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Thé&i gian trung binh dé doc 1 CV

05 - 07 giay
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% nha tuyén dung tim kiém théng tin (rng vién
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~ harry@efmail.com

ﬂuffykitféh@émai\.com
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% CV bi loai vi e-mail thiéu chuyén nghiép
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% CV bi loai vi hi h anh thiéu chuyén nghiép
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Ngo Qu.
T Gernni 199

An enthusiasti, Mexibde and rescurceliy persan with a high enfreprensurial
spifll whe befeves in hard work paps off” Poesess & good comvnand of
Erghsh and Vietnamase , Strong anabytical and mferpersanal skills strving fo
learn, grove and contribule (o socialy,

E QiEacan
L oes 13
& Ho Chi Minh

ifgmal.cam

= EDUCATION

University of Economics and Finance

Bachdor, Comemercial English, GPA: 2 BD

1 HOBBIES & INTERESTS

* SOOCET
& Travelling

= LIsten 10 music

University of Economics and Finance

HUYNH

BUEINESS ENGLISH INTERNSHIP
Date of brih: 1 8

Gender: Female.
Address: 37
ABOUT ME:

I'm a fourth-vear student at University of
Economics and Finance (UEF). My major
is Business English. Skilled in various
works such as Languages, Translation,
Knowledges  about Human  resources
manugement (HRY, Marketing,
International business and s0 on, I'm
passionate working as o translator, ¢lencal
work, assistant, receptionist o jobs
relating o0 my major. My internship wall
begin in Apnl in 2020,

OBJECTIVE:

- Short-term goals;  Completing  the
imernship coming and learning many new
skills and knowledges. Applving Teirned
theories at universiy to real wark. | will
try my best to reinforce my knowledges.

- Long-term "goals: Having o chance 1o
become & full-time emploves of company
after thie internship, Besides, | hope | have
the opportunity o contribute my hest to
the development of the company.
CONTACT ME:

Phone: 039 Ty

Email: quyg _Sigmail.com,

sireer, Bink Thanh diseeict, HOWC,

EDUCATION:

Major: Business English

University of Economicsand Finance
{2016 - BExpecied),
CERTIFECATIONS:

Digital Marketing

University of Economics and Finance
JH A

sSecretary Professional Certification
University of Economics Ho Chi Minh
2019

Driver’s Licenxe B2

2019

EXPERIENCE:

Checking apartment staff

Lirban House

20182019

SKILLA:

- Time- controlled and Team work.

- Communication and Negotiation.

- Presentation and Problem-solving.

- Office skills and Internet.

- Working under high pressure

www.uef.edu.vn

LE NGUYEN THANH PONG, MBA.
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Viét tat cia Curriculum Vitae
Bang tém tat thong tin so lvoc vé:

- Ban than

- Qua trinh hoc tap — Bang cap
- Qua trinh lam viéc — Chuyén mon
- Ky nang

Mét cach ngan gon

University of Economics and Finance LE NGUYEN THANH PONG. MBA. www.uef.edu.vn



(il MUC DICH CUA CV
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CV can phai thuyét phuc dwoc nha tuyén dung:
* Ban la &rng vién thich hop v
» Ban dap &ng dwoc cdng viéc va cac yéu cau
cua cong ty v
* Ban co trinh d6 chuyén mén phu hop v
« Ban co6 du kinh nghiém va ky nang v
« Ban co tinh chuyén nghiép cho cdng viéc v

University of Economics and Finance LE NGUYEN THANH PONG. MBA. www.uef.edu.vn



i NOI DUNG CHINH CUA cV
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UNIVERSITY OF ECONOMICS & FINANCE

Muc tiéu 3 —5 nam tadi.

/ /’
Y

\

Truwong, nganh?

Khéng nén dinh e
biém TB?

URL Facebook.
: . THONG TIN e
Dung Linkedin (néu Thoi gian TN?
B CA NHAN

Gom tén hoat dong,
vi tri tham gia, thoi
gian, kinh nghiém
co duoc....

