UNIVERSITY OF ECONOMICS & FINANCE

CURRICULUM VITAE

CUDRRN
IO

The ticket to interview

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



NHU’'NG PIEU CAN BIET VE CV

FUN FACTS

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



—;;«E:-
i BO HO SO NG TUYEN
UEF ;

Chuan bi 1 bd ho &ng tuyén

Chwng chi dao tao,

= .
GEZl - Curriculum @ X o o~
MEES boi duwd'ng (copy)
vitae
= | Pon (rng tuyén ' Giay kham strc khoe
% Bang cap (copy) (EEgl CMND va hé khau

www.uef.edu.vn

TRUNG TAM HOP TAC DOANH NGHIEP

University of Economics and Finance



NHU’'NG PIEU CAN BIET VE CV
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Curriculum Vitae

Mark Taylor
Address: 6¢ HendFord Hill, Mouldsworth, WA& 8DE, United Kingdom
Tel: 07900257283
Ewmail: coolguyoo7@hotmail.co.uk
DoB: 27 February 1985

Nationality: British
Gender: Male

Mavital status: Single

! am a hard-working individual who enjoys working. | am excellent at
meeting deadlines. | have two years of experience in business,
would ltke to contribute to a business with my excellent slu%

work experience, Q

Achievements

Employment

2011 — Present [T Support Assistant  ABC Electronics Ltd.
2008 - 2011 (T Admin  Dana Corporation

2006 - 2008 T Assistant  M&M Electric Vehicles Ltd.
2005  Cleaner K Lacey Ltd,

2003 - 2005  Housekeeper  Plaza Hotel

2002  Packer  Packaging Products Ltd.

2000 - 2001 Cleaner  TB Group Ine.

Qualifications Q

2004 - 2007 BSe Psychology, University College BQg

Skills

o Finished my college studies
« Currently working as an IT w@ ;

Education

»  Excellent management skills

s  Excellent communication skills @+

o Great IT skills

Hobbies and interest

1991 - 1992 Colling
1992 — 19496 Sta
19496 - 2002 Ha
2002 -

ursery

School

condary School

andwell Sixth Form College

+ English: A*
»  Mathematics: €
s Biology: B

« Geography: A

+  Business: C

October 2004 — June 2007 UCB, Birmingham BSc Psychology
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I enjoy skiing, hiki ootball, going to the gywm, eating out with
my friends, g and going to church on Sundays.
References

Mr Evan

Tesco

Birmingham, West Midlands, B5S 1KE, United Kingdom.
Tel: O78 4320 3833
E-mail: evan.sandersa2@hotmail.com




David Gibbons

57 Outlands Road, Dingley, LE16 95]
Mobile: 079 3316 8158 E-mail: David_gibbons@ live.co.uk

Personal Profile Statement

A motivated, adaptable and responsible Computing graduate seeking a position in an IT
position which will utilise the professional and technical skills developed through past
work experiences in this field. T have a methodical, customer-focused approach to wor
and a strong drive to see things through to completion. In my current job, 1 have
managed the launch and migration of two major IT systems which was completed

time and within budget.

Achievements

* Implementing major systems with zero downtime
+  Employee of the month for two consecutive months
¢  Member of the British Computing Society

Education

2009 - 2013 BSc Computer Sci ) Aston University
« |5t Class Degree with Pm@l ment

Relevant Modules:

. spects of Computing (73%)
. abase Systems (59%)

. Srmation Systems (93%)

. ecurity (67%)

puter Interaction (80%)

BTEC National Diploma in IT  Hall Green College
®  Grade Achieved: Triple Distinction®

2000 - 2007 Bournville Secondary School
» B GCSEs at grades A*-C.

Employment

Jun 2008 — Present  IT Manager  Maplins

+ Mentoring and training new IT staff,
« Researching. installing and configuring new computer systems;
+ Ensuring that all relevant licensing laws are adhered to;
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+  Keeping up to date with the latest technologies.
Oct 2003 — Jun 2008  IT Support Officer  Ladypool Warehouse Ltd.

+  Provided extensive IT support to internal and external stakeholders;

+ Installed and configured computer hardware operating systems and applications;
+ Monitored and maintained computer systems and networks:

* Resolved, diagnosed and solved network problems and relevant software faults.

Jan 1999 - Sept 2003 IT Admin ~ West London Council \

+  Produced Requirements Documentation (diagrams and workflow);
+  Maintained the computer network and information systems. QV

1996 — 1999 Various jobs  Retail (sectors)
Qualifications g

+ Level 3 N.V.Q. Employability Skills
«  MCSE, CISCO and Office365 Certifical

Skills
e  Excellent knowledggeaf a v of programming languages including Java,
Python, C., Java P and SQL.
*  Strong troub ills with software, hardware & network products
* Expertinn g Tault diagnostics and troubleshooting, Cisco routers, Cisco
swit] and switching configuration and technologies

I enjoy reading non-fiction books, building computer networks, solving puzzles and
socialising with friends and family.

