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Ban quyén ctia TS chirc Lao ddng Quéic t& 2010
Xudtban [an dau nam 2010

Céc &n ban clia Van phong T6 chirc Lao ddng quéc t& cd ban quyén theo Diéu 2 clia Cong uGc vé
Ban quyén Toan cau. Tuy nhién, mdt s trich dan ngén dudc phép str dung ma khéng can phai
xin phép, véi diéu kién phai chi rd ngudn thong tin. D& dugc phép tai ban hay dich thuét, can gui
don xin phép d&n Phong Xut ban (Ban quyén va Gidy phép) To chiic lao déng qudc té,
International Labour Office, CH-1211 Geneva 22, Thuy Sy, hodc qua email: pubdroit@ilo.org.
V&n phong T6 chifc Lao dong Qudc t& san sang tiép nhan don xin phép nay.

Céc thu vién, t8 chirc va ngudi stir dung khac mdt khi da déng ki d€ cd quyén xuat ban sé& dudc
phép sao chép vai s6 lugng ghi trong gidy phép vi muc dich da néu. Hay tham khao tai dia chi
www.ifrro.org d€ tim hiéu vé cd quan cip gidy phép quyén xuét ban clia nuéc sé tai.

Ban Tiéng Anh: Getting Hired - A Guide for Job - Seekers with Disabilities; ISBN 978-92-2-
120858-7 (print); ISBN 978-92-2-120859-4 (web pdf), Thailand, 2008.

Ban Tiéng Viét: D& dugc tuyén dung - CAm nang hudng dan ngusi khuyét tat tim viéc lam; ISBN
978-92-2-823614-9 (print); ISBN 978-92-2-823615-6 (web pdf), Viét Nam, 2010.

Danh muc cac 4n phdm cla ILO

Viéc str dung tir ngi trong céc &n pham cuia ILO theo thdng 18 cta Lién Hgp Quéc va viéc trinh
bay cac tu'liéu trong cac 8n pham nay khdng bay td bat ky quan diém nao tir phia V&n phong Lao
ddng Qudc té lién quan dén tinh trang phap ly clia bt ky qudc gia, khu vuc, viing Ianh thé nao,
hay vé cac cd quan hitu quan, hay lién quan dén viéc xoa bo ranh gidi clia cac quéc gia nay.

Trach nhiém vé quan diém dugc néu trong cac bai viét, nghién cfu va cac bai déng gdp khac cé
dé&tén tac gia 1a hoan toan thudc vé téc gia, viéc xuat ban &n phdm dé khéng ddng nghia véi viéc
V&n phong Lao d6ng Quéc t& nhét tri véi quan diém néu trong &n pham do.

Viéc vién dan tén cdng ty va cac san pham thuong mai va quy trinh cdng nghé khdng c6 nghia
Van phong Lao ddng Quéc té& phé chuin cac cng ty va san pham nay, dong thdi viéc khdng nhic
t8i mot cdng ty, mot san phdm thuong mai hay quy trinh cdng nghé nao khdng bao ham viéc Van
phong Lao dong Qudc té€ khdng ting ho ho.

An pham va tai liéu dudi hinh thirc dit liéu dién tir cd thé dén vdi ban thong qua cac clra hang
sach hoéc tai Van phong ILO ddng tai nhiéu nudc, hodc cd thé truc tiép guri yéu cau téi Phong
Xuat ban, V&n phong Lao ddng Qudc t&, CH-1211 Génva 22, Thuy Si. Danh muc cac &n phdm
mGi c d&ng mién phi tai dia chi trén hodc qua email: pubvent@ilo.org

Hay tham khao mang clia chiing t6i tai: www.ilo.org/publns

bugcin tai Viet Nam




Lai noi dau

Khong gi c6 thé ngdn can mot ngudi vdi
thé trang tinh than binh thuong dat ditoc muc tiéu da dé ra.

Thomas Jefferson, cyu téng théng My

Ban 1a ngudi khuy&t tat va ban dang mudn tim mot viéc 1am! Xin chic
miing, ban da vugt qua budc quan trong ddu tién khi dp dung cudn cdm
nang huéng dan nay.

Chuong trinh “Nang luc Chau A” 13 nai khéi xubng cudn Lam thé ndo dé
duoc tuyén dung - CA&m nang huidng dan danh cho ngudi khuyét tat khi di
xin vigc lam. Cudn sach nhdm gilip nhiing ca nhan dang mong mudn tim
mot cdng viéc tai mot co sG cd dang ky kinh doanh. Diéu nay ciing dong
nghta véi viéc ban dang song tai mot thi trdn hay thanh phd. Cam nang
nay co thé dugc sl dung cho bat ky ai tif cd nhan NKT dén céc t6
chiic/nhdm hdi clia NKT.. N6 ciing c6 thé dugc sl dung mot cach doc 1ap
hodc cling c6 thé dugc si dung nhu mt tai lidu cho mot khéa dao tao. Cac
t6 chlic HOi clia ngudi khuy@t tat, cc van phong gii thiéu viéc lam, céc to
chiic phi chinh phd cling nhu céc to chic xa hdi cling c6 thé sii dung cudn
cdm nang phéat hanh kém theo “P& dugc tuyén dung - gido trinh cho
Gidng vién khi t6 chic cdc Hoi thdo lién quan dén viéc lam cda Nguoi
Khuyét tar.




DPé dudc tuyén dung
Cam nang hudéng dan ngudi khuyét tat tim viéc lam

Mzc du dugc bién soan danh cho ngudi khuy&t tat trong do tudi lao dong,
c4c nguyén tdc cd ban vé tim viéc va ¢ hoi dudc tuyén dung trong cudn
cdm nang nay ciing cd thé ap dung dudc cho bat ky ai dang ¢ nhu cau tim
viéc. Nhiing ngudi khong khuyét tat cling s& thay day 12 mot cuén cam
nang ¢ gid tri. N6 gitip moi ngudi c6 thé tim dugdc nhiing cong viéc ban thoi
gian khi dang di hoc hodc nhiing viéc toan thai gian.

Ngay nay, Ngudi khuyét tat khdng con bi coi 1a nhiing ngudi can dudc bao
trg va cham soc ma ho dugc cong nhan 1a ¢d cac quyén cd ban, trong do co
ca quyén duge dao tao va co viéc lam. Mot khi da qua dao tao va dugc
chudn bi t6t, céc ban c6 thé trg thanh mot phan dang ké clia thi trudng lao
dong. Diéu nay da dugc ching minh khong phai mot 1an véi cac doanh
nghiép va gii chli da tuyén dung ngudi khuy#t tat va da co ci qud trinh
theo doi vé su tién bd, nang sudt cong viéc va cac thong so an toan lao
dong clia ngudi khuy@t tat khi ho lam viéc tai cac doanh nghiép do.

Quyén dugc 1am viéc ¢6 y nghia that su dugc Qudc t& cong nhan trong
nhiéu vin ban. M6i day nhat, Dai Hoi dong Lién Hiép Qudc da thong qua
Cong udc Qudc t& vé Quyén clia Ngudi Khuyét tat. Cong udc nay dugc nhiéu
qudc gia trén thé gidi ky tham gia va phé chudn. Cong udc da chinh thic co
higu luc ké ti ngay 3 thang 5 ndm 2008. Cong udc cla T6 chiic Lao dong
Qudc t& (ILO) vé Phuc hoi nghé nghiép va viéc lam (danh cho Ngudi khuyét
tat) nam 1983 (Goi tat 1a Cong utc sO 159) da khuyén khich su doi X
ngang bang va co hdi binh déng cho ngudi khuy&t tat & khia canh cong viéc
va dao tao. Nhiéu qudc gia trén thé giGi con cd ca ludt bao vé quyén clia
ngudi khuy@t tat dudc tuyén dung vao lam viéc.




P& dugc tuyén dung
C&m nang hudéng dan ngudi khuyét tat tim viéc lam

Ban nén tiép xdc v6i cac T6 chiic HOi clia ngudi khuy#t tat tai dia phuong
minh dé biét thém vé cac quyén cla ban nhu quyén dugdc lam viéc va cac
quyén do dugc phap luat bao vé nhu thé nao.

Cudn cdm nang nay con cung cap thém cho ban mot s6 thdng tin vé cac
quyén clia ban, nhung cha y&u dugc soan thao nhdm muc dich gidp ban xay
dung cho minh céc ki ndng can thiét dé tim dugc viéc 1am. Cudn tai liéu
nay dugc viét rat d& hiéu va ching t6i mong rdng ban s& thay né hiiu ich.
Tuy nhién, mdi nudc déu cé cach riéng clia minh va céach thic tim viéc
cling nhu vay vé thong 1 cling nhu cac thl tuc, vi vy ban nén hoi thém
thong tin tif cac 1anh dao dia phuong, cac chuyén gia vé viéc lam, va lam
theo cach ho van ap dung tai dat nudc clia ban.

T6 chlic Lao dong Quoc t& khuy&n khich ban tim cong viéc ma ban yéu
thich d& cd thé tu phat trién cling nhu gop phan vao phat trién cong déng
thong qua dong gop clia ban than ban. Ching t6i xin chiic ban thanh cong
va hy vong ban sé tim dugc mot cdng viéc co y nghia, dat dugc nhiing muc
tiéu ma ban dé ra.




DPE dugc tuyén dung
Cam nang hudéng dan ngudi khuyét tat tim viéc lam




Muc luc

LGi n6i dau
Muc Luc
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Phu Luc

l. Cac trang web tham khao
Il. Phigu H6 s6 Ca nhan

Loi Cam on

Gidi thiéu cudn C4m nang DE dudc tuyén dung

Ty danh gia ban than

Tim hiéu vé viéc lam va cac bu6c can thyc hién dé xin vigc
bat muc tiéu cho minh

Chudn bj HO so tim vigc

Tim thdng tin va phan hoi cac co hoi viéc lam

Phong van tim viéc lam

T6 chiic tim viéc lam




DPE dugc tuyén dung
Cam nang hudéng dan ngudi khuyét tat tim viéc lam
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Tiéu tro té tuu, su kbdc t6i
Tam dich nghia “thdy dén khi tro dda day dii”
Ngan ngt nha Phat

Cudn sach nay giip ban tim viéc nhu thé nao!

Khi ban Tim doc cudn c&m nang nay, ciing chinh 12 lic ban dang c6 y dinh
tim mot cong viéc nao do trong ddu. A€ duoc tuyén dung dugc thigt ke dé
gilip ban biét nén bat dau tir dau. Cudn sach cung cdp nhiing thong tin vé
tim viéc cling nhu giap ban cach luyén tap cac ky nang tim viéc. Sach sé
gitp ban:

Hoc céch tu danh gia ban than va nhan dinh vé cac cong lam
Pat ra muc dich tim viéc thiét thuc

Xac dinh va dap Ging cac yéu cau clia cong viéc

Viét don xin viéc

Viét sayéuly lich

Chuan bi cho viéc phéng van xin viéc.
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DPé dudc tuyén dung
Cam nang hudéng dan ngudi khuyét tat tim viéc lam

Can luu y muc tiu cla cudn huéng dan nay 1a gilp ban dugc tuyén chon
lam nhén vién chif khdng phai gilip ban khéi su doanh nghiép cla riéng
minh. Thdng thudng, lam viéc cho cac doanh nghiép déu & cac thanh pha,
khu d thi hodc cac thi tran, cac lang nghé I6n.

S& dung hwdng dan nhu thé nao?

T6t nhat ban nén doc cubn P& dugc tuyén dung ti dau dén cudi, sau do
quay lai xem ky ting chuong mot. Ban nén c6 mot cudn vé, gidy bat dé co
thé lam mot so bai tap theo huéng dan.

Tin tuéng & chinh minh

Diéu quan trong nhat Ia phdi tin vao chinh minh. Ban ¢6 k§ nang va niang
lic. Ban c6 diém manh va théi quen lam viéc t6t. Ban c¢d nhiéu thii dé dong
gop cho su nghiép chung du ban ¢6 khuy&t tat, chua c6 kinh nghiém cong
viéc, hodc chua cd trang bi “phu hgp”. Ngoai ddi han cd viéc dang chd ban.
Hay tim dé&n nd va diing ngai thii. N&u khong thir ban s& chang c6 thanh
cong.

=
Ban da quyét hoc cach tim viéc.

Gid 1a lic tim hiéu thém vé ban than ban.




Tim viéc cling gidng nhu 13 1am viéc. Ban can ddt muyc tiéu phai dat dudc,
phai chiu kho, rén luyén cac ky ndng va danh thai gian cho nd dé dat dugc
két qud tot. Thinh thodng nén doc di doc lai cudn hudng dan ndy dé nhé
cach 1am th& nao dé tim dugc viéc lam. Hay luyén cac bai tap dé tré nén
thuan thuc va nang cao cac ky nang tim viéc.

BAI TAP 1.1: TIM TR( GIUP

Tim viéc am c6 thé 12 mdt viéc vui v& va ddy hing khéi, song ciing nhiéu
khi lai kho khan va khdng may thich thi. S& rat t6t néu ban c6 mot ai do trg
gilip bang céach dua ra cac y tubng, dong vién va cho ban nhiing 16i khuyén,
cling nhu c6 thé cing luyén véi ban cc bai tap trong cudn huéng dan nay.
Du6i day Ia nhiing gi cdn 1am dé tim mot ngudi ddng hanh nhu'trén:

e L&n mot danh séch nhiing ngudi ban c6 thé goi dién nhd gitp dd, hé tro
cling nhu hoi y kién.

Ngudi ddng hanh cd thé 12 mot ngudi ban cling dang tim viéc hodc mot
ai do da tim dugc viéc lam. Mot thay gido cti, mot can bd phuc hdi chiic
nang tai cong dong, mot can bd phu trach tuyén dung, mdt nha tu van
trg gidp viéc 1am, mot can by cong dong hodc mot ngudi dang lam cho
mot doanh nghiép hay mot o quan nha nudc. Ho 1a bat ky ai mién ngudi
do 12 nguoi ban quen biét, tin tubng va ton trong.

 Hay nhd mot hodc vai nguti nhan 16i 1am ngudi ban dong hanh tim viéc
va cling doc cudn huéng dan nay.

e Hay danh thgi gian thudng xuyén trao déi vé dién tién qua trinh tim viéc
cling nhu'trao ddi cac y tubng.




DPé dudc tuyén dung
Cam nang hudéng dan ngudi khuyét tat tim viéc lam

N&u ban can nhiing thong tin vé mot loai thiét bi riéng nao d6 hay mot vi tri
cong viéc clia mot ngudi nao do cling ¢ khuy&t tat nhu ban (chdng han mot
chd 1am viéc & tang trét doi véi mot ngudi ngdi xe 1&n, ban phim ¢o cai bd
chi ndi Brai), ban cling nén hoi y ki€n mot chuyén gia tu van hodc to chiic
HOi ngudi khuyét tat tai dia phuong ban dang song.

Ban ciing c¢6 thé tham kh&o mot chudng trinh huéng dan nghé hodc hoi
chuy@n gia tu van dé gitp ban luyén cac kj ndng tim viéc lam.




Tu danh gia ban than

Tri nhan viér tri, Tri ngd viét ngo.
Dich nghia: Biét nguoi da khon, biét ta con khon hon.
Lio T®, Nha tri€t hoc Trung Qudc

Tru6c khi di tim viéc, Ban can tu nhin nhan vé ban than minh. Ban can ty
hdi minh muén 1am gi, c6 thé dé nghi gi véi nha tuyén dung va mong muén
nhan dugc cai gi. Phan nay s gidp ban:

N Tim hiéu &nh hubng clia cach tu danh gia ban than va nhan dinh
clia ngudi khac vé ban than ban

& Tim xem minh ¢6 nhiing moi quan tdm gi, ¢6 nhiing kha nang gi
va ky nang gi

&  Tudanh gia uu diém va thai do tich cuc clia ban than

N Ap dung nhiing diéu ban tu ddnh gia vé& ban than vao cong viéc.

Tu hi€u minh va xem ngudi khac danh gia minh nhu thé nao

Khong hi€m khi ban tu nhin ban than qua con mat clia nhiing ngudi khac:
gia dinh, ban bg, va ngay ca nhiing nguti ban khong quen biét. La ngudi
khuyét tat, ban c6 thé bi ngudi khac nhin bdng mot con mét khac. Ngudi ta
c6 thé khong quan tdm ban 12 ai va doi x{ véi ban mot cach t6i té vi cho
rang ban khac biét. Ngudi ta co thé khong mudn cho ban viéc 1am vi cach




DPé dudc tuyén dung
Cam nang hudéng dan ngudi khuyét tat tim viéc lam

ban nhin, ban di hay ban néi. Rat nhiu ngudi khdng c6 nhiéu kién thiic vé
khuy&t tat va vi vay rat khé khan cho ho dé biét dugc kha ning clia ban ma
ho chi chll y&u nhin vao su khuyét tat clia ban.

Trén thyc t&, nhiing gi nguti khac nght vé ban chi la y kién riéng clia ho
chii khéng phai 12 su that. Tuy nhién, ban c6 thé nghe thay nhiéu y kién
nhu th& va dan dén viéc ban cling co vé tin theo ho. Khi di tim viéc, diéu
quan trong 1a phai tap trung vao nhiing yéu to tich cuc. Hay xac dinh cac
th& manh va uu diém clia minh va tap trung lam néi bat ching.

Bat ky ai déu co nhiing kha nang, uu di€ém va khuyét diém khac nhau. Cac
bai tip trong phan nay sé gilp ban xac dinh cac kha ning va uu thé clia
ban than dé co thé tim dugc mot cong viéc t6t va phu hgp.

S& thich, nang luc va ki nang clia ban

M6i ngudi 1a mot thé giGi doc nhat véi nhiing cong viéc y&u thich riéng, véi
nhiing tai ndng riéng. Trudc khi xdc tién tim viéc, can hiéu rd ban c6 nhiing
mdi quan tdm nao, nhiing nang Iuc va k§ ning gi.

S thich dugc hiéu 12 nhiing gi ban yéu thich va mong dudc 1am hon nhiing
th(i khac. Chéng han, chai thé thao, trong hoa, lam viéc véi may vi tinh, tim
higu khoa hoc déu dugc hiéu la cac méi quan tam.

Nang lwc 12 ning khiéu, s trudng. D6 Ia nhiing gi ban dé dang tiép thu va
thuc hién t6t. C6 tai thien bdm vé nghé thuat, am nhac, co khi hay tin hoc.
C6 tai tinh todn, tri nha t6t, thé chat t6t déu 1 ndng Iuc. CO thé phat trién tai
ndng bam sinh thong qua dao tao. Vi du, mot ngudi khéo tay co thé rén
luyén cac ky nang nhu théu tha hay déng dé mac.




