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Noi co6ng nhan va chd nhan véi nhau.

Selling Yourself on Paper-The Cover Letter

Trang dau thu 12 16i gidi thiéu quy vi chdnh thitc cho cht nhan
tuwong lai va luon phdi c6 khi géui bat cit resume (tiéu so viec
1am) nao. Vi d6 thudng 1a phan dugc doc dau tién nén c6 thé
¢6 su khéc biét giita viéc dugc moi dén phdng van va bi loai.
Vay 1am céch nao dé thu hit chii nhan doc resume ctia minh?
Nén ghi thong tin nao tai trang dau thu?

D6 1a mot vai cau hoi quy vi phai giai ddp khi tién budce trén
quing duong tim viéc lai. To thong tin nay gidp hiéu 18 cic
dang trang dau thu khidc nhau va phéc thao mot s6 goi ¥ hitu
ich dung thu hit su chd ¥ cia nguoi doc.

Thu Hit Nguoi Doc

Dé ti€p can véi chi nhan, quy vi phai soan thdo trang dau thu
sao cho ngédn gon va that hay. Noi dung khong 1a ban sao cua
resume ma phai néu bat dugc nhitng gi quy vi c6 thé thuc hién
cho chu nhan. Rat khé viét mot bic thu hoan toan khac biét
cho mbi cong viéc xin vao l1am, do d6 nén viét that thong
dung. Theo cach nay quy vi c6 thé tao mot bic thu cian ban ¢6
thé sao lai cho méi chti nhan doc né. Puing bao giv viét thu
miu chi dé sao lai va goti di.

Tu Gi6i Thiéu theo Hai Cach

C6 hai dang trang dau thu chanh: thu xin viéc va thu xin thong
tin. Thu xin viéc nham dén quang céc viéc lam cu thé. Khi
soan thao thu nay, can phai trinh bay so luge nhiing k¥ nang
va thanh tich thich hgp nhat cho nhu cau ciia hang. Mot s6 chu
nhan dé nghi s6t dung thuat ngit hay ngon ngit trong 10i quang
cdo dé trinh bay t6t hon.

Thu xin thong tin 14 cong cu tiép thi dung dé dugc phong van
tlr haing hodc dé tra 1di v6i méi quen biét qua thu tir. Phai goti
nhitng bic thu ny sau khi quy vi da tim hiéu doi chdt vé digu
quan tam nghé nghiép clia minh, vé thi trudng viéc lam va
nhiing hiing cu thé trong khu vuc c6 thé thué ngudi.
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Tao An Tuong Thich Hop

Bit ké quy vi goui dang thur ndo, diém chanh 12 dugc moi dén
phong van! Sau day 12 mudi diéu can nhd khi soan thao bat ctt dang
trang dau thu nao:

=» Viét thu cho cong viéc can ngudi cu thé. Khong cé kiéu thu
Edanh cho moi truong hc_rp]:f. Mai cong viéc xin lam déu khdc
nhau. Can sao thu dé cho biét quy vi ddp ting nhu ciu viéc 1am
nhu thé nao. Chd ¥ nhic dén viéc 1am trong vai cau dau tién dé
ngudi doc biét duge quy vi mudn xin lam cong viée gi.

=¥ Mo ta k§ nang lién quan dén viéc lam. Cho biét quy vi di lam
viéc tai hdng ndo dé6 trén cuong vi cu thé khong c6 nghia 1a
ngudi doc s& hiéu su lién quan giita quy vi, cong viéc da 1am va
viéc lam yéu cau. Diéu nay hitu ich khi chi rd sy lién quan giita
kinh nghiém véi k§ nang va truc ti€p doi chi€u véi viec lam
dang xin.

=¥ Gai ding nguoi. Can goui thu cho nhan vat xac dinh trong hang.
Diéu nay dac biét quan trong ddi véi thu xin thong tin. Néu chua
c6 dau méi ti€p xidc, nén goi dén va xin tén tudi. Vanén ding dau
phdy sau tén goi - nhu vay s& than mat hon.