Cac hoat dong NCKH,
hoc béng...

Kinh nghiém lam
viéc tai CLB, UEF,
Doanh nghiép

Ngoai nglt — Tin hoc
(chirng chi)

University of Economics and Finance LE NGUYEN THANH PONG. MBA. www.uef.edu.vn



Nguyén Thi Mai A

Nhan Vién Ké Toan

e

&

Pao Tao

01-2012 - 01-2016

Trudng Dai Hoc Hoa Mai

Tén béng cap: Cir Nhan Dai Hoc
Chuyén nganh: K& Toan - Kiém Toén
Logi tot nghiép: Gioi

Kinh Nghiém

01-2016 - 01-2017

Cong Ty Mai Hoang

NHAN VIEN KE TOAN

M0 ta cong viéc:

- L@p s8 sach, chung tir

- Bdo cdo thué, bao cdo tai chinh

- Thyce hién giao dich véi co quan thué, ngan hang

- Sap xép chumng tir ké toan

Ky Nang
Ky néng chinh:
Phat trién ca nhan s nghiép

Ky nang khéc:

Lanh dao

Giao tiép va tao lap quan hé
Dam phan thuyét phuc

Lam viéc nhém

S& Thich

Du lich, doc séach, nghe nhac

Muc Tiéu

- Mong mudn cé mdt mdi trudng
lam viéc chuyén nghiép, &n dinh
va phat trién dé gan bé lau dai véi
cong ty.

- Dat myc tiéu tré thanh ké toan
téng hop trong 2 ndm téi.
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-
(e}
-3

[(=]
=
b= |

z
=

01-01-2001
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trangtricv@gmail.com
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TP.HCM

Words * % kT
Excel * ok k&
Power Point * ok A &

W

Outlook * kW

Ngoai Ngir

Tiéng Anh
Nghe

Noi

o

s

&t

NAME
SURNAME

@ CONTACT

GRAPHIC DESIGNER : :
N Sample your name G Lorem ipsum dolor sit are amet, consectetur
o4 G adipiscing elit, sed do you eiusmod tempor
\/!,\ i incididunt ut labare et dolore magna aliqua. Ut
) youmameg@gmailcom enim ad minim veniam, quis nostrud.
72\
Q) v City '
8/ yourstreet, City, Country

o LANGUAGES

ILLUSTRATOR ~ SN

ENGLISH 1 i I O PHOTOSHOP L ..
GERMAN N IR Im W INDESIGN EEEE
SPANISH 1 ) I G B0 COREL DRAW .

2006 - 2009

Lorem Ipsum is simply cumm text of the lorom

2008-2013

)

Lorem ipsum dolar sit are amet, consectetur
lorom adipiscing elit, sed do eiusmed tempor
incides idunt ut labore aliqua.

printing industry.

2009 - 2012

Lorem ipsum dolor sit are amet, consectetur
lorom adipiscing elt, sed do you eiusmod
tempor incides idunt ut magna aliqua.

2012 -2015
Lorem lpsum is simply dumm text of the forom
printing industry.

000

Lorem ipsum dolor sit are amet,
consectefur lorem adipiscing eft
sed do you are eiusmod tempor

2013 - 2016

Lorem ipsum dolor sit are amet, consectetur
lerom adipiscing elit, sed do eiusmad tempor
i incides idunt ut labore et dolore magna

| aliqua.

{, HOBBIES



JOHN SMITH

123 Your Address
City, State, Zip Code
(XXX )-XXX-XXXX

yow@enpil.com

Administrative Assistant with 6+ years of experience flawless preparation of presentations. preparing facility reports and
maintaining the utmost confidentiality. Possesses a B.A. in History and expertise in Microsoft Excel. Looking to leverage

my knowledge and experience into a role as Project Manager.