Ky nang 12 thii ma ban c6 thé hoc. Poc, viét, slia chlia méy vi tinh, soan
mot van ban luat 1a nhiing vi du v& k¥ ndng. S& d& dang phat trién cac ky
nang néu ban c6 cac moi quan tdm va ndng luc can thiét.

BAI TAP 2.1: HOC VE CHiNH MINH

Hiéu s& thich, nang luc va ki nang clia chinh minh s& gi(ip ban d&t ra muc
tiéu phu hgp vé viéc 1am. C6 mot cach xac dinh s thich, nang Iuc va kj
ndng cla minh 13 tién hanh thir nghiém dé do ludng chang. Cac chuong
trinh huéng nghiép va nhiing tu van vién co thé cung cap cho ban céc céch
danh gia, tuy nhién khdng phai liic nao ban cling ¢ sdn nhiing tai liéu nay
hodc c6 thé gdp ho. C4ch dé dang dé tu dang gid minh 13 nhin nhan céc
kinh nghiém séng clia ban than. Ban c6 thé lam nhiing cong viéc cu thé
nhusau:

o Lay mot t§ gidy, ké ba cot, dat tiéu dé cho chang la "SG thich cla toi",
"Nzng lic clia toi', "Ky nang cla toi". Hay nghi va dién tiing cOt cang
nhiéu chi tigt cang t6t. Cac cau hdi sau day c6 thé gidp ban dién thong
tin vao cac cot.

= Sd thich cia toi
Toi thudng nght vé cai gi? thudng doc cai gi? lam gi khi ¢ thai gian
ranh? thich lam gi d& giai tri? diéu gi lam toi vui cudi? néu toi kigm
dugc viéc lam thi do la viéc gi?

= Nang lvc cua toi

Toi ¢6 sb trudng gi? lam gi va hoc gi mot cach dé dang? co gioi
trong cdy, nudi stc vat, gioi nhac, gioi gidi quyét cac tinh hudng van
dé, giap d moi ngudi, gidi lam tinh, slia chiia may mdc hay lam céc
viéc khac?




DPé dudc tuyén dung
Cam nang hudéng dan ngudi khuyét tat tim viéc lam

= Ky nang cia toi

Toi da hoc gi 6 trudng? hoc gi 6 nha? hoc dudc gi qua nhiing cong
viéc khac? t6i st dung hay van hanh nhiing thiét bi gi? t6i da qua
khoa hoc hay dao tao chuyén nghiép nao?

* Hay hoi nhiing ngudi biét ban chia sé nhiing ¥ ngh clia ho vé ban, vé
cac moi quan tdm, nang Iuc va ky ning clia ban.

* Hay nhg ngudi ban dong hanh cting dang tim viéc 1am gitip ban 1am bai
tdp nay, nhung trudc hét hay thii tu lam. Bai tAp nay gilp ban thdy ro
ban thich va mudn 1am gi va gi6i vé gi. Nhiing ngudi khac co thé trg
gitp, nhung diéu can dat dugc la ghi ra nhiing thi ban thich va muén
lam, nhiéu khi nhiing thi ngudi khac nght chua chic ban da thich va
muén lam.




BAI TAP 2.2: NHUNG PHAM CHAT VA HANH VI TiCH CUC - DANH SACH
KIEM TRA

Nhiing phdm chat va hanh vi ¢& nhan tich cyc ciing gop phan quan trong
vao viéc co dugc viéc 1am va duy tri chd lam.

* Hay doc danh séch phdm chét va hanh vi tich cuc du6i day
* Danh dau nhiing dic diém va hanh vi ding véi ban
* DPanh d4u sao & nhiing muc ban thay minh ndi troi

* Hoiy kién nhiing ngudi biét ban xem ho ngh thé nao

4 *

Dt cau hdi khi can thiét

C6 thé lam viéc véi ap luc cao

C6 thé gidi quyét van dé

\Vui vé

Hagp tac

Sang tao

Can than

To mo

Gill 16i htia

Phu thudc

Diém dam

Linh hoat

Nhiét tinh

Biét tap trung

Lam theo chi dan

Than thién

Hoa hop véi ngudi khac

Biét dat t6i muc tiéu




DPé dudc tuyén dung
Cam nang hudéng dan ngudi khuyét tat tim viéc lam

Co6 6c tim t0i, hoc hoi

S&n sang trg gidp

Trung thuc

boc lap

T t6

Biét Idng nghe

Théng than

Co ky luat

C6 10 chiic

Kién nhén

Chinh xdc

Thuc t&

Bigt gilt miéng khi can thiét

Hoc hdi nhanh

Co trach nhiém

Tu tin

Tu khdc phuc/ty t6 chic
C6 6c hai hugc

Tién bo trong cong viéc
C6 tinh than dong doi
Mong mudn ty tién b

C6 phong cach tot

S&n sang hoc hoi

Lam viéc nhanh nhen

Lam viéc viing vang

Va nhiing phdm chat khac ban c6 thé tu miéu ta thém du6i day:




BAI TAP 2.3: T0I CO NHGNG MAT MANH NAO DE LAM HANH TRANG
XIN VIEC?

Bai tap nay gilip ban dua ra nhiing nhan dinh tich cuc vé ban than ma ban
s& dé cap khi di phdng van tim viéc. Dudi day 1a nhiing gi ban nén lam.

e Lap mot danh sach céc viéc lam ma ban quan tdm. Chon &y mdt trong
s0 do.

e Tham khao danh sach clia ban vé sg thich, ning Iuc va ky ning ciing
nhu danh sch ghi nhé cac phdm chat va hanh vi tich cuc clia ban. Hay
danh dau nhiing dong lién quan dén cong viéc ban lya chon.

* Vgt ra gidy thanh mot bai miéu t& nhiing gi ban s& dé nghi dua trén
nhiing muc ban da danh dau.

Vi du ban mudn [am mét ngudi trong tré, bai viét clia ban cd thé nhu sau:
"T6i yéu tré con, toi la nguoi kién nhan, biét cdch cham sdc, va téi ciing
bigt cdch lam moi ngudi cudi vui. Toi da ting gitip tréng con cho chi toi.
T6i ciing cd thé doc truyén, viét vdn va lam toan."

Xem lai bai viét cung v6i ngudi dong hanh tim viéc va tap noi thanh tiéng.
Ban cling c6 thé viét nhiing bai khéc cho cac cong viéc khac ma ban quan
tam.

LN

Ban da hoc dé hiéu vé ban than minh.
Gid 1a lic ban tim hiéu vé viéc lam.
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Tim hiéu vé viéc lam
va Nhirng diéu can biét veé viéc lam

DE biét vé thong phdi tim dén moét cay thong
Va mudn biét trong tre phdi dén chd trong mot cay tre.
Matsuo Basho, nha tho Nhat

Tru6c khi di tim viéc, ban phai tim hiéu dé biét rd hon vé viéc lam, vé
nhiing gi lién quan dén cdng viéc cting nhu vé quyén cla ban. Chuong nay
clia cubn sach sé gidp ban:

N Biét nhiing diéu can thiét vé viéc 1am trudc khi ban di tim mot
cong viéc;

Biét chd tim kiém cac thong tin vé viéc 1am;

a4

Bigt minh ¢6 nhiing quyén gi v6i tu cach la ngudi khuyét tat
dang tim viéc lam.

Nhiém vu, Yéu cau va Trinh dd

Nhiém vu 13 nhiing gi ban dam nhiém khi nhan mot viéc lam. Vi du, nhan
vién van phong thudng dugc yéu cau lam cac viéc nhu Iuu hd so van ban,
danh may, nhap cac dii liéu vao may vi tinh.
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Yéu c4u cong viéc lién quan dén cac ky ning, nang Iuc ma ngudi di xin
viéc phai co di dé thuc hién cong viéc. Vi du phai c6 stic khoe t6t hay co ki
nang giao tiép. Cting cd khi viéc lam doi hoi ban phai cd mot s vat dung
nhu cong cu hay phuong tién di lai.

NGi dén trinh dd 13 ndi dén dao tao, kinh nghiém va céac chiing chi chuyén
nganh minh chiing cho nhiing tri thiic va kj nang nhat dinh. Vi du, dé c6 dl
trinh do thuc hién mot sd viéc 1am, ban phai hoc hét cao ding, phéi trai
qua cac ky thi ky nang hay dua ra gidy chling nhan rang ban da dat t6i mot
cap do dao tao nao do.

Nhiém vy, yéu cau va trinh do thudng dugc néu trong miéu ta cdng viéc hay
cac diéu khoan tham chiéu. C6 nhiing tai liéu da viét vé viéc lam va ban co
thé tim doc. Mot s6 nha tuyén dung lai khdng ¢ nhiing ban miéu ta cong
viéc chinh thiic va ho c6 thé néi véi ban vé chiic trach, yéu cdu va trinh do
khi gdp mat.

Luang, thudng va cac Igi ich

Khi ban da dugc nhan vao lam viéc, tiic 1a ban da dong y thuc hién nhiém
vu cOng viéc dé dugc nhan luong hay thu lao. Mot s6 qudc gia ¢ quy dinh
trong luat vé luong t6i thigu va ban can biét cac quy dinh do ti trude khi di
tim viéc. Ngoai ra, mgt so loai viéc lam ciing di lién véi cac Igi ich. Ty vao
thuc t& viéc 1am & nuéc ban, cac Igi ich c6 thé 1a:

 Trgcép phidilai;
e Nha g hay tién thué nha;

e Ngay phép dugc hudng luong (dugc tra luong cho nhiing ngay
nghi 6m, nghi 18);
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e Trg gilp trong trutng hgp ban bi 6m hay bi tai nan lao dong (doi
khi dugc goi 1a boi thuting cho nhan vién);

e B30 hiém y t& hay bao hiém nhan tho;

e Ludng huu, ch& do huu tri hay cac chuang trinh tiét kiem khac;

e Paotao ky ning lién quan dén cong viéc;

e Trang thiét bi, cdng cu, hay dong phuc.

Nhin chung néu ban lam viéc tinh theo ngay, theo gig hay tam thai thi ban
s& khong dudc hubng cdc Igi ich néu trén. Néu ban tim dugc mot viéc
thudng xuyén, ca ngay cong thi ban cé ca hdi dudc hudng cac lgi ich.

La mot ngudi khuy@t tat, ban can dugc huGng ludng va cac cd hdi ngang
nhu nhiing nguGi khac lam cung mdt cong viéc va co cung trinh dg. Ban
cling c6 thé dugc can nhéc dua I&n cac chic cao hon hodc cong viéc khac
hodc dugc st dung nhiing thiét bi dac biét gilip ban 1am viéc higu qua han.
Mai ban tham kh&o Chudng "Ludt Lao dong va Ca hdi ngang bang" trong do
cd théng tin vé quyén clia ban.

Viéc 1am hién co, an toan va su thang tién

Viéc [am hién c6 lién quan dén kha nang kiém dugc viéc 1am. Tai cac ndi co
cang bién, co nhiéu viéc lién quan dé&n van tai tau bién, nhung chic han
ban khé c6 thé tim dugc nhiing viéc 1am do trong diéu kién trén ba. Hién
nay may vi tinh ngay cang trd nén phd bién, vay thi nhiing ngudi c6 kj
nang st dung may tinh hay lam nhiing viéc vé may tinh. Cong viéc hién co
liBn quan dén méi truting tu nhién va loai hinh cac doanh nghiép c6 mat tai
dia ban. Tim hiéu vé cac cong viéc hién c6 tai dia phuong gilip ban hiéu
minh c6 nhiéu ca may ki€m viéc 6 nhiing chd nao.
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Tai chau A, c4c nén kinh t& dang chuy&n minh manh. Cac khu vuc ¢ miic
do tang trubng manh nhat & nhiéu nudc chau A 1a cac nganh cong nghiép
ché tao va dich vy, nhu khu vic ban I&, tai chinh, nha hang khach san va du
lich. Cac doanh nghiép tu nhan dang phat trién manh va thay thé nhiéu vi
tri viéc 1am von thudc khu vic nha nuée. Nhiéu qudc gia da thu hep qui md
khu vuc nha nudc 1am cho hy vong tim viéc tai cdc ¢o quan nha nudc tré
nén khé khan. Trong khi dd, cac linh vuc tai chinh va cong nghé théng tin
phat trién manh va tao ra nhiéu viéc 1am chat luigng cao.

Nhiéu ngudi mong muén c6 mot viéc 1am 6n dinh lau dai. Thuc ra ban c6
thé c6 mot viéc lam 6n dinh trong mot thai gian nao do. Céc vi tri tai mot
cong ty 6n dinh hodc dang phét trién hay trong mot linh viic viéc lam du
ki€n s& phat trién cd thé tao ra an toan viéc 1am t6t. Mot s viéc 1am khéc,
nhu lam tam thoi hay theo thai vu thuting it an toan. Hay cling c6 mot s
dang viéc Iam nhu & khu vic nha nuéc c6 thé dan dan s& bi x6a bd vi nhiéu
nguyé&n nhan khac nhau.

Céc co hdi hoc nhiing ki ndng mdi va thing tién trong cong viéc ¢ thé 1a

quan trong véi ban va tuong lai clia ban. Mot so chi st dung lao dong sé
dao tao ban qua cong viéc hodc cho ban du cac chuong trinh dao tao chinh
thiic qua do ban hoc dugc nghé. Nhiing khoa hoc chinh thiic nay dudc goi 1a
dao tao nghé. Mot sd nai tao co hdi cho nhan vién thing tién 18n nhiing vi
tri chiu trach nhiém nhu lam giam sat hay giam déc phu trach.
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Lam thé nao dé fim hi€u vé Viéc |am va nhiing diéu lién gian
dén cong viéc?

Danh sach dudi day miéu t& cdc cach hoc vé viéc 1am c6 thé cé ich cho
ban.

e Chuyén tro véi ai do hién dang lam viéc

o Gap cac tuvan vién vé viéc 1am hay chuyén gia tuyén dung

e Nhd cac T6 chiic clia ngudi khuyét tat hay cc T6 chiic phi chinh
phii chuy@n gilip d6 ngudi khuy#&t tat tim viéc 1am tu van cho ban

e Noi chuyén v6i mot chl st dung lao dong hay ai do lam doanh
nghiép c6 thé dang mudn tuyén ngudi cho cdng viéc clia ho

e Doc bdo, bao gdm ca nhiing quang cdo chuyén dung va vao cac
chuyén trang tuyén dung.

e Nho Tuvan tii cac chuyén gia va céc t chic doanh nghiép

e Thiam mot Trung tdm thuong mai hay mot trung tim phuc hoi
chtic néng c6 cac khoa dao tao cac ky nang cho cac cong viéc do.
Tham mdt van phong cong doan dai dién cho cac cong nhan

e danglamviéc
Lién hé véi cdc cd quan nha nudc nhu Bo lao dong phu trach vé

e Cacvan dé viéc lam.

Vao thu vién va doc cac sach viét ve viéc lam.

* Tim trén mang Internet (tham khao danh sach céc trang web 6
e cudi cudn huéng dan nay).
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BAI TAP 3.1: TiM HIEU VE VIEC LAM

N6i chuyén véi cac chi st dung lao dong hay véi nhiing nguGi da co viéc
lam 12 céch t6t d& tim higu xem mot viéc 1am nao d6 c¢6 phu hop véi ban.
Khi di tim viéc, sé rat t6t néu ban cd thé tim hiéu cang nhiéu cang ot cac
chi tiét lién quan dén cac nhiém vy, trinh do va yéu cau doi véi mot vi tri
cong viéc. DuGi day la cach lam.

e Tham khao danh sich viéc lam ma ban quan tdm (xem Bai tap 2.3).

* Lap mot danh sach nhiing ngudi quen dang lam cdng viéc tuang tu hay
cac chi st dung lao dong nai ban 6 thudc linh vuc viéc lam do.

e Chon mot nguGi trong danh séach trén

e Lap mot bang cac cau hoi ban sé dit ra cho nguti chon tif danh sach
trén. DuGi day 1a mot so vi du.

Anh/chi ¢6 thé cho toi bigt vé& cong ty (vdn phong, nha may, clia
hang, v.v.) va vé tinh chat cong viéc & chd anh/chi? Cong ty hoat
dong trong Iinh viic nay dugc bao 1au rdi? Cong ty hién co bao nhiéu
nhan vién? Anh/chj c6 tuyén ai la ngudi khuyét tat chua? Cong ty
dang c6 hu6ng phat trién nao? hodc dang du kién phat trién nhu thé
nao?

Hién nay nganh ndo dang phét trién trong doanh nghiép clia
anh/chi?

Tai cong ty ¢d nhiing loai viéc [am nao?

Cong ty clia anh/chi (vdn phong, nha may, clia hang, v.v.) khéac véi
cac cong ty khac hoat dong trong cung linh vic nhu thé nao?

Toi dang muodn lam ... (néu tén viéc lam hay linh vic viéc lam). C6
nhiing co hdi nao cho loai cong viéc nay khong? Co nhiing co hdi nao
cho mt viéc 1am én dinh va cho su thing tign & day khong?




= Nhiing viéc lam nay gdbm nhiing nhiém vy gi? yéu cau gi? can trinh
do nao?

» Thgi gian lam viéc trung binh mot ngay cla viéc lam nay la bao
nhiéu?

= Anh/chi c6 thé cho bigt m(ic Iuong thubng va Igi ich thuding tra cho viéc
lam nay?

= Cé4ch t6t nhat dé& tim mot co hoi vige 1am ddi véi loai cong viec nay 1a gi?

= (Cong ty anh/chi ¢ chinh sach tuyén dung nhiing ngudi khuyét tat
khong?

= Anh/chi cd thé goi y gilp vé cac cong ty khac hay ai d6 dé toi ¢ thé
tiép xdc?

= Liéuco thé cho phép toi dugc di tham mot vong cong ty (vin phong,
nha méy)? (Va hay sl dung ca hoi ndy dé tim hiéu nhiéu hon.)

= Xin phép anh/chi cho gdp ndi chuyén véi ai do la ngudi khuyét tat
dang lam viéc tai cong ty?

e Lién hé véi ngudi dugc chon dé& xin mot budi hen. Gii thich véi ngudi
nay rang ban chi don gian mudn biét nhiéu hon vé cong viéc. Hay noi
rang ban s& chi gap nhanh thdi va to y cdm on da danh thoi gian cho
ban ngay ca khi ngudi nay khdng dong v tiép ban.

Ban c0 thé sl dung quy trinh nay dé xin gdp nhiing ngudi Iam nhiiing cong
viéc khac nhau dé cd thé hiéu rd vé c4c loai cong viec ma ban quan tam.

