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PHAN 1. SAU BUOC TIM VIEC

Tim viéc khong don gian 1a 1am mot bo hd so roi
di gd cira nha tuyén dung. Néu qua trinh chuan bi
cang tot thi kha ning tim dugc mot noi phu hop dé
lam viéc lau dai cang cao.

Sau day 1a so dd 6 budc dé tim ra mot cdng viéc
ung y:

i i [o]
BU'GC 1. DINH VI MINH GIOI 'CONG VIEC
BAN THAN CAI GI? THE NAO?
BUOC 2. LEN DANH TiM KIEM NHI’NG NO'I
SACH LUA CHON TUYEN DUNG
BU'O'C 3. TiM HIEU HO MOI TRUONG
NHA TUYEN DUNG CAN Gi? CUA HQ RA SAO?

BUGC 4. CHINH PHUC

VoG e XAY DUNG HO SO (CV)

BUOC 5. HA GUC .
VONG PHONG VAN TRA LO1 PHONG VAN

BUOC 6. TOA SANG .
VONG THU VIEC THU VIEC

PHAN 2. CAC BUOC CU THE

Budc 1. Pinh vi ban than
C6 hai thir bgn cdn dinh vi trieéc khi tim viéc:

- Mot 1a ban cd nhitng nang lwc gi? Tu kha nang
ban dang co6, ban s€ tim ra vi tri céng viéc ma ban cé



thé 1am tét nhat. Néu khdng, ban rat dé sai l1am \va
kho s& khi chon mot dau truong ma minh khong
manh, giong nhu ca ma chon dau truong leo céy.

Pé kham pha nang luyc ban than, ban can trai
nghiém that nhidu dé "test" thir cac ning luc cua
minh. Dac biét, & giai doan di tim viéc, phuong phap
phan tich SWOT s& vo cung phu hop va huu dung
dé gilp ban tong két lai diém manh — dlem yeu cua
ban than, nhimg co héi ma minh can nam bit va
nhitng thach thicc ma minh can tranh hodc can doi
pho.

Nhimg phuong phap cu thé ndy dd duoc hudng
dan tai ky ning kham pha ban than trong giéo trinh

nay.

6 phuong phap dinh vi nang lyc cua ban than

DOI MAT

- Hai 1a ban mong mudn mat cong viéc thé nao?
Chon mot viéc dé lam lau dai giong nhu chon ban
doi, cong viéc d6 ban phai hing tha thi méi cé thé



hanh phic khi lam va c6 ning lugng dé sang tao
trong nghe, c6 long kién tri dé theo dudi.

Ban c6 thé liét ké cac mong muén ve:
+ Linh vyc lam viéc

+ Van ho&/méi truong lam viéc

+ Thu nhap & ché do dai ngod

+ Céc diéu mong muén khéc

Sau day la mot "cay nghé nghiép" cua mot sinh
vién nganh Quan tri kinh doanh, dugc V& dé hinh
dung tong thé V& nhimg gi minh dang c6 va nhing
gi minh dang tim kiém:

LINH VIFC THO'I GIAN
F&B TY DO

VAN HOA KHA NANG

THAN THIEN THU NHAP > 15tr

GIAO TIEP

QUAN LY DU AN
THUYET PHUC TOT

KINH DOANH GIOI

NGOAI HINH

THUYET TRIN WA NHIiN

THU HUT

TIENG ANH
THUAN THUYC

Phan gbc cua cay la cac ning lwc nghé nghiép
ma minh hién dang co.



Phan trén cua cay 1a ca&c mong mudn trong nghé
ma minh dang tim kiém.

Voi so @b cdy nhu trén, ban ¢ thé so sanh cac vi
tri nghé nghiép khac nhau va cham diém tung vi tri
nghé dé chon ra vi tri phu hgp véi minh nhat.

Vi du: Sau khi hoan thanh "Buéc 2 — Tim kiém
nhitng noi tuyén dung", ban sinh vién trén tim dwgc
3 noi tuyén dung c6 vé thoa man yéu cau caia minh.
Ban liy so @6 cdy nghé nghiép nhu trén ra va danh
gia timg noi lam viéc qua bang diém nhu sau:

MUC PHU HGP VOI NANG LUC & MONG MUON
VI TRi TONG

NGHE | QL [Thuyét[Tiéng] Ngoail Giao . Tu[Than[Thu | PIEM
dy &n| trinh | anh | hinh | tiép do |thién [nhap

Saletai | g | 9 | 10| 10|10]10|9]| 8] 9| 93
Masan

CSKH
tai 6 8 10| 10| 10| 7 |7 9 | 6 83

Unilever

Chuyén
viende | 10| 8 10| 7 | 8|10]|7|9]|8]| 8
an tai
Pepsi

* Ghi chu:

+ F&B lathudt ngirviét tat cuatir Food and
Beverage Service, dung dé chi nganh thuc pham va
dich vu an uong.

+ CSKH: Cham soc khach hang




+ Ban ¢6 thé nhan hé sé6 2, hé sé 3... cho nhiing tiéu
chi ma bgn cho la quan trong hon nhimng tiéu chi
khac.

Dua vao cach danh gia trén, ban sinh vién nganh
Quan tri kinh doanh wvira roi quyét dinh s& bat dau
Vvoi cong viéc Sale tai cong ty Masan Va bét tay vao
viéc chuan bj chinh phuc nha tuyén dung Masan.

Buwéc 2. Lén danh sach lwa chon

Danh séch céc nha tuyen dung ma minh dinh tng
tuyén cang phong phu thi kha nang tim ra dugc noi
phu hop nhat cang cao.