=» Viét cau ma dau hap dan. Khi doc thu, moi ngudi thudng doc
luét ndi dung. Nhitng cau dau tién thu hit su chu ¥ - trinh bay
tai sao quy vi lai 1a nguoi thich hop nhét cho cong viéc hoac dé
cap dén diéu ma hang quan tam - s&€ lam cha nhan tiép tuc doc
tGi.

=» Ghi nhiing thong tin quan trong. Ho tén, dia chi va s6 dién thoai
(ké ca s6 vung) clia quy vi phéi rd rang d& thay trén moi trang
dau thu gai di. D6 1a dieu dau tién nguoi doc tim ki€m khi mudn
lién lac véi quy vi.

=» Panh mdy va kiém tra chanh ta trang dau thu trudc khi gai di.
Trang dau thu tao &n tugng vé quy vi. Loi trong d6 ¢6 anh
hooung dén cich chii nhan dénh gid quy vi. Néu thu viét rd rang
va chuyén nghiép thi chi nhan s€ tin quy vi cling nhu vay.
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Tu Quang Cdo cho Minh Trén Gidy - Trang Dau Thu
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=» Nén ngdn gon. Mot s6 chli nhan nhan dugc nhiéu trang dau thu Quyét Tam
va resume mdi ngiy, vi viy ho mu6n biét vé quy vi ma ching Noi dung bitc thu giff vai trd quan trong trong trién vong

phai doc qué nhiéu thong tin khong can thiét. Nén ding tix chi
hanh dong va cd phdp hitu hiéu dé mo ta thanh tich ctia minh.
Thu cling phai gidi han trong mot trang gifly va chita ba hoac
bon doan van (Xem dé nghi vé ndi dung doan van dudi day).

duoc moi dén phong van. Vay hdy dé né phuc vu quy vi! Job
Search Journal (Nhat Ky Tim Viéc), Resume Guide (Huéng
Dén Viét Tiéu S601 Viec Lam) va nhitng 4n pham khéc cha
MDCS ¢6 sén tai Trung Tam Nghé Nghiép Day Du
~» Hay tu tin, sdng tao va nhiét tinh! Ti€p sau resume, trang dau (MassHire Career Center) nay. Nhiing 4n phdm dé c6 nhieu
thu 12 cdch t6t nhat dé tu quing c4o minh trén gidy. Clng véi 20i ¥ viét van va nhitng biic thu mau hay.
viéc minh hoa lgi ich khi thué minh, trang dau thu ciing phai
biéu 19 tinh cédch clia quy vi.
=» Gilt mot ban sao clia mdi trang dau thu da gai. Thu da goui
gidp tim viéc va thuc hién hoat dong ti€p noi sudn sé hon.
=» Yéu cau hoi ddp hay phdng van. Trang dau thu ding gidp duge
phong van, do d6 hiy yéu cau nhu vay!

Mr. John Watt
XYZ Electronics, Inc.
345 Circuit St.
Anytown, MA 12345

Dear Mr. Watt,

First Paragraph —State the reason for the letter, the specific position

or type of work for which you are applying and indicate from which
resource (placement center, news media, friend, etc.) you learned about
the opening.

Second Paragraph —Explain why you are interested in the position, the
company, etc., and what you can do for the employer. If you are a
recent graduate, explain how your academic background makes you a
qualified candidate. If you have had some practical work experience,
point out your specific achievements or unique qualifications.
Remember —do not copy information directly from your resume.

Third Paragraph— Refer the reader to the enclosed resume or
application which summarizes your qualifications and training.
(This can also be included at the end of the second paragraph.)

Final Paragraph—Indicate your desire for a personal interview and your
flexibility as to the time and place. Include your phone number and offer
any assistance to help obtain a speedy response. Close with a
statement or a question to encourage a response. For example, state
that you will call on a certain date to set up an interview.

Regards,
John Q .Public

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