Ghi cha:

Tuy thude van hda cta nudc ban, cd thé doi vdi ban sé khd dé lign hé vdi
mat nguoi ban khdng biét. Néu ding vay, hay tim tat ca nhiing nguoi ban
quen biét, ho hang, ban bé, nhiing nguidi cd doanh nghiép riéng, v.v. Chac
han sé& ¢ nhiéu ngudi lam trong cdc linh vic ma ban mudn tim viéc lam.
Ho sé la ngudn cung cap théng tin that su tét cho ban.
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Luat Lao dong va Co hdi ngang bang

C6 mot s loai van ban [udt va chinh sach khac nhau lién quan t6i nhiing
ngudi dang tim viéc va nhan vién la ngudi khuyét tat. Quan trong la ban can
biét nhiing luat lién quan hién hanh & nuc ban dé& dam béo ring ban s&
dudc dai xi mot cach dang dan va binh déng.

Luat Lao ddong

Luat Lao dong & nudc ban cd thé qui dinh cac mic tra Iuong toi thiéu va xac
dinh nhiing théng 1& ma cac chl st dung lao dong phai tuan thi véi viéc
cho ngudi lao dong dugc huGng céc Igi ich khdc nhu ngay I&, nghi 6m. Luat
cing c6 thé qui dinh céc tiéu chudn vé an toan lao dong, vé sb gid lam viéc
hay nhiing van dé khac nhu bao vé ngudi lao dong khoi bi phan biét doi xu
hay bi ngugc dai. Vi du, mot so luat bao vé mot s6 nhdm ngudi trong xa hoi
nhu phu nit hay nguoi khuy8t tat.

Lu4t chdng phan biét doi xur

Luat chéng phan biét déi xit nhdm bao vé cong dan khong bi tir chdi va
gilp cho céac cong dan nay dugc co ¢d hdi ngang bing nhau mic du ho ¢6
nhiing dac diém khac biét ca nhan. Ludt chdng phan biét doi x{i cd thé ap
dung cho nhiéu nhdm xa hoi trong cu dan (phu nit, cic nhom toc ngudi
thigu s6). Mot s nudc ¢ riéng luat khéng phan biét di xi d6i véi ngudi
khuyét tat.

Nhimng ludt nay qui dinh réng ch sif dung lao dong khong thé khong xét
don xin vigc clla mot ngudi tim viéc hay doi x{ mot cach tigu cuc véi mot
nhan vién chi b6i vi ngudi nay 1a ngudi khuyét tat trong khi miic do khuyét
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tat it anh hudng dén viéc thuc hién cong viéc. Chdng han, mdt quang céo
tuyén tho théu may dang tai rdng chi nhiing ngudi c6 ngoai hinh t6t mai
dudc du tuyén. C6 ngoai hinh t6t khong phai 12 diéu kién thiét y&u dé thuc
hién cong viéc mot cach higu qua va nhu vay 1a vi pham diéu khoan cla ludt
chdng phan biét doi xU.

B0 tri diéu kién thuan tién hgp Iy

Nhiéu qudc gia hién nay doi hoi chli st dung lao dong phai tinh dén diéu
kién phu hap cho nhiing ngudi khuyét tat va cd gang bo tri mot cach hap 1y
chd 1am viéc hay thiét bi 1am viéc dé ngudi lao dong khuy&t tat c6 thé lam
viéc thudn tién. Diéu nay dugc biét d&én nhu yéu cau bd tri diéu kién thuan
tién hop ly. Vi du cdp mot ghé lam viéc riéng cho mdt ngudi ¢ van dé vé
lung, hay xay dudng doc cho ngudi st dung xe Ian. Nhu thé nao la hgp ly
nhiéu khi tly thudc vao tiéu chudn clia tiing nudc.

Dinh miic viéc 1am cho ngudi khuyét tat

Chinh sach dinh mic viéc 1am cho ngudi khuy&t tat 13 mot trong nhiing nd
lic khuy&n khich tuy&n dung ngudi khuyét tat. Theo mé hinh nay, chl st
dung lao dong c6 trach nhiém phai tuy&n dung mot s lugng t6i thiéu ngudi
khuyét tat. & mot s6 nuéc, nhiing chi sif dung lao dong khang tuyén dii s6
liong t6i thiéu ngudi khuyét tat phai trd mot khoan dong gop. Khoan nay s@
dudc st dung dé gilp ngudi khuyét tat bdng mot cach nao do, dé tim viéc
lam.

N&u & nudc ban cd ap dung chinh séch dinh mc, ban s& thay 1a cac chi st
dung lao ddng s& vui v& tuyén dung ngudi khuyét tat dé thuc hién nghia vu
xa hdi clla minh. Song nhiéu nuéc ¢ ap dung chinh sach dinh mc lai
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khong doi hoi cac doanh nghiép nhd phéi dp Gng ty |8 phan bé.

Hay tim héi tu van clia BO Lao dong, to chiic tuyén dung, cong doan hay to
chiic clia ngudi khuy@t tat dé biét & nudc ban cd nhiing luat dic biét nao lién
quan dén ban.

BAI TAP 3.2: TiM HIEU LUAT LAO DONG

Luat Lao dong va Luat vé ngudi khuy&t tat khdng gidng nhau & cac nudc khac
nhau. Bai tap nay gilip ban tim biét & nudc ban c6 nhiiing ludt nao lién quan.

L ap mot danh séch cac t6 chic § dia phuong ban c6 thé biét vé Luat lao
dong va Luat ngudi khuy&t tat. D6 cd thé 1a cac t6 chiic clia ngudi khuyét
tat, cac phong ban tuyén dung lao dong, céc td chic cong doan hay Bo
Lao dong thudc bd may nha nuée.

e | ap mot danh sach c4c cau hdi ban mudn hdi dé tim biét vé cac lut va
chinh sach. DuGi day la mot so vi du.

= Lu4t lao dong c6 nhiing diéu khoan bao vé ca ban nao va nhiing Igi
ich nao danh cho ngudi lao dong (vi du tién luong toi thiéu, nght I8,
bao hiém xa hi)?

= Luat lao dong c6 nhiing diéu khodn bao vé va nhiing Ioi ich nao cho
ngudi khuy&t tat (hay phu nii, nhém ngudi nao khdc ma ban c6 thé
quan tam)?

= Trong nudc c6 luat chdng phan biét ddi xi d& bao vé ngudi khuyét tat
khong?

= (6 chinh séch phan bd co-ta hay nhiing yéu cdu chil st dung lao
dong phai tuyén dung ngudi khuy&t tat hay khong? chinh sach phan
b6 co-ta c6 &p dung ddi véi cac doanh nghiép nhd khong?




Pé dudc tuyén dung

Cam nang hudng dan ngudi khuyét tat tim viéc lam "23-

e Lién hé v6i cac t6 chiic lién quan ma ban da ghi trong danh sach, xin
hen gap va thao ludn vé cac van dé nay. Khi xin hen, hay gidi thich ring
ban mudn gdp ngudi chuyén trach vé luat va chinh sach lién quan dén
nguoi lao dong khuyét tat

=
Ban da tim hiéu vé viéc 1am, vé thong & viéc 1am
va quyén han cta minh.
Gid 1a lic ban trién khai muc tiéu tim viéc ctia minh.




Pat muc tiéu cua ban

Diéu y nghia mot nguoi lam ditoc khomg phdi la nhing gi anh ta dat
duegc ma la nbiing gi anb ta kién tri dat duoc.
Khalil Gibran, hoa sy, nha tho va nha vin Li Bing

pat muc tiéu Ia xac dinh rd rang diéu ban mudn lam hodc thuc hién. Muc
tiéu viéc 1am dai han clia ban c6 thé s& khong dat dugc ngay nhung bao
gdm tling viéc 1am va kinh nghiém cong viéc ma ban c6 thé tién dan t6i.
Hay tin vao ban than, phai thuc t& va cling coi. Hay tap trung vao muc tiéu
d4t ra va ban cd thé sé dat dugc n6, 1am tiing buéc mot.

Muc tiéu viéc 1am s& gitp ban dinh huéng khi tim viéc 1am. Phan nay cla
cudn sach gilp ban:

N Thdy tdm quan trong cla viéc dat ra muc tiéu viéc lam;

N Trién khai myc tiéu viéc 1am clia minh.
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Tai sao can dat ra muc tiéu cong viéc?

Khi di tim viéc, ban c¢an biét ro vé loai cong viéc nao ma ban mudn co.
Khong ¢ muc tiu ban c6 thé dé bj lac huéng hay hoang mang. Mot mue
tiéu cu thé s& gilp ban dé 6 chiic cac cong doan tim kiém viéc l1am. N6
gitp ban quyét dinh xem ban can bam theo ngudi chli st dung lao ddng nao
hay theo dudi cong viéc ndo. N6 cling gilip ban tu chudn bi cho cac budi
phdng van tuyén chon.

Muc tiéu cdng viéc clia ban can phai thuc t&. Mot muc tiéu thuc t& 12 muc
tiéu ma theo ban c6 thé dat dugc. N6 cn dua trén ndng luc clia ban ciing
nhu tinh trang sén viéc l1am tai cdng dong ban dang sinh song. Néu muc
tiéu clia ban xa thuc t&, hdy xem xét dé thay d6i nd hodc dit ra mot ké&
hoach dai han dé dat dugc nd. Hay trao d6i véi ban dong hanh tim viéc clia
ban dé ¢ nhiing 16i khuy&n bé ich vé& su nghiép. Nhiéu khi, khi ban dudc
dao tao nhiéu hon, mdt muc tidu xa voi c6 thé tré nén thyc té.

Nhu cdu cu thé

Ban c6 thé cd mot so nhu cAu cu thé va ching sé 1a dugc dua vao thanh mot
phan clia muc tiu cong viéc cla ban. P4 ¢ thé lién quan dén luong,
thubing, Igi ich, gio 1am viéc, dia diém hay su thuan tién si dung phuong
tién giao thong cong cong. Chang han, khuy&t tat clia ban cé thé budc ban
phéi lam viéc trong nha hodc & mot nai ban co thé di chuyén d&n. N&u ban
phai ding phuong tién giao thong cong cdng hay ban khong mudn di xa
khoi ngi minh dang cu'trd thi yéu cau vé dia diém cd thé Ia dang ké.
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Vi du vé Muc tiéu cong viéc

Mot s6 vi du dudi day vé muc tiéu viéc 1am cd tinh dén cac nhu ciu dic biét
trong khi nhiing muc tiéu khac c6 thé khdng tinh dén.

e "Tim mdt c6ng viéc la ngudi gitip viéc cho chi trang trai, tho xdy
dung, thg san hay lam mot viéc ngoai troi khéng cén tay nghé
dao tao cu thé nao va & nai tdi cd thé st dung dién thoai di déng
hay giao tiép qua bdng viét dé cai thién su khiém thinh cla
minh."

e “Kiém maot viée lam nhu Ia mdt ngudi thu ngan trong ngan hang,
mot nhan vién van phong hay mét ché lam tudng tu vao thdng
Ba tdi. Mdt ché gédn tram xe buyt dé t6i ¢d thé di lam bang xe
buyt".

e 'Tim dugc viéc lam thg han G bat ky dau trong nudc. Toi S€ yéu
cau dugc cap nha hay dugc chi tra tién nha néu ché lam qud xa
nha.”

e 'Tim mét chd lam vdi vai tro Ia thdy gido, cd van hay trg gidng
day trong ndi thanh. T6i can lam & nhiing trudng ndi ¢d 167 1én

I6p nho xe 1an va cd bang viét hay cdc c6ng cu day hoc ma toi co
thé dung khi ngoi trén xe lan.
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BAI TAP 4.1: DE RA MUC TIEU CONG VIEC

Trong céc bai tap trudc ban d4 tim hiéu vé& ban than va vé cong viéc. Dén
giai doan nay hdy &p dung nhiing hiéu biét d6 dé dé ra myc tiéu viéc lam.
Hay st dung nhiing gi ban da hoc dudc qua cac bai tap trudc day va lam
theo cac vi du vé muc tidu cong viéc. Ban can lam nhu dui day.

e Soan ra muc tiéu cdng viéc vGi nhiing yéu cau dac biét clia ban.

e Trao di vé muc tiéu clia ban véi ngudi trg giap tim viéc 1am hay véi ai do
hiéu biét vé loai cong viéc ban dang tim.

e Hay lam lai Bai tap 2.3 "Tdi c6 gi d& dé nghi", néu muc tiéu viéc 1am cla
ban khac véi viéc 1am dudc ban chon dé lam bai tap do.

V=
Bay gid ban da biét muc tiéu viéc 1am ctia minh.
Ban can chuan bi sdn céc tai liéu tim viéc dé giap
ban dat duogc muc tiéu.




Chuan bi H6 so Xin viéc

Loi néi ciia ban la hat giéng, tam hon ban la mot nong dan,
va thé gidi la canh dong ciia ban.

Nasir-i-Khusraw, nha vin Ba Tu

Khi ban ki€ém viéc lam, cac chl st dung lao dong thuGng y&u cau ban nop
mdt hd so xin viéc hodc cac gidy to van ban miéu ta vé ban va vé trinh do
clia ban. Phan nay clia cun sach gilp ban:
N Hoc cach hoan thién mot bd hd sa xin viéc
S Xéc dinh nhiing ngudi c6 thé cung cap thong tin vé ban va hoc
cach 1am thé& nao dé cd dugc céac thong tin tham khdo vé ban
cho nha tuyén dung;

N Hoc céch vigt mot ban sa yéu ly lich hay tém tét tiéu st ban than

Ho sa xin viéc

Hd so xin viéc 12 mdt mau don/phiéu ban phai dién vao dé di xin viéc. Theo
mau nay ban phai miéu ta vé qua trinh dao tao va trinh do hoc van clia ban,
lich sif cdng tac, ki nang cling nhu nhiing thong tin khac nhu stic khée hay
cac thong tin tham khao.
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HG sa xin viéc s& cho ngudi st dung lao dong biét trinh do clia ban va ching
cling 12 mot ban mau vé cong viéc cla ban. Chi st dung lao dong co thé
quyét dinh goi hay khong goi ban dén phong van dua trén hd sc xin viéc
clia ban. Ho sa xin viéc cdn phai chudn, ddy dli va chinh xac.

DuGi day la mot s6 goi y vé cach viét ho sa xin viéc.

Doc c4n than va 1am ding nhu céc huéng dan, nhé dan anh néu
c6 yéu cau.

Si dung Phiéu thdng tin ¢ nhan nhu miéu ta trong phan nay va
c6 mau & cudi sach. Phiéu nay giip ban dién ddy dl hd so xin viéc
mat cach chinh xac.

Ban in hay danh mdy phai ro rang va chinh xac trif chd danh cho
chii ky clia ban.

N&u ho sa viét tay thi nén dung muc xanh dudng hodc muic den.

N&u c6 16i phai stra mdt cach sach sé hodc dién lai mot by ho so
khac néu thdy can.

Khong dugc viét sai chinh ta ciing nhu ngi phép.
Hay khai trung thuc.

Khong nén dé tréng 6 khong dién (nhling muc khong lién quan
dén ban thi nén viét "khong cd" hay "khdng lién quan").

Gilf cho hd so dugc sach s& va ngay ngédn, khong nhau nat hay
quan goc.



DPé dudc tuyén dung
Cam nang hudéng dan ngudi khuyét tat tim viéc lam

e N&umau hd so khong di chd viét hét cac thong tin, can dung mot
it gidy trang sach khac va ghim ciing vao to mau khai.

e Nén dung nhiing ngdn tir mang tinh tich cuc, gan véi ngon ngi
clia doanh nghiép. Chang han, néu ban dugc hdi tai sao ban lai bd
viéc trudc day, hay dung tli "nghi viéc" thay vi néi "bi thoi viéc", bi
dudi viéc'. N&u Ia ban quy&t dinh nghf viéc thi nén viét "chuyén di
vi muén mot chd 1am t6t hon" thay vi viét "bd viée vi ludng trd qué
thap". Khong nén ndi bat ky diéu gi tiéu cuc vé chii cli trong ho so
xin viéc hay khi phong van.

Ho sa xin viéc giii theo dudng dién tir

Nhiéu ho so xin viéc ngay nay dugc y8u cau lam truc tiép trén mang theo
hung dan cu thé déi véi tling phan. Phan 16n nhiing muc néi trén trong hd
sa xin viéc viét tay cling dugc ap dung cho céac ho sa dién va gUi trén mang
dién tii. Thong thudng, néu ban dé nhiing dong tréng, mang dién tir s&
khdng cho ban chuyén tiép sang cac phan tiép theo dé co thé tra 10i tat ca
cac cau hoi. Mot so hd so trén mang cling cho phép ban gli dinh kém céc
van ban ho sd khac nhu dan xin vigc va sa yéu ly lich.

Dudi day 1a mot sO goi y thém vé ho so xin vigc qua mang.

o Né&uban cn gi dinh kém mét van ban bd sung, thi vin ban nay
phai cd dung lugng nho (chi tir 200 dén 300 kb).

e Sau khi nhan chudt gli hd so xin viéc qua mang, thudng ban sé
nhan dugc mot email xac nhan. Hay luu giti email nay dé theo dai.
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e NE&u ban khong thong thao lam viéc v6i may vi tinh va mang
internet, hdy nhd mot ngudi hay mét t6 chiic gidp ban, ching han
nh& mot chuyén gia tuyén dung, mot td chiic clia ngudi khuyét tat,
mot trudng hay Trung tdm dao tao, gilip dG ban.

e Kiém tra lai tat c& cac cau tra 10i cling nhu kiém tra chinh 3 va
ngl phap trudc khi nhap chudt nat gli ho so di.

N&u ban 1a ngudi khuy&t tat, ban can xac dinh s& néu khuyét tat do trong hd
so xin viéc hay trong don xin viéc. Mot s6 mau hd so cd thé co san cau hoi
vé stic khoe hay khuy&t tat tuy do Ia hai van dé hoan toan khac nhau. Stic
khoe 1a mot thuat ngli nganh y mudn noi vé viéc ban ¢6 bi 6m, ¢ bénh hay
mdt bénh man tinh hay khong. Khuy8t tat Ia tir chi chiic ndng. Da sd nhiing
ngudi khuy@t tat co siic khoe tot.

Lién quan dén khuyét tat, mot sé ngudi bd tréng khdng dién muc nay. Viéc
nay chi lam cho chl st dung lao dong nghi ngd rang ban mudn gidu nhiing
théng tin nao do. Mot s6 ngudi lai chon cach viét: "S& dé cap khi phong
van'. Nhiing ngudi khac thi lai trd 16i mot cach don gian rdng khuyét tat
khong anh hubng dén viéc thuc hién cong viéc, hay tra I6i bang mot yéu
cau dugc tao diéu kién thuan Igi.

Nhiing chd sl dung lao ddng da biét ban, mot t6 chiic clia ngudi khuyét tat,
mot can bd cong doan, mot phu trach tuyén dung hay mot nhan vién phuc
héi chic nang tai cong dong cd thé cho ban 16i khuyén nén lam thé nao véi
trudng hap clia ban va ty theo tinh hinh thuc t& cla thi trudng viéc lam tai
dia phuang.




