CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lap - Tu do - Hanh phuc

DPON XIN VIEC
Kinh gtri: Ban Giam doc cong ty
Dong kinh guri: Phong nhan su Quy cong ty
Toi tén la:
Sinh ngay:
Dia chi thuong tru:
Hién tam tru tai:
S6 dién thoai: Email:
Qua thong tin tuyén dung cta Quy cong ty dang tai .........cccccevveeeeveeeens, t0I
duoc biét Quy cong ty dang c6 nhu cau tuyén dung nhan vién cho vi tri
Chuyén vién Hanh chinh - Nhan su. To6i nhan thay day la cong viéc rat phu

hop vdi trinh do, k§ nang, kinh nghiém ma ban thoi t6i da duc két va tich Ity

trong qua trinh hoc tap va lam viéc tir trude dén nay.

To6i 16t nghiép C&r nhan Chuyén nganh...................... tai Truong Pai hoc ..........
cereeneneene. AU khi 10t nghiép, t6i da c6 .... ndm kinh nghiém lam viéc

tai vi tri Nhan vién Hanh chinh - Nhan su. Vi thé, t6i da tich Iy dugc nhiéu

kinh nghiém nhu:

e Thuc hién cong tac tuyén dung nhan su cho cong ty;



e Quan ly ho so, hop dong nhan su, cham cong cho nhéan vién vao cudi
thang;

e Soan thao cong van, gidy tg, thu ky cudc hop;

e Quan ly, nam bat sé luong va chat lugng nhan su thudc don vi minh
phu trach;

e Keét hop véi bo phan dao tao t6 chirc dao tao dinh hudng cho nhéan
vién mdi;

e Tiép nhan va giai dap kip thoi thac mac, khiéu nai cia Nguoi lao dong
lién quan dén cac van dé vé quan hé lao dong, ché do chinh sach
nhan su, BHXH,;

e Tham gia t6 chirc cac hoat dong van héa - tinh than, teambuilding cho
can bo nhan vién trong cong ty;

e Lam viéc véi cac co quan nha nudc va chinh quyén dia phuong vé céc
van dé moi truong, phong chdy chira chay, tam trd tam vang, an ninh
trat tu...

e Thanh thao cac ky nang vi tinh van phong (word, excel, powerpoint) va

biét str dung cac website tuyén dung truc tuyén.

T6i cling hiéu ngoai nhirng yéu cau trén, vi tri Quy céng ty dang tuyén dung
con doi hoi nguoi co ky ndng lam viéc doc 1ap cling nhu lam viéc theo
nhom, c6 kha nédng giao ti€p va thuyét trinh, co tinh than trach nhiém va chiu

dugc ap luc cao trong cong viéc.

Véi nhitng kha néng va tinh cach trén, t6i tin minh c6 thé dam nhan t6t vi tri

Chuyén vién Hanh chinh - Nhan su tai Quy cong ty. T6i rat mong Quy cong ty



co thé sap x&p cho t6i cé6 mot budi phdng van dé trinh bay ré hon kha nang

clia minh.

Moi lién hé vé lich phong van hay thong tin vé hé so (g tuyén, xin vui long

lién lac s6 dién thoai:

...................................................................................................

Xin chan thanh cam on va tran trong kinh chao!

..., NQAy.... thang..... nam.....

Ngudi lam don



