MASSHIRE

CAREER CENTERS

Tim ViEc Lam Mong MuOn - Cufc PhOng VAn

Connecting Workers and Employers
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Resume va trang CAu thU C& trinh bay KT nzng clia qus vi trén giAy.
Bay gi© qus vi phai qua ki<m tra tr¢.c di€n - phOng vAn v8i chi
nhan cda ndi xin vao lam. ChuAn bl chinh minh nhU th% nao? C6

th< n6i gi C< thuyst phac ngUoi phOng vAn réng minh Ia ngUGi thich

h®p cho cong vikc?

16 1a mft vai cau hOi qus vi phai giai Cap khi ti%n bUSc trén quang
cUeng tim viCc I&i. TO thdng tin nay phac thao mTt sO g@i § chung

dang tao An tU@ng tuyCt vei ban CAu - t@ vikc tim hi<u vS hing Ckn

titp thT KT nzng.

Tim Hi<u vS Hang

Khi ¢U&c m@i Gkn phOng vAn, Uu tién trU§c hist cOa qus vi phai la
tim hi<u thém vS hang. Cach thufn tin G< c6 CU®c thong tin Cang
gia: chl cAn gti Ckn hang va xin théng tin. Nén yéu cAu cung cAp
béo cao thUeng nién ho¥c tai litu quang co khac cho bikt thong

tin vS dich vg ho¥c sén phAm ch t&o, thanh phAn dan sO nhjm Chn,

ngan sach hang nem va nh»ng s0 li€u thOng ké quan trtng khéc.
Qua ViEc tim hi<u chdt it v§ van hoa hang, qus vi sé hi<u rd chd
nhan cAn nhAt nh»ng kT nzng va kinh nghi€m gi.

Téo fn TU®ng TuyOEt VVOi Ban fAu
C1ing v8i vic IAy thong tin nhU viy, sau Cay 1a mYt sO CiSu t°ng
quat nén lam va khdng nén lam vao ngay phOng vAn. Nén theo
Cang C< qua m¥t ngUGi xin vikc khac!
= fii mft minh va Gkn s§m it nhAt nem phut.
- Mim cU@i va lich s, v8i mti ngUei minh g¥p.
-» Khéng hat thuOc ho¥c nhai kEo cao su.
- Mang theo mti giAy phép ho¥c chUng nh#n lién quan Ckn nghS
nghiCp.
~» Mang thém ban sao resume, giAy gi§i thi€u va thU ti%n co
C< trao cho ngUGi phOng VAn niku c6 yéu cAu.
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=» CAn phai trinh bay CAy C0 vS kha nzng va chl rd s, lién
quan gi»a kT neng clia minh v8i yéu cAu cong vitc.

-> Nén l&c quan va t¢ tin nhUng khong kiéu ngao.

- Tré 10i cau hOi CAy Ga va chinh xac, G@ng noi dong dai.

= Nhin th£ng vao ngUei phOng vAn.

- A@ng ban thdo nh»ng vAn CS ca nhan

~» Chu & ¢@ng bi<u 11 thai CY lo Iing nhU cjn méng tay hay
clei khuc khich.

- Bay t0 mong muOn lam viEc va s¢, quan tam clia minh Ckn
hang.

~» Néu thjc mjc vS hang nh¢m ciing ¢0 s¢, quan tdm cla
minh n0i ngUi phOng vAn.

= Xin phép CU®c gti 1ai hOi them Kkt qua phOng vAn.

- C4m On ngUei phOng vAn Ca danh thei gio ti%p minh.

Luén ludn tikp nOi phOng vAn béng thU cam t& chanh thUc.

ThU nay c6 th< 1a GiSu thitt yku C< c6 viEc lam, vi vEy nén

th¢,c hi€n cho tOt. CAn nhjc Chn Vi tri G4 ban théo va I£p 13i

kha neng clia minh - nhAn ménh s¢ nhit tinh clia minh vi

hang. K%t thic thU beng 10i cam t& ngUei phOng vAn mft IAn

n»a G4 danh thei gian can nhjc vS minh (Xem mAu thU dU8i

Cay).