Dé tim dugc nhiéu nha tuyén dung, ban c6 thé su
dung 6 kénh tim viéc nhu sau:

BAO CHI,
TRUYEN
THONG
MANG TRUNG TAM
XA HOI VIEC LAM

1. Tim viéc tai cac website tuyén dung

Hién tai, Viét Nam cdé khoang 100 website
chuyén dang tin tuyen dung. Gia su tai moi website,
ban chi can tim ra 1 nha tuyén dung dang tuyén



chuyén nganh phu hop v6i ban thi danh sach cua
ban da co khoang 100 noi dé lya chon Gng tuyén.

Pay 1a danh sach 10 website tuyén dung hang dau
tai Viét Nam:

http://mmw. vietnamworks.com/

https://www.careerlink.vn/

http://careerbuilder.vn/

http://mywork.com.vn/

http://1001vieclam.com/

http://vieclam.24h.com.vn/

http://tuyendung.com.vn/

http://timviecnhanh.com/

http://itviec.com/

http://vieclam.tuoitre.vn/

Pay 1a danh sach 100 website tuyén dung khac tai
Viét Nam:

http://toixinviec.com
http://jobstreet.vn
http://cleverjobs.vn
http://timviecso.com
http://careerbuilder.vn
http://careerjet.com.vn/
http://careerjet.vn/


http://www.vietnamworks.com/
https://www.careerlink.vn/
http://careerbuilder.vn/
http://mywork.com.vn/
http://1001vieclam.com/
http://vieclam.24h.com.vn/
http://tuyendung.com.vn/
http://timviecnhanh.com/
http://itviec.com/
http://vieclam.tuoitre.vn/

http://careerlink.vn
http://chonviec.com
http://firstalliances.net/
http://hr2b.com/
http://hrsolutions-vietnam.com/
http://hrvietnam.com
http://ijob.vn/viec-lam-da-nang/p/0/0/16
http://job-search.jobstreet.vn
http://jobsvietnam.net
http://kiemviec.edu.vn/
http://mangtuyendung.com.vn/
http://muaban.net
http://mywork.com.vn
http://mywork.vn/
http://natopjobs.com.wn/
http://navigossearch.com/
http://netviet.com.wn/
http://nghenghiepviet.com
http://vlance.vn
http://vibinhduong.vieclamvietnam.gov.vn
http://vn.indeed.com
http://vn.jora.com
http://vnjobseek.com
http://www.careerjet.com.vn/
http://www.careerjet.vn/
http://mww.careerlink.vn/
http://wwmww.chonviec.com/
http://www.c hotot.vn/vieclamhcm
http://mww.firstalliances.net/
http://mwww.hr2b.com/



http://www.hrsolutions-vietnam.com/
http://www.natopjobs.com.vn/
http://www.navigossearch.com/
http://www. netviet.com.vn/
http://mwww.nghenghiepviet.com/
http://www.nghenghiepviet.com/da-nang
http://www.talentnet.vn/
http://mwww.talentsearch.vn/
http://mwww.timvieclam.com/
http://www.timviecnhanh.com/
http://wwww. vatgia.com/vieclam
http://www.vatgia.com/viectimnguoi
http://mww.vieclam.vn/
http://facebook.com/parttimechosinhvien
http://talentnet.vn/
http://talentsearch.vn/
http://techcombankjobs.com
http://timvieclam.com
http://timviecnhanh.com
http://timvieconline.net/
http://trieuvieclam.com/
http://tutimviec.com
http://tuyendung.com.vn
http://tuyendung.com/
http://tuyendungdanang.net/
http://tuyendungnhanh.com/
http://ungvien.com.vn/
http://vieclam.24h.com.vn
http://vieclam.laodong.com.vn
http://vieclam.nld.com.vn



http://vieclam.tuoitre.vn
http://vieclam.vnexpress.net/
http://vieclambank.com
http://vieclamdanang.vn/
http://vieclamhanoi.net
http://vieclamhcm.net
http://vieclamkcn.com.wn/

http://viecoi.vn/

http://vietnamworks.com
http://facebook.com/savwycom
http://facebook.com/SinhVienTaiHaNoi
http://facebook.com/timvieclamhanoi
http://facebook.com/TTGTVLHN
http://facebook.com/tuyendung.lingo
http://facebook.com/TuyenDungFpt
http://facebook.com/tuyendunggap
http://facebook.com/tuyendunglaodongnhatban
http://facebook.com/tuyendungvieclamvietnam
http://facebook.com/vieclamdn
http://facebook.com/vieclamohue
http://facebook.com/vieclamsinhvienhcm
http://facebook.com/vieclamsinhvie ntphcm
http://facebook.com/ViecLamTaiHue
http://facebook.com/ViecLamThem.DaNang
http://facebook.com/viecnhanh.biz
http://facebook.com/viectimnguoi
http://facebook.com/vietnamstudentsjobs
http://facebook.com/VVLSVHaiP hong
http://facebook.com/vitsinhvien.vn
http://facebook.com/CTTVLVietNam



http://facebook.com/fanvieclam24h
http://facebook.com/LamThemChoBan
http://facebook.com/lamvieconline
http://www. vietnamplus.vn/raovat/viec-lam/

Ngoai cac website tuyén dung, ban hoan toan cé
thé tim ra cac thdng bao tuyén dung thudng duoc
dang trén website ctia mdi cong ty.

2. Tim vigc tai cac event, hgi thao

Mot s6 ban sinh vién khon ngoan thudng xuyén
dang ky va dén dy céc hoi thao chuyén nganh. 6 1a
noi rat nhiéu nhitng chu doanh nghiép, nhiing nha
quan ly, nhitng anh chi déng nghiép di trudc lam
cung linh vuc cta minh tham du.