DPé dudc tuyén dung
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Ngu®i cung cap thong tin tham khao va thy gidi thiéu

Ngudi cung cdp thong tin tham khao va thu gi6i thiéu 1a nhiing ngudi s& noi
vGi chli st dung lao dong vé ban hay viét thu gidi thiéu ban. Chli st dung lao
dong co thé goi dién hay viét thu hdi vé ban khi ban dugc ho can nhic dua
vao mot vi tri dac biét nao do. Mot s6 ngudi tim viéc 1am nhd nhiing nguoi
giGi thidu hay ch st dung lao dong & dan vi cti viét sdn thu gi6i thigu "danh
cho ai quan tam", va ho phd to s&n dé& néu can b6 sung vao ho so. Mic du
khong phai chi st dung lao ddng nao cling hoi thong tin tham khao, nhung
ban van nén chudn bi san tén ho, dién thoai, dia chi lién hé clia mot so
ngudi cd thé giéi thiéu ban trong truding hop dugdc héi.

Ngudi cung cap thong tin tham khao va thu gi6i thiéu 1 nhiing ngudi da biét
ban tif mot ndm trd 1&n. Ho co thé sn long viét vé& nhiing phdm chat tot
dep, kinh nghi@ém lam viéc va trinh do clia ban. Cac thay co gido cii, gidm
doc cti, nhitng ngudi huéng nghiép va cac vi dai dién cho tén gido clia ban
(néu c6) co thé vit thu gi6i thiéu tot cho ban. Ban khong nén nhd ngudi
trong gia dinh [am viéc nay. T6i uu nhat dé 1a nhiing nguGi da tiing lam viéc
hay c6 hiéu biét vé gidi lam cong an luong.

Ngui gi6i thidu va thu gi6i thidu can phai cap nhat. Hay gilt lién hé voi
nhiing ngudi ¢ thé gidi thiéu ban va béo cho ho biét ban dang di tim viéc.
N&u ban néu tén ho nhu mot dia chi gidi thiéu thi ban cting nén bao cho ho
vé cOng viéc ban dang ndp hd sa xin 1am, nhu vay ho sé biét cach gidi thigu
vé ban tot han.
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BAI TAP 5.1: NGUGI GIGI THIEU

Céc chd sl dung lao dong hay hoi ngudi va thu giéi thiéu vé ban. Ban c6 thé
st dung mot so thu gidi thiéu chung cho bat ky cong viéc nao, nhung nhiéu
chii st dung lao dong lai mudn no6i chuy@n truc tiép v6i nhiing nguoi gidi
thiéu dé biét rd hon liéu ban c6 phu hgp véi mdt cong viéc nao do. Hay ap
dung cac buc sau dé chon ra ba ngudi gidi thiéu.

e Xem lai danh sach nhiing ngudi ban coi nhu ngudi hd trg ban tim viéc
nhu néu trong Bai tap 1.1. BS sung thém nhiing ngudi c6 thé gidi thidu
t6t vé ban.

* Lién hé v6i nhitng nguti ma ban mudn ho gi6i thiéu minh va yéu cau/nho
ho gillp d&. Can biét rd va ghi can than tén ho ddy dl, chic vy, noi 1am
viéc, dia chi, so dién thoai trong gid lam viéc va dia chi thu dién i (néu
co)

Ghi chii:
Néu ban thdy cd vai cach dé lién hé vdi ngudi gidi thiéu, nén héi nguidi
dd xem cdch lién hé nao thudn tién cho ho hon.

.....

e Chudn bj s&n mot td gidy riéng ghi danh sach nhiing ngudi gi6i thiéu va
bo sung ho vao Phigu HA so C4 nhan clia ban.

Phiéu HO sc ¢a nhan

Phiéu HO so ¢ nhan bao gom nhiing thong tin yéu cau cho HO sa xin viéc.
N&u phi&u nay dugc chun bi tot ban cé thé khong phai chan chii chép cac
thong tin tir ddy vao hd sa xin viéc.
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BAI TAP 5.2: DIEN PHIEU HO SO CA NHAN
PE soan mot Phigu Ho so ca nhan:
* Tim mAu Phi€u Ho so C4 nhan & cudi cudn Huéng dan nay.

 Dién thong tin va kiém tra chinh t4, ngll phap cling nhu xem lai céc
thong tin.

 Nhd ai d6 biét soan vin ban t6t va hiéu bigt v& moi trudng viéc lam xem
lai gidp ban.

* Luuphiéu da dién day di nay cho nhiing lan diing sau.

Sa yéu Ly lich hay Tiéu sif Tom tat

Sa y&u Iy lich hay tiéu sii tém t4t 1a ban khai tong hop vé trinh do clia ngudi
xin viéc. Trudc day tir “Sa yéu Iy lich” thudng dugc dung cho cac viéc lam
cao cap mang tinh chuy&n mon cao va “tiéu sti tém tit” dudc dung cho cac
nganh khéc. Tuy nhién, ngay nay nhiéu ngudi diing ca hai thudt ngi nay véi
cung mot nghta.

Nhiing nguti xin lam cac viéc chuyén mon hay kinh doanh, nhu k& toan,
gido vién, ki&n tric su hay can b phu trach thudng dudc yéu cau ndp tiéu
st tom tat. Cac chi s dung lao dong cling co thé yéu cau tiéu s tom tat
cho cac dang cong viéc khac. Tiéu s tom tit duoc ndp cho ngudi tuyén
dung hay gli kém cung don xin viéc khi ban ndp ho s chd cac ca hoi viéc
lam hay khi tra 16i ngudi tuyén dung.




P& dugc tuyén dung
C&m nang hudéng dan ngudi khuyét tat tim viéc lam

K& c& néu ban chua cd kinh nghiém chuy&n maon, van can viét tom tit vé
qua trinh hoc tap va kinh nghiém viéc lam cla minh. Hay ghi ca nhiing
cOng viéc tu thién, tinh nguy&n ma ban da tting lam va néu ro trach nhiém
G tling vi tri ban da dam nhiém. Nén nhd la phai trung thuc, ngay ca khi
ban khong cd trinh do dao tao hoc van chinh thic, ban van ¢d nhiing phdm
chat ca nhan, qua trinh hoc tap cling nhu kinh nghiém khéc gitip ban du
diéu kién dé lam viéc.

C4c ban tiéu sir tom tdt déu phai ghi tén ho ddy d, cac thong tin dé lién hé,
lich st lam viéc, kinh nghiém hoc van va nhiing kj ning riéng khac. Tuy
theo thong & tim viéc & nudc ban, cac chi st dung lao dong c6 thé yéu cau
dugc biét vé muyc dich tim viéc, tinh trang hon nhan, cac méi quan tm clia
ca nhan, cac sd thich ctia ban.

TU "t6i" thudng khong dugdc dung trong mot ban tiéu st tém tat. Chang han,
khi md t4 nhiém vu ddm nhiém, t6t nhat nén noi "lam s Iuong" thay vi noi
"toi lam s6 luong'".

Duéi day Ia mdt s6 gdi y gilip ban 1am mot ban tiéu sir tom tét.




NEN

Dung loai gidy tring kich thutc
chudn (khd A4);

banh may va dung mot phong
chii thong dung nhu Times New
Roman hay Arial néu c6 may vi
tinh;

Dung cac dong ti hanh dong
dé& miéu ta cac nhiém vu va
cong viéc da dam nhiém:;

Néu tat ca cac trinh do ban co;
S& dung cong cu kiém tra chinh
ta tu dong va doc di doc lai
nhiéu 1an dé c6 mot ban tiéu sl
chuin nhat;

Hay viét ngan gon, theo tling
diém.

KHONG NEN

Viét bat ky diéu gi khong hay
hodc khong can thiét;

Khi n6i v& minh trong tiéu st
tom tat thi khong nén dung dai
tur “toi”;

P& ngay thang I&n tiéu sl tom
tat:

K& vé tién cong, Iuong trudc
day cling nhu dy kién dugc
nhan;

Gach x0a hay viét dé 1&n
nhiing chd viét sai;

Dung phéng chii, dinh dang
hay gdn thém cac hinh anh
khac thuong (trt phi dugc yéu
cau).

BAI TAP 5.3: SOAN SAN BAN TIEU SU TOM TAT

Lam bai tap nay néu ban can c6 mot ban tiéu sir tom tat dé di tim viéc hodc
néu ban cho |2 s& cdn dung. Tot nhat 1a chudn bi truéc. Hay dung Phigu HO
s0 ¢4 nhan, va lam theo cac budc sau day dé c6 mot ban tiéu st tém tat.

* Viét nhap mot ban theo mAu tuong tu (MAu tiéu st xem phia dui day).

e Nhd mot ngudi chuyén nghiép trong linh viic clia ban hay ai d6 lam cong

viéc tuyén dung xem lai ho ban.

e Viatlai c4n than va danh may s&n bén tiéu sii da hoan thién.

e Lam sin nhiéu ban pho-to hay in ra tif may in.




P& dugc tuyén dung
C&m nang hudéng dan ngudi khuyét tat tim viéc lam

MAU TIEU SU TOM TAT

Ho va tén: Nguy&n Thi Hong Minh
Dia chi: sd 1 Pang Dung, Ha Noi
Dién thoai: (043) 123 456

Email: Hongminh@gmail.com

TRINH D0 DAO TAO

2001-2004

1995-2001

Pai hoc Quoc gia Viét Nam
Cl nhan Kinh t& (K& toan)
Trudng Phd thong Trung hoc Pong Pa

KINH NGHIEM LAM VIEC

2005-2007

2004-2005

NGOAI NGU

Cong ty TNHH Thiét k& va In an A/S

Hop thu 4337, Ha Noi

Dién thoai: 0435 671

Chic vu: nhan vién k& toan

Nhiém vu: Lap bang luong, phu trach thanh toan
cac khoan trd séc cho toan bd cong ty.

cong ty Kiém toan Tuong Lai

130 Kim M3, Ha Noi

Dién thoai: 0430 987

Chtic vu: trg ly k& todn

Nhigm vuy: Phy trach kiém soat tin dung va can ddi so
sach k& toan, s dung may tinh ca nhan véi
cac phan mém Dbase 3 va Excel.

Tiéng me dé: tiéng Viét
Tiéng Anh: Nghe, noi, doc, viét trinh do trung binh
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Pé dugc tuyén dung
Cam nang hudéng dan ngudi khuyét tat tim viéc lam

Nhiing tai liéu khac cé thé can dén

Né&u ban da tling hoc cac khda chinh quy, tiic c6 bing cap hay dd qua
mot khda dao tao nghé, ban can c6 ban phd-td ching chi tot nghiép
hay chiing chi tham du khéa hoc dé kep vao tiéu sii tom tit.

Khong bao gi dua cac van bang goc vao hd sd xin viéc, ma chi ding
ban pho-td khd A4. Trong trudng hop ban dudc yéu cu gli hd so theo
dudng thu dién t& hay dinh kém hd sd xin viéc ndp qua mang, thi nén
cd ban scan mau tir van bang goc. Nén Iuu y sao cho tap tin dinh kém
phdi ¢4 dung Iugng nho (tif 200 dén 300kb).

=
Ban da soan xong tai liéu hd so tim viéc.
Viéc bay gig can lam 1a di tim viéc.




Tim thong tin
va phan hoi cac co hoi viéc lam

Khong c6 gi ti tim dén ta,
chi nhitng gi dat duoc nho nd luc hét minbh mdéi la nhitng gi dang cé.
Booker T. Washington, nha gido duc My

Khi di tim viéc, ban giéng nhu mot ngudi di tigp thi ban hang. “San phdm”
G day la chinh ban cung v6i nhiing ndng luc clia ban than, con “ngudi mua”
la chll sif dung lao ddng. Viéc ban can lam 1a tim ra ngudi chi dang tuyén
dung nhan vién va sau do tiép can ho. Phan nay clia cudn sach s gilip ban:

Xem lai cdc ngudn cdng viéc;
Phat trién mang Iudi tim viéc clia ban than minh;

Hoc céach viét don xin viéc;

g 9 9 9

Tim hiéu cac cach lign hé mot cach hiéu qué véi cac chl st dung
lao dong.

Ngudn thdng tin viéc lam

C6 nhiéu cdch dé tim ra théng tin vé cdc chi st dung lao dong va nhiing
nguoi phu trdch vé vige lam. Tay vao ndi ban &, cdc ngudn thong tin
chung nhat gom:
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e Cac bai viét trén bao, cac a&n phdm vé kinh doanh va doanh
nghiép

®  (ac muc dang “Viéc tim nguGi”

e Quang cao trén bao chi

e C4c van phong tu van tai cac trudng hay trung tam tuy&n dung (6
cac nudc thudng co cac phong tu van viéc lam tai cac trudng
Trung hoc hay trung hoc day nghé, Cao dang, Trung tam dao tao)

e  (Cac van phong viéc lam va nhan su clia cac cd quan nha nudc

e (Cdc chuong trinh tao viéc lam riéng danh cho ngudi khuyét tat

*  C4ct6 chic clia ngudi khuyét tat hodc danh cho ngudi khuyét tat

e (Cac phong nhan sy va 6 chic clia cac cong ty 16n

e (Céacnhaquan ly hay chii cac cong ty hay clia hang viia va nho

e (d4c ban thong tin c6 dang tai cac co hdi viéc lam (ca trén mang
cling nhu qua cac ngudn khac)

e Céc t6 chiic cong doan

e  (ac sach danh ba dién thoai hay danh tap cac doanh nghiép (vi
du Danh tap thanh vién clia Phong Thuong mai va Cong nghiép)

e Cac trang web viéc 1am (mot s6 trang web dién hinh c6 néu &
cudi cubn Hung dan nay)

e (Cac chd st dung lao dong, cac nha chuyén mon, hay cac nhém
kinh doanh

e  (ac van phong viéc lam cong cong hay tu nhan (cac van phong
tu nhan thutng co thu phi)

e C4ct6 chic phi chinh phli hay t6 chiic xa hoi

e Ban bg, ngudi quen, hang xém hay mot s6 quan hé ca nhan khac




BAI TAP 6.1: XAY DUNG MANG LUGI TiM VIEC CUA RIENG BAN

Mot trong nhiing céch to6t nhat dé tim duoc viéc 1am 1a théng qua nhiing
ngudi ban quen biét. DuGi day 1a cach ban xay dung Mang Iu6i Tim viéc Ca
nhan cho minh.

e Xem lai danh sach tir Bai tap 1.1 “Tim Trg gilp” va Bai tdp 5.1 “NguGi
gidi thiéu” clia ban.

e B sung vao cac danh séch trén nhiing ngudi cd thé gitp ban tim dugc
viéc, nhu ban be, ngudi quen, cac sép cii, thay gido cii, nhiing ngudi phu
trach tuyén dung, céc nhan vién cong tac xa hoi, cac nha kinh doanh
hay nhiing ngudi khéac. D6 sé 1a Mang Iugi Tim viéc Ca nhan clia ban.

e Chuy@n tro vi nhitng ngui trong mang luGi da 1ap vé muc dich tim viéc
va trinh do clia ban. Hay nhd ho tim gilp nhiing ngudi phu trach viéc
lam cting nhu nhd ho noi gitp vé ban véi nhiing ngi ma ho ¢6 quan hé
quen biét.

Lién hé véi chu sir dung lao ddong

Ban c6 thé tim cach lién hé véi cac chli st dung lao dong vi nhiéu ly do, nhu
dé hoi xem chd ho cd tuyén dung khong, dé xin hen gip phdng van hay dé
tim hiéu thdng tin. C6 ba cach thic chinh dé lién hé véi cac chl st dung lao
dong la viét don gui theo dudng thu thudng hay qua email, goi dién thoai va
c6 thé gap truc tigp.

Tru6c khi lién hé véi mot chi st dung lao dong, ban can 1am nhiing viéc
sau:
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e Tim hiéu t6i da vé& ngudi chli sif dung lao ddng hay cong ty
va biét xem ho hoat dong trong linh viic nao.

* Tim céch biét dudc tén clia ngudi phu trach tuyén dung.

e Dam bao chic chdn dd cd day di moi gidy td trong bd hd so
xin viéc.

e  Xac dinh rd muc tiéu cla viéc lién lac v6i chl st dung lao
dong doé la gi.

e Chun bi sdn nhiing gi ban du dinh s& nai.

Duti day 1a nhitng diéu nén lam va nén tranh khi ban lién hé tim viéc.

NEN KHONG NEN

e Trung thuc va lich su; C6 gdng lam ngudi chi st dung lao

. dong thuong xot ban;
e Noi ro rang ranh mach

yéu cdu cla ban; e No6i v& minh mot cach tiéu cuc;

e NOi ngan gon va st dung ® Ban vé& nhiing van dé ca nhan;
cac thuat ngli doanh

nghiép thudng s dung. ® Hoi vé tién luong, thudng ngay ti dau

cau chuyén v6i chii st dung lao dong;
e Tu gi6i thiéu v& minh mot L o
cach tich cuc. e NoOi bat ludn diéu gi tiéu cuc vé nguoi

chl st dung lao dong cd.

Nhing thong tin dudi day co thé cho ban biét cac cach thiic lién hé véi chl
st dung lao dong.
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Viét thu, hodc gii thu dién tir

Ban cd thé viét thu hoi v& co hoi viéc 1am hay tra I6i mot ngudi phu trach
tuyén dung nao dé. Trong trudng hop nao cling vy, thu can dé cap t6i:

e Loaiviéc lam ban dang muon tim;

e Ban hiéu nhuthé nao vé cong viéc;

e Kinh nghiém va trinh do cla ban;

®  Ban mong mudn ¢6 ¢d hoi dugc phong van;

e Diachilién hé clia ban.

N&u ban viét don xin du tuy&n mot vi tri viéc lam dng trén quang cdo, ban
c6 thé viét them ban c6 nhiing kj ndng gi dép (ing cac trach nhiém va yéu
cau lién quan dén vi tri do. Cudi thu ban nén viét mot dong cam on va ky tén
bén duGi. Sau khi soan xong dan, hay doc ky lai. Cling nén nho thém ai d6
xem lai don ho, i tu ban s& kho nhin ra cac 1i sai trong dan do. Gii kém don
ban tom t4t tiéu st clia ban va céc gidy to khac ma ban cho 1a can thiét.

Can dam bao rang daon cla ban phai:

* \/jétdang va trinh bay sach sg;

* D& doc;

* Vit dang chinh t& va ngli phap (néu dung mdy tinh, c6 thé ding
chiic ndng kiém tra chinh ta va ngi phép ty dong);

e Vjét mot cach logic, mach lac;

o Vigttrén khd gidy thudng dung trong cong viéc;

e (0 day du cac thong tin can thiét;

e  Chiviét gon trén mot trang gidy.
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Mau don dudi day cho thdy nhiing diém néu trén dudc viét nhu thé nao.
Truc khi soan don, hdy kiém tra véi ngudi trg gidp tim viéc clia ban, véi
mot chuyén gia tuyén dung hay véi mot chi st dung lao dong vé quy cach
va ndi dung don ma y&u cau co thé khac véi thu mau nay.