References

Mrs Saima Khan Mr Keith Butler

IT Executive Senior IT Analyst

Maplins Fujitsu

Address: 24 5t Denys Road, Postling, CT21 3QF Address: 12 Gold Ln, Bexley, BOI 5FE
Tel: 0109 228 2001 Tel: 0780 8462 3463

Email: khan.s @maplins.co.uk Email: keith.butler@ gmail.com
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FORMAT CUA 1 CV

= Nén tao CV bang MS-Word

= Canh lé trén dwdi khdng nhd hon 1.5cm va canh |é
trai, phai khéng nhé hon 2cm

= C& chi* khéng Ion hon 12pt va khéng nho hon

10pt (D6i v&i tén co thé 1on ho

l&n hon 18pt)
= CV nén tdm gon trong 01 hoac TC

gidy A4
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() NQI DUNG CHINH CUA CV
UEK

UNIVERSITY OF ECONOMICS & FINANCE

Ly do ban mudn rng
tuyén? Muc tiéu 3 -5

MUC TIEU ndm tdi.
NGHE NGHIEP

Truwong, nganh?
Diém TB?
Thai gian TN?

| Khong nén dinh URL |
Facebook. Thay thé .
bang Linkedin.

GOm tén hoat dong,
vj 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 ngit — Tin hoc
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. THONG TIN CA NHAN

ICS & FINANCE

Tén: Size chir I&n hon va dwoc tdé dam
Dia chi: lién hé hoac noi dang tam tru, ¢ tro...
Dién thoai: Lwu y khong viét sai, thiéu sb
Email: nghiém tuc

LE NGUYEN THANH PONG

113 Puong 12, Khu phé 4, Phudng Tam Binh, Quén Thi Dirc, Thanh phé HS Chi Minh, Viét Nam

E 0908.000.232 Eo lengthdong@gmail.com

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

E 0908.000.232 ©& lengthdong@gmail.com @ www.linkedin.com/in/déng-le-b2aa5670
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TRINH DO HOC VAN

UNIVERSITY OF ECONOMICS & FINANCE

Céc bang cap lién quan dén cdng viéc ma ban &ng tuyén
« Cac bang, chirng chi lién quan dén vi tri rng tuyén

« Thoi gian hoc

« Thanh tich hoc tap (néu co)

« Vai tro lién quan

« Nén sap xép theo th ty tr hién tai dén qua khu

Bang cap cao nhat nén dé trén cuing
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TRINH DO HOC VAN

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
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KINH NGHIEM LAM VIEC

* Néu kinh nghiém lam viéc theo trinh ty th&i gian tw
HIEN TAI vé QUA KHU'

« Ghi rd don vj da cdng tac — Dia chi (tinh, thanh phd).

» M ta nhirng cong viéc CHINH dam nhiém.

» Thoi gian dam nhiém tirng vi tri

« Co thé liét ké kinh nghiém lam viéc ban thoi gian

hodc tinh nguyén vién (néu co).
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KINH NGHIEM LAM VIEC

« KHONG viét nguyén cau hoan chinh dé mé ta

» Bat dau cau véi 01 dong tir lién quan dén cong viéc

KHONG dung tr s& hiru (cua téi, ciia nhém...)

Thei gian NEN dung dinh dang Thang/Nam — Thang/
Nam

« CHAT LUWONG ludn tét hon SO LFONG
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KINH NGHIEM LAM VIEC

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 internships 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.
Recognition and Gains:
- Received excellent feedback from students
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2R
@ KY NANG & SO THICH
UEF

UNIVERSITY OF ECONOMICS & FINANCE

Gii thiéu cho nha tuyén dung hiéu rd: 0.0

W

« KY NANG va MUC DO thong thao cla ban:
- Liét ké cac chirng chi (néu co) '

* Gidi thiéu S¢ thich cua ban

@ @
LIEN QUAN LIEN KET
Cac m6 ta can lién quan Cac mé ta can
v&i cong viéc tng tuyén lién két véi nhau
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KY NANG & SO THICH

L:INIUEHSITY 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 www.uef.edu.vn



NGU'OI LIEN HE THAM KHAO

« Can hoi nguwoi lién hé co dong y giup ban khéng?