PROFESSIONAL EXPERIENCE

REDFORD & SONS
Administrative Assistant

BRIGHT SPOT LTD
Secretary

Boston, MA
September 2011 — Present

Schedule and coordinate meetings, appointments, and travel arrangements for supervisors and managers
Trammed 2 administrative assistants during a period of company expansion to ensure attention to detail and
adherence to company policy

Developed new filing and organizational practices, saving the company $3,000 per year in contracted labor
expenses

Maintain utmost discretion when dealing with sensitive topics

Manage travel and expense reports for department team members

Boston, MA
June 2008 — August 2011

Typed documents such as correspondence, drafts, memos, and emails, and prepared 3 reports weekly for management
Opened, sorted, and distributed incoming messages and correspondence

Purchased and maintained office supply inventories, and being careful to adhere to budgeting practices

Greeted visitors and determined to whom and when they could speak with specific individuals

Recorded, transcribed and distributed minutes of meetings

EDUCATION

RIVER BROOK UNIVERSITY

Chicago, IL

Bachelor of Arts in History, May 2008

Graduated Cum Laude

ADDITIONAL SKILLS

Expert in Microsoft Office, with a focus on Excel
Bilingual in Spanish and English
Web and tech savvy, require little to no training

123 Your Address City, , State, , Zip Code  (xxx)-xxx-xxxx yowr@email.com

esducation
0122014

2003-2008

eTperiemde
I011-2012

Iolg-2012

J0e-2010

L
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UEF MAU CV

UNIVERSITY OF ECONOMICS & FINANCE

Cac website c6 thé tham khao mau CV

e https://www.topcv.vn/

* https://www.cv-template.com/en

* https://zety.com/cv-templates
* https://www.canva.com/templates/search/resumes/
* https://www.coolfreecv.com/

University of Economics and Finance LE NGUYEN THANH PONG. MBA. www.uef.edu.vn
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& FORMAT CUA 1 CV
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= Nén tao CV bang MS-Word

= Canh Ié trén dwdi khdng nhd hon 1.5cm va canh 1é
trai, phai khéng nhoé hon 2cm

= C& chir khéng I&n hon 12pt va khéng nhd hon

10pt (DOi voi tén co thé Ion hé khong

Ion hon 18pt)
= CV nén tom gon trong 01 hoac TQI

gidy A4

LE NGUYEN THANH PONG, MBA.
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UEF II. THONG TIN CA NHAN

UNIVERSITY OF ECONOMICS & FINANCE

Tén: Size ch¥ I&n hon va dwoc té dam

DPia chi: lién hé hoac noi dang tam tru, & tro...

C
)h

Pién thoai: Lwu y khéng viét sai, thiéu sb

Email: nghiém tuc

LE NGUYEN THANH PONG &
113 Puong 12, Khu phd 4, Phudng Tam Binh, Quin Thu Prtec, Thanh pho H6 Chi Minh, Viét Nam

4 0908.000.232 & lengthdong@gmail.com

LE NGUYEN THANH PONG
113 Road 12, Quarter 4, Tam Binh Ward, Thu Duc District, Ho Chi Minh City, Vietnam

[ 0908.000.232 & lengthdong@gmail.com @ www.linkedin.com/in/dong-le-b2aa5670

University of Economics and Finance LE NGUYEN THANH PONG. MBA. www.uef.edu.vn



@ IIl. TRINH PO HOC VAN
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UNIVERSITY OF ECONOMICS & FINANCE

Céac bang cap lién quan dén cdng viéc ma ban ng tuyén
» Cac bang, chirng chi lién quan dén vi tri trng tuyén

« Thoi gian hoc

» Thanh tich hoc tap (néu co)

« Vai tro lién quan

+ Nén sap xép theo thu tw tw hién tai dén qua khw

» Bang cap cao nhat nén dé trén clung

University of Economics and Finance LE NGUYEN THANH PONG. MBA. www.uef.edu.vn
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@ I1l. TRINH DO HOC VAN (2

EDUCATION

International University — Vietnam National University Sep 2018 — Aug 2021 (est.)
and Swinburne University of Technology, Australia

Major: Candidate for PhD. in Business Administration (twin program)
Honors: Scholarship for Excellent Candidate
Activities: Vice President - [U Alumni