Thec Hanh Trd LOi PhOng VAn

Cung v8i vikc theo Clng nh»ng g®i § chung liEt ké bén trén,
s¢, thanh cdng khi phOng vAn tim viEc con tiy vao 10i Cap cla
qus vi cho hang loét cau h0i. Nh»ng cau h0i nay cé th< thufic
1anh v¢c t@ 13 lich va htc vAn sO khai Ckn hiCu qué ca nhan
va kT neng quén I5. Du cau hdi la gi thi qus vi cUng phai CiSu
chinh 16i Cap nh¢m truySn Cét thong tin gidp qua m¥t ngUoi
xin vic khéac.
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|| T
Sau Cay la mft sO cau hOi thUeng C¥t ra, va cAn chuAn bl = Chd nhan c6 n6i gi vS bAt cU KT nzng nao clia qus vi khdng? Nku
2 tUsc 16i Cap h»u hitu: ¢6 thi ndi gi?
Hay cho toi bist Coi Cidu V& qus Vi, - fntU@ng chung cda ngUoi phOng vAn COi v8i resume ctia qus vi 1a
- gi?

Sa Coén cla qus vl la gi? PN T T .. N Lo,

A ) —» NgUOi phOng vAn c6 ban thdo bAt cU rjc rOi C¥c bit nao qus vl co
Qus vl bift gi vS héng clia chang t6i? th< c6 khdng? N%u ¢ thi ban théo CiSu gi?
T4i sao qus vi muOn Iam viEe cho ching t6i? - Qus vI ¢6 nhin vao ngUoi phOng vAn khi néi chuyEn khong?
MUc 1U00ng yéu cAu ciia qus vi 1a bao nhigu? - ShU§ VLC(J nhic Ckn cach minh GUEc gisi thiku Ckn hang nay

A ong’
. T o ! ) ,

Tali 520 t0i phi thué qus vI? - QuS vl c6 bay t0 mong muOn lam viEc va s¢, quan tam Chn hang
Qus3 vl ¢6 thjc mjc nao muodn hoi toi khong? khong?
~ S, . A N =» N#u cam thAy chjc chjn minh khéng CU®c nh£n vao lam téi n0i Ca
Aanh Gia Hi€u Qua clia Minh phOng vAn, qus vi c6 h0i vS cong vikc khac khong? Nh»ng cong
Khi cufic phOng vAn Kit thiic, qus vi nén 10@ng Cinh An vifc nao?

tU@ng cta minh C0i v8i chdl nhan beng cach xem lai danh

At a ~> C6 phai vitc 1am khi%m nhiEm hay tdm thi la m{t I;a chtn?
sach ki<m tra sau Cay:

= Ch( nhan c¢6 VE khong thich CiSu gi chang? Nku c6 thi 1a gi?
- AiSu gi CU@c ban théo nhiSu nhAt?

-» NgUoi phOng vAn c6 VE C¥c bit quan tam Chn CiSu gi?

- Qus vi ndi sé gti lai vao luc nao?

- Qus vi ¢6 Chn Clng gic?
- Qus Vi c6 t¢, gisi thiCu minh cho ngUGi phOng vAn?
- Qus vi ¢6 cung v8i ngUoi phOng vAn xem 108t qua
bén resume khéng?
-» NgU0i nay c6 ban théo CiSu gi vS I3 lich c& nhan cla Quykt Tam
qus vi khong? Niu c6 thi la gi? T giSi thi€u tht hwu hiEu khi phOng vAn 12 Gidu thisit yiu C< tim
vikc. Tuy nhién, gi» vE 1ac quan cUng khdng kém quan trtng. Tly vao
hoan cénh, c6 th< qus vi khong tim CU®c viEc sau khi phOng vAn tai
nhiSu n0i, nhUng ¢@ng chan nan. Hay xem nh»ng IAn phOng vAn
khong thanh cong la kinh nghi€m htc h0i va tikp tec tim vikc. Job
Search Journal (Nt K$ Tim ViEc) va nh»ng An phAm khac cla
MDCS c6 sen tai Trung Tam NghS Nghip fiAy fid MassHire Career

Company Name Center) nay. Nén h0i vS nh»ng hfi thdo hi€n c6 nh¢m gitip minh th¢c
Address hanh K1 nzng COi Cap khi phOng vAn.
Date

Dear Ms. Smith

It was a pleasure to meet with you last Tuesday.
Our discussion about the qualifications for the
Customer Service Representative position only
served to convince me further that | am right for
this job. The people and the environment at your
company were so welcoming and friendly, | could
imagine myself as part of your team. | hope you
can too.

Once again, thanks for your time and
consideration. If you have any questions,
feel free to call me at any time.

Sincerely,

John Richards

Cho céc khitm thinh, ghi dkch v chuykin titp (Relay Services) 1-800-439-0183 ho%c 711.
T I m——
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