Gui ngwoi lién hé mau CV mdéi nhat cta ban

« Sau khi phdng van, nhé bao cho nguodi lién hé biét va gui
MTCYV vi tri ma ban &ng tuyén

 Nh& théng bao thdi gian va cach thire nha tuyén dung
lién hé ho

 Nh& cam on va thdng bao néu ban dwoc tuyén dung
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NGU'OI LIEN HE THAM KHAO

UNIVERSITY OF ECONOMICS & FINANCE

Théng tin vé nguwdi tham khao:

* Full name

Chtrc vu — Cong ty
Pia chi

Pién thoai

E-malil

Hinh thwe lién hé
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THU'C HANH

01 CV T6t nén duwoc viét 04 lan:

Lan 1: Viét ra tat cd nhirng thédng tin ma ban cé dwoc trong dau:
- Cdng viéc gi
- O dau
- Thoi gian nao
- CAp trén 12 ai
- Phai lam nhirng viéc gi
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THU'C HANH

UNIVERSITY OF ECONOMICS & FINANCE

Lan 2:

- Binh dang lai CV

- Viét lai theo hwdng dan

- Hé thdng lai cac cong viéc don gian
Lan 3:

- Pwa vao ly do hodc muc dich céng viéc

- Long vao nhirng kj ndng (cham séc khach hang, dam
phan, quanly ...)
Lan 4:

- Puwa vao chi tiét lwong hoa

- Dung cac thuat nglr “chuyén nghiép”
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THU'C HANH

Giéi thiéu Website: www.topcv.vn
Thwc hanh tao CV trén website

Tham khao: Pinterest, Canva
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THU'C HANH

- Sinh vién tao CV v@¢i dinh dang Word/PDF

- Dat tén file: <MSSV>-CV-<Nganh>

- Gui vé e-mail: cer@uef.edu.vn vé&i Subject: CV -
<Nganh> - <MSSV>

- Noi dung thé hién vi tri cdng viéc mong muén

- Deadline: 15/01/2020

- Review CV: 14:00-16:00 Thir 5 hang tuan tai TTHTDN
—Tang 4 — 141 Campus.
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UNIVERSITY OF ECONOMICS & FINANCE

INTERVIEW
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CHUAN B| CHO INTERVIEW

TIM HIEU VE CONG TY VA
VI TRI TUYEN DUNG

Job Description

47% wng vién bi loai vi khong co

Job Title hiéu biet hodgc héu qua it

Responsibilities

; : BUSINESS NEWS
Qualifications | TSN

v" Chuan bj it nhat 05 cau haéi lién
quan dén cong ty va vi tri tuyén
dung

l v’ Héi vé nhirtng thay déi gan day
vé nganh nghé kinh doanh giup
thé hién ban quan tam dén con

cdng ty
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CHUAN B| CHO INTERVIEW

~! B -

N \
néé "ﬂ i

mﬁ
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CHUAN B| CHO INTERVIEW

Best Job Interview Hairstyles for Women

70508

Pretty Ponytail Loose Curls Pin one side back

a L

Long and sleek Short and Stylish

O the balance
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CHUAN B| CHO INTERVIEW

Interviewing Attire

Dos Don'ts

Jewelry in moderation —

Conservative Z-piece suit — M\ — Necklace too large/ distracting

L — o bright colors/patterns

A
Skirt: Knee-length
— Capris: too casual

Hoisery at or near
skin color

Dark Shoes o d ) S — No open-toed shoes

University of Economics and Finance TRUNG TAM HOP TAC DOANH NGHIEP
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CHUAN B| CHO INTERVIEW

UNIVERSITY OF ECONOMICS & FINANCE

Nos Interviewing Attire g

n'ts

No earrings — Facial hair should be
neat & trimmed
Silk necktie with
conservative pattern
Avoid distracting
Shirt cuffs show only —— or busy patterns
slightly at the wrist
Conservative 2-piece suit ——
No rolled up pants
Dark shoes & socks - Don't forget socks
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CHUAN B| CHO INTERVIEW

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



CHUAN B| CHO INTERVIEW

UNIVERSITY OF ECONOMICS & FINANCE

GET ORGANISED —

Organise everything two days

before. Allow extratime fortravel W & L.

delays. Double check you willlook = e . o = 7 7

the part. L
Arrive 15 minutes 0

early to the interview.

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



CHUAN B| CHO INTERVIEW

UNIVERSITY OF ECONOMICS & FINANCE

PREPARE DRESS DEAL READ GET

& ASK TO WITH EMPLOYER  THERE
RE-READ  QUESTIONS . or o STRESS  LITERATURE  EARLY
RESUME

University of Economics and Finance TRUNG TAM HOP TAC DOANH NGHIEP
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TRONG BUOI INTERVIEW
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TRONG BUOI INTERVIEW

Chat, nhung khéng lam dau

Khoang 3 giay

Cé thé dua lén/xudng 1-2 lan

Ti€p xtc bang dnh mat

C6 thé vira chao vira bat tay
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TRONG BUOI INTERVIEW

UNIVERSITY OF ECONOMICS & FINANCE

FIRST IMPRESSIONS
COUNT

859% of interviewers decide whether to
hire someone in the first 3 minutes.

