B¢ ho so xin viéc online giri qua email gom nhirng gi?

H6 so xin viéc qua email gdm nhimg gi 1a ddy dii nhat? Can phai chuan bi hd so va file
nhu thé nao? Nhimg Iuu y khi giri ho so xin viéc qua email 1a gi? Day déu 1a nhiing ban
khoin c6 thé gdy “teo ndo” cho cac ban sinh vién khi giri hd so ing tuyén online. Nhiing
tat ca cau tra 101 s& dwoc VnDoc.com bat mi cho cac ban ngay bén dudi day.

Hién nay viéc giri hd so xin viéc online dén nha tuyén dung nhu email hay qua hé thong
clia cong ty va cac trang tuyén dung truc tuyén dang rat pho bién va tién loi. Cac tmg vién
c6 thé dé dang giri ngay ho so xin viéc dén nha tuyén dung ma khong can dudng xa ning
ndi dén tan cong ty dé ndp don. Nha tuyén dung co thé tiép nhan va xtr 1y hd so nhanh

chong hon.
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Nhung don gian khong c6 nghia 1a dé dang, thé nén cac ban sinh vién mdéi xin viéc hay

con mac 18i dang tiéc. Khi khong nam 1 yéu cau ho so tir nha tuyén dung hay nhing thu
thudt nhoé khi giri ho so truc tuyén, cc ban s& d& nhan diém trir tir cong ty. Thong thudong
chung ta c6 2 hinh thire gt truc tuyén la:

1. Giri ho so xin viéc qua email

Day 1a hinh thirc phd bién nhét khi Gmg vién giri ¢én email nha tuyén dung. Céc ban nén

luu ¥ giri theo email yéu cau tir nha tuyén dung vi khong phai luc nio ciing giri vé email



cong ty hay phong nhan sy. Cac ban nén luu y gitra email cong ty, email lién hé va email

ung tuyen dé gui chinh xac

Thinh thoang céc ban hi hiing khi tim dugc vi tri phu hgp véi minh ma 16 tay sa chudt
nhan giri nham mail. Nhitng hd so cic ban nén luu ¥ khi dinh kém trong email: cv xin

viéc, cover letter, san phém ca nhan, portfolio, bang diém hay giéy chirng nhan
2. Giri qua hé thong

Ban ciing c6 thé thong qua hé thdng cia cac trang mang viéc 1am hay cua cong ty tng
tuyén dé giri hd so xin viéc dén nha tuyén dung. Pay ciing 1 cach kha phd bién va dam
bao ho so clia ban giri nhanh chong dén cong ty. Pa phan cac ban chi gui 2 fie 1a cv va tai

liéu khac nhu file thiét ké hay bang diém.

Sau day 1a chi tiét tong hop cac tai liéu can dinh kém va noi dung chuan bi nhu thé nao

khi gtri hd so xin viéc qua email hodc hé théng truce tuyén:
Cv

Pay 1a file quan trong nhat phai c6 ma khong phai ban. Nhimng thinh thoang vai ban rét
c4i véo chi mdi 1y do lang xet 12 quén dinh kém dic biét 1a gltri qua email. Cac ban thudng
lam file cv dang word hay Power Point nhung khi gtri thi phai chuyén sang PDF dé tranh
16i Font chir va dinh dang. Nén luu y kich ¢& file vi khi ndp qua h¢ théng s& thuong nhan
file dudi 1-2Mb.

Cover Letter (Pon xin viéc)

Véi cover letter (thu xin viéc) thi thuong s& xudt hién dudi dang ndi dung trong email nén
céc ban khong can dinh kém. Néu cac ban mudn cé thu xin viéc trang trong hon hay cong
ty c6 yéu ciu rd thi cling dinh kém dang PDF. Con ddi véi viéc ndp qua hé théng thi ludn
c6 muc dé cac ban dién ndi dung vao. Do co khuyét diém 1a chi gid1 han 500 ki tu nén

cac ban chon loc thong tin quan trong va can thiét dén cong viéc.
Sdn pham ca nhan

Pay thuong 1a cac file thiét ké, hinh san pham, bai viét hay portfolio. DPbi vdi cac ban
chuyén nganh vé marketing, quang céo, béo chi hay thiét ké thuong yéu cau gui cac san
pham hodc du 4n da thuc hién. Dinh dang phu hop 1a file dang hinh anh JPG, PNG hay
PDF. Kich ¢4 file cling nén Iuu y khong nén qua ning khi giri qua hé thong.

Hinh ca nhan

Thinh thodng nha tuyén dung cling muon chiém ngudng nén cac ban ludn chuan bi san

cho minh mét btrc anh phu hop thuong 1a thiy rd mat, chat lwong t6t va tét nhét trong



hinh khong nén xuat hién nguoi khac. Luu ¥ dén vi tri tng tuyén dé giri hinh ¢6 ndi dung
va bbi canh phu hop. Néu ban ndp vi tri viét quang céo, nhan vién sang tao hay thiét ké
d6 hoa thi c6 thé chap nhan hinh anh phé4 cach. Mach ban khong nén 360 qua mirc khong
thi nha tuyén dung nhan khong ra khi phong vén.

Tai liéu khac
Ngoai ra cac ban s€ duoc yéu cau gui bang khen, chiing chi hay bang diém cua minh dé

x4c nhan thong tin. Phan nay cac ban luu y ding tiét kiém 13y dién thoai chup hinh lai giri

ma khong di scan thanh file mém.