DuGi day 1a nhiing gi nén va khdng nén viét trong dan.
NEN KHONG NEN

o D& don thu glii mot tan ngudi cy  © Mat thoi gian viét phan mo
thé: dau nham chéan khong gay
an tugng;
e GUi mot don ban chinh c6 chi ky
trong tiéu st tom tét (thu
e Dung cach ndi don gian, cac cau dung dé nhdn manh nhiing
tr(ic cau cd ban, khong rudm ra; khia canh lién quan dén vj

S tri dang dugc tuyén.);
e V/iét thu thé hién dau an riéng cua

ban; e Quén ky bén duGi don ding

o L bit muc mau xanh hodc
® N&u cac yéu cau cbng viéc va

trinh bay ban c6 thé dap (ng nhu
thé nao;

den.

® Thi trd 16i cu hoi: “Tai sao toi
nén tuyén nguoi nay?"
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BAI TAP 6.2: PHAN TiCH CAC MAU BON

Ban hdy xem hai mau don thu trong phan nay. Cha y nhiing chi tigt nén va
khong nén viét trong thu nhu néu trén va can nhic nhiing diém manh,
diém yéu trong tling don xin viéc. Can nhéc cin than cach dung tui ngi, c
phép. D& gilp ban, trong mAu don thi hai da cd y d& mot s 1di:

Sai chinh ta

Ngi phép khang chudn

Dung ngdn tir qua thé hién tinh cam
S{r dung nhiing cAu tiéu cuc

Khong dé y dén chi tist

N&u ban 12 chl sif dung lao dong va ban nhan dugc hai bic thu nhu hai mau
don nay thi ban s& déng y goi ai t6i phdng van va tuyén ai vao lam viéc?
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MAU DGN XIN VIEC THU NHAT

Thawatchai Chongdee

Phong 108, Srithana Condominium
Phubng Srithana, T. Suthep, quan A
Chiéng Mai, 50300

bién thoai: 123 456

. ’ Email: choongdee81@gmail.com
Ngay 14 thang 1 ndam 2007

Kinh gii: Ong Siripan Kuna
Giam ddc diéu hanh
Cong ty Ché tao Thai Silp
528 dung Ratchatewi
Bing Coc 10340; Thai Lan

DON XIN DU TUYEN VAO VI TRI KE TOAN

Thua 6ng, Qua quang cao trén Thai bao Buu dién Bang Coc ngay thif sau 11/7/2007,
t0i dugc biét Quy cong ty dang tuyén nhan vién k& todn nén toi vit thu nay véi mong
mudn dugc dy tuy&n. Toi thdy minh ¢6 ditrinh do d& dam nhiém cong viéc theo yéu
cau. Toi dd hoan tat chuang trinh dao tao CPA I va Il nam 2007 va da lam k& toan tif
sau khi tot nghiép t6i nay. Toi rdt yéu thich cong viéc ké toan, lam viéc can cu va co
tinh than trach nhiém. Trong qua trinh lam viéc truéc day, t0i da dugc dao tao céc
phan mém k& todn mdi nhat, st dung thong thao phan mém Quickbooks va MYOB
(Tu quan ly doanh nghiép).

Thang 2 nam 2005, t0i dugc nhan vao lam k& toan tai cong ty TNHH lua Thaksin va
lam tai d6 t6i thang 9 nam 2007. Thang 10 ndm 2007, i chuyén sang lam viéc tai
Trung tdm Tin hoc One Tambon One Product (OTOP) & Chiéng Mai, lam Trg Iy K&
toan, nht do nhiéu khi dugc giao dam nhigém nhiing viéc clia k& toan trubng tly yéu
cAu. Rét tiec, OTOP quy&t dinh chuyén van phong tdi nai khac va cat giam nhan su. Toi
cho rang hién nay t6i da san sang thii nhiing ¢ hdi mai véi nhiing trach nhiém mai.

Toi glii kem theo day ban sao cac gidy 1 van bang vé hoc van va trinh do clia toi. Toi
s&n sang vui long cung cap thém mat s dia chi tham khao trong truding hop 6ng mudn
tim hiéu thém vé ti qua cac sép cli trubc day hay mot s6 ngudi co biét vé toi.

Toi rat mong dugc 6ng hdi am. Toi san sang d&n gép phong van bat ¢t lic nao cén thigt.
Xin ¢cdm on va tran trong kinh chao.

Thawathchai Chongdee
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MAU BGN XIN VIEC THU HAI

Thawatchai Chongdee

Srithana Condominium

Chiéng Mai, 50300

Thai Lan

Email: pumpingiron@gmail.com

GUi: Giam doc diéu hanh
Cong ty Ché tao Thai Silp
528 dutng Ratchatewi
Bing Coc 10340

Théi Lan

VE VIEC: CO HOI LAM NHAN VIEN KE TOAN

Toi 12 mot ngudii phéi di nang, thua 6ng qui mén, toi cdn c6 viéc lam dé kiém song
va gillp me gia cling em trai va ca cac em gai.

Da thua, khi t6i doc dugc 6ng quang cdo toi rat cam thay vui ming. Xin 6ng xem xét
cho t6i. T6i c6 bdng bac bon va da 1am xong ACNC | va 1l va CPA II.

Toi ¢o rat nhiéu kinh nghiém véi cac phong K& toan. Toi tling lam viéc v6i cong ty
TNHH Lua Thaksin trong hai nam roi bo sang lam viéc cho OTOP & Chiéng Mai vai

thang trudc khi toi bi mot tai nan xe hai, va do 6ng chli 6 do khdong thich nhitng ngudi
khuyét tat nén 6ng ta da sa thai toi.

Toi xin dng hay t6 long thong cam cho trudng hgp cla toi la mot ngudi khuyét tat.
Nhiing ngudi khuyét tat ching toi hay bi xem thudng song mot s ngudi ¢ thé 1a
nhiing nhan vién lam viéc rat tot.

Xin 6ng viét tra I6i toi s6m va cho bit bao git cdn dén dé phdng van. Toi rat mong
ong co thé gidp toi.

Xin kinh chao.

‘Chai"




Trif phi ban biét chic chl st dung lao dong tuyén ngudi khuyét tat, ban co
thé khong can néu trong thu ban 1a ngudi khuy&t tat. Néu ban can yéu cau
dudc cap thiét bi chuyén dung hay mudn bd sung thém yéu cu ndo vao hod
sa xin viéc hay khi phong van, thi nén chd sau khi dugc tra 16i kha di hay
trinh bay vé khuy8t tat clia minh.

BAI TAP 6.3: VIET DON XIN VIEC

Néu ban dinh viét thu xin viéc nhu 13 viéc ndm trong k& hoach tim viéc,
trudc tién can tap viét don. Dui day 1a cach lam.

Chon mét chii st dung lao dong hay quang cdo viéc lam ma ban quan
tam.

Soan don, sif dung cac ggi y va cach thiic nhu sach nay huéng dan.
Nhd ngudi ban déng hanh xem lai don va gop V, b6 sung.
Viét lai don va nhd xem lai mot 14n niia, sao cho thay viia y nhat thi thoi.

GUi don t6i dia chi ban mudn tim viéc 1am.

Dién thoai

Trong qué trinh tim viéc, ban cd thé goi dién thoai vi nhiéu ly do nhu hoi

thém thong tin, yéu cau dugc phdng van. Nén tranh dung dién thoai thay

cho phdng van du tuyén, bi vi gap truc tiép bao gid cling hiéu qud han.
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Khi ban dung dién thoai dé lién hé véi mot ngudi tuyén dung, c6 thé tuan
theo nhiing chi dan sau dé bt dau cau chuyén.

e Chao hdi ngudi doi thoai tra 10i dién thoai.
e  Tugi6i thiéu ban than.
e Noiyéucaucla ban.

e  Chdcdutra loi.
Vidu:

"Xin chao 6ng. Toi la Mohammed Kosim. Toi goi dién vi mudn biét ligu
chd 6ng cd tuyén tho co khi stia may."

Khi tra I6i dién thoai clia mot ngudi phu trach tuy&n dung goi t6i hodc khi
ban ¢6 gdng mudn dugc moi t6i phdng van, ban co thé can gidi thiéu ngdn
gon v& nang luc ctia minh.

Viduy:

'Chao cd, téi la Mohammed Kosim. Xin cho gap 6ng Jawara." (dién thoai
dugc chuyén)

'Xin chao dng Jawara, tdi la Mohammed Kosim. To6i goi dién vi doc dugc
quéng cdo trén bdo vé viéc tuyén tho co khi stia mdy. Téi mdi hoan thoanh
khda dao tao & trudng c6ng nhadn ky thudt va mudn tdi gdp ong dé héi vé
ché lam."

Sau d6 doi cau tra 16i clia ngudi chli st dung lao dong. N&u cho 1am da co
ngudi rdi hodc khdng con ca hdi, ban c6 thé hoi xem bao gid ban cd thé goi
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lai d& biét sdp t6i c6 kha ndng nao niia, hay hoi xem ngudi nay co thé néi vé
ban véi nhiing ngudi chli st dung lao dong nao khac dang can tuyén tho.

DuGi day la mot s6 ggi y vé cach lién hé bang dién thoai.

e Chon mdt chd yén tinh dé goi dién.

e Viét nhap ngan gon nhiing diéu ban can noi.
e Noitryc ti€p vao 6ng nghe dién thoai.

e Noi r6 rang va mém mong.

e Ghitom tat nhiing diéu can thiét.

e  Ling nghe ciutra Ioi.

e  Khong quén cam on trudc khi két thiic cudc noi chuyén.




BAI TAP 6.4: LUYEN NOI QUA BIEN THOAI

Khi di tim viéc, tru6c khi dung dién thoai lién hé, ban c6 thé tap luyén cach
néi. Bdng cach dong vai ngudi ndi chuyén dién thoai, ban cd thé coi tinh
hudng goi dién nhu that. Hay nhd ban trg gitip tim viéc dong vai ngudi chil
st dung lao dong dé ban luyén néi qua dién thoai. C6 géng lam mot cach
that tu nhién nhat. DuGi day la cach lam.

e Tim t&n mdt chl s dung lao dong hay mdt phu tréch tuyén dung ma
ban dang dinh lién hé hi vé viéc lam.

e Nhd ban trg gilip tim viéc dong vai ngudi tra I6i dién thoai clia ban.

e Sau cudc dién thoai, nhd ngudi ban trg gitp tim viéc nhan xét vé cau
chuyén ban néi qua dién thoai va gop y cach cé thé noi t6t hon. Luyén
lai va 1ap di lap lai cho d&n khi ban cdm thdy khong con ngugng ngap gi
nia.

N&u ban 1a ngui khuyét tat, diéu do khong can tré ban lién hé véi chli st
dung lao dong qua dién thoai. Dudi day 1a mot s6 diém can dic biét luu V.

e N&u ban bi khi€m thinh hay giao tiép khd khin bang ngdn ngii va
khong dung dugc dién thoai thi hay nhd mot nguti ban hay mot
ngudi hiéu di&n dat clia ban goi dién thoai gitp. Nhé ring phéi giai
thich that r cho ngudi gitip ban rang ban mudn ho néi vé nang Iuc
va cac ki nang clia ban ciing nhu vé khuyét tat clia ban.

e Tim nhiing ngudi khuyét tat giéng ban hay cac t6 chic clia ngudi
khuy&t tat dé& hoi v kién hay nhd gidp dd, tuong trg. C6 nhiéu to
chiic ¢6 cac chuang trinh dic biét gitp ngudi khuyét tat tim viéc
lam.
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Tra 10i dién thoai

Khi di tim viéc, ban c6 thé dua sd dién thoai lién hé hodc dién thoai di dong
clia minh cho nhiing ngudi tuyén dung. N&u dé 1a s6 dién thoai cd nhan,
nén nhé phai ludn ludn nha nhan tra 16i cac cudc goi t6i. Néu ban dua sO
dién thoai clia gia dinh va nhu thé ngudi khdc nhu bd me hay anh chi em
trong nha cd thé tra I6i dién thoai, hdy bao cho ho biét ring c6 thé co ai do
goi dién vé viéc ban dang tim viéc va yéu ciu ho nhe nhang mém mong khi
tra 10i dién thoai.

Gap truc tiép cha st dung lao ddng

N&u ban dén gdp mot ngudi chl st dung lao dong ma khong xin hen trudc
thi hdy chudn bi tinh than s&n sang vé& moi thi, k& ¢ trudng hop ban khong
dugc moi qua clia I8 tan dé vao phong van. Hay dn méc gian di va trang
nha va cu xtf dang muc. Lich su va tu tin vao minh.

Du6i day 1a mot sd cach dé xin gdp ngudi sif dung lao dong.

e NE&u ban c6 tén ngudi can lién hé, hay yéu ciu dudc ndi chuyén
vGi ngudi d6. N&u khong, hdy yéu cdu gdp nhan vién phong to
chiic nhan sy néu 1a cong ty 16n, hay ngudi phu trach tuyén dung
nhu ngudi ch hay truGng phong néu la cong ty nho.

®  Chao hoi niém nG ngudi ban gap va ndi t&n ho néu ban biét ho.
Nén dung cac chiic danh hay cach xung hé phu hgp nhu 6ng, ba,
anh, chi.. tuy theo phong tuc vdn héa clia dia phudng ban.
(Chang han, 6 Thai Lan ngudi ta dung tf Khun trudc tén goi dé to
long kinh trong ngudi ddi thoai ca nam 1an nt.)




P& dugc tuyén dung
C&m nang hudéng dan ngudi khuyét tat tim viéc lam

Ty gii thiéu v& minh. Bat tay néu thay phu hgp, t6 long kinh
trong theo nghi thiic thong thudng & chd ban.

Trinh bay ly do ban mudn gdp. Néu ban ¢ ai dd gi6i thiéu thi hay
ndi tén ho nguti do.

Hay 1am theo chi dan clia ho (tlic 1a chd cho d&n khi ho mai ban
ngdi va ddt cau hdi vai ban).

N&u ¢ hoi lam viéc ¢6 sén va ngudi chi st dung lao ddng mudn
phdng van ban thi hdy sdn sang tién hanh.

N&u co hoi lam viéc chua cd, ban c6 thé hdi tham mdt s6 thong tin
(xem Bai tap 3.1). Ban cling c6 thé hoi xem liéu ban c6 thé dién
mot dan xin viéc va gi lai mot tiéu st tom tat, hay tim hiéu xem &
dau dang c6 thdng bao vé& nhu cau tuyén nhan vién, hdi ho xem
ban cd thé quay lai vao mot thdi gian nao do d& xem c6 co hdi viéc
lam mdi nao khdng, hay tham chi xem ngudi st dung lao dong c6
bigt ¢ chd lam nao tuong tu véi cac cong ty khac khdng.

Cam on ngudi tiép chuyén ban.

Dugi day 1a mot sd diéu luuy khéc.

Hay doc k¥ lai phan nay clia cudn Huéng dan va chuong “Phong
van tim viéc” trudc khi ban dinh di gap truc tiép dé xin viéc.

Nhé mang theo bit, gidy trdng va bd hd sa xin viéc day du.
T4t dién thoai di dong trong thdi gian cudc gép.
Khong nén hat thude hay nhai keo cao su.

N&n gili thai dg tich cuc va lich su ngay ca khi ban bij tif choi.
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.54.

e Hay nhd la khi di tim viéc ai cling cam thay bon chon bat an
trong nguai.

N&u ban la nguti khuyét tat, ban khong viéc gi phai ngai gap truc tiép chi
st dung lao dong. DuGi day la mot so diéu can luuy.

e Né&u ban bj khuyét tat vé thé chat khi&n ban di lai kh6 khan, ban
nén tim dudng |én tda nha, van phong hay cong ty trugc khi ban
xin dén gap truc ti€p chd sti dung lao dong.

e N&uban la ngudi khi€m thinh va can mot phién dich, hay thu xép
dé c6 ai d6 d&n gdp cung (nhu mdt ngudi ban, mot phién dich
lam viéc cho t6 chiic clia ngudi khuy#t tat).

e Tim gap nhiing ngudi c6 cling dang tat nhu ban, hdi y kién ho va
nha gidp do.

Khi nao nén nai vdi chi st dung lao dong vé khuyét tat ctia ban

NGi v6i chli st dung lao dong vé khuyét tat clia ban, ndi cach nao va ndi vao
thoi diém nao déu do ca nhan ban quyét dinh. Ban c6 thé xuat phét tir dic
diém khuy&t tat clia minh, Ui nhiing can nhéc lgi hai, tii nhiing gi ban biét vé
ngudi chil st dung lao dong va tii cach ban nghi vé viéc khuyét tat co anh
huGng gi d&n kha nang 1am viéc clia ban va dén viéc ban tim dugc viéc lam.

Du6i day Ia nhiing diéu can xem xét dé quy&t dinh, va mot s vi du vé viéc
ban c6 thé 1am gi va bao gid ban nén néi véi chl st dung lao dong.

*  Thong thudng, nhiing ngudi chll st dung lao dong mudn biét
ngudi dang xin viéc hay nhan vién dang 1am viéc ¢ khuyét tat gi
hay khong.
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Nhiing chuyén tutng tuong, cac cong thiic rap khudn va nhiing lo
ngai khong c6 co s& ¢d thé dan d&n mot s chi sl dung lao dong
ngan ngai trong viéc tuyén dung ngudi khuy&t tat. Mot s6 chli st
dung lao dong khac chi danh gia ngudi lao dong qua nang Iuc clia
ho ma thoi.

C6 nhiéu chd sl dung lao dong rat s&n long tuyén dung ngudi
khuyét tat. Néu ban biét ring mot chl sii dung lao dong nao do
da tao diéu kién cho mot sO ngudi khuyét tat, hay néu ban doc
trén quang cdo cd ghi ngudi khuyét tat duge khuyén khich du
tuyén, thi ban cd thé néi vé khuy&t tat clia ban véi chli st dung
lao dong d6. N&u 6 nudc s tai co dp dung qui dinh phan bd co-ta
tao viéc lam cho ngui khuyét tat thi cac chli st dung lao déng co
thé luu y tim tuyén cong nhan khuy#t tat.

NguGi phu trach nhan su hay nguGi gi6i thiéu ban véi nhiing
ngudi c6 trach nhiém tuyén dung c6 thé chinh 1a nhiing ngudi
dau tién noi véi chl st dung lao dong vé khuyét tat clia ban. Hay
dam bao rdng ho ¢6 thong tin chinh xac vé ban, vé trinh do ning
Iic cting nhu vé mic do khuyét tat clia ban.

