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Cach viét Cover Letter

Tai sao ban can Cover
Letter?

Mot ban Cover Letter tot 1a mot trang
glay c6 thé gitp ban thé hién dwoc ki
nang va kinh nghiém ctia minh dén véi
nha tuyén dung, bén canh CV. M6t ban
Cover Letter tot glup ban c6 nhleu co
hoi hon dé dwoc goi phéng van.

Nhiéu nha tuyén dung cho ring, Cover
Letter quan trong hon véi ho va sé la
noi dau tién gy 4n twong trong bo ho
so’ cia ban.

Dé Cover Letter 1up ban du'o'c 0i
pho
dan
viéc.

hién dwoc rang ban c6 the dong
dworce gi cho cong ty, chir kho
ban mong muén gi &

Diéu quan trong trwédre khi giri di mot
Cover Letter, 1a hay chic chin ban da
danh thoi gian nghién ctru that ki vé vi
tri, va vé cong ty ban dinh @ng tuyén.

tr

Mot Cover Letter chuyén
nghiép can cé:

- Pwoc soan thao ro rang, ranh mach,
khong c6 16i chinh ti va cian Ié hop Iy,
go0i gon trong 1 trang A4. Ban c6
thé ding ky dich vu CV Edit dé cac
chuyén gia gitip ban kiém tra Cover
Letter trwedre khi gii.
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- Puwoec givi dén mot nguwoi cy thé. Doi
khi thong tin tuyen dung khong co
ngwdi nhan cuy thé, ban co thé ty tim
hiéu bing cach 1én website, search
Google hoic goi dién dén cong ty.
Trong trwedmg hop cudi cling khong co
thong tin, ban danh phai giri Dear
Sir/Madam vay.

- Thé hién dwoc tinh cach va sy dam
me cta ban véi vi tri ma ban dang g
tuyeén.

Cach ban gwi mogt Cover

gian,
c téi email
yen dung. Nhé dirng quén
dinh kém file khi giti mail nhé.

Néu ban c¢6 mot format cau ki, font chir
méi lai, mudn thé hién sy sang tao, thi

hay luu thanh pdf dé tranh bi 161 khi
nha tuyén dung mé ra.

Format chuan cua mot
Cover Letter:

- Tén ban, dia chi, email, s dién thoai
- Tén nha tuyén dung, vi tri lam viéc,
cong ty, dia chi, email.

- Ngay thang nam

- Lo chao dau thw. Vi du: “Dear Mr.
Anh”.

- Tén ro rang cua vi tri tmg tuyén.



Cover Letter mau

[Tén ban]

[Dia chi cia ban]
[Email cta ban]

[S6 dién thoai ciia ban]

[Tén nha tuyén dung]
[Vi tri lam viéc cia NTD]
[Tén cong ty]
[Dia chi]
[Email ]
[Ngay gii thur]
Application for the position of [tén vi tri tng tuyén]

Dear [Mr./Ms. (tén cu thé) hodc Sir/Madam],

Doan 1 — Giéi thiéu - Ban dang apply cho vi tri ndo, cong ty nao? Qua nguodn nao ban biét dén vi tri
d6. Trong 1-2 cAu, tom tit Iy do vi sao ban nghi ring minh phu hop véi vi tri d6.

Doan 2- Tai sao cong ty nén chon ban? Dwa 1-2 vi du vé thanh tich hoc tip hodc kinh ngh1em
hoat dong ngoai khoa hoac kmh nghlem lam v1ec ban da co va lién quan dén nhing yeu cau ctia nha

tuyen dung. B am nhu'ng

gi dé nha tuyén du g 1 ¢ thém vé

cach dung S. ,V

ong. W
én ctru

Poan 4 — Ké&t luan. Co thé liét ké thod gian ranh ciia ban dé chuén bi cho viée phéng van. Két luan
mot Ian nira 1-2 ki ning/kinh nghiém khién ban ty tin ddm nhiém vi tri ndy.

g thu voi V1 tri lam viéc nay
that k1 veé vi tri d6 va vé cong ty nhé.

DPoan 3 — Tai sao bg.ln lai chon c
va voi cong ty nay. bé doan nay

Yours sincerely,
[Tén ban]

(Str dung Yours sincerely néu dau thw ban givi mot ngwoi cu thé. Néu ban Dear Sir/Madam thi nén
dung Yours Fairthfully).

Chtic ban ¢6 dwoe cho minh mot Cover Letter nhw y mudn.

Néu ban dang chudn bi apply viéc va can mot nguwoi xem qua CV, cé thé ban sé
quan tam dén link nay: http://bitly.com/SuaCVAnhTuanLe

Néu ban chwa biét viét CV nhw thé nao, di phéng van van con run, thi cé thé ban sé
quan tam dén lé’p hoc nay: http://goo.gl/forms/3wRzUIrlgY