Smile and greet your
interviewer confidently.
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TRONG BUOI INTERVIEW

UNIVERSITY OF ECONOMICS & FINANCE

DEMONSTRATE YOUR
ENERGY AND ENTHUSIASM

Sit up. Try to relax and enjoy it.
Let your enthusiasm show through.

MAKE EYE CONTACT

67% of hiring managers
say that failure to make
eye contact is the
biggest mistake that
applicants make.

® Don’t cross your arms or fidget as
that indicates nervousness.
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TRONG BUOI INTERVIEW

Ct chi can TRANH:

« Xoa dau hodc co

* Vubt ho&c xoa mi

« Ngoi khoanh tay trwéc nguc
« Gac chan hoac run chan

* Nhin vao hw khdng

« Can mdi hodc maéng tay

* Nhip chan
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TRONG BUOI INTERVIEW

Ctr chi NEN lam:

Ngdi thadng Iwng va hoi nghiéng vé trwdce

Tao khoang cach thodi mai véi nguwdi phéng van

Thé hién sy hao hirng

Dung nwéc hoa vira phai

Nhin cac phdng van vién va tap trung vao ngudi hoi
Pirng nhin cham cham vao ngwdi phdng van khi ho ¢é vi

éc ban
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TRONG BUOI INTERVIEW

BE ENTHUSIASTIC
BE POSITIVE
BE CONFIDENT

DON'T GET T0O STRESSED €
® @ DON'T BE IMPUDENT € L s
& DONTLE 3¢
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TRONG BUOI INTERVIEW

» Lang nghe tén ngwdi phéng van va doc dung

« Xac dinh chirc danh ctia nguwdi phdng van

. Gilr giao tiép bang mat trong budi phdng van

« Ghi vai lwu y trong qua trinh phéng van

« Nghe va suy nghi truwdc khi tra 1o cau hoi

« DOoi voi cau héi chwa rd thi yéu cau lam rd nghia

» Suy nghi vé cau tra 16 va dung tir ngr ngan gon
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TRONG BUOI INTERVIEW

UNIVERSITY OF ECONOMICS & FINANCE

- Str dung tir ngir Tich cwec — tranh str dung ttr ngir Tiéu cwc

Durng nodi ...Ghét / loai bo / tranh / tranh cai / tte bo

Hay néi ... Vot qua / ¢b géng / hoan thanh / thuyét phuc / thir lai

- St dung cau chu dong, str dung cac tir co tinh tac déng cao
Birng néi ... Tiép xuc véi / gitp véi / tham gia vao /

Hay noi ...Kich hoat / thure hién / dong luwc / virot qua

- Hay ké cu thé ve nhirng gi ban da l1am va thanh tich dat dwoc
Dirng noi ...Chiju trach nhiém quan ly nha hang va tao ra doanh thu.

Hay néi ...Quan ly mét nha hang 100 ché ngéi, tao ra doanh thu 10 triéu mét tuan.
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TRONG BUOI INTERVIEW

- Trinh bay nhirng diéu tiéu cwc theo mét cach tich cwe
Dirng ndi ...Mdc du téi khéng dat duoe muc tiéu cda téi, téi da hoc duoc vé ...

Hay néi ...Kinh nghiém da day téi rat nhiéu vé quan ly con nguoi

- Hay tw tin vé kha nang cta ban
Birng néi ...M6ét sbé ngudi quen cla téi da néi voi téi rang téi coé ky ndng giao tiép voi
KH tot.

Ha&y néi ...Téi ¢o ky ndng giao tiép vdi khach hang tét, phat trién théng qua ...
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TRONG BUOI INTERVIEW

STAR Answers

v SITUATION  Set the scene
v TASK Describe the challenge
ACTION Explain what you did

RESULT Quantify the results

DEMONSTRATE ATTITUDE &
APTITUDE

89% of new hires fail for
attitude not aptitude.

Make sure you talk about your leadership and
teamwork skills.

A great way to structure your answers is the
STAR technique.
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TRONG BUOI INTERVIEW

NEVER SAY ANYTHING

B A ABOUT YOUR ,

PREVIOUS EMPLOYER '.’
ONE OF THE MOST

COMMON INTERVIEW =
MISTAKES IS BADMOUTHING
YOUR BOSS OR COWORKERS.
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KET THUC BUOI INTERVIEW

Hai vé budc tiép theo sau phdng van

Bat tay chao tirng nguoi

GUri thw cdm on ngay sau budi phéng van

B& di nhirng diéu chwa hai long va hwéng vé phia trudc
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