Mot ban sinh vién dang hoc chuyén nganh Cong
nghé thuc pham thi nén dyu céc event/ hoi thao lién
quan dén Cong nghé thuc pham, wvira dé hoc hoi
nang cao trinh do, vira dé thiét 1ap cac mdi quan hé
Va tiép xic voi nhimg nguoi trong nghé. Khi tham
du hoi thao, ban c6 thé ding Ky ndng thiét lgp moi
quan hé dé lam quen, trd chuyén va két ndi véi
facebook cuia ho hoic c¢é duoc danh thiép cua ho. Tur
d6, ding Ky nédng nudi dwéng moi quan hé dé giir sy
tuong giao thuong xuyén va dén khi ra truong, ho
hoan toan c6 thé hudéng dan ban nhiing chd nao
trong nganh dang tuyén dung hoac giéi thiéu ban
vao chinh céng ty ho dang lam.

3. Tim viéc tai cac to bao, phwong tién truyen
thong



Rat nhiéu to béo ¢ chuyen trang tuyén dung ban
c6 thé mua doc va tim kiém céc théng tin tuyen nhan
sy tai cac chuyén trang d6. Cac bdo noi tiéng vé
chuyén trang nay nhur:

- B4o Mua & Bén
- Bdo Thanh Nién
- Béo Tudi Tré
va cac to bao khac.
Ngoai ra, mot sé khu cong nghiép hodc cong ty

lén ciing ding tin tuyén dung trén radio va dai
truyén hinh, nhat 1a doanh nghiép tai céc tinh.

4. Tim viéc nho mang lwéi méi quan hé

- Giang vién 1a mot trong nhitng ngudi biét nhiéu
dau mdi tuyén dung trong chuyén nganh cua ban.
Céc thay c6 hoan toan cé thé hudng dan ban céc
cdng ty/ xi nghiép dang tuyén dung ma cac thay cd
c6 quen hiét, c6 thdng tin. Tuy nhién, khong phai
sinh vién nao ciing duoc thay c6 tin tudng gidi thiéu
viéc lam, chi nhiing sinh vién chiu kho, hoc giai,
thai d6 hoc tap nghiém tdc, tham gia nghién cuau
khoa hoc... méi nhan dugc sy tin tudng va gidi thiéu
tur giang vién.

- Néu I sinh vién hai nam dau, hdy Iam quen Voi
céc sinh vién nam trén. Diéu nay s& cuc ky thuan loi
cho ban, vi khi ban dén nam cudi, cac anh chi nim
trén da ra truong it lau va da di lam, ho da trai qua



viéc di tim nha tuyén dung, da trai qua phong van...
nén s& c6 rat nhiéu huéng dan bo ich cho ban. Dic
biét, néu mdi quan hé véi ban twong déi than thiét
va cong ty ho c¢6 nhu cau, ho hoan toan cé thé cung
cap thdng tin cho ban hoac gidi thiéu ban vao noi ho
dang lam.

- Trong mang lugi mbi quan hé, ban c¢6 thé tham do
cac noi dang tuyén dung tir nhitng ngudi minh quen
biét nhw: cha me, anh chi em, ba con dang lam trong
linh vuc tuong tu, ban be.

5. Tim viéc tir mang xa hoi

- Tim viéc tir facebook: "Mdi nao céu ca do", néu
ban thuong xuyén dang san pham lam viéc cua minh
dé chia sé clng moi nguoi, nhimg nguoi cing nghé
Véi ban s& rat chi y quan tdm. Ngoai ra, néu ban
thuong xuyén cap nhat nhitng thanh tyu mdéi trong
nghé, chia sé cac kién thic hay 1én facebook, nhiing
nguoi trong nghé s& thuong xuyén theo ddi, tuong
tac va follow ban.

- Trén facebook c6 rat nhiéu hoi nhdm nghé nghiép,
cac thong tin tuyén dung ciing hay duge ding trong
cac hoi nhom do6. Khi can tim viéc, hdy theo doi
thdng tin trong cac hoi nhom nay thuong xuyén.
Ngoai ra, néu ban tham gia tir sém, chia sé kién thac
bo ich trong céc hdi nhém d6, nhitng nguoi trong
hdi nhom da quen véi ban, khi ban dang tin tim viéc,
ho s& dé mo long dé chi cho ban nhiing noi tuyén
dung ma ho biét.



- Ngoai ra, c6 mot mang x& hoi nghé nghiép rét noi
tiéng, do chinh la. mang x&  hoi
https://www.linkedin.com/. Tai day, rat nhiéu nha
quan 1y va nguoi lam lau niam trong nghé tham gia.
Ban c6 thé tao trang "profile” ctia minh trén ddy va
chia sé¢ V& viéc minh dang chuan bi tim kiém viéc
lam. Nhitng nha quan ly c6 thé vao xem "profile"
ctia ban truc tiép tai LinkedIn.

6. Tim viéc tai cac trung tam viéc lam

Hau nhu mdi tinh thanh déu c6 it nhit mot trung
tdm gigi thiéu viéc lam cho nguoi lao dong. Ngoai
ra, c6 nhirng trung tam hoat dong theo dang dich vu
c6 thu phi. Ban cd thé gui hd so cua minh vao day
VA trung tam s& tim nha tuyén dung dang c6 nhu cau
dé két ndi hai bén.

Bén canh d6, cac hoi chg viéc lam ciing la noi
ban nén ghé qua. Day 1a noi ban cd thé gap mit truc
tiép nha tuyén dung ma khéng can phai thdng qua
khau gui hd so (CV) tng tuyeén.

Buwéc 3. Tim hiéu nha tuyén dung

"Biét nguoi biét ta, tram tran tram thang". Dé
chinh phuc nha tuyén dung, ban can tra loi thau dao
it nhat bay (7) cau hoi sau day:



1. Nha tuyén dung dang san xuét cai gi/cung cap dich vu gi?

2. Nha tuyén dung dang can vi tri nao?

3. Vi tri d6 can mét con ngwi nhw thé nao?

4. Minh dap (rng dwoc cai gi so vé&i cai ho dang can?
5. Ngwei phéng van minh la ai? Ho 1a ngwoi ra sao?
6. Méi trwwérng lam viéc thé nao?

