cau hoi mo

C4au hoi tham do

Tai sao nOp don cho vi tri nay

Cau hoi tim hi€u hanh vi trong qua kh(r

“Hdy cho t6i biét”, “hdy cho vi du cu thé™...
“* Cau hai tinh huéng




Cac dang phOng van

F8, Eslmel aRe

éng van qua dién thoai
ndng van theo nhém
ndng van hanh vi

hdng van cang thang

néng van tinh hudng




Cho t6i biét d6i chit vé ban?

Vi sao anh/chi mu6n cong viéc nay?

Pi€m manh cUa anh/chi 1a gi?

DPi€m yé€u cUa anh/chij 1a gi?

Khuyét diém 16n nhat va phdm chat tot dep
nhat clabanla gi ?




Piéu gi sé lam ban hing say lam viéc?

Hay néi ly do vi sao chiing toi phai tuyén
anh/chi?

Anh/chi biét gi vé cong ty nay?

Muc tiéu cta anh/chi trong 5 hay 10 nam
nua?

Anh/chi sé 6 dau trong 10 ndm nira

Vi sao ban rdi bo cong viéc d6?




Thé nao la cau trd 10i hay?

¢ th  khongr pkhudn,

Sk trung th ¢
Bt o .
&m JcteaJ th hing pauh p

i akh g va cong vi ¢

| /

ch A van hoa e@ 1ty
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Xin néu cac tradch nhi€m chinh cho cong viéc nay

Cé phai la vi tri mGi khong? Néu khong, tai sao nhan vién
cli nghi?

Vi tri ndy bao cdo cho ai? T6i c6 thé gdp nguoi d6 khong?
Cong viéc nay co yéu cau di cong tac khong? Chu ky di
cong tac?

Viéc dao tao & phat trién nhan vién tai cong ty nhu' thé
nao?

Anh/chi thich gi & cong ty nay?

Anh/chj khong thich gi @ cong ty nay va anh/chi sé thay
d0i ra sao?

Khi ndo toi c6 th€ bi€t dugc cau trd 10i clla cong ty?
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4 buoc phong van
GiGi thiéu va chao hoi
Nha tuy€n dung gidi thich cong viéc/ cau héi cho
Ung vién.

Ung vién dat cau hoi cho nha tuy&€n dung.
Keét thiic.
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. Hanh vi trong budi phéng
van

Pung gio Suy nghi kY cang va tra
Ngoai hinh dep 10i cau hoi truc tiép.

= : Lich su
Giao ti€p tu tin ' 5 =
Cho thay sU quan tam

trong cong viéc.
- HOi nhing cau hoi
Noi chuyéen ro rang thich dang.

Ng0i xuOng khi dugc
mOi
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Cac cau hdi cua nguoi phdéng van...

HOc van
Cong viéc trudc do, kinh nghiém lam tinh nguyén
vién
SO thich, kha nang va kY niang
Cac muc trén don xin viéc hay CV
Huan luyén
Tai sao anh/chi mudn lam céng vi€c nay?
Cho vi du vé nhiing kY ning
Pay la co hdi dé minh danh bong minh.




Cho nha tuy€n dung biét MINH

lam gi d€ gitp tO churc.




- *NGi cho t6i biét vé chinh
ban’

Néu nha tuyén dung hoi Ung vién vé chinh ban than
minh, hO muon biét vé hoc van, ky ning, ha nang va
kinh nghiém lam viéc.

KHONG néi vé gia dinh hay van dé ca nhan.
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Why do you want this job?

Ung vién nén nam bat co hoi trao ddi véi nha
tuyén dung vé kha nang, ky nang va kinh
nghiém lam viéc.

Pay la co hoi cho Ung vién trinh bay vé kY ning
va kinh nghiém cé thé€ mang lai 10i ich cho céng
ty.




_ Ban khong cé bat ky'kinh. nghiém—"
nao. Tai sao tdi tuyé€n ban vao vi
tri nay?

!
Diéu nay c6 nghia 1a ban nén néi cho nha tuyén
dung bi€t ban c6 th€ 1am dugc gi,

KHONG néi voi ho vé nhiing gi ban thiéu
hoac khong co.




~"Ké hoach tra 16i trong buoi
phong van

Dung bang dé 1ap ké hoach tra 16i
phOng van
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Thuc hanh phong van
Quyét dinh ai s€ 1a nha tuyén dung, Ung vién va quan
sat vien.
Thuc hanh phéng van bang cach st dung 4 budc
phOng van.

Thao luan Ung vién trinh bay nhu thé nao, diéu gi lam
tOt, di€u gi can cai thién ... st dung ky thuat banh mi
sandwich.

Hoan d6i vai tro v6i cac thanh vién trong nhém d€ moi
nguoi déu dugc phong van.
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Phan hoi tu cac hhom
Piéu gi 1am tOt
Piéu gi gay khé khan
Nghi vé cU chi diéu bd

U'ng vién c6 tu tin khong

Ho trd 10i cau hdi nhu thé nao

HO c6 chudn bi cau hoéi hay cho nha tuyén dung?
Ban hoc dugc diéu gi?




THUONG LUONG LUONG



Thuong luong nhu thé nao?
\

Trudc khi “dam phan”:
= Khao sat luong trén thi truOng va gid tri cla ban
= Xac dinh mUc luong ma ban cdm thay hai long

Khi thuong lugng:
= Can nhac vé phic 10i hay quyén 10i khac tUr cong ty
(chi phi di lai, nghi phép, bdo hi€m ...)
= Can nhac vé chu ky xét duyét luong sau thoi gian thir
vi€c, hang nam
= Biét dung lai diing ldc




Tai liéu tham khao
o KY NANG TIM VIEC VA TRA LO1 PHONG VAN ciia

trung tdm KHUYET TAT VA PHAT TRIEN
TP.HCM (DRD)
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