International University — Vietnam National University Sep 2012 — Jan 2015

Major: Master of Arts in Business Administration — International Business

Honors: Scholarship for Excellent Graduated Students, Valedictorian for intake 2012 with GPA
84.8/100

Southern Cross University, Australia Sep 2009 — Apr 2011
Major: Bachelor in Business Administration — International Business

Studied in MDIS, Singapore

University of Economics and Finance LE NGUYEN THANH PONG. MBA. www.uef.edu.vn



| IV. KINH NGHIEM LAM VIEC
UEFK ' '
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* Néu kinh nghiém lam viéc theo trinh tw thoi gian hién
tai dén qua khiy

» Ghi ro don vi da coéng tac — Dia chi.

+ M6 t& nhirng cdng viéc CHINH dam nhiém.

» Thoi gian dam nhiém tng vi tri

« CO thé liét ké kinh nghiém lam viéc ban thdi gian

hodc tinh nguyén vién (néu co).

University of Economics and Finance LE NGUYEN THANH PONG. MBA. www.uef.edu.vn
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« KHONG viét nguyén cau hoan chinh

« B4t dau cau vdi 01 dong tw

« KHONG dung tw so hivu (cla tdi, ctia nhém...)

« Thoi gian NEN dung dinh dang Thang Nam — Thang
Nam

» CHAT LUQNG ludn tot hon SO LUONG

University of Economics and Finance LE NGUYEN THANH PONG. MBA. www.uef.edu.vn
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(R) IV. KINH NGHIEM LAM VIEC (2)
UEF

UNIVERSITY OF ECONOMICS & FINANCE

WORK EXPERIENCE
Ho Chi Minh City, University of Economics and Finance Ho Chi Minh City, VN
Director of Centre of Enterprise Relations Sep 2018 — Present

Main responsibilities:
- Developed University's Enterprise Relations Network

- Planned and organised Internship programs for all students
- Designed and trained students soft skills

- Arranged events (universtiy grade) related enterprises

- Consulted career path for students

Recognition and Gains:
- Signed MOU with over 40 leading organizations/enterprises

- Expanded the relations with over 200 organizations/enterprises

- Arranged mternships for over 1000 students

Lecturer for Business Mar 2016 — Present

Main responsibilities:
- Teaching subjects in English: Business Strategy, Business Creativity and Innovation, HR
Management, Organizational Behavior, Tramning and Development, Principle of Marketing

- Build connections with enterprises related industries.
Fecognition and Gains:
- Received excellent feedback from students

University of Economics and Finance LE NGUYEN THANH PONG. MBA. www.uef.edu.vn



i V. KY NANG & SO’ THICH
UE

UNIVERSITY OF ECONOMICS & FINANCE

Gi¢i thiéu cho nha tuyén dung hiéu ro:
. Ky nang va Mirc dé thong thao clia ban
. Liét ké cac chirng chi (néu co)

« S& thich ca nhan

—@ —@—
LIEN QUAN LIEN KET
Cac mé ta can lién quan Cac mé ta can
véi coéng viéc rng tuyén lién két v&i nhau

University of Economics and Finance LE NGUYEN THANH PONG. MBA. www.uef.edu.vn
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UEF 2)

UNIVERSITY OF ECONOMICS & FINANCE

SKILLS, CERTIFICATIONS, AFFILIATIONS AND INTERESTS

Computer: Experienced with MS-Word, Excel, PowerPoint, IBM-SPSS, AMOS; familiar with
MS-Visio.

Languages:  Fluent English (oral and written).

Certifications: Pedagogical certificated; HR Management for CHRM; Internal Auditor for ISO
9002:2012

Affiliations: Ducati SGN, External Affairs Executive. Vietnam’s Communist Party, Member.
Interest: Social justice, Travel by motorbike, Photography

University of Economics and Finance LE NGUYEN THANH PONG. MBA. www.uef.edu.vn



i V1. NGU’O'l LIEN HE THAM KHAO
UEF '
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« Can hdi nguoi lién hé cé dong y gitp ban khong?