7. Mirc lwong & ché doé dai ngd ra sao?

Trong 7 cau trén:

+ 5 cau dau 1a dé so sanh y8u cau cuta nha tuyén
dung v6i nang luc ma ban cé.

+ 2 cau cudi la dé so sanh van hod va ché do dai ngod
cua nha tuyén dung cé khép véi mong muon cua
ban hay khong.

Ban c6 thé tim thong tin tra loi 7 cau hoi trén
thdng qua website cua ho, qua cac bai bdo viét ve
cong ty ho, qua cac thdng tin trén internet ma ban
tim ra duoc, thong qua ngudi quen biét, thdng qua



nhitng nguoi dang lam tai cong ty do6 ma ban tim va
lam quen dugc qua mang x& hoi...

Buéc 4. Gy 4n twgng & vong ho so

Quan trong nhat trong b hd so ung tuyén 1a So
yeu ly lich ty thuat cia ca nhan, hay thuong goi la
CV (Curriculum Vitae).

Piéu quan trong nhat khi xay dung CV la:
Hay lam ré nang luc — pham chdt ma ban c
PHU HOP nhw thé nao véi yéu cau cra vi tri ma

cong ty ho dang tuyén.

Khi doc CV, tdm ly cua nha tuyén dung 12 soi lién
tuc dé tim nhitng chd phi hop giira hinh dung trong
dau ho vé nhéan su ho can voi nhitng gi ma ban dang
c6. Su phu hop cang cao, ho cang héo hirc mudn gap
ban dé kiém tra xem ban phd hop V6i nhitng gi ho
can nhu thé ndo.

Ngoai ra, dé CV tao an tuong tot, ban ¢ thé tham
khao 4 ké nhu sau:

1. "My nhan ké"

Ping bao giod mua nhitng mau hd so ¢6 san ban
ngoai nha sach réi dién théng tin vao mot cach may
madc. Ho so cua ban phai dep VA it nhiéu c6 su khac
biét dé noi bat hon, 4n tuong hon so voi hang trim
bo ho so khac ma nha tuyén dung dang phai doc dén
murc nham chan.



Sau day 1a mot vai vi du ‘V?é mot s kiéuﬂ CV dep,
phu hop woi "tinh cach nghé nghié¢p™ va thé hién cé
tinh ban than:
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*Luu y:

- Phong céach cua CV phai phu hgp voi "tinh cach
ctia nghé nghiép". Néu cong viéc 1a ké toan, ban
dung tao mot CV qué séng tao, nhicu mau sic, pha
cach. Nha tuyen dung s& an tuong véi mot CV chinh
chu, chi tiét, ti mi, ngan nip Va logic.

- Ngay nay, mot kiéu CV rat 4n tugng khéc, wvuot
ngodi khubn khd mit gidy, do chinh 13 website ca
nhan. Chi Vi vai trim nghin hoic VAi triéu dong,
ban hoan toan c6 thé s& hitu mot website ding dé
gigi thiéu thdng tin ban than, so thich ca nhan, hinh
anh chan dung, nhitng san pham ma ban di lam.
Kiéu nay pht hop v6i moi loai nghé nghiép, dac biét
phii hop Voi nhitng ngudi 1am trong nganh thiét ké,
viét lach hodc nhitng nghé tao ra san pham (dé nha
tuyén dung c6 thé thoai méi tham khao mot céch
sébng dong). Vi du mot CV theo dang website:
http://nhanluu.com/

- Rt nhiéu nha tuyén dung s& vao xem facebook cua
ban dé tim hiéu vé con ngudi ban, tinh céch cua ban,
nhitng diéu ban quan tam, tu tuong ciia ban. Do do,
nén chinh trang lai facebook dé tao thanh mot
profile online. Tranh dang nhitng bai viét mang tinh
U Uat, U sau, ném da nguoi khac, than van, cuc doan
hoac chi la nhitng noi hoi hot.
2. "Huyén Diéu ké"

Trong bd phim Cb gai xau xi, diéu gi da khién
sép An Pong tor do du chuyén sang nhan Huyeén



Diéu? Do 1a khi sép An Péng nhan duoc bic thu
gigi thiéu ciia mot gido su uy tin trong hd so cua cd,
diéu d6 da khién ho so cua cb tro nén rat co suc
ning va da khién c6 gai c6 co hoi lam viéc tai cong
ty.

C6 san mot thu gidi thiéu trong hd so ctiia minh 1a
mot loi thé khong thé phu nhan duoc.

Ban s& c¢6 thu gigi thiéu cua thay cd nao, chuyén
gia nao, nguoi cO uy tin nao trong bo ho so cua
minh?

3. "Binh Ngo ké"

Nho Binh Ngb ké - ké sach danh dudi quan Minh
- do Nguyén Tréi dang Ién Lé Loi vao nim 1423 ma
Nguyén Trai da dugc Lé Loi va nghia quin Lam
Son ton quy va trong dung, mau chong trd thanh
mot 1&nh tu cta phong trao Lam Son.

Khi nghién ctu tim hiéu vé nha tuyén dung, ban
co thé tham khao website cua ho, cac binh luan cua
khach hang vé céng ty, nhitng diém yéu cua cong ty,
cac khuyét diém cua san pham... T d6, ban hdy
soan sdn mot "Binh Ngd ké", trong d6 ¢6 nhitng ¥
tudng, gop y cho cong vi¢c ma ban dang ung tuyen
Piéu ndy s& cuc ky gdy 4n tuwong cho nha tuyén
dung, khién ho wira cam thdy hanh phic khi dugc
ban quan tam ky ludng, vira cam thiy ban 13 nguoi
c6 gia tri, c6 sang kién.

4.'""Thanh tich ké"



Khi doc hd so cua ung vién, nha tuyén dung chi
dang cin c VAo gidy trang muc den, tac nhitng gi
ho nhin thiy duoc trén gidy to dé hinh dung con
nguoi ban. Tir d6, ho sé& quyet dinh c6 nén gap ban
hay khéng.