Khong bao gid nén noi vé khuyét tat clia ban ngay tir dau ciu
chuyén véi chli sif dung lao dong, diéu lién quan dén cong viéc
nhiéu hon ¢4 12 1am sao d& ngudi chl s dung lao dong thay rd
nang luc trinh dd cla ban chii khong phai khiém khuyét thé chat
clia ban.

Mot khi d nai t6i khuy8t tat clia ban, hdy dé ngudi chll sif dung
lao dong thay ban sén long tra I6i nhiing cau hdi va quan ngai vé
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khuy@&t tat cing nhu vé anh huting t6i khd niang lam viéc cla ban.
Tot hon cd 1a ndi vé khuyét tat clia ban trong cudc gdp truc tiép,
nhu thé ngudi chd sif dung lao ddng co thé thay ban 1a ngudi co
nang luc va déng nghia véi viéc ban cd nhiéu co may dé ching to
ban than va tryc tiép xua tan nhiing nghi ngai clia chli sif dung
lao dong.

Vi du:

“Trudc khi gdp 6ng vao tudn sau, t6i mudn éng biét rang toi la
nguoi khiém thj. T6i rdt tin tudng rdng toi hoan toan cd thé dam
nhiém c6ng viéc, song téi rét sdn long ndi ro vdi 6ng veé thi luc
cua t6i trong Ian gdp vao tuén tdi.”

e MOt s6 ngudi lai mudn noi vé khuyét tat clia minh trudc khi phong
van dé tranh 1am ngudi chd sl dung lao ddng bi bat ngd, bat tién
hay cam thay nhu ngudi xin viéc che gidu vé khuyét tat clia minh.
Vigc nay c6 thé 1am bing cach viét trong thu, don xin viéc hay
qua trao ddi dién thoai.

e M0t sO ngudi lai mudn noi véi chl st dung lao dong vé su khiém
thi cla minh sau khi cugc hen du phong van dugc an dinh. Diéu
nay c6 thé gidm b6t co may dudc phong van vi ly do khuyét tat.
N&u can, ngudi di xin viéc cd thé hoi vé cach lam sao dé&n dugc
van phong vao thai diém nay, dic biét néu nhat thiét phai c6
cudc phong van.
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Viduy:

“Triidc khi hen gdp, t6i mudn ndi vdi dng rang toi 1a nguoi
khuyét tat phdi dung dén xe lan. Toi hoan toan tin rang téi cé
thé ddm nhiém cong viéc, nhung ti cdn biét c6 dudng cho xe
1&n di vao vdn phong ché 6ng khéng.”

e Hay tro chuy&n v6i nhiing ngudi khuyét tat khac xem ho xt 1y van
dé nay nhu thé& nao va ho chon thoi diém nao dé ndi véi chl sl
dung lao dong vé& khuy&t tat clia minh. Céc t6 chiic clia ngudi
khuy&t tat, cac van phong viéc 1am va céc t6 chic dich vu danh
cho ngudi khuyét tat thudng c6 nhan vién chuyén gilp ban
nhiing 16i khuy&n phu hgp véi diéu kién riéng cla dja phudng va
thi trudng lao dong. Céac chl sti dung lao dong da tuyén dung
ngudi khuyét tat cing c6 thé gitp ban phan nao.

Chuong tiép theo “Phdng van tim viéc” s& dé cap sau han vé cach x{ tri véi
cac cau hoi va su nghi ngai clia cac chi sif dung lao dong lién quan dén
khuy&t tat clia ban.



BAI TAP 6.5: XIN GAP TRUC TIEP CHU SU DUNG LAO DONG

Ban cn chudn bi tinh than dé lién hé tryc ti&p v6i chd st dung lao dong. D&
c6 thé sdn sang, nén nhd ngudi trg gidp tim viéc giap ban mot tay.

Tim ra chl st dung lao dong hay ngudi phu trach tuyén dung ma ban
quan tam.

N&u ban 1a ngudi khuyét tat, hdy quy&t dinh xem ban nén [am thé nao dé
ndi véi chii st dung lao dong vé tinh trang khuyét tat cia minh.

Tap dugt dong vai la ngudi gap cht sti dung lao dong (nhd ngudi trg gidp
tim viéc dong vai chii sii dung lao dong).

Tu danh gia vé cach xu tri clia ban va tap luyén cho dén khi ban cam
thdy cd thé hai long vé minh.

Péi vai dién dé ban c6 thé thay & vi tri chli sii dung lao dong s& ¢ cam
nhan gi.

Kiém tra trinh do

Mot s6 chli sif dung lao ddng c6 thé yéu cau ban thuc hién bai kiém tra va
coi day 1a mot phan clia phéng van. Bai kiém tra ¢ thé chi don gian vé ky

nang danh mdy, soan van ban, viét, st dung may vi tinh. Nhiing cong ty

I6n nhu cac tap doan da qudc gia co thé s& kiém tra vé hiéu biét, nang luc

va phdm chat ca nhan clia ban. Vi cac cong ty nhd hay mot s6 chl si

dung lao ddng thi néu thay can kiém tra thi chi 12 y&u cau don gian vé danh

may hay kiém tra chinh ta. Hay du kién d&n trudng hgp ban cn ¢ cong cu

hay diéu kién gi lién quan dé&n khuyét tat dé co thé lam bai kiém tra theo
y&u cau.
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N&u mot chd sif dung lao dong goi ban t6i lam bai kiém tra, hdy nhé béo véi
ho vé khuyét tat clia ban va néu ban s& can cd thém diéu kién gi, chdng han
can nhiéu thai gian 1am bai hon, hay can cd thiét bi hé trg gi.

CO thé bai ki€m tra s& lam ban sg nhat 1a 1an ddu phai lam. N&u ban mudn
tim viéc 1am 6 chd cac cong ty 16n da quéc gia, ban nén tap dugt 1am céac
bai kiém tra do tru6c. Xem chuong 9 “Céc trang web hiiu dung” clia cudn
Hu6ng dan nay vé cac trang web cd cac bai kiém tra truc mang dé ban tap
dugt mot s6 bai mau.

LN

Ban da hoc cach tim ra va tra 10i nhitng ngudi phu trach tuyén dung.

Gid 1a lic ban can biét mdt cudc phong van 1a nhu thé nao.
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Phong van Tim viéc lam

Nguoi qud khiém tén sé phdi chiu thiét thoi.
Ngan ng Ethiopia

T4t ca cac budc trong qua trinh tim viéc déu hung t6i viéc dugc phdng van
dé tuyén chon. Pugc phdng van ban s& ¢ co may dé chiing td v& minh véi
chli st dung lao dong va hiéu rd hon vé viéc lam. Trong chudng ndy, ban
Sé:

&  Hoc cach chudn bi cho budi phdng van xin viéc;

& Biét dugc mot budi phdng van nhin chung I nhu thé nao;

& Suy xét cach tra 16i cac cau hoi thong thudng cau hoi kho.

Chudn bj cho mdt budi phdng véan

Mot budi phdng van tuy&n chon c6 thé sé 1a rat trang nghiém hay rat ci
md, c6 thé ngdn hodc dai, d& hay khd. N&u dugc chudn bi ban cé thé tao
dudc &n tugng tot va gidap ban bt hdi hop, lo 1dng, bat ky do 13 loai phong
van nao. Dudi day 1a mot s& phuong phép chudn bi.

e  Chon quan 4o mac sao cho phu hgp va gilip ban cdm thay thodi
mai nhat Thong thuting ban nén chon b dep hon quan o mic
di lam hang ngay dé t6i budi phdng van. Khong can phai 1a mot
bo m6t hay méi mua, chi can sach sé va chin chu.
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Tim hiéu t6i da c4c thong tin vé viéc lam dang tuyén va vé chil
st dung lao dong trudc khi t6i budi phdng van.

Biét chinh xac dia diém phong van, cach di t6i do, tén ngudi s&
héi phdng van. Nén dén s6m trudc gio mot chit, diéu nay la
quan trong vi ban 1a ngudi khuyét tat nén sé kho cho ban néu
phai di vong véo tim nai phong van.

Soan sdn mot bd hd so tim viéc ddy du va tuom tat va mang
theo c& bt va so tay dé ghi chép.

Tat dién thoai di dong néu ban mang theo ngudi. Ban khong nén
cho phép minh bi phan tan trong thdi gian phdng van.

Chudn bi sdn sang dé giai thich minh c6 nhiing kha nang nao
dé dap (ng yéu cau cong viéc va trd I6i nhiing cau hoi dién hinh
clia mot budi phdng van. Hay tap dugt bing cach dong vai ngudi
dugc phong van véi ngudi trg gidp tim viéc clia minh.

Chudn bi tinh than d& néi véi ch st dung lao dong vé khuyét tat
clia ban mgt cach tich cuc, néu ban nghf 1a s& noi véi ho.

Chuén bi d& ban ludn véi chli sii dung lao dong vé& nhiing diéu
kién cdn bd tri hay nhiing cong cu ban c6 thé cin dén dé lam
viéc néu cong viéc doi hoi.

Chudn bi s&n nhiing cau hdi ban mudn chd st dung lao dong tra
IGi ban.
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e Né&u ban khong thé d&n phong van dugc, thi hay lién hé lai véi
chd s dung lao ddng ngay khi ban c6 thé thu x&p dudc, song
nén hét siic tranh dé xay ra tri phi khéng con cach nao khéc.

Qua trinh phdng van tuyén dung

Mot budi phdng van cling bt dau giéng nhu mot cude noi chuyén qua dién
thoai hay cudc gap truc tiép chi sif dung lao dong. (Ban cd thé xem lai
Chuong 6 "Tim thong tin va Tra 10i co hdi viéc lam".)

Du6i day Ia cac budc ti&n hanh mot budi phdng van.

®  (Chao hdi ngudi chi st dung lao dong, nhé chao bang tén va néu
chua biét tén thi chon cach chao lich su.

e Ty gi6i thiéu ban thdn mot cach ro rang. Bat tay hodc 1am nghi
thiic chao hoi theo phong tuc dia phuong.

e N6ird ban d&n dé duoc phdng van va n6i rd cong viéc ban mudn
dugc chon vao lam. Néu cd ai do gidi thigu ban thi hdy ndi tén
ngudi do véi ngudi phong van.

Vi du:

"Xin chao ba Hattori. Toi la Shin Shisaki, t6i tdi d& dugc phdng
vdn cho chic danh nhan vién diéu hanh mdy. Téi dugc 6ng
Gito gidi thiéu tdi day."

e  (Chg dén khi dudc tra 16i hay dugc mai ngdi trudc khi ngdi xudng
ghé.
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Ngudi chd sif dung lao dong c6 thé bat dau budi phong van bing cac cau
hoi 1am quen than thién (nhu ban & dau, thdi tiét, v.v.) hodc cling c6 thé di
thang vao chuyén viéc 1am. Khi bt ddu phong van, hdy nghe chli sif dung
lao dong ndi va dit cac cau hoi véi ban vé nang Iuc va trinh do cla ban.

Poi khi, nhat 12 6 cac cong ty 16n hay doi v6i mot so loai viéc lam, ban co
thé dugc ca mot nhém ngudi phdng van, ngudi ta goi d6 1a Ban tuyén chon.
Nhiing ngudi nay cd thé 1a dai dién cho cac phong ban khac nhau clia cong
ty ma ban s& phai hop tac trong cong viéc néu dugc tuyén chon. Ho cd thé
dat cho ban nhiing cau hoi cung loai nhu mdt chi st dung lao dong thuing
héi. Song ho cling ¢6 thé ddt nhiing cAu héi riéng nhu lam thé nao dé ho
phdi hgp véi ban trong cdng vigc hay hoi vé nhiing viéc ho chd dgi ban sé
lam. Ch6 ngai ngung khi thay c6 nhiéu ngudi ngdi trong phong dé phong
van ban; hay tu gidi thiu v& minh mot cach nhat quan vdi tat cd moi ngudi.

Dudi ddy la nhiing diéu can luu y khac khi dugc phdng van.

e N&u can ban c6 thé yéu cau lam rd nhiing gi da dugc n6i hodc
lam rd vé nhiém vu phai lam. Chang han: "Anh/chi cd thé cho
biét cdng ty ta st dung nhiing loai mdy mdc gi?" hodc "Nhing
phan mém nao dugc ding cho ké'todn?"

Hay chd cho dén khi ngudi chli stf dung lao dong ngling ndi vé viéc lam hay
hoi ban trugc khi ban hoi lai vé gid lam viéc, luong va thuGng. Tot nhat nén
dé d&n cudi budi phdng van hay ndi vé ludng, thubng; ban khdng nén t6 ra
la nguoi qua quan tdm dén tién bac.

e Neéu ban la nguoi khuyét tat hay c6 mot nguyén vong riéng (nhu
lam viéc & tAng trét hay can c6 mot loai thiét bi chuyén dung
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nao do), hay trao ddi thang than véi ho sau khi ban da trinh bay
day d0 vé trinh do nghiép vu clia minh, bdi vi ching lién quan
tryc ti€p t6i cong viéc ban s& lam. Mot s6 ngudi dgi dén khi dugc
tuyén va giao viéc mdi dé dat vi ho khong mudn nhiing nhu cau
rieng clia c& nhan ho c6 thé anh hudng t6i co hdi dudc tuyén
dung. Cho di ban quyét dinh nhu thé nao, khdng nén doi hoi
nhiéu hon nhiing gi can thiét dé ban c6 thé thuc hién cong viéc.

e  Cudi budi phdng van, hdy hoi bao gid ban cd thé biét két qua
tuyén dung va ban sé dugc thong béo nhu thé nao. P& nghi xem
ban co thé goi dién thoai hdi hay ghé qua dé biét két qua. Sau
cung can c&m on ngudi phéng van ban va khdng dinh lai mong
mudn clia ban dugc tuy&n chon trudc khi chao ra vé.

Sau budi phdng van ban c6 thé glii mot thu cdm on ngdn. C6 thé chi don
gian 1a gt mot email hay viét mot buic thiép hay mot vai dong gli cho nguoi
phdng van hay nhém ngudi tham gia phdng van ban. Co thé, viéc gli mot
bic thiép hay vai dong thu ngan khdng phai 1a théng 18 6 nudc ban, song
nhiing viéc nhd nhu thé co thé cho thay ban khac biét véi moi ngudi va co
thé giap 1am cho hd sa xin viéc clia ban dugc ngudi chi st dung lao dong
tuong lai xem xét moét cach thudn Igi hon.

Cau hdi phdng van

C6 mot so cau hdi chli s dung lao dong cd thé néu. Mot sb lien quan dén
c4c su viéc cu thé, vé kj nang, trinh dd clia ban, cong viéc ban tling lam
trudc day. Mot s6 cau hoi khac trong phdng van lai nhdm dé biét xem ban
s& van dung cac ki nang clia minh vao cong viéc dang tuyén nhu thé nao,
cling nhu cach (ing xt clia ban trong mot so tinh hudng nao do.
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Khi chudn bi, ban cdn nghi xem loai cau hdi ndo chll sl dung lao dong co
thé hoi va ban s& phai tra [6i nhu thé nao. Cudn huéng dan nay ¢ cho mot
s0 cau hdi phdng van, song ban ciing c6 thé héi ban bé, gia dinh, nhiing
ngudi quan Iy hay cc chuyén gia clia cac t6 chic ngudi khuyét tat hay cac
van phong tuyén dung vé nhiing cau hdi dién hinh cho mot bui phdng van
clia mot doanh nghiép thudc linh viic ma ban dang mudn tim viéc lam.

M@t vai cach tra 16i cac cau hoi phdng van thudng gip
1. “Anh/chi hdy tu gidi thiéu vé ban than.”

P& tra I6i cau hoi nay, ban can ndi ngdn gon nhung ddy dd vé hoc van
va trinh do clia ban dé dam bao thuic hién tot cong viéc dang du tuyén,
néu them ca nhiing chi tiét v& ban than cd thé lién quan dén cong viéc
d6 nhu cac hoat dong tinh nguyén, sé thich ca nhan.

2. “Tai sao anh/chi mudn lam viéc & ché ching t6i?”

Ban nén chudn bi trudc dé tra I6i cau hdi ndy bdng cach tim hiéu vé
cong ty hay doanh nghiép ciing nhu vé viéc 1am ban dang du tuyén
triGc khi t6i budi phdng van. Ban c6 thé tra 16i bing cach giéi thich tai
sao han mudn 1am cho cong ty va nhdn manh kinh nghiém lam viéc
tich Ity dugc cha ban lién quan dén vj tri cdng viéc do hay dén linh vuc
hoat dong clia cong ty.

Chang han, néu ban d&n dé dugc phong van cho mdt vi tri ban hang
clia mot cong ty 16n, ban c6 thé noi: “Khi con 12 sinh vién & truong Dai
hoc, t6i da lam viéc cho mét ctia hang ban dién thoai di dong. Toi
that su thich cong viéc nay va qua do thdy rdng téi ciing c¢d khd ndng
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giao tiép t6t vdi moi nguoi va ban dugc khd nhiéu. Toi mudn dugc
tiép tuc vdi cong viéc ban hang hay tiép thi va ti ciing biét ring cong
ty minh c6 k& hoach dao tao nhan vién rat bai ban. Téi tin rang néu
dugc lam viéc & day ti cd thé gop phan céng hién cho cong ty va
ddng thdi ciing ndng cao ndng luc cda ban than.”

“Trudc ddy anh/chi lam viée gi?”

D& tra I6i cau hoi nay ban can van dung cach néi véi nhiing tir ngi tich
cuc dé miéu t& cac cong viéc va trach nhiém chl yéu ban da dam
nhiém. Hay néu nhiing vi du cu thé c6 that vé cong viéc va trach
nhiém. Tap trung ndi vé két qua chir khong diing & néu tén cong viéc.
Chang han: “Téi Ia Trg ly k& todn va chiu trdch nhiém vé moi céng
viéc k& todn co ban va sd sdch ching tii. Trong thdi gian lam viéc tai
dd, t6i da to chuic lai toan bg cong téc hé sd luu khdng chi nhiing hé
SO trén gidy ma cd trén mdy vi tinh, nho dé méi khi cén tra cdu, tim
hé so rat thudn Igi va dé dang, khéng mat nhiéu thoi gian.”

“Da cd bao gid anh/chi bi cho nghi viéc? Tai sao?”

N&u ban d3 tling bi cho nghi viéc, nén tra 16i trung thuc. Ngudi chi sk
dung lao dong sé rat dé biét dugc ban cd ndi doi hay khdng. Hay coi do
la mdt bai hoc kinh nghiém tot. Hay k& ban da rdt ra duoc kinh
nghiém gi va ban da x{i tri nhu thé ndo, da khac phuc nhiing diém yéu
da din dén viéc ban bi cho nghi viéc ra sao. Vi du: “J ché t6i lam Idn
truide, t6i dugc yéu cdu théi viée vi lic dé nang luc cda téi con chua
duigc t6t 1dm. Sau do, téi dd di hoc thém vai khda ndng cao trinh dg
kétodn va nhu 6ng cd thé doc trong ho sd cda tdi, toi da dat loai kh,
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va tdi gio toi da sdn sang dé dap ng t6t duigc yéu cdu céng viéc. Toi
ciing da rut ra duge mét bai hoc quan trong la néu téi chua biét lam
mat viéc gi dé thi nén héi va nhd dugc gitip do.”