« GUi nguwdi lién hé mau CV méi nhat cia ban

» Sau khi phéng van, nho bao cho ngwoi lién hé biét va gl
MTCV vi tri ma ban &ng tuyén

 Nho thdng bao thoi gian va cach thire nha tuyén dung
lién hé ho

« Nho cam on va théng bao néu ban dwoc tuyén dung

University of Economics and Finance LE NGUYEN THANH PONG. MBA. www.uef.edu.vn
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Théng tin vé nguwei tham khao:
* Full name

e Chtrc vu — CONg ty
* Dia chi

 Pién thoai

* E-malil

* Hinh thuc lién hé

University of Economics and Finance LE NGUYEN THANH PONG. MBA. www.uef.edu.vn
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UNIVERSITY OF ECONOMICS & FINANCE

REFERENCES
1. Mr. Kieu Xuan Hung

Chairman, University of Economics and Finance Phone: xxxx.xx9.999

141-145 Dien Bien Phu Str., Ward 15, Binh Thanh Dist. Email: xxxx(@uef.edu.vn

(Prefers e-mail over phone)

University of Economics and Finance

LE NGUYEN THANH PONG, MBA. www.uef.edu.vn



UEF BO HO SO NG TUYEN
Chuan bi 1 bd ho rng tuyén
2 _ Y ' P g
@22 Curriculum vitae | @ Chirng chi dao tao,
o== = Dbdidudng (copy)
= | Pon tng tuyén Giay kham strc khde
o . £ ;f"lff
% Bang cap (copy) \E&=)) CMND va ho khau

(copy)

www.uef.edu.vn
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Chuan bi 1 bd ho rng tuyén

Chwrng chi dao tao,

= . .
==  Curriculum vitae ®

Gl N
JEER " Dbdéi duwdng (copy)

Don rng tuyén Gidy kham suwrc khée

CMND va ho khau
== (copy)

g Bang cap (copy)

www.uef.edu.vn
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01 CV Tot nén dworc viét it nhat 04 1an:

Lan 1: Brain-storming tat ca théng tin cé dwoc

Viét ra tat ca nhirng thédng tin ma ban cé dwoc trong dau:

- Cong viéc gi .

> ™ . ‘
- O dau _ &
- Thoi gian nao Y

- Cap trén I3 ai
- Phai lam nhirng viéc g

University of Economics and Finance LE NGUYEN THANH PONG. MBA. www.uef.edu.vn



i THUC HANH (2

Lan 2: Dinh dang
- Binh dang lai CV
- Viét lai theo hwéng dan

- Hé thdng lai cac cong viéc don gidn

Lan 3: Lwa chon ky niéng, kinh nghiém phu hop

- Pwa vao ly do hodc muc dich cdng viéc

- Long vao nhirng ky ndng (cham soéc khach hang, dam
phan, quan ly ...)
Lan 4: Lwong hoa kinh nghiém lam viéc

- Pwa vao chi tiét lwong hoa

- DuNng cac thuat ngl “chuyén nghiép”

University of Economics and Finance TRUNG TAM HOP TAC DOANH NGHIEP www.uef.edu.vn



i THUC HANH (3

Moi nhém xay duwng 1 CV cia nhém

Goiy:
- Lwa chon mau CV
- L4y théng tin cha 01 thanh vién trong nhém
- Khai thac théng tin
- Viét nhap CV trén giay nhap
- Trién khai trinh bay CV trén giay A0

University of Economics and Finance TRUNG TAM HOP TAC DOANH NGHIEP www.uef.edu.vn
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- Tao CV v¢i dinh dang Word/PDF

- Dat tén file: <MSSV>-CV-<Nganh>
- 165080490-CV-KDQT.pdf
- GUi vé e-mail: cer@uef.edu.vn v&i Subject: CV -
<MSSV> - <Nganh>
- CV -165080490 - KDQT
- Deadline: 21/09/2020

- Review CV: 14:00-16:00 Th 5 hang tuan tai
TT.HTDN (Tang 4)
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