Diéu nay ciing c6 nghia 13, ban hoan toan co thé
gay an tuong néu ban cO rat nhicu giay trang muc
den chimg minh cho nang lyc lam viéc va pham chat
cua ban.

Trong bo hd so, ngoai CV va cac gidy to can thiét
khac, ban c6 thé kem theo tat ca cac giay khen, van
bang chiing chi, chitng nhan ma ban cd. Vi du:

+ Gidy khen cén bd Poan xuét sic

+ Giay khen sinh vién 5 Tot

+ Giay khen chién si tinh nguyén Mua Heé Xanh

+ Gidy khen sinh vién gioi

+ Gidy chang nhan sinh vién nghién ciu khoa hoc

+ Giay chang nhan dat giai 3 trong ky thi hing bién
cua truong

+ Gidy chang nhan dat giai khuyén khich trong Hoi
thao 26/3

+ Gidy chung nhan hién mau tinh nguyén

+ Chang chi "Product manager/ Brand manager/
Marketing manager..."



+ Cac chang chi bd sung cho chuyén nganh ma ban
da tot nghiép

+ Ching chi k§ nang lam viéc nhom, ky nang tu duy
sang tao, k¥ nang noi trudc cong ching...

+ Chang chi tiéng Anh
+ Ching chi tiéng Hoa so cap

+ Gidy chung nhan tham gia cudc thi "Nha khoi
nghiép tre"

+ VA céc giay to, ching nhan, ching chi khac...

Khi nhin thay gidy khen cén bo Poan, nha tuyén
dung sé hinh dung ban Ia mét thanh nién rat nang
dong, co rat nhieu ky nang, c6 kinh nghiém lam thu
linh.

Khi nhin thay gidy ching nhan sinh vién nghién
ctu khoa hoc, nha tuyén dung s& hinh dung ban I
mot sinh vién cham chi, hoc tap nghiém tdc, tim
hiéu sau chuyén nganh, c6 k¥ niang nghién ciru.

Khi nhin thay gidy ching nhan dat giai khuyén
khich trong Hoi thao, nha tuyén dung s& hinh dung
ban 1&2 mot ngudi khoé khoan, c6 stc khoé tét, cé 16i
séng lanh manh.

Khi nhin thidy gidy ching nhan hién mau tinh
nguyén, tham gia chién dich Mua Hé Xanh, nha
tuyén dung s& hinh dung ban 1a2 mot ngudi cé trach
nhiém x& hoi, biét giup d& ngudi khac.



Mdi to gidy deu gilp cho nha tuyen dung hinh
dung rd nét hon vé nang lyc va pham chét cua ban.

5."An si ké"

Ngay xua, nhitng mon do6 xuat sac nhat trong mon
phéi thuong ban dau 1a nhitng mon dd c6 Vvé it noi
bat am tham tap luyén vd cong. Dén khi xay ra bién
cd, moén d6 4y méi xudt hién va thé hién ning luc
ciia minh mot cach bat ngo.

Ngay nay, nhiéu ngudi khong tim duoc viéc lam,
ho xin 1am ¢ nhitng Vi tri thip hon va d& duoc tuyén
nhu: cong nhan, bao V¢, thu ky... cho cong ty do. Do
la khoang thoi gian ho tlep tuc lap day chiéc gio ki
nang cua minh. Liy ngan nudi dai, tat ca nhiing
thiéu so6t va khiém khuyét dan dan duoc bd sung.
Trong khi lam viéc, ho c6 co hoi dé hiéu hon vé
cong ty, vé nhan sy, V& san pham, V& gia tri cot 13i,
Vé van hoa ndi bo, V& dudng huéng phét trién... Lam
nhitng cong viéc nho nhat khi méi ra truong, bo
sung kién thuc con thiéu rdi cho thoi co, d6 ciing 1a
mot cach ma cé&c an si khon ngoan s& luya chon trudc
khi nop don ing tuyén lai lan nita.

Khi ang tuyén lan 2 v6i tu cach 1a "ga nha", 1a
nguoi dd gan bo v6i cong ty & mot vi tri khac, nha
tuyén dung sé& thdy 1ong thanh cua ban VA an tuong
véi nhitng gi ban da bu khuyét trong sudt thoi gian
qua. PBac biét, ban 1a Gng vién duy nhit da hiéu rd
van hoa cua cdng ty, san pham cua cdng ty, cach
lam viéc trong cong ty va cac nhén su trong cong ty



d6... Pay 1a mot uu thé canh tranh tuyét voi ma
khong tng vién lan dau nao c6 duogc.

Buéc 5. Chinh phuc vong phéng van

O wng phong van truc tiép, nha tuyén dung s&
thuc hién 3 chirc nang chinh:

- Kiém tra ning luc cua ban xem c6 that sy hop Voi
vi tri ma ho dang can hay khong

- Kiém tra nhan céach cua ban xem c6 that sy hop Voi
van hoa doanh nghiép cua ho hay khéng

- Pam phan vé& luong & ché do lam viéc

Do d6, khi tham gia vong phong véan, diéu quan
trong nhat 1a ban phai lam rd ning luc — phém chat
ma ban cé va cho nha tuyen dung thiy n6 PHU HOP
nhu thé nao Voi y8u cau cua vi tri ma céng ty ho
dang tuyén.

Pé gilp ban ty tin hon khi tra 101, sau day 1a 88
cau hoi thuong gap ma nha tuyén dung hay hoi ung
vién. Ban can tra loi ting cau mot va tu kiem tra
hodc nhd nguoi kiém tra xem c6 van dé gi trong cau
hoi hay khong, c6 lam rd su phu hop V6i yéu cau
cua vi tri img tuyén hay chua.

Phan 1
23 CAU HOI THAM DO VE
CON NGUOI UNG VIEN



Muc dich: tim hiéu xem ban 12 loai ngudi nao va
lién tuc so sanh xem ban c6 thuc su phu hop véi ky
vong cong viéc & phl hop v6i van hoa tap thé cua
ho khong.