“Anh/chi c6 van dé gi vé suc khde khong?”

G mét s6 nudc, chll st dung lao dong s& pham luat néu hdi ban co phai
ngudi khuyét tat khong. Néu 6 nudc ban ciing nhu vay thi ban sé khong
phai trd 1i cau hoi nay. Tuy nhién, ban c6 thé chon cach néi nhu sau:
“T6i khéng cd van dé gi vé suc khde hay mdc khuyét tat nao cd thé
anh hudng dén kha nang dam nhiém cong viéc nay.” (Néu thyc té
ddng 1a nhu vay!)

N&u ban 1a ngudi khiém thi, ban nén giai thich mot cach tich cuc nhat
v6i ngudi tuyén dung vé khuyét tat clia minh va cho ho thay ban lam
th& nao dé hoan thanh t6t cong viéc. Nén nhé ring stic khde va khuyét
tat 1a hai chuyén khac nhau. Phan I6n nhiing ngudi khuyét tat co stic
khoe tot mac du ho co khuyét tat. Thi du: “Ong cd thé thdy toi cd tat di
khap khiéng. T6i mang mot chan gid. Tuy véy, toi biét chdc t6i cd thé
lam viéc tai tram khi gas nay. T6i thudng tu sua Iy xe hoi méi khi
truc trdc va con gitip ban bé hay gia dinh stia xe cta ho nifa.”

“Anh/chi cd diéu gi can héi ching toi khdng?”

Cudi budi phdng van, ngudi chd sii dung lao dong c6 thé hoi ban cd
can hoi gi khong. D6 chinh 12 lic thuan lgi d& hai vé tién luong, thu lao
hay céc ch& dg, dao tao va céac ca hdi phat trién khac tai cong ty, ban
cling c6 thé hoi vé viéc sl dung cac thit bi chuyén dung, hay mot
phan mém dac biét nao do tai cong ty. Thi du: “Téi rat mong dugc
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nhén vao lam viéc tai ddy. Ong cd thé cho biét vé muc luiong, thudng
va cdc ché dd ap dung doi vdi nhan vién nhu thé nao?”

DuGi day Ia mot s diém can dic biét luu v khi di phdng van

NEN KHONG NEN
e Chim chii 1dng nghe; * Nhai keo cao su, hit thudc,
deo trang stic hay mic do loe
e Y&u cdu nhdc lai cau hoi néu ban logt ¢6 thé gay 4&n tuong
chua hiéu o y: khong tét:

o Hay dé thai gian suy nght trudc * Hoi vé tién luong va cac ché
khi tra 16i cau hoi; dd thi lao qua sém ngay tu

o . d4u budi phdng van;
e NOi r0o rang, ranh mach dé nguGi

ddi thoai nghe rd ban; e Cd tinh gay cho ngudi phdng
van phai thuong x6t ban vi

e NhG tit dién thoai di dong khi vao . = .
ban la nguGi khuyét tat.

phong van;

e NEu nhiing vi du cu thé c6 that tu
trong cudc séng clia ban dé minh
hoa cho céu tra 10i.
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Hay nhan manh nhiing diém tich cuc ngay ca khi khong dé
lam diéu nay

D6i v6i mot s6 nén van hoa, dac biét 6 chau A, moi ngudi thudng dugc day
rang phai khiém ton. Tuy nhién, khi di phdng van tim viéc, sé 1a quan trong
néu ban biét ndi mot cach tich cuc vé ban than.

Ban cin nhan manh vé& nang luc, trinh do ctia minh chir khdng phai ban
khong biét 1am cai gi, khong hiéu diéu gi. Kinh nghiém vé nhiing chuyén
khong hay trudc day co thé tao co hoi dé ban néi tich cuc v& minh lic nay.
N&u truGc day ban pham 18i, nhu vi pham qui dinh, thi cach slia chifa sai
lam t6t nhat 1a thifa nhan nd, gidi thich rang ban da hoc dugc gi qua sai 1am
do va diéu quan trong 1a nhan manh rdng bay git ban di c6 kinh nghiém
t6t hon dé sén sang lam viéc. Néu lic truéc ban c6 mot so van dé anh
huGng dén cong viéc, nhu chuyén gia dinh, chuyén tinh cdm hay chuyén
lam dung vat chat, ban can n6i rd rang bay gid nhiing chuyén do da khong
con la van dé va néi thém nhiing diéu tich cuc vé ban than ban.

DuGi day 1a mot s6 cach x{ tri tru6c cac cau hoi phong van hic bla hay
nhiing quan ngai clia ngudi chli st dung lao dong lién quan dén trinh do hay
nang luc ddm nhiém cdng viéc clia ban.

e Hay trung thuc, co thai do tich cuc va gay gon (khéng noi ruém
ra vé nhiing han ché), thifa nhan nhiing han ché clia minh va
nh&n manh nhiing uu diém cla ban.
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Viduy:

“Chua, toi chua bao gid di lam, nhung khi con & trudng hoc, téi da dugc
hoc co ban va biét nhiing diéu théng thudng, téi ciing d& phu trdch mot
SO viéc va da lam tét cong viéc.”

“Mdc du trude ddy toi chua di lam, nhung t6i hiéu réng diéu quan trong 13
phéi Iam sao d& moi ngudi tin cdy minh va phai chdm chi trong céng viéc.
T6i nghT Ia t6i sé lam tt nhat theo kha nang ctia minh.”

e Néumét trudng hop tiéu cuc dé néi tich cuc vé ban

Viduy:

“Mdc du cla hang cua t6i khéng dugc thanh céng cho 1dm, toi da biét
dugc gid tri ctia viéc cd mot doi ngii nhédn vién tin cdy va toi sé lam tot
cong viéc cho 6ng. Toi dd dudc dao tao va ¢d di trinh do dé ddm nhiém
c6ng viéc ndy va mong mudn dugc Iam viéc cho mét céng ty dang co
nhiéu hia hen phdt trién nhu céng ty ctia éng.”

“Vang, trudc ddy téi di d€ mat cong viéc dau tién khi mdi di lam. Lic dd
t6i con tré va con chua hiéu hét y nghia quan trong cta viéc cé cong an
viée lam. T6i da hoc dugc nhiéu diéu to nhiing viéc xdy ra va téi trd nén
hiéu biét hon. Téi sé chdm chi lam viéc dé dugc ching té minh.”

®  Hay giai dap nhling nghi ngai clia chl st dung lao dong mot
cach tich cuc.
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Viduy:

“Tuy t6i chua hoc hét phd thong, t6i cd thé doc t6t va tinh todn nhanh. Toi
tin réng t6i hoan toan cd thé doc hiéu va kiém tra cac Iénh gui hang.”

e Ne&u ban khdng c6 nhiing kj nang nao do thi hay nhdn manh vé
nang Iuc 1am viéc clia ban va, néu thay phu hgp, vé thai do tich
cuic hoc hoi clia ban.

Vi du:

“Téi doc khd tot cdc sdch huidng dan. Téi dd tu hoc dé cd thé sd dung
nhiéu phdn mém khac nhau. Mac du t6i phdn mém dac biét ndy téi chua
biét dung, toi rat mong dugc tim hiéu phai dung né nhu thé nao. Toi la
nguai kha sang da va hoc nhanh.”

“T6i dang theo hoc thém mét I6p budi t6i dé nang cao ky ndng doc va
viét. Sau khi tim hiéu vé cdc nhiém vu can lam, téi tin ring hién toi da co
di cdc ki ndang can thiét d€ ddm nhiém cong viéc ndy. Toi sé Ia mot nhan
vién tot d cong ty 6ng.”

X{ tri van dé lién quan dén khuyét tat va dac diém riéng

Nhiéu chli sif dung lao dong cam thdy khong thodi mai khi ndi vé khuyét
tat. N&u ban 12 ngudi khi€m thi hay c6 mot khuyét tat khac co thé anh
hubing t6i viéc ban thuc hién cong viéc, ban nén ndi vé van dé do trong budi
phdng van hodc tham chi tur trudc d6. Khong nén chd dé ngudi chl sti dung
lao dong phai hoi. Mot khi ban mao dau, ngudi chii sif dung lao dong thuting
s@ dat cdu hdi va ndi ra nhiing diéu ho quan ngai.
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Can coi trong viéc giai dap cac quan ngai clia chl st dung lao dong. Ban sé
khong mudn b I8 mot ca hdi viéc lam chi vi chli st dung lao dong cho riing
ban khong dam nhiém dugc cong viéc, hay vi cé nhiing cau hdi ma ho cam
thay bat tién phai ban tdi.

Du6i day 1a mot s6 meo dé dé cap t6i van dé khuyét tt.

Hay nhdc t6i khuy&t tat cla ban mot cach tu nhién va tich cuc.

Gidp chl st dung lao dong sang to hon vé khuyét tat va co lam
tiéu tan nhiing dinh kién hay ndi e ngai théng thudng.

Nhan manh kha nang dam bao cong viéc clia ban.

Hay ludng trudc cadc mdi e ngai clia chi st dung lao dong va néu
van dé ra trudc.

M0t O vi du:

“Toi biét rang doi khi ngudi ta hay e ngai giao viéc cho ngudi
khuyét tat. Liéu 6ng cd bdn khodn gi vé viéc t6i 1a ngudi khuyét
tat khong? Toi rat san long tra 107 cdc cdu hoi.”

“Vi toi phéi ngdi xe In, ¢d thé dng e ngai rang toi lam thé nao dé di
lam hang ngay. Toi da tu trang bi cho minh mot xe mdy ba banh
va chiéc xe Iin clia toi dé & ding sau. Toi s& khdng gdp kho khan
gi d€ tdi day lam viéc, ciing nhu d€ di chuyén trong nha méy.”

“Vi i 1a nguidi khiém thi, ¢d thé dng e ngai rdng lam sao toi co
thé lam viéc dugc. Thuc ra toi d4 dugc dao tao tai Trung tam
phuc hoi chiic nang va biét 1am viéc vai loai thiét bi nay. Toi co
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th€ lam cho 6ng thay dugc khong?” (va sau do) “Vay dng con e
ngai gi vé khuyét tat cda téi niia khong, lic dé 6ng cd thé ty dua
ra quyét dinh?”.

“Mdc du t6i khéng di chuyén trén déi chdn dugc nhiing toi van
han tot. Toi cd thé chuyén tir xe Idn sang ngdi ghé va lam viéc
trén mot ghé bang thap. Trong thoi gian hoc khéa dao tao, toi
lam viéc khdn truang va chinh xdc khéng khac gi nhiing nguoi
cung Idp khdng bi khuyét tat.”

“0 ché t6i lam liic trude, hang ngay gidm doc cii cia ti viét vin
tit nhiing viéc phdi stia chiia, t6i chi can nhin méi éng &y t6i
ciing da biét dugc phai lam gi.”

“Nhiéu nguoi ctf cho rang nhiing ngudi bi khiém thinh thi khéng
biét doc va viét. Toéi cd thé doc va viét chdng kém gi nhiing
nguoi da tot nghiép phd théng.”

“C6 thé toi can nhiéu thoi gian han so vdi nhiing ngudi binh
thuong khdc dé hoc lam viéc ndy, nhung mot khi da hoc dugc
roi thi toi khéng bao gid quén. Pugc cdi t6i 1a ngudi lam viée
can cu, siéng ndng.”

“T6i biét rang nhin bé ngoai tdi cd thé khdng dugc khde manh
Idm, song trong céng viéc téi lam trudc ddy, két qud téi lam lai
t6t hon nhiéu ngudi khdc, va sudt thdi gian lam viée t6i chi phai
nghi 6m cd hai ngay do bi cim.”

Ban ciing cd thé xi ly cdc ddc diém khdc biét khdc, nhu lién
quan dén tudi tac, hay gidi tinh, theo cdch tuong tu & trén.
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Mot s& vi du vé gidi tinh va tudi tac:

e “T6i nhan thay rang da s6 cdc cong nhan déu Ia nam gidi. Ong
cO thé ngai rang dan ba nhu téi thi lam sao tru lu & nha méy.
Trong cong vige toi lam trude déy, ti 1a nguoi phu nif duy nhat
diing mdy va t6i phoi hop rét tot vdi tat ca moi nguoi.”

e “Téi cling biét I3 toi nhiéu tudi hon hdu hét cdc nhan vién lam
viéc nay, song toi hoa hop rét tét véi moi ngudi G cdc Iiia tudi
khdc nhau. Nho vao kinh nghiém cd dudc trudc ddy, ti cd thé
hoc lam viéc nay rdt nhanh. T6i d4 c6 nhiéu ndm lam viéc va t6i
biét nhu thé nao la lam viée tot.”

N&n ndi nhu thé nao vdi chi st dung lao ddng vé cac yéu cau
riéng ctia ban

Moi cong nhan déu cin mdt chd lam viéc va céc cong cu dé 1am viéc hiéu
qua. La ngudi khuy#&t tat ban co thé can phai co mot chd lam viéc hay dung
cu hai khac mot chat. Nhiing y&u cdu nhu thé dudgc goi | bd tri diéu chinh
phi hgp. Viéc bé tri co thé lién quan d&n mdt cong cu lam viéc, mot dién
tich chd lam hay ban ghé trang bi dugc thay déi khac di (nhu gh#& bing dai
thdp ching han), hay mot lich 1am viéc linh hoat. Ddi khi, cAn dao tao thém
hay ap dung mot cach giao ti€p khac. Khi phong van chinh 1a thoi gian
thuan Igi nhat dé ban thuy&t phuc chd st dung lao dong vé nhiing yéu cau
nay clia ban, cling nhu dé gidi thich vé viéc ban khong can phai cé cong cu
dic biét hay chd lam viéc dic biét nao.

Cac nghién ciu trén thé gidi cho thdy hau hét ngudi khuyét tat khong can
dé&n nhiing diéu kién thay ddi hay bd tri dc biét ndo ma van lam viéc hiéu
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qua, tuy nhién mot so nguoi lai thuc su can. Nhiéu chl st dung lao dong
dinh ninh rAing mdt ngudi khuy@t tat sé can dén nhiing trang thiét bi hd trg
d4t tién hay can mot chd 1am viéc dugc b tri khac. Diéu ndy cd nghia Ia
ban can lam cho chd s dung lao ddng hiéu khi phdng van ban vé khuyét
tat clia ban va vé nhiing yéu cdu ma ban c6 thé can hodc khong can dudc
dap tng.

Mt so vi du:

“Nhu 6ng thdy day, t6i dung xe Ian dé€ di lai. Song khi lam viéc, toi thuong
chuyén sang ngdi trén mot ghé théng thudng va lam viéc thodi mdi tai
ban lam viéc. d cong ty ndy toi thdy cé mot thang mdy di Ién t hdm dé
xe, nhui thé t6i cd thé dung xe ba bdnh di lam, tdi noi thi chuyén sang xe
I&n dé di 1én phong lam viéc.”

“Mdc du toi phdi ding nang dé di, nhung viéc dé khéng dnh hudng gi dén
cong viéc. Toi van cd thé 1én xudng thang géc va di quanh ctia hang mot
cach dé dang.”

G mot s nuc co qui dinh ring cac chil sif dung lao dong can c6 nhiing b
tri phu hop tai noi 1am viéc dé tao diéu kién cho nhiing ngudi khuyét tat co
thé 1am viéc hiéu qud. Cac chi st dung lao dong cling ¢6 thé dugc trg gilp
vé kinh phi hay nhiing yéu cdu khéc d& ho dam bao cac diéu kién bo tri nhu
trén.

Nén yéu cau dugc b tri chd 1am viéc phi hgp nhu thé nao

DuGi day 1a mot s6 meo nho gilip ban dé dat yéu cau dugc bd tri chd lam
viéc.
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e  (idi thich vé y8u c4u riéng clia minh mot cach ro rang va don
gian nhat, co thé néu vi du v& cach bd tri clia ngudi chd st dung
lao dong trudc day hay cach ban lam ¢ nha minh.

e N&u cich b tri cling co thé dp dung dudc cho cdc nhan vién
khac thi hay chi r, vi du mot I6i di/hanh lang rong han s& tot hon
cho tat c& moi ngudi.

®  Hay gidi thich d& chd sl dung lao dong hiéu rd yéu ciu va cd
gang x6a bd nhiing thanh kién hay nghi ngai thudng co.

* Hay nhan manh kha nang dam dudng cong viéc clia ban.

e Hay ludng trudc cac ban khodn clia chli sif dung lao dong va néu
chiing ra. Vi du, chli sii dung lao dong cd thé e ngai vé gia clia
cac trang thiét bi.

Duti day la mot sd goi v va vi du vé cach néu yéu ciu dugc bd tri trang thiét
bi v6i ch st dung lao dong.

e Ngudi tim viéc: "Ong cd thé ngai khéng biét toi c6 st dung néi
mdy théu trong nha mdy khéng. Toi da tung st dung mét cdch
binh thudng cdc may may cong nghé d trung tdm day nghé. Néu
dng chua hoan toan yén tam, ti cd thé di tham phan xuéng may
clia nha mdy dé bdo chinh xdc cho 6ng biét t6i c6 can thém gi
niia khéng."

e Ngudi tim viéc khi€m thinh: "Ong c6 thé lo 1am th& nao toi c6 thé
giao tiép vGi nhiing cdng nhan khac va cac giam sat vién. Toi biét
doc va biét viét nén toi dung cach do dé trao déi véi moi ngudi.”
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Ngudi tim viéc: "Toi khong cdn gi dic biét dé& cd thé lam viéc
binh thutng, ngoai trlr mot yéu cau la nha vé sinh can co bé xi
bét va néu cd mot thanh vin thi tot vi nhu thé toi ¢ thé dé dang
chuyén tl xe 1dn sang bé xi. Khdng biét cong ty cd nha vé sinh
nhu vay khong? Ngoai ra ciia ra vao cling can rong di dé xe 1an
di chuyén.”

Ch st dung lao dong: "C4, chd ching toi nha vé sinh déu dung
loai xi bét, va cling ¢ mot nha vé sinh clia kha rong.”

Ngudi tim viéc: "N&u c6 thé [&p thém mot thanh vin thi toi c6 thé
dua 6ng dia chi mot noi san xuat va I4p dit theo ding tiéu chudn
xay dung qui dinh, gia 14p mot bd chi khoang 500.000 ddng."

Va duGi day 12 mot so ggi y v& cach gidi dap vé trang thiét bi ho trg ngudi

khuy&t tat.

