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N&i cong nhén va cht nhan véi nhau.

Tu Quang Cao Minh Trén Gidy - Pon Xin Viéc
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Khong phai tat ca vi tri déu doi hdi don xin viéc. Tuy vay, mau
don chudn nay ciing quan trong nhu resume hay trang dau thu
trong viéc xem xét va moi dén phdng van. Vay 1am céch nao dé
dién cho t6t? Quy vi ¢6 thé mo ta rd rang nhitng k§ nang va thanh
tich clia minh trong biéu miu véi khodng thoi gian gi6i han hay
khong?

D6 1a mot vai cau hoi quy vi phai giai dap khi tién budc trén quang
dudng tim viéc lai. To thong tin nay phéac thao mot s6 ggi ¥ quan
trong dé dién don, gitip quy vi cho chii nhan thay ring minh chinh
1a nguoi thich hop cho cong viéc!

Thu Hut Sy Chit Y ciia Chit Nhan

Nhiéu chli nhan s60 dung méu don xin viéc vi chdng tién lgi va
s&p xép thong tin theo dang chudn, nhd d6 ngudi phong van c6 thé
doc luét nhanh chong. Do d6 nén lam theo yéu cau cta hang va
hoach dinh tir true! Nén bién soan nhiing su kién, ngay thiang va
tham chiéu can dé dién chinh xdc vao mAu trude khi xin viéc.

bién Mau Pon

Pon xin viéc cling quan trong nhu resume dé xem xét moi dén

phong van. Vi vay hay dién that hitu hiéu! Sau day 1a mot s6 goi y

dién don hitu ich:

=» Poc don cin than c4 truée 14n sau khi dién. Theo ding huéng
din 1a dieu thiét yéu dé dien don xin viéc that tot.

=? Xin hai ban. Quy vi can mot ban 1am nhép. Nén mang theo
resume va danh sach tham chi€u nham gidp dién nhitng thong
tin quan trong that day da va chinh xac.
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Selling Yourself on Paper-The dJob Application

= In hoac viét 16 rang dé dé& doc. Dung viét bic mau xanh
duong hoac den loai t6t (hodc ddnh mdy néu duoc). Mang
theo viét bic v6i gom x6a muc hoac bit x6a phong khi
viét 1on.

=» Chu ¥ chdnh ta, van pham va déu cau.

=» Dimg chira chd trong. Nén ghi “khong 4p dung duoc” hoic
“khong 4p dung” khi thong tin yéu cau khong lién quan dén
minh.

=» Cho tham chi€u kha tin. Chd y xin phép noi tham chi€u
trudc roi méi ghi tén.

=» Ky tén va dé ngay vao don.

=» Yéu cau giai thich nhiing tir viét tit hay thuat ngit minh
khong hiéu. T6t nhdt nén hdi ngudi dua miu don.

=» Bao ddm moi thong tin déu chinh xéc. Kiém tra lai ngay
vao lam, s6 dién thoai va dia chi cho chinh x4c.

Quyét Tam

Noi dung don xin viéc 1a diéu thiét y&u di d&€n budc tim viéc

ké tiép - phong van, do d6 dimg dé bi bac bd vi cdi miu c6 vé

cling nhic nay! Dudi day 1a mot don mau. Ngoai ra, Job

Search Journal (Nhat Ky Tim Viéc) va nhitng 4n pham khéc

ctia MDCS chtta nhiéu goi y dién don ciing c6 san tai Trung

Tam Nghé Nghiép Day Dt (MassHire Career Center) nay.

www.mass.gov/eolwd
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Application for Employment

DATE
PERSONAL INFORMATION
NAME (LAST NAME FIRGT) SOCIAL SEGURITY NO. =)
PRESENT ADDRESS C crTY STATE ZIP GODE
PERMANENT ADDRESS CITY STATE ZIP CODE
PHONE NO.( |REFERRED BY
EMPLOYMENT DESIRED
POSITION DATE YOU GAN START lSALARY DESIRED )
ARE YOU SO, MAY WE INQUIRE
EMPLOYED? L ves ] o lOF YOUR PRESENT EMPLOYER? Yes L] n
EVER APPLIED TO WHERE? WHEN?
THIS COMPANY BEFORE? Yes I:I No i
NAME AND LOCATION OF SCHOOL AEASED | onmoibe | sussects sTubien
GRAMMAR SCHOOL
HIGH SCHOOL
COL BaE REFERENCES
GIVE BELOW THE NAMES OF THREE PERSONS NOT RELATED TO YOU, WHOM YOU HAVE KNOWN AT LEAST ONE YEAR.
TRADE, BUSINESS OR
CORRESPONDENCE
L SCHOOL
2
GENERAL
[SUBJECTS OF SPECIAL STUDY/RESEARGH WORK
OR SPECIAL TRANING/SKILLS 3
AUTHORIZATION
*| GERTIFY THAT THE FACTS CONTAINED IN THIS APPLICATION ARE TRUE AND COMPLETE TO THE BEST OF MY KNOWLEDGE
AND UNDERSTAND THAT, I EVPLOYED, FALSIFIED STATEMENTS ON THS ASPLICATON SHALL BE GROUNDS FOR DISVISSAL
| AUTHORIZE INVESTIGATION OF ALL STATEWENTS CONTANED HEREIN AND THE REFERENCES AND EPLOYERS LISTED
TS VLTARY O AR ABOV IVE YOU ANY AND ALL INFORMATION CONCERNING MY PREVIOUS EMPLOYMENT AND ANY PERTINENT INFOR-
AL SEFICE MATION THEY AIAY.HAVE, PERSONAL O OTHEFMWISE, AND RELEASE THE COMPANY FROM ALL LABLITY FOR ANY DAVAGE
THAT MAY RESULT FROM UTILIZATION OF SUGH INFORMATION.
| ALSO UNDERSTAND AND AGREE THAT NO REPRESENTATIVE OF THE COMPANY HAS ANY AUTHORITY TO ENTER INTO ANY
FORMER EMPLOYERS AGREEMENT FOR EMPLOYMENT FOR ANY SPECIFIED PERIOD OF TIME, OR TO MAKE ANY AGREEMENT CONTRARY TO THE
(LIST BELOW L AST FOUR EMPLOVER®S, SARTNG WITH LAST. ONE FIRST) FOREGOING, UNLESS IT IS IN WRITING AND SIGNED BY AN AUTHORIZED COMPANY REPRESENTATIVE."
MONTIAND vEAR |  NAME AND ADDRESS OF EMPLOYER SALARY
DATE SIGNATURE
INT ) BY. DATE
DO NOT WRITE BELOW THIS LINE
REMARKS
— N\
NEATNESS CHARACTER
PERSONALITY ABILITY
HIRED FOR FOSITIO!

Cho céc khi€m thinh, g&i déch v€&€ chuyén ti€p (Relay Services) 1-800-439-0183 hoéc 711.

Form 1984 Rev. 08-18 Vietnamese
www.mass.gov/eolwd