1. M&i ban ty gidi thiéu vé ban than?
2. Thé manh cua ban 1a gi?

3.Piém yéu nhit cua ban 12 gi?

4. Tai sao ban lai bo viéc?

5. Muc tiéu nghé nghiép cua ban la gi?

6. Néu dugc chon mot vi tri bat ky trong cong ty
ching t6i, ban s€ chon vi tri nao? Tai sao?

7.Diéu gi ¢ Vi tricong viéc nay khién ban himng tha?
8. Ban biét gi vé cdng ty cua ching toi?

9. Tai sao ban lai chon va muén 1am viéc cho cong
ty chdng t6i?

10. Triét ly 1am viéc cua ban 1a gi?

11. Tai sao chlng tdi nén tuyén dung ban?

12. Néu ban tuyén mot ngudi cho vi tri ndy, ban
mong cho gi ¢ ing vién do6?

13. Ban nghi ban phi hop bao nhiéu phan tram so
v6i mong cho d6? Nhitng diém ban thay phu hop la
gi?

14. Chd nao ban thdy chua phu hop voi mong cho
do?



15. Ban nghi gi vé van hoa cong ty? Vian hoa cua
cong ty chung t6i la gi va ban danh gia n6 thé nao?
16. Ban c6 quen ai lam viéc trong céng ty cua toi
khong?
17. S¢ thich cua ban la gi?
18. Muc dich sdng cua ban 1a gi? V&i ban, diéu gi la
quan trong nhat?
19. Néu bap dat duoc muc tiéu cong viéc tai cong ty
chang tdi roi, ban sé€ nghi chu?
20. Ban c6 cho rang ban qué tot so voi doi hoi cua
cong viéc nay khong?
21. Ban gioi nhu vay thi vi sao khéng tu mo cong ty
riéng?
22. Ban c6 cho rang that su ban hoi thip so voi doi
hoi cua cbng viéc nay khéng?
23. Ban c06 cau hoi gi cho tdi khong?
Phan 2

16 CAU HOI KIEM TRA CHUYEN MON

Muc dich: tim hiéu xem ban cé thé lam duoc viéc
hay khéng. Nhiéu nha tuyén dung s€ danh gia
chuyén mén cua ban qua cac cau hoi khai thac kinh
nghi¢m lam vi¢c trong qua khi va dua ra mot so
tinh huong ma cong ty ho hay gap phai dé xem ban
c6 xir ly duoc hay khdng. Tot nhat, ban nén chuan bj
san vai chuc tinh huéng chuyén mon co thé xay ra



va cach xir ly. Ngoai ra, néu nghé nghiép cua ban cé
san pham gi hitu hinh thi nhé mang theo cho nha
tuyén dung xem (vd: portfolio néu ban l1am designer,
clip néu ban 1am cameraman, website néu ban lam
web developer, tap bai viét néu ban 1am copywriter,
cac ban thiét ké ky thuat néu ban 1am ky su...).

Sau day 1a cac cau hoi thuong gip ma nha tuyén
dung chuyén dung d¢ dieu tra chuyén mén, moi ban
luyén tap:

1. Ban c6 nhiing kinh nghiém thuc té gi trong linh
vuc nay?

2. Sép cii hoac déng nghiép da ting nhan xét gi vé
kha nang lam viéc cua ban?

3. Ban c6 diém yéu nao trong chuyén mén khong?

4. Ban lam gi dé bu dap cho su thiéu kinh nghiém
lam viéc?

5. Trong thoi gian wvira qua, ban da lam gi dé mo
mang kien thac?

6. Thanh tich tét nhat & vi tri ndy ma ban tung dat
duoc la gi?

7. Néu ¢ vi tri ndy, ban s& lam gi sau khi dugc tuyén
dung?

8. VUi 16ng cho biét mot dé nghi cai tién/ sang kién/
hién ké ma ban da thuc hién trudc day?

9. Ban nhan xét gi vé& san pham/ dich vu hién tai cua
cong ty chung t6i?



10. Néu ban kinh doanh san pham cua ching toi,
ban s& 1am gi voi nd? Cho t6i vai hién ké nhé!

11. Chung t6i dang gip mot van dé chuyén mon thé
nidy va dang tim nguoi xir ly (ndi dung van dé s&
X04y sau vao chuy&n moén cua ban, ban c6 thé chuan
bi trudc Vai chuc tinh hudng chuy@n mén co thé xay
ra ¢ vi tri ma ban s& Gng tuyén), ban s& xu ly thé
nao?

12. Ban ting gap su c6 gi trong khi 1am viéc?

13. Ban xt& ly nd ra sao?

14. Quyét dinh kho khin nhat ma ban ting phai dua

ra khi lam viéc la gi?

15. Néu dugc nhan, ban nghi ban s& gap thach thuc,

kho khan gi?

16. Ban s¢& xur ly cac thach thac, khé khan d6 ra sao?
Phan 3

12 CAU HOI PIEU TRA TINH CACH, THAI
PO & GIAO TIEP UNG XU

Gioi chua du ma tinh tinh phai hgp nhau maéi lam
viéc dugc. Mot cai tdi qua Ion s& khién cho tap thé
bi lyc duc xa0 x40, Mot nguoi nhiéu tinh xau con
gay stress cho quan ly hon ca stress trong cong viéc.
Cho nén, cac nha tuyén dung rat so nhan nham vao
cdng ty cua ho nhitng ngudi cé tinh cach khong tét,
cai toi qua I6n hay khong biét ung xtr. Nhitng cau
hoi sau ddy 1a nhitng cau hoi s& gilp cho nha tuyén



dung quyét dinh xem ho cd cam thiy an toan véi
ban hay khong:

1. Khi 1am vigc, dong nghigp hay ban be danh gid
ban nhu thé nao?

2. Theo ban, dao dtc nghé nghiép cua nghé nay Ia
gi?

3. Ban quan trong diéu gi hon: tién bac hay cong
viéc? Tra loi that ong nhé!

4. Ng0 nhd sau vai ndm lam viéc, muc luong tai
cdng ty chdng tdi thap hon so vé&i cong ty doi tha thi
sao?

5. Ban c6 san sang dat loi ich cua tap thé 18n trén loi
ich cua minh hay khéng?

6. Kiéu ngudi thé ndo ma ban khong mudn 1am viéc
cung?

7. Hay ké cho t6i nghe nhitng van dé ban gap phai
V61 nguoi quan ly?

8. Ban s& lam thé nao néu nhu sép cua ban sai?

9. Ban that vong nhat diéu gi vé cong viéc cii?

10. Néu & day, thinh thoang ban ciing bi vai trudng
hop nhu cong viéc cii thi sao?

11. Lan cubi cing ma ban tac gian 1a khi nao?
Chuyén gi da xay ra?



12. Nay gio chung t0| thay ban rét lanh lgi, rat thong
minh, ndi chuyén rat khéo. Piéu d6 1am chung toi
cam thdy hoi khong an toan 1dm!
Phan 4

TRA LOI 19 CAU HOI VE KY NANG MEM

Ngay nay, cac cau hoi V& ky ning mém bat dau
dugc dua vao trong cac budi phong van ung vién,
nhit 12 & cac cong ty tu nhén, tdp doan I6n & cong
ty nuéc ngoai. Nhiéu nha tuyén dung tu duy rang:
gitta mot ung vién chuyén mon giéi nhung k§ ning
mém rat kém — v6i mot tmg vién chuyén moén hoi
yéu nhung rat nang dong théng minh, ho s& chon
ang vién thir hai. Vi néu (mg vién hoi thiu chuyén
mon, nhung rat nang dong, gioi ky nang mém, do 1a
moét @ng Vién tiém ning va thuong dao tao rat
nhanh. Do d6, ban can rén luyén cho minh b 7 ki
ning 1am viéc chuyén nghiép dé sin sang lam viéc,
d6 1a: Ky nang giai quyét van dé, kj nang lam viéc
nhém, ky ndng thuyét trinh, ki nang quan ly thoi
gian, ky nang quan ly cam xdc & giai toa stress, ky
ndng giao tiép, Ky nang quan 1y — lanh dao. Ngoai
ra, con mot sé ky niang dic trung cho cic chuyén
mon khac nhau nhu: ky nang tu duy sang tao cho
nhiing nghe doi héi y tuong, ky nang thuyet phuc
cho nghé sale... Cac k§ ning nay ban can rén luyén
san trong qua trinh hoc tap tai truong dai hoc, ngoai
ra, ban can tu hoc lién tuc trong trai nghiém thuc té
dé tu hoan thién bd ky ning mém minh dé tré thanh



mot nguoi lam viéc chuyén nghlep Sau day, hay
cuing tap luyén céac cau hoi tim hiéu vé ky ning:

1. Ban nghi cong viéc ndy can nhiing k§ ning mém
nao?

2. Ban c6 bao nhiéu k¥ ning trong s do rdi?
3. Ban c6thé chang minh?

4. Ban nghi, dé giai quyét mot van dé, ching ta nén
tu duy theo nhirng budc nao?

5. Ban c6 hay trinh bay trudc cudc hop hay thuyét
trinh dyu an khéng?

6. Ban thich lam viéc doc lap hay lam viéc theo
nhom?

7. biéu quan trong nhat khi 1am viéc nhom la gi?

8. Ban c0 hay bi tré deadline khong?

9. Theo ban tai sao rat nhiéu nguoi hay tré deadline?
10. Ban thuong hay lam gi ngoai gio lam viéc?

11. Con & chd 1am, néu nhu c6 thoi gian ranh rdi,
ban hay lam gi?

12. O day 1am viéc nhiéu khi ciing stress 1am! Ban
c6 kha nang chiu dung véi ap luc cong viéc khéng?

13. Ban sé& 1am gi khi &p lyc cang thang?

14. Ban lam céch nao dé khong gap 4p luc trong
cong viéc?

15. Ban c06 kha nang quan ly cha?



16. Theo ban, diéu quan trong nhat cta nguoi quan
ly 1a gi?

17. Néu ban 1am team leader, gap noi bo luc duc,
hoac nhan vién luoi nhac, ban sé lam sao?

18. Vi du, day 1a hai chiéc dién thoai, mot chiéc 12
triéu con mot chiéc 18 triéu, ban hdy tha thuyéet phuc
t6i mua chiéc 18 triéu.

19. Ban lam thé nao dé dat dugc mot muc tiéu dat
ra?

Phan 5
19 CAU HOI VE LUONG &
CHE PQ LAM VIEC

Muc dich: Mot 12 nha tuyén dung muén thim do
xem ky vong tién lwong ctia ban c6 hop voi kha
nang chi tra cua ho khong. Hai la tham do xem ban
c6 phai 1a nguoi qua doi héi & quan trong tién bac.
Ba 1a da s6 nha tuyén dung déu mudn "deal" luong
dé giam chi phi cho céng ty caa ho. Nha tuyén dung
chic chic c6 kinh nghiém '"deal" luong hon ban, Vi
thé, cau hoi vé lwong 1a cau hoi gay lung ting nhiéu
nhat. Doi khi chi vi mot cau nodi hé, ban cé thé s&
mat di vai triéu déng mdi thang. Cho nén, tét nhat Ia
hay luyén tap that ki nhom céc cau hoi vé luong &
ché do kém theo:

1. Ban mong mudn muc luong nhu thé nao?

2. T61 nghi muc lvong nay hoi cao?



3. Ban chua c6 nhiéu kinh nghiém 1am, nén v6i ning
luc cua ban thi cong ty chung téi chi co thé tra muc
luong thap hon 3 triéu so voi muc ban wra nghée
nghi. Ban ok chi?