"Vi t6i bi khiém thi, t6i cAn mot phdn mém chuyén dung dé st
dung mdy vi tinh. Nhung phdn mém ndy dugc Hoi nguoi Mi
phat mién phi va ti cd thé xin mét ban sao. Néu duoc nhan vao
lam viéc tai ddy t6i sé kiém phdn mém nay va mang dén tu I3p
vao mdy dé si dung."

“T6i chi con mot tay song téi da hoc ddnh mdy trén mdy vi tinh
théng thudng. Toi cing dung dugc cdc dién thoai théng
thudng; tuy nhién sé dé cho t6i hon néu cd thém bo ong tai
nghe vi khi cdn ghi chép t6i ¢d thé dé dang viét lai cac 167 nhan.
Céc bg 6ng tai nghe ndy khéng ddng gid bao nhigu."




BAI TAP 7.1: TAP DONG VAI PHONG VAN TiM VIEC

Céch t6t nhat dé hoc céch x{ tri trudc nhiing cau hoi thng thudng va
nhiing cdu hoi kho 1a tdp dong vai phong van va tap véi cang nhiéu loai
phong van cang tot. Dudi day 1a cach tap.

e Chon mot viéc 1am ma ban quan tdm dudc ddng quang cdo trén béo,
mang internet hay mot ngudn nao do.

» Nh@ ngui ban trg gitip tim viéc dong vai chli st dung lao dong.

o Mic dd giong nhu ban thic sy di t6i mdt budi phdng van tuyén dung.
N&u c6 thé chon mot dia diém gan giéng v6i noi phong van that su.

* Tién hanh tap dugt dua trén mot sd cau hdi nhu ggi y trong cudn cdm
nang nay hay véi mot s6 cau hdi ma ban nghi minh ¢ thé duoc hoi.

e Tap nghiém chinh toan b budi phdng van va nhd ngudi trg gidp thay
ddi cach thiic hoi ban trong tiing vai mot. Mot s6 ngudi phong van rat
gioi, s khac lai co vé nhu khong quan tdm Idm hay ¢6 vé nhu dang ban
ron. Nén tao ra nhiéu tinh huéng khac nhau dé ban c thé tap cach tra
|6i phong van vai nhiing nguoi khac nhau mot cach viing tin.

 Nhin nhan lai nhiing diém manh va diém y&u ban thé hién trong céc
cudc tap phong van nhu vay.

Tap lai cc vai va 1am sao dé tién bo 1&n. N&u ban hay ngudi quen ban c6
mady quay video, hdy quay budi tap d& ban cd thé xem lai sau dd va tu minh
danh gia minh d3 lam tot hay chua.
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Tién hanh t6 chirc
cac hoat dong tim viéc

Nhitng gi cé thé lam va mo wdc lam duoe, hay bet dau.
Long diing cdm bham chita cd thién tai, quyén ndng va Ry diéu.
Haiy bt dau ngay.

Goethe, nha tho Buc

Gi¢ ban da biét can phai lam gi dé tim dugc viéc. N&u ban lam hét cac bai
tap trong cudn cdm nang nay, tiic 1a ban da bt dau cong cudc tim viéc.
Trong phan nay clia cudn sach ban sé:

e Hoc c4ch 1am th& nao dé tién hanh t6 chiic cac hoat dong tim
Viéc;

e Hoc cach nudi dudng hy vong néu ban chua dat dudgc muc dich.



BAI TAP 8.1: TO CHUC TiM VIEC LAM

Bai tAp cui cung nay 1a vé céch t6 chic tim viéc. DuGi day 1a cach dé nhat.

Chon khu vuc dia Iy ma ban mudn lam viéc 6 do.

Si dung c&c ngudn thong tin néu trong céc Chuong 3 va 6 dé tim co hoi
viéc 1am va cac ch st dung lao dong, ngudi phu trach tuyén dung phu
hop v6i muc tiéu viéc lam cda ban.

Bat dau viét thu, goi dién lién hé, d&n gap cac ch sli dung lao dong.
Pat muc tiéu phai lién hé mot s6 nai nhat dinh nao do trong tuan.

S dung Phiéu Lién hé Chd sti dung Lao dong ¢6 & cudi cudn huéng dan
nay dé theo di nhiing nai ban da lién hé ciing nhu & lién hé.

Ghi nhat ky hodc lich tim viéc v6i nhiing gi ban can lam cho tling ngay
mot.

Khong dugc nga long!

Nudi dwGng hy vong

Hau hét moi nguti déu phai lién hé v6i nhiéu nai va ndp nhiéu hd so
cho nhiéu chd lam khac nhau trudc khi dugc tuyén dung. Viéc tim kiém
viéc 1am cd thé 1am ban chan nan, tuy nhién dé dat dugc muc tiéu dé
cho nguti khac phai cha y t6i minh, ban can phai lac quan.

DuGi day 1a mot s6 cach dé gili tinh than lac quan khi di tim viéc.

e Ty chlic miing ban than mai khi thanh cdng du chi 1 nhiing

thanh cong nho nho.
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e Tro chuyén véi nguGi trg gidp tim viéc, ban be, nhiing ngudi
trong gia dinh hay v6i mot nha tu van vé nhiing gi ban da thi
lam va vé nhiing diéu khong mang lai két qua.

e Cung vGi ban trg giGp tim viéc xem lai hd so tim viéc dé xem c6
thé bd sung gi cho tot I&n.

e Lam mot diéu gi d6 dé& ban cdm thay phan khéi.

e  Tro chuyén véi mot ngudi luc truGe cting di tim viéc va da thanh
cong.

e N&uban da duoc phdng van ma khong dugc tuyén, hay lién hé lai
v6i chl sl dung lao dong va yéu cau dugc hdi am dé rat kinh
nghiém cho nhiing Ian sau.

e  Gung nhiing ngudi dang tim viéc khac ap ra mot nhom va gidp
dd 1an nhau.

Thay ddi ké hoach va tiép tuc tién budc

N&u ban khong thanh cong nhanh nhu mong dgi, nén thay déi k& hoach
hodc xem lai muc tiéu dé ra. Cho d ¢6 lam gi, thi cling dling bao gio nan
long.

Ngay ca khi ban d3 dat k&t qua, da dugc tuyén vao lam viéc, thi van tiép tuc
phai hoc hoi. P& gilt dudc viéc 1am s& can thém nhiing k§ ning khac nifa.
Hay xem lai nhiing diém tich cuc trong Chuong 2 dé gitip minh 6n dinh lau
vGi viéc lam da dugc nhan. Bling quén ludn ludn phai trau doi thém k¥ nang
va tién b khi da co dugc viéc lam.
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Cudn huéng dan nay c6 thé déng hanh trong sudt qué trinh lam viéc clia
ban. Diéu quan trong 1a phai khong ngting hoc hdi va mot khi ban d tich
Ity dugc nhiéu kinh nghiém va hiéu biét ban c6 thé muén chuyén sang lam
mot vi tri cdng viéc khac. Cubn sach nay s& gilip ban khdng chi tim cong
viéc ddu tién ma con bd ich trong c& quang thdi gian 1am viéc clia ban. Hay
nhd tham kh&o cudn C4&m nang DE dugc tuyén dung nay va nhé trong dau
minh s& c6 nhiing c¢d hdi mai trong tuong lai.

Cho dui di€u gi c6 xay ra, hay ludn tin twdng vao ban than.

[ =p
Vay la ban da hoan thanh cudn Cam nang mang tén
Dé duge tuyén dung
Gio 12 lic ban di tim viéc va 1am thé nao dé dugc tuyén dung.
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Cac trang web hitu ich

Thong tin Chung vé Viéc 1am va Ngudi Khuyét tat

Chuong trinh Ability Asia (Nang luc chau A) chuyén vé khuyét tat clia ILO
cho khu viic chau A va Théi Binh Duong, cung c&p céc thong tin, ngudn Iuc
va danh sach céc an phdm lién quan dén cac van dé khuyét tat khac nhau
trong khu vuc.

www.ilo.org/abilityasia.

Trung tdm Quéc gia thic ddy Viéc 1am cho Ngudi Khuyét tat, An bo, co cac
thong tin vé nhiéu van dé lién quan dén viéc 1am cho ngudi khuy8t tat 6 An
Do, ké ¢ luat phap va chinh sach.

www.ncpedp.org

Mang luGi diéu chinh nai lam viéc, My, gdm rat nhiéu thong tin hiu ich lién
quan dén cach lam th& nao dé diéu chinh nai lam viéc tiép can cho cac
dang khuy@t tat khac nhau.

www. jan.wvu.edu

T6 chiic Ngudi khuyét tat Qudc t& - Khu viic Chau A- Thai Binh Dudng ( DPI-
AP) ¢6 nhiéu tin tiic, thong tin, bao cdo va &n pham lién quan dén ngudi
khuyét tat trong khu vuc Chau A- Théi Binh Duang.

www.dpiap.org
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Thdng tin vé Luat lao ddng va cac Chinh sach

Trang web clia Chuong trinh Ability Asia - c6 két ndi v6i cac luat va chinh
s4ch lién quan clia nhiéu qudc gia trong khu vuc Chau A va Thai Binh
Duang.

www.ilo.org/abilityasia

Tim dén trang web clia Bo Lao dong clia nudc ban dé cd them thong tin chi
tiét vé luat lao dong va cac chinh sach vé lao dong. Mot vai dudng két noi
c6 thé tim thay trén trang web clia Chuong trinh Ability Asia nhu da néu &
trén.

Mot s6 Trang web Chon loc vé Tuyén dung

Job Database (Co s& Dii liéu Viéc lam) hién ¢ danh sach cac viéc lam tai
Uc, Trung Qudc, An D9, Hong Kong, Indonéxia, Han Qudc, Malaixia,
Philippin, Xingapo, Dai Loan va Thai Lan. Trén do cling c6 thong tin vé
nhiing ngudi tim viéc lam (Hién chi cd tiéng Anh)
www.jobsdb.com/default.htm

Job Street ( Phd Viéc 1am) - 1a mot trong nhiing trang dién tG truc tuyén I6n
nhat  Chau A va Thai Binh Duong, k&t néi truc tuyén véi Malaixia, Xingapo,
Philippin, An D9, Indonéxia, Bangladet, Nhat Ban va Viét Nam. Tai day
cling ¢ trang riéng danh cho ngudi khuyét tat.

www.my.jobstreet.com

jobs4disabled.jobstreet.com (hién chicé & Malaixia)

Thailand Jobs Database (Co s& Dii ligu Viéc lam Théi Lan) (bdng tiéng Théi
va tiéng Anh)
th.jobdb.com/TH/EN/VEHTML/Home/default
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Vietnam Works 13 trang dién t( tuyén dung I6n nhat tai Viét Nam (b&ng
ti€ng Viét va ti€ng Anh)
www. Vietnamworks.com

Jobs Ahead - mot trang tuyén dung clia An Do (chi ¢ bang tiéng Anh)
www. jobsahead.com

Australian Job Search 12 mot trang tuyén dung clia Uc dugc chinh phi Uc
tai trg
www.jobsahead.com

China HR 1a trang web tuyén dung truc tuy&n I6n nhat 6 Trung Qudc (bang
ti€ng Han va tiéng Anh)
Www.chinahr.com

Monster.com 1a mot trong nhiing cong ty tuyén dung truc tuyén I6n nhat
th& gi6i. Cong ty nay cé cac trang web tai mot sd nuéc chau A:

Hong Kong:  www.monster.com.hk

Singapo: Www.monster.com.sg

An bo: www.monsterindia.com

Cac trang Web Thong tin Viéc 1am va Tuyén dung Danh riéng
cho Ngudi Khuyét tat

Uy ban Hoi dong tu van doanh nghiép Campuchia c6 mot cd s6 dif liéu viéc
lam danh cho nguGi khuyét tat véi nhiéu loat thong tin.
www.bac.org.kh
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Di&n dan Chd sl dung Lao dong Xaylon 1a mot t6 chiic cac chli st dung lao
dong rat tich cuc khuy&n khich tuyén dung ngudi khuyét tat. Trang web
cting danh mat trang riéng vai cac dit liéu danh cho ngui tim viéc.
www.empfed.lk/employment

Jobs for Disabled in India (Viéc 1am cho Ngudi Khuyét tat & An Do) c6 nhidu
théng tin cho ngudi khuyét tat tim viéc, dong thoi co mot ¢d s6 di lidu vé
viéc lam.

www.jobs4disabled.com

Job Street Malaysia (Pho Viéc lam Malaixia) c6 mot trang riéng vé viéc
lam cho nguti khuy8t tat
jobs4disabled.jobstreet.com

Cong ty SHL Solutions (Giai phap SHL) chuyén kiém tra tuyén viéc giap
cac chd st dung lao dong. Ho c6 trang web trén do c6 cac bai luyén kiém
tra mién phi (bang tiéng Anh, Phép, Diic, Y, Tay Ban Nha, Dan Mach, Ha
Lan, Na Uy, Phan Lan, Thuy Dién va tiéng Nhat).

www.shl.com/shl/en-int




Phieéu HO sc Ca nhan

Phigu nay 1a théng tin yéu cau trong cac mau hd so xin viéc clia cac nuéc sé
khong giong nhau. Diéu quan trong nhat la can nhd khi dién vao bat ky to
khai theo mau 1 can phai doc rat ki cac yéu cdu va tra 10i tat ca cac muc
mot cach day di va chinh xac. Phi€u HO sd ¢a nhan nay sé gilip ban tap
hop san tat ca cac thong tin lién quan va chinh xac.

Chi dén: Dién mau phiéu nay va sii dung n6 dé dién céc thong tin cho hé so
xin viéc, thuc hién xin viéc truc tuyén qua mang dién td, viét thu cho chi st
dung lao dong va soan tiéu st tom tt clia ban than.

I. THONG TIN CHUNG
Ho Tén: Dia chi:
Dién thoai: BT di dong:

Email:

Ngay thang ndam sinh: Nai sinh:
S6 ching minh thu: Tinh trang hon nhan:
S6 ngudi va tén nhiing ngudi phu thudc
Il. HOC VAN
A. Tiéu hgc
Tén trudng:
Pia diém:

L6p hoc cao nhat da qua:




P& dugc tuyén dung
C&m nang hudéng dan ngudi khuyét tat tim viéc lam

B. Trung hoc

Tén trudng:

Pia diém:

Cac hoc ky da hoc:

Thai gian hoc:

X&p hang:

C. Trung cap/Day nghé

Tén trudng:

Pia diém:

Cac hoc phan da hoc:

Thai gian hoc:

X&p hang:

D. Cao déng/Pai hoc

Tén trudng cao déng/dai hoc:

Cac hoc phan da hoc:

Thai gian hoc:

Xép hang:

E. Cac khoa dao tao khac hay chiing chi khac

Tén dan vi dao tao:

Cac khoa da hoc:

Thai gian hoc:

X&p hang:
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Il. QUA TRINH CONG TAC

A. Chii st dung lao ddng

Ho Tén:

Pia chi Lam viéc tir ..... dén.
Nguli giam sat : Dién thoai:

Tén cbng viéc: Email:

Miéu ta cong viéc: Luong:

Thiét bj chuyén dung da st dung/dat dugdc gi?

Nguyén nhan nghi viéc:

B. Chii sif dung lao ddng

Ho Tén:

Pia chi Lam viéc tUf ...... dén.
Ngudi giam sat : bién thoai:

Tén cbng viéc: Email:

Miéu ta cong viéc:

Luong:
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Thiét bi chuyén dung da st dung/dat dugc gi?

Nguyé&n nhan nghi viéc:

CHU THICH: Viét thém cdc théng tin viéc lam khdc trén mt to gidy riéng va
dinh kém phiéu nay (néu cd)

IV. NGUGI GIGI THIEU

Viét it nhat ba nguoi gidi thiéu, bao gém tén ho, chuc vu, dia chi lién hé,
néu ré ban biét vé nguoi gidi thigu tr théi gian nao

Ho tén: Chtic vu:

bia chi: bién thoai:
Email:

Ho tén: Chic vu:

Pia chi: bién thoai:
Email:

Ho tén: Chtic vu:

Pia chi: bién thoai:
Email:




Pé dugc tuyén dung
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Vit & day nhiing thong tin khdc ma ban c6 thé s& can dén khi soan
hd so xin viéc.




LGi cam on

P& Pugc Tuyén dung: C4m nang Hudng dan cho Ngudi Khuyét tat Tim Viéc
cung v6i cubn DE dugc Tuyén dung: Gido trinh cho Giéng vién vé Cach Thuc
hién dao tao cho Ngudi Khuyét tat Tim Viéc do Ba Debra A. Perry bién soan
va ti&n hanh kiém nghiém thuc t& tai Kenia va Tanzania nam 1995. Sau khi
dugc phat hanh 1an dau nam 1995, hai cudn sach dugc dich sang céc ngon
ngii dia phuong dung cho nhiéu nudc thudc Chau A va Théi Binh Duong, ké
ca Campuchia, Sri Lanka va Trung Qudc. Ban in 1an nay da dugdc ¢d van doc
lap clia T6 chic Lao dong Qudc t& ILO 1a chi Caitin Wyndham cap nhat va
stia d6i cho phu hgp han véi ngudi khuy&t tat dang tim viéc tai khu viic Chau
A va Thai Binh Duong. Chiing tdi xin dugc bay t6 i cdm on chan thanh t6i
c& hai Ba da danh nhiéu cong stic dé ¢ bd sach huéng dan nay.

Ciing can phai k& dén su déng gop clia cac chuyén gia trong d6 co ca

nhiing ngudi khuy@t tat, cac chuy@n gia vé tuyén dung, cac chd sti dung lao

dong va lanh dao nghiép doan lao dong da dugc kéu goi doc b0 tai liéu nay

va cho y kién. Chling ti xin dudc cdm on nhiing vi sau day da phan hoi va

dong gop cac y kién quy bau cho cusn C4&m nang D& Bugc Tuyén dung:

e  BaBarbara Murray - Vu Ky nang, ILO, Gidneva, Thuy Sy

e Ba Arunee Limmanee - Khoa Liéu phdp Am nhac, Pai hoc Mahidol,
Thai Lan

e (Ong Robert Hermelin - Ngan hang HSBC, Théi Lan

e  BaRan De Silva - UBS, Hong Kong

e Ba Nguyén Thi Lan Anh - Ban Hanh dong vi su phat trién hoa nhap
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(IDEA), Viét Nam

e Ba Vi Thi Binh Minh - Ban Hanh dong vi su phat trién hoa nhap
(IDEA), Viét Nam

®  BaNguy&n Thi Thuin - Hgi Chii Thap D6 Tay Ban Nha, Viét Nam

*  (Ong Richard 0'Brien - T6 chtic Phuc vu Tinh nguyén vién Hai ngoai,
Viét Nam

e Ong Daragh Halpin - Chuy&n gia tap huan qudc t&, Viét Nam






