CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic
PON XIN VIEC
Kinh giri: Ban Giam ddc cong ty .........cccoooeeeeeveeeennnn.

DPong kinh giri: Phong nhan sy Quy cONE ty........eveveeeeeeeeeeeeereeeeen.

S8 dién thoai: ... ...vveeeeeeeeeeeeeeeeeeeeee BMailie e,

Qua thong tin tuyén dung cta Quy cong ty ding tai tai ...........cccovueeeeuneeennn.... , to1
duoc biét Quy cong ty dang cd nhu ciu tuyén dung nhan vién cho vi tri Chuyén vién
Hanh chinh - Nhan sy. T6i nhan thay day 1a cong viéc rat phu hop véi trinh do, k¥ ning,
kinh nghiém ma ban thoi toi da duc két va tich liy trong qua trinh hoc tap va 1am viéc tir
trudc dén nay.

T6i tot nghiép Ct nhan Chuyén nganh................... tai Truong Pai hoc ..........
.................................. Sau khi tot nghiép, t6i da c6 .... nim kinh nghiém lam viéc
tai vi tri Nhan vién Hanh chinh - Nhén su. Vi thé, t6i di tich liiy duoc nhiéu kinh nghiém
nhu:

- Thyc hién cong tac tuyén dung nhan sy cho cong ty;

- Quan 1y hd so, hop dong nhan sy, chdm cong cho nhan vién vao cudi thang;

- Soan thao cong van, giéy to, thu ky cudc hop;

- Quan ly, nam bat sb lugng va chét lugng nhan sy thuoc don vi minh phu trach;

- Két hop vo1 bd phan dao tao t6 chirc dao tao dinh hudng cho nhan vién moi;

- Tiép nhan va giai d4p kip thoi thiac mac, khiéu nai cia Ngudi lao dong lién quan dén cac
véan dé vé quan hé lao dong, ché @6 chinh sach nhan sy, BHXH;

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

- Lam viéc voi cac co quan nha nude va chinh quyén dia phuong vé cac vin dé méi
truong, phong chay chita chay, tam tra tam Véng, an ninh trat tu...



- Ngoai ra, t6i thanh thao cac k¥ nang vi tinh van phong (word, excel, powerpoint) va biét
st dung cac website tuyén dung truc tuyén.

T6i ciing hiéu ngoai nhirng yéu cau trén, vi tri Quy cong ty dang tuyén dung con doi hoi
ngudi ¢ ki nang lam viéc doc 1ap cling nhu lam viéc theo nhom, cé kha ning giao tiép
va thuyét trinh, c6 tinh than trach nhiém va chju duoc ap luc cao trong cong viéc.

Véi nhitng kha nang va tinh cach trén, t6i tin minh c6 thé dam nhén tot vi tri Chuyén vién
Hanh chinh - Nhan sy tai Quy cong ty. T6i rat mong Quy cong ty co thé sip xép cho toi
c6 mot budi phong van dé trinh bay rd hon kha ning ctia minh.

Moi lién hé vé lich phong van hay thong tin vé hd so ung tuyén, xin vui long lién lac s6
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Xin chan thanh cam on va tran trong kinh chao!

Nguwoi lam don