4. Thoi thé nay, véi thién chi cua ban thi ching toi
tra mic luong thap hon 2 tri¢u SO Vi muc ban wvira
nghé nghi. Ok nhé?

5. Ban can thir viéc trong 2 thang. Mirc luong thir
viéc bang 80% luong chinh thirc.

6. Ngoai ra, ban c6san 1ong lam ngoai gio khéng?

7. Cong ty quy dinh hét gio 1am viéc la 17g30. Tuy
nhién ¢ day hau nhu moi ngudi ai cling lam dén 219
toi méi hét viéc. Ban c6 s¢ khong?

8. Ban c6 sin sang di cong tac xa néu dugc yéu cau
khong?

9. Vay néu giita gia dinh va cong viéc, ban chi chon
mot, ban chon bén nao?

10. Méi treong lam viéc mo wdc cua ban 1a gi?

11. Ban mong cho diéu gi tir quan 1y/ giam déc cua
ban?

12. Ban ky vong gi khac khi lam viéc tai cong ty?
13. Ban c6 dung cu Iam viéc sin chua? Ban cd can
cong ty trang bi dung cu lam viéc gi?

14. Khi ndo ban c6 thé bt dau lam viéc?



15. Néu bit dau vao ngay mai luén vi ching toi
dang can gap, ban cothé lam viéc ngay duoc chu?

16. Ban c6 mubn hoi gi V& ché do lam viéc nira
khong?

17. Cam on ban da du budi phong van. C6 gi phong
nhan su sé goi lai cho ban sau.

18. Ban dap mg dung moi Yéu cau V& bang cap,
chuyén mon, k§ ndng va kinh nghi¢m cho vi tri nay.
Do 1a diéu hién nhién vai tit ca cac nhan vién dang
lam viéc tai day. Véan dé 1a chung t6i chua thay diéu
dac biét & ban so véi cac ung vién khéc. Rat tiéc, toi
khong nghi rang ban phi hop voi cong viéc nay.

19. Ban c6 it kinh nghiém thuc té qua! Nhiéu tinh
huéng ban xir 1y chua duoc, mot sé thi xu 1y hoi
nong. E 1a ban khong dat yéu cau cua cong viéc nay.
Cam on ban da dén!

*Lu,u y.

- Khi dén du _phong van, tuyét d6i khong nén dén
tré, n mac Xué Xoa.

- Khi tra 16i phong van, tuyét d6i khong quay but,
quay dién thoai, nhin déng hd.

- Thinh thoang, ban nén héi nguoc lai nha tuyén
dung Vai cau hoi sdu sic dé hiéu hon vé cbng ty
hodc hoi nha tuyén dung c6 nhan xét gi vé ban, co
ban khoan gi vé ban khong. Tir d6, ban s& hiéu nha
tuyén dung dang nghi gi dé kip thoi giao tiép phu



hop. Tranh ngdi im, rut ré, thu dong cho doi cau hoi
de traloi.

- Tuyét d6i khdng ndi xau cong ty cii, khong ndi Xau
dong nghiép ci.

- Trir khi mtc lwong di duoc nha tuyén dung cong
bé va cd dinh khong thay d6i, cac trudng hop xac
dinh mtc lugng thoa thuan, ban khong nén dua ra
mic luong trudc dé tranh 'bi hé™ Nén hoi nha
tuyén dung xem ngan séch cua ho danh cho vi tri
ndy 1a bao nhiéu. Tir d6, ban s& dam phan thém néu
can thiét. Truong hop ban bat budc phai dua ra dé
XUat mirc luvong trudc, ban nén dua ra cao hon 20%
so woi muc ban c6 thé chip nhan duoc dé tao
khoang khong dam phan.

- Néu ban di 1am chu yéu dé hoc hoi kinh nghiém,
nén chon mic luwong hop 1y, khong nén doi hoi qua
cao néu ban than cé qué it gia tri va chua c6 nhiéu
kinh nghiém.

Buwéc 6. Toa sang vong thir viéc

O giai doan thtr viéc, hiy luu ¥ nhitng diéu sau:

- Lam hét 100% "cong luc". Khong ngai khd, khong
ludi bieng.

- Néu duoc, xin cong ty cho ban mot ngudi hudng
dan trong cong viéc.

- Nén thiét 1ap mbi quan hé véi céc anh chi lam
trude dé co thé hoc hoi khi c6 diéu chua biét.



- Nén 1am quen véi moi ngudi dé nhanh chdng hoa
nhap vao van hoa cong ty.

- Ban c6 thé s& nhan ra thuc té c6 thé khdng giéng
Iim v6i nhitng gi da hoc. Do d6, nén 1ap tic hoc hoi
bd sung dé bu khuyét ngay nhitng gi ban con thiéu
trong chuyén moén va ky nang.

- bung tai thén khi thinh thoang ban s€ bi nho va
mot Vai viéc "lat vat". Pay la nét van hod tai nhiéu
co quan nha nudc hoac doanh nghiép Viét Nam.
Giai doan ndy s& qua nhanh chong néu ban chuang
minh dugc nang luc lam viéc cua minh. Ngoai ra,
néu giao tiép tét, ban s& co nhiéu nguoi quy mén \va
tng ho, s& giam tinh trang "ma cii 4n hiép ma moi".

- Nén lam viéc i tinh than cau thi, manh dan nhan
khuyét diém dé duwoc moi nguoi sira chira. Tuyét doi
khong che giau 13i sai, d6 13i... s& khién cap trén va
dong nghiép mat niém tin.

- Néu chuyén mdn chac, ky ning mém thuan thyc,
thai @ chiu khd, ban s& la mot ang vién toa sang &
vong thir viec dé bat dau tro thanh mot thanh vién
chinh thac cua cong ty.



